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2020 Worksheet is the most powerful furniture specification software in the office design
industry. Select and specify furniture products with the most up-to-date and accurate furniture data.
Sales teams, design teams and order entry staff can all freely exchange electronic project information.

With 2020 Worksheet, you can:

Quickly select a common set of options and finishes that can be applied to all related products
in a single worksheet

Create a variety of customized reports and presentation materials

Assign discounts to an entire worksheet or selected items

Import from and export to other applications and manufacturer-specific formats
Manage re-configuration projects and inventory

Use Custom Catalogs to capture, manage and re-use common furniture configurations



When you first open 2020 Worksheet, two windows appear sequentially by default. You can turn them
on/off at subsequent launch of the program.

2020 Monthly What's New window (see What's new)
Startup Wizard (see below)
From the Startup Wizard dialog box, you get four options:

Use the Wizard to create new project folders, configure your existing projects and create a new
worksheet. For more information see New worksheet using the Wizard.

Open an existing worksheet from one of your projects folders.

Open a recently used worksheet from one of your projects folders.

Start with a blank worksheet in your current project folder.

If you check Don't show this dialog box (default to a blank worksheet), this dialog box will not
appear the next time you open 2020 Worksheet or create a new worksheet . However, you can still
access the Startup Wizard later on by checking the Show startup wizard... box in the Preferences dialog
from the Tools menu.

See also Enter and edit items in a worksheet.




As in other Windows applications, there are many ways to perform specific tasks in 2020 Worksheet.
For example, when copying an item, you can:

Use the menu bar to select the command

Click on an icon on the toolbar

Right-click to access the context menu

Instead of showing different ways of performing the same task, procedures in this help file show you
only one way so that you can quickly learn how to use the application.

Make sure all the Worksheet toolbars are displayed for procedures directing you to click icons.

If you are working with a worksheet created in CAP Designer , two types can be available:

An associated-visual worksheet (associated.visual.sp4) synchronizes all drawing information
between Worksheet and CAP Designer with limited user interaction by prompting for an
update when required.

A visual-only worksheet (visual.sp4) pushes finish and room information (Visual Impression)
to the drawing when you open or switch to CAP Designer and you use Update against worksheet.



When you open a worksheet, note that:

The associated worksheet has the same name as the drawing it was created from with the
extension (.associated.visual.sp4) A visual worksheet can have a different name (.visual.sp4.)

You can open an associated-visual drawing by clicking on the Worksheet toolbar. This
command saves the worksheet and automatically updates the associated drawing before
opening it.

You can visualize products in parts (scenes) or in whole (entire design) in Visual Impression, by

% yisualize -

clicking St

If you no longer want this worksheet to be associated to the CAP Drawing, use the Save As
command and save as a different file type.

If you add an item, the Unplanned icon appears in the first column (Item # column). When you
update the drawing in CAP Designer, this unplanned item is saved in the drawing's Non-plan
item list (NPIL).

[f] FF2436 Fanel Frame, 24¥ » 36H

ia). Skipped Option

The Qty value is the sum of non-planned and planned quantities. To view non-planned and
planned values, activate the Non-plan Ct and Plan Ct columns.

In the example below, there are no non-plan quantities of the first item in the worksheet.

Item | non-Plan Ct Plan Ct Gty List Ext List
1 a a8 g $ 20000 $ 1BD0.0O

If you change the Qty, the non-Plan Ct value changes accordingly. Notice that the Unplanned



icon also appears in the first column.

Item | non-Plan Ct Plan Ct Oty List Ext List
[1] 2 a 10 § 20000 $ 200000
i
If you enter a value in Qty that is less than Plan Ct, Worksheet alerts you and resets the value
back to the planned quantity.

You cannot edit the Mfg, Alt Mfg, Cat and Part Number
You cannot split items
When deleting an item, you will see a warning message

You will not be able to flatten outline levels and standards

If you have locks in a worksheet, they will be removed when you save the worksheet

When you cut or copy an item then paste it, that item will be considered as a non-plan item
when you update the drawing against the associated worksheet

You can convert planned items to specials by checking the Special column

If you update preview images, your images will still be there even if you update the worksheet
from CAP Designer later on.

Standards created in Worksheet are considered as non-planned. When you update the drawing
in CAP Designer, the Standard will be listed in the Non-plan item list.

Outline levels created in Worksheet cannot be tied to a CAP bound within the associated
drawing. As such, you cannot insert outline levels in an associated worksheet.



Using Help

The following sections describe how to use options from the Worksheet Help menu and the Worksheet
help Toolbar.

The question mark - Topics option/icon @ Topics takes you to the Contents page of this help file.

HELP
ﬂ- Topics F1
What's New
User Guide

Release Motes

|[®] website

5 Community
2020 on Social Media 4
Training k
Support g

a Diagnostics
Check for Software Updates...
Check for Catalog Updates...

SO EE e NRONQE

i) About 20-20 Worksheet. . EE ]




Topics

This option opens the topics of the help file you are in right now.

What's new

From the Help menu, click What’s New. From the window shown below, you can:
view announcements on 2020 Technologies commercial software
read about and download manufacturer catalog updates
view information about new commands, software fixes and known issues

download software or catalog updates. See also Check for software updates, Check for catalog
updates

download PDF versions of the 2020 Technologies commercial software user manuals
download PDF files of Release Notes (What's New) as they become available

find training courses for 2020 Technologies software



& view a list of upcoming industry events in which 2020 Technologies will participate

I obtain 2020 Technologies' contact information

= =2 [ & &

Précédent Suivant Actualiser Accuel  Imprimer

~N

What’'s New?

Latest Updates

2020 Worksheet

3 z With 2020 Worksheet, your sales, order entry
Your monthly guide to what's new at 2020 and roject mansgershave cosy access to
current furniture catalogs, pricing and quote
templates, so they can do what they do best
take care ofyour customers.

Wow your prospects: Create accurate, detailed
furniture quotes in minutes, with up-to-date
product infermation from hundreds of
manufacturers.

Increase profitability: Establish business.
efficiency with a single, unified system that
educes errors and streamlines operation:

2020 Office
Applications

GET 2017 VERSION

o For the Iztast updates on all manufacturar
Meet us at ~ 5

d software, visit

| for updates online ... or check the Update
Booth 7-5122 :

Manager from within your software

Documentation

Training »
<




User Guide

To display a PDF format of the current help file for reading or printing, from the Help menu, select User
Guide.

Release Notes

To read notes about the current release, from the Help menu, select Release Notes.

View the 2020 Technologies website

From the Help menu select www.2020spaces.com.



Diagnostics

The Diagnostics command from the Worksheet Help menu is used by technical support to troubleshoot
2020 software.

20-20 Diagnostics
Troubleshoot and repair a damaged 20-20 software installation

&

Software

®

Content

Redistributables

Security

e

Tools
Updates

%

Error Reporting

&

Support

Filename

CaPPaneIBuwIder.e)(e
CAPDiag.E}(E
CAPQuickSearchIndexer.exe
CAPQu\d(SEard’wSErvEr.ExE
4% capsetup.di

3 sylinirect.dl

ﬁlerDes‘exe

§3canLLDLL

&3 cs_ARDLL.dI

3 120.00L

473 DBGHELP.OLL

$33 MFCMIFC30.DLL
FIxComm.d\I

FIanrE.dII
CAPQuwd(Seard’wServerKE‘!.exe
§33 cap2020Handler. d
CAPleveHandler.dll
CAPCam\ogHand\Er.dll
CAPCusmmHandIer.dII

<

Size

14809088
12380136
8991744
308736
3005440
38400
590672
389632
245760
729088
1213200
23720
1888775
7281160
399184
1829383
443904
2267648
1647616

Date

08-03-17
08-03-17
08-03-17
08-03-17
08-03-17
03-22-17
03-20-17
03-20-17
03-20-17
03-08-14
03-08-14
03-08-14
03-22-17
03-22-17
08-03-17
08-03-17
08-03-17
08-03-17
08-03-17

07:37:50 PM
07:39:40 PM
07:40:52PM
07:39:44PM
07:41:14PM
07:00:10 PM
07:00:10 PM
07:00:10 PM
07:00:10 PM
03:45:16 AM
03:47:50 AM
12:47:54PM
07:00:15 PM
07:00:16 PM
07:43:50 PM
07:35:48 PM
07:35:30 PM
07:36:08 PM
07:41:28 PM

Regis... Version D
Mo 13.1.0.13123 Ci
No 13.1.0.13123 C
No 13.1.0.13123

Mo 13.1.0.13123 C
No 13.1.0.13123 C
Mo 13.1.0.13123 5
No 2,102 F
Mo

Mo

No 2.0.15.47 It
No 6.12.2.633 L
Mo 12.0.21005.1 M
No 2016.3.0.0 F
Mo 2016.3.0.0 F
No 13.1.0.13123 o}
es 13.1.0.13123 ql
Yes 13.1.0.13123 C
fes 13.1.0.13123 ol
Yes 13.1.0.13123 C v
. o ——

Select Source Location,

F

Advanced Maintenance
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Check for software updates
From the Help menu select Check for Updates.

The Software Manager appears. From here you can view updates for your system, view update
descriptions and download and install updates.

(7]

For help on the Software Manager click on the Help link/icon at the bottom right of the window.

Check for catalog updates
From the Help menu select Check for Catalog Updates.

The Software Manager appears. From here you can view manufacturer catalogs updates, view update
descriptions and download and install updates.

Lol

For help on the Software Manager click on the Help @l link/icon at the bottom right of the window.

About 2020 Worksheet

To verify your version number and obtain 2020 contact information, choose Help, About 2020
Worksheet.

11



Screen components

This section covers 2020 Worksheet screen components, along with a brief description. Click the

component part below this illustration to get more details.

20-20 Worksheet  specty, aiscount acouacy o Caption bar Talha

| B B View Mem Wodsherl Reports Viusis Tools Heip <M= Menu bar
AL L e B TR S - T R | — Y

“Content F 9 %[ 7R unstteat moaten x | R
Content R [ii’ e ] e | 2@ &
Zone 1 | none) | ma - e =

quns;m@
Name Description
@EEP  20-70 Bmmple Catalog
% @DMO  20-20 Enriched Data Demo
MMM 3M
% @925 9705 Sesting Explorer pane
@WABC  ABCO
" EAS A
FU@MALE  Aers
T @ASC Alseating =
fi====——= ===
Manufacturer
Z_O’cemug@m searcn [Dbookmarks
Freview B x
o (FHA GOSD @

RlF

Preview pane

1" &5 wore womksnests..

I Caption bar
¥ Menu bar

¥ Toolbars
¥ Explorer pane
¥ Preview pane

Visual Impression Sample

P Mew Workshest Wizard..,

) Blank Worksheet

[@ Client with Price Adpustments
@ Client

B Company

] '

i Manage Templates...

5§ Project Management... |
B Project Properties...

Worksheet Actions al
& Workshest Properties...

o Print..

&¥ Update Against Catalag
@® Update Against Worksheet...
& consalidate...

@ sppiy Discount..

({8 Appiy Discount Schedule_..
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Worksheet area
Task pane
Status bar
As in any standard Windows application, you can use context menus to quickly access commands.

The recommended screen resolution is 1280 x 1024. The minimum resolution needed is 1024 x
768. You will need to set your screen resolution to the minimum to easily work within 2020 Worksheet.

Caption bar

The caption bar is primarily a label for the software.

To show or hide the caption bar, right-click near the caption bar and select Caption Bar.

Menu bar

Located on top of the 2020 Worksheet screen (below the caption bar) are menu names (from File to

Help). They list the tasks you can perform in 2020 Worksheet.
You can dock/undock and move the menu bar as you would for toolbars.

To quickly find the help topics and shortcuts that correspond to each menu item, see the following
under Command reference:

File menu
Edit menu
View menu
Item menu

Worksheet menu

Reports menu

13



Visualize
Tools menu

Help menu

Toolbars

As in standard Windows applications, toolbars in 2020 Worksheet allow you to perform frequent
operations quickly with icons (images representing an action or a command).

You can easily customize toolbars. See the topics below for more information:

Show or hide a toolbar

Move a toolbar

Add and remove buttons

Custom toolbars

There are several built-in toolbars in 2020 Worksheet, each representing a category of commands. You
may change their position to suit your needs. See the topics below for information on each toolbar:

Standard
View

Item
Worksheet
Report

Visualize

Help

14



Show or hide a toolbar

1. Right-click anywhere in a toolbar area and then mouse over Tool Bars.

2. Select the toolbar name to toggle the toolbar on or off.

If it is off (no next to the name), click it and the toolbar will appear on your

screen (a will also appear next to its name). Selecting it again will turn it off.

Move a toolbar

You can display or hide toolbars, and you can save your selections as a workspace. You can also
create your own toolbars.

A toolbar can be floating or docked. A floating toolbar is displayed anywhere in the worksheet area, and
you can drag a floating toolbar to a new location, resize it, or dock it. A docked toolbar is attached to
any edge of the worksheet area. You can move a docked toolbar by dragging it to a new docking
location. Click-hold the left edge of the toolbar to move it around. To dock/undock a toolbar, double-
click on the left ledge.

s Report w X
#|| (») Report Designs ~ & =
<%@ el ® i & [l || (») Report Designs -

15



Add and remove buttons

Customizing a toolbar consists of adding buttons to a built-in (Standard, View, Iltem, Worksheet, Report
or Tools) or custom toolbar.

1. Click the View menu and select Toolbars, Customize. You can also right-click on any toolbar.

Click the Commands tab in the Customize dialog box.

3. Toremove a button from a toolbar, click-hold the button in the Commands pane and then drop
it anywhere off outside the list.

N

Customize -3(1
Commands |Tuu|bars | Tools | Keyboard | Meriu IOptiuns|
Categones: Commands: ﬁ]]

: k3
_ [y New &
View ¥ New Worksheet Wizard... |E|
ltem =
Workshest [ Open...

Reports
Visualize ?j Close
Tools Close All
Help
Mew Menu I.g Save
All Commands H_I';' Save fAs
Cmvam fim Vi am] VAl i
Descrption: Clase all documents

Close

16



To add a button to a toolbar, under Categories, highlight the toolbar you want to choose icons
from. Click-hold a button under Commands and then drag it to the desired toolbar.

Commands |Toc&bars|TDds |Keg,r|::.oa|d |Ma)u |[btmns|

Q E | @ Repaort Designs - E

Categories:

Commands: /

File

Edit

View

ftem
Workshest

Eorts

Tools

Help

MNew Menu
All Commands

I‘E"f Select Scene... ‘?—#_,,.-—

(nane)

Description:  Start Visual Impression a select a scene to visualize

4. Click Close when done adding/removing buttons.

iecial Part Description
Tl
& Executive High-Back Chair
Skipped Option
Skipped Option
Tl

Your custom toolbars will not stay if you have multiple sessions of Worksheet open when you
customize the toolbars. Make sure only one worksheet is open when customizing.

17



To reset a modified built-in toolbar:

If you added or removed buttons to a built-in toolbar, here is how you can retrieve the original toolbar:

1.
2.
3.
4.
5.

Choose View, Toolbars, Customize.
Click the Toolbars tab.

Click the modified built-in toolbar.
Click Reset.

Click Close.

You cannot reset a custom toolbar.

Custom toolbars

Creating a toolbar consists of using buttons from existing 2020 toolbars to make up a custom toolbar.

PN E

b

Click View, Toolbars, Customize.

From the Customize dialog box, click the Toolbars tab.

Click New to create a toolbar.

Type in a toolbar name and click OK.

An empty toolbar appears. The new toolbar will expand as you add buttons to it.
Click the Commands tab.

Under Categories, highlight the toolbar you want to choose buttons from.

Click on a button to see its description at the bottom of the dialog.

18



7. Dragthe required buttons to the empty toolbar you just created.

E CoverPage Designer
@ Panel Builder

Q Search

@—" Compare

I [ s

8. Click Close to end.

See Delete a custom toolbar.

19



Delete a custom toolbar

1. Choose View, Toolbars, Customize.
2. Click the Toolbars tab.
3. Select the custom toolbar to remove.

Customize

| Commands | Toobars | Took | Keybourd | Menu | Options
Toolbars:

[+] btem
[#] Menu Ba

O

Rest A1

[#] Repan

[#] Standard

I[=] Tock:

[ Wiew

Flenams._.

| [+ Wiatksheet

p— o | gy r—

Dedete

4. Click Delete.
5. Click Close.

20



Standard

Standard

NEYHD I SLIEF R LD 4R

_-‘!-m-|ﬁ

- ¥

=)

Ctrl+N Create a new worksheet
Open Ctrl+O Open an existing worksheet
Close Ctrl+F4 Close the current worksheet
@ Save Ctrl+S Save the current worksheet
Save As Save the current worksheet
under a different name
Save All Save all open worksheets
Print Ctrl+P Print the current worksheet
Print Preview Preview the current
worksheet before printing
Project Ctrl+Enter Edit project template settings
Properties
Worksheet Alt+Enter Edit Worksheet properties:
Properties title, customize column

settings, page header and

21



[5]
v\j

5l B B BE M B
[T

4
ZEE

3

Project Ctrl+M

Management

Import

Center

Export

Center

Cut Ctrl+Shift+X

Copy Ctrl+Shift+C

Paste Ctrl+Shift+V

Undo Ctrl+2Z,
Alt+Backspace

Redo Ctrl+Y,

Ctrl+Backspace

Find Ctrl+F

footer setup and price
adjustments

Edit project notes

Import a file into the current
document

Export a file from the current
document

Cut selected or if nothing is
selected, the current item

Copy selected or if nothing is
selected, the current item

Paste the last item(s) that
was cut or copied

Undo an action. The drop
down allows multiple steps
to be undone at one time

Redo an undone action. The
drop down allows multiple
steps to be redone at one
time

Find any string in the
worksheet

22



| hao |-| | QuickFind Enter a value to search the
entire worksheet or click the
dropdown to reuse a
previous search string

Replace Ctrl+R Replace an existing value
with a new one

L Preferences F10 Edit Worksheet Preferences

& Contact Add/edit contacts.

Manager

Help F1 Open the 2020 Worksheet

Help file

View

| [:ll _l} {rill ﬁﬁpply‘Template - |@ = Rows -

-

View Display or hide the Content tab of the
Contents Explorer pane.

View Display or hide the Projects tab of the
Projects Explorer pane.

[:] View Task Display or hide the Task Pane.

T Pane

23
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| ﬂ Apply Template =
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e & &=
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Full Screen
View

Step In

Step Out

Apply
Template

View
Products

View
Options

View
Attributes

View
worksheet
Links

View
Custom

Ctri+Alt+V

Ctrl+Alt+P

Ctrl+Alt+O

Ctrl+Alt+A

Ctri+Alt+L

Ctrl+Alt+S

Turns Full Screen View on and off.

Display the products in a Standard or
Outline Level.

Display the Standard or Outline Level.

Opens a drop-down menu to access the
Manage Template function and all
available templates that can be
applied.

Clicking this button turns the product
lines on or off.

Clicking-holding this button opens a
flyout menu which additional view
options.

Turns the options on or off.

Turns the attributes on or off in a
worksheet

Turns the worksheet links on or off in a
worksheet

Turns the Standards on or off in a
worksheet
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Catalog
Standards
View Ctrl+Alt+T | Turns the outline levels on or off in a
Outline worksheet
Levels
View Price Ctrl+Alt+B Turns the price adjustments on or off in
Adjustments a worksheet
View Ctrl+Alt+U Turns the subtotals on or off in a
Subtotals worksheet
- Rows Rows Opens a drop-down menu that allows
rows to be turned on and off in a
worksheet.
Item
Item - ¥

S

Insert Ctrl+Shift+P Add a product line to the
Product Worksheet. Click and hold the
button to open a flyout menu
which contains all other insert
options explained below.




Insert Option

Insert
Attribute

Insert
Outline Level

Insert
Custom
Catalog
Standard

Insert
Custom
Catalog Panel
Configuration

Insert
Worksheet
Link

Insert
Adjustment

Insert
Subtotal

Insert

Ctrl+Shift+O

Ctrl+Shift+A

Ctrl+Shift+T

Ctrl+Shift+S

Ctrl+Shift+L

Ctrl+Shift+D

Ctrl+Shift+U

Add an option line to the current
Worksheet item

Add an attribute to the current
Worksheet item

Add an outline level to the
Worksheet

Add a Standard to the
Worksheet

Insert a panel configuration from
a custom catalog into the
worksheet

Add a worksheet link to the
Worksheet

Add a price adjustment to the
Worksheet

Add a subtotal to the Worksheet

Allows the items from the
dropdown to be added to the
Worksheet
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@I Send To -

@+ IE&HJHHE

Delete

Move Up
Move Down
Item

Properties

Specify

Explore

Send To

Toggle Flag

Toggle Lock

Ctrl+Shift+Del

Ctrl+Shift+UpArrow

Ctrl+Shift+DownArrow

Ctrl+Alt+Enter

F8

F9

Delete the current row

Move the current item up in the
Worksheet

Move the current item down in
the Worksheet

View all the details of the
current item

Add finishes in 2020 Options

Open Content tab to the
location of the current item

Opens a drop-down menu.
Sends items to Custom Catalogs,
Worksheets, and Drawings

Turns the Flag column on and
off. Click and hold the button to
open the Flag flyout menu.

See Flag lines.

Turns the Lock column on and
off. Click and hold the button to
open the Lock flyout menu.

See Lock lines.
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Worksheet

Worksheet

@

lﬂinrtSettlngs'|jzt'Q@r [] |‘9|

- X

2 &2 me @ | o

Customize Opens the Worksheet properties dialog to
Columns adjust column setting.
3 Resize Resize all columns automatically so all
Columns contents are displayed.
21 Multi Sort Sorts multiple columns.
_ Sort Opens a drop-down menu to access the
# sort settings - Settings Manage Sort Settings function and all
available saved Sort Settings that can be
applied.
;ﬁt Assign Assigns a value to a column, option or
attribute.
Block Copies the options or attributes from one
Assign item to others.
Column Copies the contents of one column to
Copy another column.
Select All Ctrl+A Selects all items in the Worksheet.
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Clear
Selection

Consolidate

Update
Against
Catalog

Update
Against
Worksheet

Update
Preview
Images

Apply
Discount

Show
Associated
Drawing

Deselects all items in the Worksheet.

Merges like items in the Worksheet.

Updates all or selected items against the
Manufacturer or Custom Catalog.

Updates items against a selected Worksheet
by product number or tag.

Updates preview images of items in the
Worksheet.

Opens the Discount dialog box.

If the current worksheet is associated to a
drawing, opens AutoCAD and loads the
associated drawing.
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Report

Report

- X

@ Q E ﬂ | @ Report Designs -

Icon Name Function

E Quick Creates a quick report based on the columns displayed
Report in the worksheet.
E Edit Edit the active report in the Report Designer.
Report
Design
E Manage Create, edit, and manage your report designs.
Reports
E Refresh Refreshes the report view to show any changes in
Report design or content of the current worksheet.
View
() Report Designs ~| | Report Shows the available standard and user reports that can
' Designs be applied.
Drop
Down
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Visualize

If the current worksheet was created from a CAP Designer drawing, you can open Visual Impression to

% Visualize ~
visually specify product and room finishes by clicking the Visualize i button

If scenes were defined in CAP Designer for the drawing, you can choose among named scenes.
Otherwise, choose Entire Design.

See also Visualize a scene or all products in Visual Impression

Explorer pane

The Explorer pane is a powerful navigation utility that lets you browse multiple furniture catalogs at one
time, as well as find all the files that you will use and create.

Content *x
Content - e -
Zone 1 3 | usD | usD
QuickSearch @

Narme Description

20-20 Example Catalog
2% @ DMO  20-20 Enriched Data D&_jo
A @ MMM 3M
27 @925  97o s Sesting
ABC  ABCO
FE@AIS  AIS

ALE  Alera

% @ ASC  Allseating

T @ ALS  Allsteel

(@ AMS  American Seating

@ AMG  American Seating GSA -
4 I | 3

Manufacturer

@Content gProjects '-“ESearch jBookmarks
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The Explorer pane consists of four tabs:
Content tab: displays manufacturer catalogs.

Projects tab: navigates to all project folders containing worksheet files and CAP Designer
drawings.

Search tab: allows you to search for products and displays products found after a search.
Bookmarks tab: shows the bookmarks saved on your system.
See the following topics to move or hide the Explorer bar:

Move the Explorer bar

Auto-hide feature (Explorer bar)

Show or hide Explorer bar tabs

Move the Explorer pane

With the flexibility of AutoHide, floating and docking, you can tailor the 2020 Worksheet screen to the
way you work.

Explorer is normally docked at left of the worksheet area, but you can undock it and drag it elsewhere.

1. Click and hold the title bar at the top.

2. Dragthe Explorer pane to the location you prefer. The window can float above
the worksheet or you can dock it. To dock on either side, top, or bottom, move
the mouse as you are dragging to the control buttons.
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Click either arrow to dock on the left, on the
~ right on top or below the worsheet area

Description

20-20 Example Catalog
20-20 Enriched Data Demo
3M

9 To 5 Seating

ABCO

AlS

Alera

Allseating

Allsteel

American Seating

American Seating G5A
L)

Manufacturer

Q Content |E] Projects @ Search E Bookmarks

When Explorer is docked, you can resize the window by dragging on the vertical bar between Explorer
and the Worksheet area.
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Auto-hide feature (Explorer pane)

By putting the Explorer pane on auto-hide you can see more of your worksheet when you are not using
any of the Explorer tabs.

1.

Click on the push pinicon in the title bar.

Content

Content T
Zone 1 7 | USD | USD
CQuick5earch @

Marne Description

@M EXP  20-20 Example Catalog
#% @ DMO  20-20 Enriched Data Demo

The Explorer bar will collapse and be on the far left side of your screen.

To access any of the Explorer tabs, hover over the desired tab icon and that tab will

open.

- 4

k

de

fal 3% 7| Auto Hi

1

lter
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Projects v B X

- *NEW"u

MName Description
= ﬁ Projects
= Local Projects | Project fol
3 Test Project

3 Test project for 2013

@ New Custom Catalog ccd

Wisual Impression Sample for Au...
. Wisual Impression Sample for Au...

=l
=l
=l
]

Pl 57 siwsloid (| &

=T

Yisual Impression Sample.associ...
Wisual Impression Sample visual....
E_ﬂ] Wisual Impression Sample for Au...
E_ﬂ] Wisual Impression Sample for Au...
F-"l Wisual Impression Sample.dwg

®H-FH-FH-FH-FE-E-E

Show or hide Explorer pane tabs

By default, all of the Explorer pane tabs are visible when you open 2020 Worksheet.
You can close and open each of the different tabs individually by doing any of the following:
From the menu bar select View, Explorer Bars. Select the tab you want to show or hide.

Right-click on any toolbar or button in 2020 Worksheet then select Explorer Bars. Select the tab
you want to show or hide.

You can turn on/off the Content, Projects tabs and Task pane on and off by using these toolbar
buttons:

28]
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Instead of hiding each Explorer tab individually, a more efficient way to work with the Explorer
pane is to set it to auto hide.

Content tab

Use the Explorer pane Content tab to access the manufacturer catalogs you have installed.

Content ®
Content - o <t -
Zone 1 © | USD | USD
QuickSearch E]

Mame Description =

L
@%—
#% @ DMO  20-20 Enriched Data DY_jo

MMM 3M
U @925 9ToS5 Seating
@ ABC ABCO
T @ AIS  AIS
Y @ ALE  Alera
U @ ASC  Allseating
Y @ ALS  Allsteel
(@ AMS  American Seating

(@ AMG  American Seating G54 -
1 | 1] [ 3

b

Manufacturer

@Cnntent -g-F‘rn_iects L?_:‘gﬂearch Eﬁnnkmarks
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From the Content tab you can:

Navigate catalogs

Use QuickSearch to find products

Drag and drop products to a worksheet

Bookmark products used often

To find an item quickly in the Contents tab, right-click on the corresponding graphic and choose
Explore.

To customize the appearance of the Content tab:
1. From the menu select Tools, Preferences to open the Preferences dialog.

2. Click Content to control the manufacturers and catalogs displayed here. By
default, all catalogs are loaded and available at the same time.

Click Explorer to show content as a tree instead of as a list.

Click Common to show grid lines between each item in the Content tab.
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Projects tab

The Explorer pane Projects tab allows access to your project hierarchy. You can open 2020 Worksheet
files or AutoCAD drawings. You can quickly copy an item from one worksheet to another worksheet or

drawing without opening the original worksheet. You can also quickly view the contents of a custom
catalog, including Standards.

Projects w 0 X

- .vNEw-ru

Mame Descriptio
-3 Projects
=] Local Projects Project fol
-3 Test Project

I'_I

-3 Test project for 2013

@ New Custom Catalog.ccd

Visual Impression Sample for Au...
Visual Impression Sample for Au...
Visual Impression Sample associ...
Visual Impression Sample visual....
F_-‘i Visual Impression Sample for Au...
H Visual Impression Sample for Au...
F-‘j Visual Impression Sample dwg

- -

You can view a quick description and details of an item in the Projects tab by using the horizontal scroll

bar at the bottom or resizing the Projects tab.

See Projects for more information.
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Search tab

The Explorer pane Search tab allows you to search for products. Clicking the Search icon "‘}»

Once you have finished searching, this tab shows the products found. This tool is useful when searching

multiple catalogs for products with a common element (panels, for example). These items are
consolidated under the Search Results.

From here you can select products and send them into drawings or worksheets or drag and drop them

as you would from the Content tab of Explorer.

Search
Q,

Name

=@, Search Results (477 tems)

E] PEF1230
FEF1830
FBF2430
PBF3030
PBF3630
FBF4230
PBF4230
PBF1236
FEF1836
FBF2436
PBF3036
PBF3636
FBF4236
PBF4236
PBF1242
FBF1842
FBF2442
PBF3042
FBF3642
PBF4242
PBF4242
PBF1248
FEF1248
PBF2448
PBF3048
PBF3648
PBF4248
PBF4248
FBF1254
FEF1254
PEF2454
PBF3054
FEF3654

DDCATRA

o

Description

Monolithic Panel, 30H x 12W
Monolithic Panel, 30H x 18W
Monclithic Panel, 30H x 24W
Monolithic Panel, 30H x 30W
Manolithic Panel. 30H x 36W
Monclithic Panel, 30H x 42W
Monolithic Panel, 30H x 48W
Monolithic Panel, 36H x 12W
Monolithic Panel, 36H x 18W
Monolithic Panel, 36H x 24W
Monolithic Panel, 36H x 30W
Monolithic Panel, 36H x 36W
Monclithic Panel, 36H x 42W
Monolithic Panel, 36H x 48W
Manolithic Panel, 42Hx 12W
Monolithic Panel, 42Hx 18W
Monolithic Panel, 42H x 24W
Monolithic Panel, 42H x 30W
Monolithic Panel, 42H x 36W
Monclithic Panel, 42H x 42W
Monolithic Panel, 42H x 48W
Manolithic Panel, 48Hx 12W
Monclithic Panel, 48Hx 18W
Monolithic Panel, 48H x 24W
Monolithic Panel, 48H x 30W
Monolithic Panel, 48H x 36W
Monolithic Panel, 48H x 42W
Monolithic Panel, 48H x 48W
Monolithic Panel, 54H x 12W
Monclithic Panel, 54H x 18W
Monolithic Panel, 54H x 24W
Manolithic Panel, 54H x 30W
Monglithic Panel, 54H x 36W

Mamnlithin Danal FAL w 4700
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Bookmarks tab

The Bookmarks tab contains a list of bookmarks that you have added. From here you can organize

bookmarks or open a bookmark folder to view its list of products.
To open a bookmark folder:

1. From the Explorer pane Bookmarks tab, click on # to expand a folder. By default,

bookmarks are saved under the Content folder.

2. Continue clicking on the plus sign until you see the list of products in a bookmark.

Bookmarks

W 5
Mame
B ed Bookmarks

v 0 X

Description

If you don't see the bookmarks you just added, click ) .

3. Dragand drop a product to a worksheet or send it to a drawing or worksheet.
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Preview pane

To show the Preview pane, click the View menu and Preview Bar.

As you mouse over selections in the Explorer, the Preview pane displays images. Also, you can preview

multiple items if you select a standard from a custom catalog (Projects tab). Note that the standard
must have been created within CAP Designer, not Worksheet.

For information on what you can do in the Preview pane, see Preview a product.

Content -a
B8F -t &
zone 1 I | PriceZonel | UsD

QuickSearch | |

®

Hame Description Details
[£] pPORSE! .. 94500

£ ™ "

Product

@ Content | (G Projects “PSearch [E]Bookmarks
Preview

an |G (@9 Q@

Just like the Explorer pane, you can auto-hide and move the Preview pane.
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Worksheet area

The worksheet area is where you can: add products, discounts and price adjustments; specify finishes;

customize the worksheet cover page; and produce reports.

Within the worksheet area there are worksheet tabs so you can work on many worksheets at the same

time.
Each worksheet has four tabs:

Worksheet

.

.

Global Options

.

Cover Page

v

Report

Worksheet tabs

Worksheet tabs allow you to have many worksheets open at the same time.

1. To move between worksheets click on the desired tab.

i f’ @ test worksheet = E Visual Impression Sample (for AutoCAD R17) r)
\ LA
g Worksheet -

[item| | % | 4| @ | Preview| Mfg | Cat | Part Number |

2. If the worksheet is not visible, click the drop-down arrow to the right of the tabs
and select the desired worksheet.

& testworksheet x | B VisuslImpression Sample for AutoCAD R17) | [+]| Task Pane - 0 %
||ﬂ Waorkshest ,,l Lemed E] test worksheet
m| Visual Impression Sample (for AutoCAD RIT)
|em| v | 5 | 4| = [Preview| Mig | Cat | Part Number Part Description | —] e —

S
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Each worksheet has four view tabs:
» Worksheet
# Global Options
I Cover Page

The Worksheet tab is the default Worksheet area view. From this tab you can enter and edit items in a

I Report
Worksheet tab
worksheet.
= Clieat1 | v x|
18 Workshest -
tem | ' | % || Preview Mfg | Cat | Part Number Part Description
1 GNC |GNC |PBLIZ4Z [Laminate Panel, 12 x 42H
v I i r
2 [Black Pearl w/ Matching PVC
11 [T-Mold Edge Trim Caolor
‘1!39 |Graniln
ILﬁ‘_‘. !Medium Oiak
2 i A GNC |GNC |CHWORK  |Wark
| |
v 3 f =
I3 GNC [GNC |WSKLBO30  |Worksurface w/ Keyboard-Left
v - ? |x 30D
|BOK |Bannistar Oak
|BLK |Black

<
W 4 » ¥ \Worksheet / Giobal Options |, Cover Page / Raport |
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To resize the worksheet text size, from the menu select Tools, Preferences, then click Display.

To show or hide rows, see Show or hide rows.

See also:
Resize columns

Display or hide a column

Customize columns

Description of worksheet columns

Show or hide rows

You can choose to view or hide products, options, attributes, standards, outline levels, worksheet links,
price adjustments, subtotals and the grand total.

To show or hide rows, from the View menu, select Rows, then select the item type.

When you hide an item type, you will not be able to insert an item of that type later on unless
you show the item type again.

For example, if you hid Price Adjustments, then go to the Item menu then select Insert, the Price
Adjustments type will be disabled.

Resize columns

To resize a column:

1. Position the cursor on the edge of the area of column to resize until you see the
cursor change to a double arrow.

Part Description | 4 | Category

2. Click and hold the mouse button, drag to resize, then release when you reach the
desired dimension.
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To automatically resize a column:

1. Place your cursor to the right of a column heading and wait for the double arrows
to appear.

2. Now double click and the column size will automatically adjust to the appropriate
width, based on all line items.

To resize all columns to view all the information in each column:
Right-click on any column header and select Resize Columns. You may need to adjust the Part

Description column after this function.

Display or hide a column
Right-click on any column header.
Select Columns.

Select the group to which the column belongs.

Eal A

Click the column you wish to turn on or off.

A check mark beside a column name indicates that the column is displayed in the
worksheet.
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Part Description | cateaar | Miast | Quy List Ext List

C Panel, 0H x 12y | 2| Customize Columns... 1 § 39500 § 395.00
%2 Resize Columns.,..
; Sort 3
Iption
Tt | Columns P|| Catalog Info P| Preview
ption
Counts B v | MF
ipen Bookshelf S0 % J0H 2
Discounts L4 Cat
Inkernational ] Part Mumber
:]ptitln Ikem Management 3 Option Group
Option Miscellaneous » Part Description
: High-Back Chair Price Zones 4 Categary
Pricirg 3 Weight
Tagging ] Yolume
Iption
:]p ) Tatals » Unik: List
ption ; :
Yiews ’ Unit Purchase
edestal Desk Arc Front . : .
ILox 3EWY Catalog Tag 1
: H Catalog Tag 2
Dption Catalog Location
Jption alt MFg
Iption Catalog Order
Catalog Date

If you want to turn off multiple columns, it is faster to use Customize columns.



Customize columns

Worksheet has over 40 columns of information. Showing all these columns would take up too much
room on the screen and on a printout. As such, some columns are not displayed by default. Use
Customize columns to show certain details of items like Tag or discount information, or to hide details

such as the List Price.

To customize columns, right-click on any column header then select Customize Columns.

In the Worksheet Properties dialog, you can view columns using either the Standard or Grouped view.
In Grouped View, columns are organized by categories.

Display or hide a column

Modify a column's position in
the worksheet (you can do this
only in Standard view)

Change the column header text

Check or clear the check boxes next to the column
names.

In Grouped View, if you want to check all columns

under one group, check the group name.

You can also right-click on the column to show or hide.

Select the column and drag it up or down.

Change the Text value.

This field can be used to add your own customized
columns. For example, click on one of the Alias
columns, then change the Text value.

Even if you change the column header text here, its
field name will not be changed in Report Designer.
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Beside Width, enter the value in pixels.
Resize the column width
For a quicker way, see Resize Columns.

Define the justification of text

in the column Change Justify to Left, Center or Right.

Change the data type accepted Beside Type, select the data type. You can only
by the column change the data type of certain columns.

Beside Mode, select:

Disable a column, make it read-
only or set is as readable and
writable

Disabled - user cannot click on the column
Read Only - user can click but cannot modify a value

Read and Write - user can click and modify a value

See also: Description of worksheet columns

You can save a column configuration in a worksheet template and apply the template to other
worksheets so that they will have the same column settings. See Worksheet templates.

Description of worksheet columns

Click on the group name below to see a brief description of each column in the group.

Catalog Info columns

Counts columns

Discounts columns

International columns

ltem Management

Miscellaneous columns
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¥ Price Zones columns

I Pricing columns

¥ Tagging columns

¥ Totals columns

¥ Views columns

Catalog Info columns

Preview See Preview column
Mfg Manufacturer code
Cat Catalog

Part Number Part Number
Option Group Option Description
Part Description Part Description
Category Furniture type
Weight Weight

Volume Volume

Unit List Option up charges
Unit Purchase Option up charges
Catalog Tag 1 For future use




Catalog Tag 2 For future use

Catalog Location Location of item in Catalog hierarchy

Alt Mfg Alternate Manufacturer. The Mfg code of the archived
catalog.

Catalog Order Number representing the order that a product appearsin a

catalog. The first product encountered is 1, and so on. You
can use this field to sort parts in an order similar to paging
through the printed catalog.

Catalog Date The date the catalog file was compiled by 2020 and not the
date the catalog was last updated.

Counts columns
Used for a worksheet associated to a CAP Designer drawing. Displays
the quantity that was added in 2020 Worksheet.

non-Plan Ct

Used for a worksheet linked to a 2020 Office Sales design or a
Plan Ct worksheet associated to a CAP Designer drawing. Displays the
guantity that is in the plan or drawing.

Pkg Type Package Type

Pkg Ct Package Count

Count Pkg Count x Quantity

Qty Quantity




Discounts columns

Sell-% Sell Discount off list

Sell+% Sell Discount over Purchase

Purchase% | Purchase Discount off list

Margin% Margin Discount

DPP% Dealer Purchase Price Discount

International columns

List Adjust Percentage adjustment applied to List
Exch Rate Exchange rate percentage

Exchg Base Exchange Base amount

Exch List Exchange List amount

Exch Purchase | Exchange Purchase amount

Exch Sell Exchange Sell amount

Exch Margin Exchange Margin amount




Item Management

Worksheet has five columns used for additional control on a line by line basis:
Color - Displays a user-specified color, which can be set multiple ways.

Complete - indicates if the item is optioned and complete, optioned but needing an update,

incomplete or unknown

Lock - lock items from being updated or edited

Flag - flag an item for a specific reason; also set automatically when an item is not found after

updating against a catalog

Annotate - add or edit an item note

The status of these columns will be saved with the worksheet and remain set even when you close the

worksheet.

When the Complete, Flag and Lock columns are turned off, the icons will still be visible in the Item

column.

B ————————— )

Mfyg | Cat | Part Number |

| Hem

Flagged I
i

Locked 2
Incomplete \?j

Complete r
PO —— |

|5

v

STC |SCA |MBBLA216

STC |SCA |MPTAMB524P3
STC |SCA MPTAMB542P3
STC |SCA |MUZE24BBFL

TG IECA. IMUCC222

When the Flag and Lock columns are turned off, you cannot change their values unless you turn

on the column or use the Item Detail view of the Task Pane.
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When printing a worksheet, you can choose whether or not to print the Flag, Lock and Complete icons
in the Item column when those columns are not visible. This preference is set by going to Tools,
Preferences, then selecting General. By default this preference is turned on.

Miscellaneous columns

Special

Quote #

Include 1

Include 2

Include 3

Exclude

1

Exclude
2

Checkbox to indicate if this is a custom item. See Change an
existing part into a custom item.

Field for Design Express users that corresponds to the PRJ# field.
This identifies a special item.

Checkbox used to include the worksheet item. Defaults to checked.
This column could be used to include the item when calculating a
price adjustment or discount.

Checkbox used to include the worksheet item. Defaults to checked.
This column could be used to include the item when calculating a
price adjustment or discount.

Checkbox used to include the worksheet item. Defaults to checked.
This column could be used to include the item when calculating a
price adjustment or discount.

Checkbox used to exclude the worksheet item. This column could
be used to exclude the item when calculating a price adjustment or
discount.

Checkbox used to exclude the worksheet item. This column could
be used to exclude the item when calculating a price adjustment or
discount.
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Exclude
3

Date

Checkbox used to exclude the worksheet item. This column could
be used to exclude the item when calculating a price adjustment or
discount.

Requested date for the item. Double-click to show the current
date. Click on the day, month or year then type the new value or
use the Up or Down buttons. Use the rightmost button to select
the date using a calendar.
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Price Zones columns

Prize Zone
Pz
N Price Zone Description
Description
Pz
Price Zone Currency
Currency

Pricing columns

List Mfg. published list

DPP Dealer Purchase Price

Purchase | Purchase amount

Sell Sell amount

Margin Margin amount

User 1 User defined amount




User 2

User defined amount

User 3

User defined amount

Base

Base price of an item, which is the unit list price of the single
product alone, without any option up-charges added in

Tagging columns

Tag Tag

Generic Various uses

Alias 1 User defined field

Alias 2 User defined field

Alias 3 User defined field

Building Building

Floor Floor

Department | Department

Person Person

Finish Code A tag field used with Panel Builder. You set this value in Panel
Builder and use it in Worksheet to select the appropriate
options.
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Totals columns

Ext List Extended List total amount

Ext DPP Extended Dealer Purchase Price total amount
Ext Purchase Extended Purchase total amount
Ext Sell Extended Sell total amount

Ext Margin Extended Margin total amount
Ext User 1 Extended User total amount

Ext User 2 Extended User total amount

Ext User 3 Extended User total amount

Ext Weight Extended Weight total

Ext Volume Extended Volume total

Ext Base Extended Base total amount




Views columns

Plan Legacy field - Cadvance
View
Elev Legacy field - Cadvance
View

3D View | Legacy field - Cadvance

Preview column

Item

W | 5 reuiew\Mfg Cat | Part Number Part Description

1

MG IGNC  ICHEXEC Executive
v £

-

If an item in a worksheet has a preview image available, the image will be displayed in the Preview
column. The image is displayed in 64 x 64 pixels.

A preview image for an item is displayed in the Preview column if the item:

]
v

g

g

. 4

was dragged and dropped from the Explorer pane to the worksheet area — the image displayed
in the Preview column will be the same as the one displayed in the Preview pane

was pasted onto the worksheet from another item that contains a preview image already

was sent from one worksheet to the current one and the item from the source worksheet
already contains a preview image

comes from merging items that already contain a preview image
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By
A Preview is also displayed if Update Preview Image B2 s clicked.

The Preview column is empty if:

the item was added using the Send To command from CAP Designer, Search or Options

the item comes from imported data

the item was created from a takeoff (file was created from CAP Designer using the Create
Worksheet File command)

the image does not exist

When there is no image is displayed in the Preview column, use the Update preview images
command to display the image. See the topic Update preview images.
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Global Options tab

Global Options allows you to apply the same finish to more than one line item if the finish is
available. This allows for more consistent specifications. See Global Options for more information.
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Cover Page tab

Cover page is a customizable page that will pull information form the worksheet and Worksheet
Properties to populate fields of information.

See Cover page for more information on how to use one of the default cover pages or create your own
cover page.

078 workatatin s (mocied) |l L MORSSEELLNES st ol rmstn it o)

m_ Selected CowerPagal  Flan = oo 100% &

Bill To: Ship To:
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Report tab

The Report tab allows you to use one of the default report configurations or create your own report

configurations for printing worksheet information.

See Reports.
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Task pane

By default, the Task pane is visible when you open 2020 Worksheet. To find out how to hide or display
the Task pane, see Show or hide the Task pane.

The Task pane is similar to the Explorer pane. There are 3 views that contain different sets of
information:

Worksheets - provides quick access to commonly used tasks

Iltem Detail - lists all of the available columns of information for a selected or current line item in
the current worksheet

Option Clipboard - stores options that can be applied to other line items within the current
worksheet or saved as an Option Set for use in other worksheets

To access a view:

Click on the drop-down arrow and select the view.

Task Pane - 0 = |

‘1"'_.-' 'Jf_." ﬁ : '|~|l|'|' FlDaTiﬂI;l
v Docking
Existing
Yisual Img
Auto Hide
test works
TestWaorks i

Visual Img | ® | \worksheets
Yisual Img Item Detail

Option Clipboard

=2 RAnra WWind

To see more of your screen when you are not using the Task pane, use the Auto-hide feature. You
can also Move the Task pane.
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Show or hide the Task pane

By default, the Task pane is visible when you open 2020 Worksheet. To show or hide the Task pane,
select View, Task Pane, Visible from the menu.

See also:

Move the Task pane

Auto-hide feature (Task pane)

Move the Task pane
The Task Pane can be docked (attached to the side of the Worksheet window) or undocked (unattached
and floating in the middle of the Worksheet window).

If you drag the undocked Task Pane by its title bar, docking arrows will appear on the screen. These
arrows indicate the locations where the Task Pane may be docked. Hover the cursor over one of the
docking arrows to automatically dock the Task Pane along the edge of the screen.
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Auto-scroll bars

If the contents of a Task Pane view is too extensive to be viewed at one time, auto-scroll bars appear at

the bottom and/or the top of the view. Hover over these auto-scroll bars to automatically scroll the

view.

Task Pane
G50 1oy | workshests

-

¥ Create Worksheset Wizard, ..
[ Blank Worksheet

]

bl

ﬁ Manage Templates. ..

5% Project Management...
@ Project Properties. ..

bl

Auto-scroll
bars
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Auto-hide feature (Task pane)

By putting the Task pane on auto-hide you can see more of your worksheet screen when you are not
using any of the Task pane features.

1. Click the push pin on the Task pane.

Task Pane - I%:

@ B 73} | Worksheets [A )
uto Hide |

Ver
m 120

Existing
Visual Impression Sample

test worksheet

The Task pane will collapse and be on the far right side of your screen.

2. To access the Task pane, mouse over the Task pane label or icon and it will open
to the last view you were in.

Task Pane * R X a
@ G 2} | Worksheets |
@

=

Existing 5 o2
Visual Impression Sample =

test worksheet

TestWorksheetFromW5s I}

Yisual Impression Sample (for Auto...

Visual Impression Sample [for Auto...
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Worksheets view

The Worksheets view of the Task pane gathers most popular commands for worksheets.
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=4 Print...
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() spplv Discount
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In the Worksheets view you can:
Open one of the last 5 worksheets you worked on
Create a new worksheet quickly, either blank or from a template

Manage worksheet templates

Manage projects

Set worksheet properties

Print the worksheet

Update items against a catalog

Update items against a worksheet

Consolidate identical items

Apply a discount or discount schedule
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Item Detail view

If you have several columns in your worksheet, use the Item Detail view to quickly see all columns of an
item, instead of scrolling across the worksheet.
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The Item Detail view provides information about any line item that is marked as current in the active
worksheet, as well as consolidates commonly performed commands related to line items.

The item information portion of Iltem Detail displays every property for the current line item and the
corresponding value assigned to that property. Property names are displayed as Column headers in the
worksheet.

Some of the commands available in Item Detail view are:
Preview an item
Specify (assign options to) the line item
Explore to that item’s location in the catalog content
Send an item to a worksheet or a drawing

Move a line item up or down in the worksheet

If you change a value in a column (for example: changing Qty), the Item Detail will be updated
automatically to display the new value. The reverse is also true. If you change a value in the Item Detail
view, the line item in the worksheet is automatically updated.
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Option Clipboard view

The Option Clipboard view is used for quickly applying options to a worksheet from similar items in the
same worksheet, a previously opened worksheet, or from a saved Option Set file.

Task Pane - I X

@ @ 3 | option Clipboard .
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] Copy
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= Remove
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For more information on what you can do in the Option Clipboard, see Option Clipboard.
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Status bar

The Status bar contains general information about the current worksheet, such as:
the Total List, Purchase and Sell Price for the worksheet
whether you are on a Product line, an Option Line or an Attribute line

where you are in the current worksheet: the item number, the row and
column (similar to Microsoft Excel)

For Help Topacs, press F1 L: $7,941.00 P: $7,941.00 S: $7,941.00 0] Product Item; 1 of §

You can hide the Status bar by choosing View, Status Bar.

Rowe: 1

Col; &
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Context menus
Context menus—right-click menus—display a subset of commands that are specific to the context or
the element selected.

To display a context menu, right-click. For example, in the Content tab of the Explorer Pane, mouse over
the product you want to specify finishes for, right-click and then click Specify.
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Preview Bookmarks L4
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There are several ways you can create a worksheet:

create a worksheet from CAP Designer or Giza. For details on creating a worksheet from any of
these applications, consult the application's help file.

create a new blank worksheet

create a new worksheet using the Wizard

New blank worksheet

1. Click 1 on the Standard toolbar.

2. Click Blank. You now have a blank worksheet where you can start placing products.

In the Startup Wizard you can check Don't show this dialog (default to a
blank worksheet) so that the next time you click the New icon, a blank worksheet is
created automatically. This setting will be saved in your preferences.

If you click Wizard, you can use the Wizard to configure your projects and
create a new worksheet.
See also:

New worksheet using the Wizard

Save a worksheet

Close a worksheet

Add products using drag and drop

Add products using Insert
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New worksheet using the Wizard

When you create a worksheet using the New Worksheet Wizard, the selected project's template is

applied to the worksheet. The worksheet is also automatically saved in the appropriate project folder.

1. From File menu select New Worksheet Wizard.
2. Select the Projects folder where you want to save the new worksheet.
To create a new project folder, click on All Projects or a project folder then

click New. Type in a name for the new folder. See Manage projects for other project
folder commands.

3. Click Next.
4. Modify the project's properties (Template info). Click Next.

To change which options are checked whenever this dialog box appears,
from the menu, select Tools, Preferences then select Common preferences.

5. Enter the name of the worksheet and then click Finish.
See also:

New blank worksheet

Save a worksheet

Close a worksheet

Add products using drag and drop

Add products using Insert
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Refer to the following topics:

Open a worksheet

Save a worksheet

Close a worksheet

Open a worksheet

=]
1. Click = on the Standard toolbar.

2. If you want to apply the current project's template when opening the worksheet,
check the box under Project Support.

3. Inthe Look in field, choose the disk/folder where the required design is located.
4. Inthe List of files and folders area, select the file then click Open.

To open a file you recently worked on, select File, Open Recent Worksheet. Select the file from
the list. Worksheet lists the 10 last files you worked on.

Save a worksheet
To save the current worksheet:

1. Click =l on the Standard toolbar.

2. If this is the first time you are saving the worksheet, you will see the Save As dialog.

In the Save in field, choose the disk/folder where you want to save the worksheet.
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In the File name field, type in the name of the file and press ENTER.

To save the current worksheet under a different name, click o in the Standard toolbar. Do the same
actions as in step 2 above.

If the current worksheet is an associated worksheet (associated.visual.sp4) and you want to save it as a
visual-only worksheet (visual.sp4), use Save As Visual Worksheet.

If the current worksheet is a visual (visual.sp4) worksheet and you want to save it as a classic .sp4 file,
use Save As Classic Worksheet.

To save all modified worksheets, click E in the Standard toolbar. Do the same actions as in step 2
above.

See also:

Save as single level worksheet

» Associated-visual and visual-only worksheets

Close a worksheet

To close a worksheet, click the Close button in the worksheet tab.

7 E ABCTotal.sp4 l v. .

Wiorksheet

To close all open worksheets, select File, Close All.
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2020 Worksheet gives you the flexibility to work with other applications and file formats. You can:

Import data
Export data

Convert data

Import data

You can create worksheets quickly by importing data from other applications.

1. Make sure to have a blank worksheet open. The import function will add the
imported products to your current worksheet.

2. From the File menu, select Import Center.

3. Inthe Import Center dialog, select the format of the file you want to import. When
you select a format, its description is displayed on the right side.
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Import Center @

Available Formats: Selected Format Description:
Format Name Extension (|~ Import an XML file compiant with the
| OFDA standard (version 2.12.0) for
Common purchase orders.
EERENRED = For more information about this
OFDA XML 3.0 xml format, please visit the Office
OFDA XML 4.0 xml Furniture Dealers Aliance website at
www.ofdanet.org
SIF sif
Drawings =
Design Express mdb
Specifications
Design Express Transfer SIF sif
Giza Specifier gsp
QuotePad Pro igp

Select a format and dick Impart, or simply double dick a format above.

) )

If you want to remove some formats from the list, click Select Formats. In the
Select Formats for Import dialog clear the checkboxes of the formats you want to
hide then click OK.

4. Click Import to choose the file.

5. From the Choose a file to import from dialog box select the file to be imported then
click Open.

6. Once the import is done, you may see an Import Log reporting all the products
imported. Click the Items with Warnings or Errors tab to see if any items had error
messages. You may save the log if you want.

7. After the import is complete you may be prompted to consolidate identical items in
the worksheet and update your worksheet against the catalogs. Click Yes.

Worksheet remembers the last used format so the next time you open the Import Center, the
last used format is automatically selected. The Steelcase SpecSIF option is for files with .ssf extensions.
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This is used to SIF from Hedberg. The Steelcase Partial SpecSIF is for files with .psf extensions. This is
also used to SIF from Hedberg.

Export data

This feature lets you export 2020 Worksheet files to a variety of formats.
1. From the File menu, select Export Center.

2. Select the format of the file. When you highlight a format its description is displayed
to the right.

Export Center
Available Formats: Selected Format Description:
Farmat Name Extension =
Common
CAP Studio SIF sif
Expanded Legacy CAPSIF sif L |
Legacy CAPSIF sif |
OFDA XML 2.12.0 xml
OFDA XML 3.0 xml
OFDA XML 4.0 wml
SIF with Combined Part+Option Nu...  sif
General
Comma Separated Values sy
Excel s
HTML htm

-
- . T

Select a format and dick Export, or simply double didk a format above.

["|Export from a Flattened and Consolidated view of worksheet (uses consolidation defaults)

Select Formats. .. Export




If you want to remove some formats from the list, click Select Formats. In the
Select Formats for Export dialog clear the check boxes of the formats you want to
hide then click OK.

3. If you want standards and outline levels flattened, and identical items consolidated
in the new file, check Export from a flattened and consolidated view of the
worksheet.

4. Click Export.

5. Inthe Choose a file to export to dialog select the folder, type the file name then
click Save.

Notes:

Worksheet remembers the last used format so the next time you open the Export Center, the
last used format is automatically selected.

CAP Studio SIF has all the new 32-bit SIF codes applied to it and can be read by other software
applications like EDI (electronic ordering) systems

Legacy CAPSIF is a classic CAPSIF file that CAPSpex created using old 8-bit code
Steelcase SpecSIF (.SSF) option is used to SIF to Hedberg
Steelcase Partial SpecSIF (.PSF) is also used to SIF to Hedberg

Teknion SIF includes panel configurations created from Worksheet

Before exporting to a Global Order Entry XML or a Global Contract SIF, you must set certain
fields in the Worksheet Properties. See Global Order Entry in the 2020 Worksheet
Manufacturer-Specific Information Help.
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Convert data

From the Convert sub-menu you can:

Export multiple files at one time. You can convert multiple worksheets to OFDA XML or to
CAPSIF for Order Entry type files. This is a great time-saver if you have multiple worksheet files
that need to be converted.

Convert a Giza User Library to a Custom Catalog that can be used in 2020 Worksheet.

Convert a Design Express project and its spec groups into worksheets

Export several files

To export several files to an OFDA XML file or CAPSIF for Order Entry:

1.
2.

N oo v &

From the File menu, select Convert.
Select Worksheet to OFDA XML or Worksheet to CAPSIF for Order Entry.

Select your files. Use the SHIFT key to pick a range of files or the CTRL key to select
non-adjacent files.

Click Open.
In the Browse for Folder dialog, select the destination folder of the converted files.
If you are converting to OFDA XML, select the OFDA XML version then click OK.

Click OK when the Conversion Complete message appears.
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Convert a Giza Specifier User Library

You can convert User libraries created in Giza Specifer to 2020 Worksheet custom catalogs. All of the
information that was stored in the library, including pricing, will be available.

You will find custom catalogs in the Projects tab of the Explorer bar. You can add new items to the
converted custom catalog.

To convert a Giza Specifier User Library:

1.
2.

From the File menu, select Convert.

Select Giza User Library to Custom Catalog. The Add to Custom Catalog Wizard
dialog will open.

Select an existing Custom Catalog to send the converted items to or create a new
one.

Click Finish.

Click OK when the Conversion Complete message appears.

Convert a Design Express project

To convert a Design Express project and its spec groups into worksheets:

1.
2.

From the File menu, select Convert.

Select Design Express Project.

Click [:] to select the folder which contains the Design Express project.
In the Browse for Folder dialog, select the project folder then click OK.

Leave Update Converted Worksheets checked if you want to update converted
items against manufacturer catalogs.
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Leave Open Converted Worksheets checked if you want to open each converted
worksheet.

Click Convert.

Under Conversion results, you will see the status of the project you are converting.
The status is updated as the conversion progresses.

This may take a few minutes, please wait.

Once you see the status of the project and the created worksheets as finished, click
Close.

You will find the worksheets in a new project folder under Local Projects.
This folder will have the same name as the Design Express project. During the
conversion, the program creates a worksheet template based on properties
common to all spec groups. After the conversion, Alias 1, Alias 2 and Alias 3
columns are renamed Tag 1, Tag 2 and Tag 3.

Refer to the following topics:

Merge worksheets

Purge a worksheet
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Merge worksheets

The Merge feature allows you to combine 2 or more worksheets at a time. This is a very useful tool if
you want to quickly create one large worksheet from many.

1. Make sure that you have one worksheet open.

2. From the File menu, select Merge.

3. Select one worksheet or as many others you would like to merge into your current
worksheet by using the SHIFT and CTRL keys.

4. Click Open.

Items from the selected worksheets will be added automatically to the current
worksheet. Merge will automatically consolidate your worksheet for you.

Purge a worksheet
When a worksheet is saved over and over, it grows in size. You can use the Purge command periodically
to control a file's size. This command mimics the purge command available in AutoCAD.

This operation cannot be undone. However, a backup file will be created in the same folder as
the original file.

1. From the File menu, select Purge.

2. When you see the confirmation message, click Yes.
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Refer to the following topics:

Print a worksheet

E-mail a worksheet

E-mail a worksheet
From the File menu select Send.

A new mail message appears, with the current worksheet set as attachment.

This feature works with any Messaging Application Programming Interface (MAPI) compatible program,
such as Microsoft Outlook.

Print a worksheet

All visible columns of the worksheet will be printed. We recommend that you do a print preview before
printing.

The page will be horizontally scaled to fit all the visible columns on one page. Therefore the total
width of your columns will affect the size of the font printed — the wider the columns and the more
columns you are viewing, the smaller the font.

1. From File menu click Print.
2. Inthe Print dialog select the Printer, the Print range, the number of copies.

3. Click Properties to change the selected printer's properties such as the page
orientation (portrait or landscape) and paper source.

4. Click OK.
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See also:

Preview before printing

Example - Print panels only

Page Setup
Set the default printer

Print multiple levels

Header / Footer

Preview before printing

1. Click Fo¥ in the Standard toolbar.

2. Using the buttons at the top left of the preview tab, you can print, go to the next or
previous page, view two pages at a time, zoom in and out, and close the print
preview.

3. If the print preview looks correct, click Print.

If you need to modify the worksheet before printing, click Close then make the
changes.

Example - Print panels only

In this example, instead of printing a list of all the items in the worksheet you will print a list of panels.
1. Sort your worksheet by Part Description, Part Number and Catalog code.

2. Select all the panels on your worksheet.
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3. From the File menu select Print Preview.

Notice that only the panels are shown. If you have any items selected,
worksheet will assume that you will be printing selected items only and will
automatically insert a subtotal of the selected items in the printout.
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4. From the File menu select Print.
5. Inthe Print dialog box, verify that Selection is checked in Print Range.
6. Click OK.

Use the Advanced Find Feature to select a number of similar items on your worksheet without
sorting your worksheet.
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Page Setup

Page setup controls the way the worksheet prints. Once you change it for your worksheet it will stay
that way. This information is linked to a specific worksheet, not to the computer.

1. From the File menu, select Page Setup.

2. Change any of the following settings: Margin, Distance To Frame, Appearance,
Orientation and Centering.

3. Under Miscellaneous you can choose to insert a page break after each subtotal.
4. Click Print Preview to preview your page setup.

5. Click OK to save the page setup or Print to send the worksheet to the printer.

Even if you are printing to a black and white printer, check Print in Color to see subtotals better
on your printout.

Set the default printer

To set the default printer, paper size and orientation for all open worksheets:
1. From the File menu, select Print Setup.

2. Select the printer, paper size and orientation.

3. Click OK.

This information is linked to the computer, not to a specific worksheet.
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Print multiple levels

A quick way to print all the levels (Standards or Outline) in a worksheet is to use the Print Levels tool.
Before you print you will need to set the default printer using the Print Setup dialog.

1. From the menu select File, Print Levels.

2. Inthe Print Levels dialog box, select which worksheets you wish to print. For
each line checked you will have one printout.

3. Check whether you also want to print the cover page and/or the report.
4. Click Print.

The title on each sheet will be the name of the Standard or the Outline level.

Header / Footer

Select File, Page Header/Footer to customize the header and footer when printing a worksheet.

This command opens the Worksheet Properties dialog, with the Header/Footer tab active.

Notice the $ codes in the Header/Footer tab. This is a simple computer code instructing the program to
pull the data from the worksheet. These codes are used because the information may change but the
placement and format will remain the same.

In addition to using the $ codes, you may also type in any information you would like to appear in the
header or footer. Click in the proper area (Header or Footer tab; Left Aligned, Centered or Right
Aligned) and type the text.

When modifying the Header/Footer, insert the code first before typing in text. Otherwise, the
text you entered will be overwritten by the code.
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Modify the header Click the Header tab.

Modify the footer Click the Footer tab.

Access the list of codes | Click the Legend button.
and view their current
values

Adjust the space given Click Page Setup.
to the header and
footer

Change the font type Click Font.
and size

See Example: customize the header for a step-by-step example of adding a line to the header.




Header tab

Use the Header tab to place information at the top of the worksheet.

Header fFooker
Left Aligned | Centered | might Aligned |~
SR $P of SN

\  Header )  Footer [f

SR is a default symbol for the Title of the worksheet. The Worksheet Title is set in the General tab of the
Worksheet Properties dialog box. By default, the title appears in the upper left corner of the worksheet .

SP is a default symbol for current page number and SN is the default symbol for number of pages. By
default, the page number appears in the upper right corner of the worksheet.

Click the Legend button for all legend codes and descriptions.
See also:

Header / Footer

Footer tab

Example: customize the header
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Footer tab

Use the Footer tab to place information at the bottom of the worksheet.

Header [Foober
LeftAligned |  Centered |  Right Aligned | »
L [ 50

Header A Footer [

SLis the default symbol for the path and filename of the worksheet. By default, this appears in the
lower left corner of the worksheet.

$D is the default symbol for the Date/Time stamp. By default, this appears in the lower right corner of
the worksheet.

Click the Legend button for all legend codes and descriptions.

See also:

Header / Footer

Header tab

Example: customize the header




Example: customize the header

In this example you will add a line to the header.

1.

2.
3.

In the Header tab, click the second cell under the column Left Aligned.

Haader Foober
Left Aligned | Centered | might Atigned | 4
SR $P of SN

—

% Header A  Footer [/

Lok ] [ repend.. |

Click the Legend button to access the list of codes.

In the Header/Footer Legend dialog, select the code $C - Prepared by Company
Name then click Insert Code.
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Header/Footer Legend

The Following are valid codes for use in a headerfooter:
Code iptio Current Vakee ol
L Ll S -
§F Fibe: M Test1 spd
| L Filer Mame with Full Path CHDocuments and SettingsigalacalMy DocumentsiCAPProject s\ Te
| 4N Muriber of Pages {calodated when printing)
40 Project Mote {Currently Blank)
| 4P Current Page Nurrber {caloulated when printing)
R Warksheet Titde Learning Worksheet
| $0RDL  Order Type (Currently Blank)
| $0RD2  Crder PO Number {(Currently Blank)
| $0RD3 Crder Inwoice Mumber {Currenithy Blank)
| $0RD4  Cwder Quote Number (Currenthy Blank)
$ORDS Order Contract Number { Cunrenithy Blank)
| $ORDE  Order Note (Currenthy Blank) .
| OERT L e L ™ vl s B wn ey
£ »
Q| Imsetcode DY close |
—
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4. Type Designed by:inthe box, before $C.

Haader Foober
Leftligned |  Centered |  Right Aligned |~

SR $P of SN

\ Header [  Footer ]
[ Fort.. || Legend.. |

5. Click Font. Select Font = Arial, Font Style = Regular and Size = 12. Click OK.
6. Click Page Setup to open the Page Setup dialog.

7. Click Print Preview in the Page Setup dialog. Notice the header that you just
entered.

Zprint. o (L] @3 Cse

Learning Worksheet
l Designed by 20-20 Technologies I

8. Click Close.
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You can customize each worksheet with the Worksheet Properties icon in the Standard toolbar.

I Reports Visualize Tools Help

A B k) (e | & Ba@| 9 -

R - 1 : 1 a1

_ 1 Er' Worksheet Properties (Alt+Enter)
View the properties of the current
waorksheet

|

The information you enter in the Worksheet Properties dialog box is saved with the specific worksheet.
To apply this setting to other worksheets use Worksheet templates.

There are six panes available in the Worksheet Properties dialog box:

General - to enter the worksheet title (for reports and other outputs as opposed to worksheet
file name) and worksheet contact information.

Order - to enter order information.

Columns - to customize the columns displayed and their order in the worksheet.
Header/Footer - to customize the header and footer when printing the worksheet.
Adjustments- to add price adjustments such as taxes, installation fees and shipping charges.

International - to specify the currency used for the worksheet and any other currency to convert
prices to. Get coaching on this.
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General

Use the General properties to define the worksheet title and the contact information about a job or
installation.

The worksheet title appears on top of the worksheet. Do not confuse worksheet file name with
worksheet title.

¥ 7 8 ewercse Lspd |
l;‘l Weieksheat : Class Prajet hed i

[lem| 5 | Mg Cat | Part Number |
[1 | STC |SCS |4T54E5MF 475 )
h— | ~BLST

h | IS
The information you enter here will be used in both the worksheet cover page and the reports.

1. Click on the Standard toolbar.

The General information will appear by default.
2. Enter the worksheet title.

3. Click the button beside one of the contact fields, such as Prepared For:

Prepared For;

4. Inthe 2020 Contacts Manager dialog box, select the contact that will go in the
contact field then click OK.

You can create a new contact here if necessary.
The contact name is displayed on the dialog. If you want to remove this contact, just

click the @ button.
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5. Under Miscellaneous Text, there are three text fields.
Check the appropriate box to activate the Edit button. Click Edit to open the Misc.
Text dialog. Enter text then click OK.

6. Click OK to save and close or Apply to save and keep the Worksheet Properties
dialog open.

See also: Edit contact information for the current worksheet only

Checking the Security box then entering a password will protect your worksheets.

Order

Use the Order information to define the P.O. Number, Quote Number, Invoice Number, etc. In here, you
can also enter the required deposit value and the Valid Through date; the date after which the quoted
price will no longer be valid. All this information will be used in reports.

1. Click on the Standard toolbar.
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2. Click Order.

=)

General

=]

Order
i |
Columns
A
Header/Footer

]

Adjustments

L

Intemnational

Order Information

Order Detais
Spedal Discount
EQ. =
Billng Terms: -
Shippng Terms: -
Ship Via: -

P.O. Tarms:
Met:

List;
Deposit:

Order Date: Request Date: Valid Throwgh:
aLym - 1M1l | | 9yM1l -

Regquest Type: *
Before Delivery Contact: Phane:
After Hours Contact: Phone:

(o J[ canes ||

2oy _|

3. Enter the order information and then click OK.
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Columns

Use the Columns information to define which columns will be displayed in the worksheet. From here,
you can also change the column header text and the column order.

1. Click on the Standard toolbar.

2. Click Columns.

Click Grouped View if you want to view columns by category.

3. Customize the columns then click OK.

Header/Footer

Use the Header/Footer pane to customize the header and footer when printing a worksheet.

1. Click on the Standard toolbar.
2. Click Header/Footer.
3. See Header / Footer for the rest of the steps.
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Adjustments

Use the Adjustments information to insert price adjustments to your worksheet, such as tax, bottom
line discounts, shipping charges, etc.

Click on the Standard toolbar.

1

2. Click Adjustments.

3. Click Add.

4. See Price Adjustments for details on adding a price adjustment.
International

Use the International pane to specify a quotation currency and other currencies to convert prices to.

Currency and exchange rate should not be changed unless your business received coaching.

ZYIITEA You may damage your worksheet pricing information.
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Once you have the worksheet properties set up the way you like, you can save the settings to a
template. The template can then be applied to any worksheet.

Within a template you can save: customer contact information, order information, column settings,
header and footer settings, and price adjustments.

You can save templates on a network directory so all CAP users can have access to them. This is a great
way to standardize the look of worksheets being printed from your firm.

See also:

Create a new template

Create a template from current worksheet settings

Select a default worksheet template

Apply a template to a worksheet

Create a new template

1. From the View menu, select Templates, Manage Templates.
2. Click New in the Manage Worksheet Templates dialog.

3. Enter the template name and then click OK.
4

In the Template Properties dialog, select any of the following tabs:

General - to enter the worksheet title and worksheet contact information

Order - to enter order information

Columns - to customize the columns displayed and their order in the worksheet
Header/Footer - to define the header and footer when printing the worksheet
Adjustments- to add price adjustments such as taxes, installation fees and shipping
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charges
International - reserved for international businesses

5. Click OK.
6. To apply this template to the current worksheet, click Apply.

Create a template from current worksheet settings

Before using the current worksheet setting to create a template, you must save the worksheet first.
1. From the View menu, select Templates, Manage Templates.

2. Inthe Manage Worksheet Templates dialog, click Capture.

3. Enter the template name then click OK.

Now that template is saved, it can be applied to any other worksheet. If you need to make changes to it,
you can edit, rename or delete it.

105



Select a default worksheet template

1. From the View menu, select Templates, Manage Templates.

2. Select the template in the Manage Templates dialog box.

Manage Worksheet Templates

Default Folder:  C:YUsersYjosee\Documents\CAP Templates

2]

Template Name

[8] Client with Price Adjustments
lg1 Client

@ Company

[8 My template

| New.. || Edt. || Rename || Delete | | captwe.. | | setDefaut | | apply |

NOTE: Setting a default template overrides the standard project template behavior | Cl=ar Default

3. Click Set Default. Notice that the template name is now in bold.
4. Click Close.

If you wish to use the standard project template again later on, click Clear Default.
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Apply a template to a worksheet

1. From the View menu, select Templates, Manage Templates.
2. Inthe Manage Templates dialog, select the template in the list then click Apply.

3. Inthe Apply Template dialog, specify whether the contact information, column
arrangement, page setup and header/footer and price adjustments will be taken
from the template, from the current worksheet, or from both (applicable to price
adjustments only). You can choose to keep the default settings.

To change which options are automatically checked whenever this dialog
appears, from the menu choose Tools, Preferences then select Common
preferences.

4. Click OK.
A quicker way to apply templates is to use the template pulldown from the Template toolbar.

ﬁﬁ.pplyTemplate - E, mj Rows
jﬁ Manage Templates...

Client with Price Adjustments
Client

Company
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Project folders help you organize your drawings and worksheets. For example, if you are working on the
Head office project for client ABC, you can create a project folder called ABC Head office and store all
worksheets and drawings in that folder. You can also create sub-folders within a project folder.

The Projects tab of the Explorer pane provides the fastest way to access your project hierarchy.

See:

Create a project folder

Manage projects

Project templates

Apply a project template to a worksheet

Open a worksheet from the Projects tab

Copy products from other worksheets

New worksheet using the Wizard

Create a project folder
To better organize your worksheets so that you can save them in separate projects, create project
folders.

1. Click the Projects tab of the Explorer bar.

2. Right-click on Local Projects or a project folder.

3. Select New, Project.
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4. Afolder called New Project Folder is created. Rename the project folder.

You will now be able to save worksheets and drawings in this project folder.

You can also create a project folder using the Project Management Wizard.

Manage projects
You can create, rename or delete projects by using the Project Management Wizard. You can also use
the Wizard to add notes to the project or create a project template.

1. From the File menu, select Project Management.

2. Inthe Project Management Wizard, double-click on All Projects.

3. Do any of the following and then click Close:

1. Click on All Projects or a project folder then

Create a new click New.

project folder

2. Typein a name for the new folder.

m This will delete all the contents in the folder.

Delete a project 1. Make sure that none of the files in this
folder folder are opened.

2. Click on the folder then click Remove.

Rename a 1. Click on the folder then click Rename.

project folder 2. Typeinanew name.
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1. Click on the folder then click Add.

2. Type in the name of the project if

Add this project
necessary.

to My Projects
This will simply create a link to the project. You can keep
track of projects you work on frequently in the My Projects folder.

Change the Click on the folder then click Next.
project’s Type in any notes for the project.
template or

enter notes for Click Edit to change the project's template.

the project

e

Click Finish.

You can access the same commands listed above by right-clicking on a project folder. These
commands are also accessible by right-clicking in the Projects tab of the Explorer pane.

Project templates

You can edit project templates by using the Project Management Wizard. Project templates work the
same way as worksheet templates, that is, you can apply a project template to a worksheet.

1. From the File menu, select Project Management.

2. Inthe Project Management Wizard, double-click on All Projects or click the + sign
to view all the project folders.

3. Click on the folder then click Next.
4. Click Edit to change the project's template.
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5. Inthe Template Properties dialog, select any of the following tabs:

General - to enter the worksheet title and worksheet contact information

Order - to enter order information

Columns - to customize the columns displayed and their order in the worksheet
Header/Footer - to define the header and footer when printing the worksheet
Adjustments- to add price adjustments such as taxes, installation fees and shipping
charges

6. Click Finish.

Apply a project template to a worksheet

Just as you can apply a worksheet template to a worksheet, you can apply a project template to a
worksheet.

1. Click the Projects tab of the Explorer bar.

2. Right-click on Local Projects or a project folder then select Properties.
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3. Inthe Project Properties dialog, click Apply to apply the project's template to
the current worksheet.

= . T e 1
Project Properties [ li—hJ
Project Information @
View or modify the properties of a project. ¥

Name: Projects
Location: C:\Users\josee\Documents\CAP\Projects
Note: |

Templates contain defaults used when creating new
waorksheets, such as contact information, column layouts, page
header/footer, and price adjustments.

Edit Edit the properties of this project's
HM Template

- ool Apply this project's Template to the
= Al current worksheet

e Capture this project's Template from the
=apTme current worksheet's properties

< Back [ Finish I [ Close I [ Help J

4. Inthe Apply Template dialog, specify whether the contact information, column
arrangement, page setup and header/footer and price adjustments will be
taken from the project template, from the current worksheet, or from both
(applicable to price adjustments only). You can choose to keep the default
settings.

To change which options are checked whenever this dialog appears,
from the menu choose Tools, Preferences then select Common preferences.
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5. Click OK in the Apply Template dialog.
6. Click Finish.

You can capture the current worksheet's properties and apply it to the project's template by
clicking Capture in the Project Properties dialog. You can edit the project's template by clicking Edit in
the Project Properties dialog.

Open a worksheet or drawing from the Projects tab

If you saved a worksheet or drawing in your projects folder, you can open it from the Projects tab.

1. Click the Projects tab of the Explorer pane.
2. Open the folders by double-clicking on them or clicking on the +.
3. If you double-click on a worksheet file name, Worksheet will automatically open the

file.

If you double-click on a drawing, AutoCAD will launch and automatically open the
drawing.

Copy products from other worksheets

1. Click the Projects tab of the Explorer pane.
2. Open the folders by clicking on the +.

3. Use the + to see the product in a previously created worksheet.
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4. Click on anitem in the worksheet and drag and drop it to the current

worksheet.

20-20 W

20-20 Wo rkS h eet Specify, discount, and quote furniture products with ease and accuracy

File Edit View Hem Worksheet Reports Visualize Tools Help

NENERP | S HF IR DD % DR 9 oM
B, 9qmnsert - | iy | D 8| @sendTo - | B, & A i e 4| # sort settings ~ | ff
@] Projects 1% ) Demo2 [ DMO_new (modified) x |
g T v New - O Worksheet w
3 Mame
2 5.8 Projeas Item | Mfg | Cat | Part Number
(@8 Local Projects po||1 DMO ' DMO :ACOT2448 Coffee T
[d CCe
4 Import and Export test files iy Skipped
£ M 2| DG TBIG TARETL " Tietal W
3 NeoCon_Cap Demo SE
[ Specials for V] use
Tests W Skipped
Color column and sorting sp4 3 DMO i DMO  ARTTRIP 3 Panel
Demo_1.spd each pa
[E] ALWTRBTL M )
[E] ALWTRBTL M i, A Skipped
[£] ALWTRBTL M A/ﬁmo DMO ;ARTWORK_1  Canvas.
5] ARTTRIP E
ARTWORK_2 = :
% BASE B T} Skipped
=] BINDER i ||3 DMO ' DMO {BASE Base-n
5] BOOKHOLDER B vy
] BOOKSTACK S [Duic ™ BMG | BINDER Binder
5] canvasaza? [
5] WTRBTL W
Visual Impression Sample visual.spd W Skipped
[¥ Visual mpression Sample for AutoCAD .. 7 DMO DMO {BOOKHOLDER: Book He
A Visual Impression Sample dwa
Network Projects Pi Skipped
1] Skipped
8 DMO  DMO ; BOOKSTACK | Stack of
W Skipped
p 5 9 DMO 'DMO {CANVAS3737 !Canvas
Local Project Folder <
@ content |[D]Projects| S@search |x]Bookmarks 4 4 » » ' Worksheet /Global Options | Cover Pag
For Help Topics, press Fi |viswal |

Notice the line is copied completely, including options, attributes and
discounting. The original file is not modified in any way.

You can also use the Projects tab to copy items from custom catalogs to worksheets. See Reuse and

update items from a custom catalog.
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Worksheet preferences allow you to control specific characteristics of the program such as which
catalogs are listed, Explorer bar appearance and default folders.

You can modify the following preferences:
General - set printing, column sorting and file auto-save defaults
Display - change font styles and sizes

Common - modify Apply Template, Update Against Catalog and Consolidate criteria default
settings

Explorer - customize the Explorer bar
QuickSearch - change how QuickSearch works
Specification - modify 2020 Options, Global Options and Option Clipboard settings

Visualization - set the search order that 2020 Worksheet will use when looking for a product's
preview image

Content - select the manufacturers and catalogs you would like to access

Folders and files - select folders where documents are stored

User - assign the current user and logo

International - please contact Customer Support if you need to set a currency other than USD
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General preferences

1. From the Tools menu select Preferences.

By default, the General preferences are displayed.

General
Display

A

Comman

3

Explarer
&
QuickSearch
o
Specification

&

Visualization

@

Content

=

|l
Folders = Files

a

User

Preferences

Project Support
Show startup wizard screen when creating new worksheets
Use "My Projects’to organize large project folders

[ Oy use one "Master worksheet template {do not allow template inheritance)

Validation
Show tips related to Visualization
Show tips related to Associated Workshests
0 alidate pricing by flagging possible problems with the relationship between List,
Purchase, and Sell prices
Printing

Horizontally scale the printing to fit all columns on a single page (requires a
restart of the application)

Prirnt Bookmark, Lock and Complete icons in the tem column when those
columng are not visible {requires a restart of the application)

Sorting

Ask for corfimmation before sorting worksheet columns

PutoSave

Saveinterval: |13 minutes

When auto-saving, create a backup copy of the file. This backup file wil be
[located in the same folder as the original file, and will have the same name as
the original file with 3 "backup” extension

G| [ oo ] [
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Modify any of the general preferences, click OK to save and close, or click Apply to

save and keep the Preferences dialog box open.
Those that are self-explanatory are shortly described below or linked to the
corresponding topic:

v

v

s 4

Project Support | Show startup wizard screen when creating new worksheets

Validation Show tips related to Visualization and Show tips related to
Associated Worksheets to display tips on how the current
worksheet will interact with Visual Impression and any associated
worksheet.

Printing Horizontally scale the printing to fit all columns on a single page
(requires a restart of the application)

Sorting Ask for confirmation before sorting worksheet columns

AutoSave #  Check AutoSave to enable the

automatic save of worksheets.

Click the scroll button to change the
Auto-Save interval.

Check When auto-saving, create a
backup copy of the file (..). to create a
file with a '.backup' extension

Note that 'Untitled' worksheets will not
be auto-saved or backed up.
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Display preferences

Use Display preferences to set worksheet font styles and sizes. By default, Worksheet displays each row
type in a different color. For example, options are displayed in a light blue background and attributes

are displayed in a light yellow background.

You can change color selections for your background and text as well as set the height of certain rows,
such as product or grand total.

1. From the Tools menu select Preferences.

2. Click Display.

]
General

Display

@

Comman

@

Explorer
&
QuickSearch
3
Specification

[

Visualization

@

Content

=
Folders = Files

a

User

Worlcshest Font

Foe: [ < 5 [

Colors

Product:

Option:

Attribute:
Worksheet Link:
Standard

Panel Corfiguration:
COutline Level:
Custom Catalog tem
Price Adjustment:
Grand Total
Subtotal:

Invalid Field

Color Column

Defaults

Preferences

Background:
[ ] Defaut |v
[ ] Defaut |v
| | Defaut |v
|| Defaut |v
[T oefaut |+
W Dsfaut v
[ ] Defaut |v
|| Defaut |v
[ oefaut |v
B ocfeut v
M oeeut |~
W oeeut v
[ ] Defautt |v

Teat:
W st
W st
B ot
B ot
W et
[] Defaut
W D<ot
W o<t
W et
[] pefaut
[ ] Defaut
| ] Defaut

Cancel

Height:

2

Apply

|| 4w

al] [4le] [4]e

w

Bol

=3

e Od0®=ROOd-d

Help
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3. Modify any of the following settings:

Font face (style) and size of text in the worksheet

Background or text color of each row type. Select Defaults to reset the background
or text color to the standard default setting.

Height of Product, Worksheet Link, Standard, Outline Level, Price Adjustment,
Grand Total and Subtotal rows.

Display Product, Worksheet Link, Standard, Panel Configuration, Outline Level,
Custom Catalog Item, Price Adjustment, Grand Total and Subtotal rows in bold.

4. Click OK to save and close.

Or, click Apply to save and keep the Preferences dialog box open.

The Defaults button will reset all the colors, sizes and fonts back to the standard default settings.
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Common preferences

1. From the Tools menu select Preferences.

2. Click Common.

Preferences
Send To
General (®) Insert items by appending at bottom of worksheet
j _) Insert items above cument item
Display
o] List Views
® Usze extended List View features Show grid lines between rows and
Comman thover select, single click, underiining) columns
@ Apply Template
Explorer Atemplate contains all of the information contained in Worksheet Properties and
can be applied to new or open workshests to quickly corfigure these
‘_‘—4/ characteristics of a worksheet
Quick5earch Flease specify how items from Waorkshest Properties get handled when applying &
template:
] Fromthe Fromthe Combine
Specification Template Workshest Both
il Contact Information:
Visualization Order Information:
Column Amangement:
@ Page Setup:
Content Header/Footer:
Price Adjustments: O
=

. Show these choices each time a template is applied
Folders + Files

a BExport
User Default SIF File Encoding: ANSI W
Defaults

Update Against Catalog Consolidate Criteria Update Against Worsheet

G o] [t

3. Modify any of the following settings and then click OK to save and close. Or, click
Apply to save and keep the Preferences dialog open.
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Send to

Change the behavior when sending items to a worksheet:

e Insertitems by appending at bottom of worksheet

e Insert items above current item

List Views

Change the settings for the Content tab of the Explorer bar if the
Content tab is displayed in list view.

e Use extended List View features (hover select, single click,
underlining)

e Check Show grid lines between rows and columns to
display grid lines to separate items.

Apply template

Change default settings when applying a worksheet template.

Check whether or not you want to see these choices each time a
template is applied.

Export

Change the default SIF coding from ANSI to Unicode when
exporting data.

Defaults

Click Update Against Catalog to set the default update values and
default price zones selected when doing an update against a

catalog.

Click Consolidate Criteria to select the default columns used
when performing a consolidate.

Click Update Against Worksheet to set the default update values
selected when doing an update against a worksheet.
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Explorer preferences

Use Explorer preferences to set the Explorer pane's behavior and appearance.
1. From the Tools menu select Preferences.

2. Click Explorer.

Preferences

=
General

Display

Tab Appearance
Show Contert tab as a list instead of atree

Content List Content Tree

Ela Hene

Dz ztizn =

[ i

L4

Common
@
Explorer
QuickSearch

s g

[#] Show Price Zone bar on the Cortent tab
[¥] Show Status Bar on all Explorer tabs

Specification

&
o Select Which Tabs to Display
Visualization
@ [ Search NOTE: the Cortert and Projects
Content Bookmarks tabs must always be displayed
f=} Advanced
FEEEE = A [] Simplify hierarchies by skipping the root item if it is an "anly child"
4 Watch for changes to custom catalogs and worksheets and refresh changed items
O
User automatically

Cancel Apply Help

3. Change any of the following settings:

Show Content tab as a list instead of a tree
Show Price Zone bar on the Content tab
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Show Status Bar on all Explorer tabs

Select to always display the Search, Bookmarks tabs in Explorer. Note that the
Contents and Projects tabs must always be displayed.

Simplify hierarchies by skipping the root item if it is an "only child" - when there is
only one choice in a catalog, automatically select that item

Watch for changes to custom catalogs and worksheets and refresh changed items
automatically

4. Click OK to save and close.

Or, click Apply to save and keep the Preferences dialog open.

\eI=8 You can also access Explorer preferences from the View menu, Explorer Bars, Preferences.
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QuickSearch preferences

Use the QuickSearch preferences to set the QuickSearch behavior.
1. From the Tools menu select Preferences.

2. Click QuickSearch.

Preferences

&l Enable QuickSearch
General
Common Settings
=
z Maxdmum number of matching part numbers to display: 50
Display
% [ Dont display the suggestion list if there are more matches than this madmum
7 ) N
Common Exclude disabled catalogs from the suggestion list
Check if the index needs to be updated every time QuickSearch is started
@
Explorer Worksheet
‘-"6/ Display the suggestion list when typing in the worksheet’s Part Number field
QuickSearch Update the item before it is insered into the workshest
®
Specification
@ Explorer
Show the Quick Search bar
Visualization
Content
=
Folders + Files
a
User
Rebuild Index Update Index

G| [ oy | [

3. Change any of the following settings and then click OK to save and close. Or, click
Apply to save and keep the Preferences dialog open.
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Enable
QuickSearch

If this check is cleared, QuickSearch will be deactivated both in CAP
Designer and 2020 Worksheet.

Clearing this checkbox will deactivate other QuickSearch
settings in this dialog. If you choose to enable QuickSearch again later
on, make sure to check the appropriate settings below.

Enter the maximum number of matching part numbers to
display in the list

Don't display the suggestion list if there are more matches

Common than this maximum
Settings

e Exclude disabled catalogs from the suggestion list

e Check if the index needs to be updated every time

QuickSearch is started

e Display the suggestion list when typing in the worksheet's Part
Worksheet Number field

e Update the item before it is inserted into the worksheet
Explorer

Show or hide the QuickSearch field in the Explorer Pane.
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A large index file (IDX) is included with every CAP Studio installation. The Rebuild Index button
rebuilds this entire file from scratch. Use the Rebuild Index button only when there seems to be
corruption in the IDX file, as it takes a few minutes to finish.

2020 Worksheet automatically updates the IDX file whenever there is a change to content, for example,
if you manually add or delete catalogs. Use the Update Index button to force an update, if it seems as

though QuickSearch is not displaying all the part numbers. Since this is an incremental update it takes
less time than rebuilding the index.
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Specification preferences

Use Specification preferences to set 2020 Options, Option Clipboard, and Global Options settings.

1. From the Tools menu select Preferences.

2. Click Specification.

Preferences
& 20-20 Options
General
: Uge Default Options
5
Display Mumber of option trails to remember for Default Options: |5 |-
% Automatically select "only child” options
Ci
ommen [+] Automatically show option notes
Explorer
&
QuickSearch Cption Clipboard
.

2 Shaw tooltips in the Option Trail list
Specification

e
) ) Global Options
Visualization
@ Use Quick Options to intelligently select related options in similar option groups
Content
When switching to the Global Options view...
= Refresh the Global Options list: Prompt v
Folders + Files
a When switching away from the Global Options view...
User Apply changes made in the Global Options list: Prompt w

Group By Defaults..

G| oy [

3. Change any of the following settings and then click OK to save and close. Or, click
Apply to save and keep the Preferences dialog box open.
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2020 Options

Use Default Options - use the default options set by the manufacturer
Enter the Number of option trails to remember for Default Options

Automatically select "only child" options - when there is only one option
available, automatically select it

Automatically show option notes - display all notes on options

Option
Clipboard

Show tooltips in the Option Trail list - Show the Option Trail properties dialog
when the cursor hovers over an option trail in the clipboard.

Global
Options

Use Quick Options to intelligently select related options in similar option
groups

Choose to prompt before, always or never refresh the Global Options list when
switching to the Global Options view.

Choose to prompt before, always or never apply changes made in the Global
Options list when switching away from the Global Options view.

Click Group By Defaults to set the default columns used to group global
options
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Visualization preferences

Use the Visualization preferences to set the search order that 2020 Worksheet will use when looking
for a Product Preview.

1. From the Tools menu select Preferences.

2. Click Visualization.

Preferences
& Media Search Order
General The list below contains the possible types of media which the Preview
Window, found throughout Worksheet, can display. When the Preview
E Window is set to "auto’, the first available type will be displayed. Unchecked
) types will be ignored.
Display
% []Live Rendered T+
Common Photograph
Dimensional +
) [¥]Context
Explorer Rendered Image
- [+] Text
e
QuickSearch

)
Specification
Visualization

@

Content

[] Disable presentation finish materials

[
Falders = Files

a

User

Gren | o] [
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3. Use the Up or Down arrow to change the order.

When displaying a preview image, 2020 Worksheet will go through this list and look
for the image corresponding to the first image type. If an image is not available, the
program will go down the list until it finds an image.

4. Add a check mark if you want to Disable presentation finish materials in the
product preview.

Content preferences

Use Content preferences to change the settings for the Content tab in the Explorer pane.

You can select the manufacturers and catalogs you want to have access to. Also, you can change the
default price zones for each catalog, and uninstall unwanted catalogs.

1. From the Tools menu select Preferences.
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Click Content.

Explorer
%
QuickSearch
Specification

&

Visualization

Content

=
Folders + Files

&

User

Preferences

Select which manufacturers will be available

250 - 2/30 Signs
925 -9 To 5 Seating

[ ADA - ADI - At Design Intemational
[VIAIS - AlS v

Select which content will be available X+

DMO - 20-20 Enriched Data Demo

Contert: properties for selected catalog(s)

Catalog: ~ [rone)

Graphics: |(rmne)

Datatiass: frons)
Default Price Zone

[] Hide disabled man facturers and content in listings (requires a restat of the application)

Setup Alt Mr... | Setup an Atemate Manufacturer for legacy pricing frequires restart)

Greel | [ hoy ||t

Change any of the following settings and then click OK to save and close. Or,
click Apply to save and keep the Preferences dialog box open.
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Enable or
disable a
manufacturer in
the Content tab

Check or uncheck a manufacturer in the list.

When you disable a manufacturer it will be “grayed” out in the
Content tab. Disabling a manufacturer is not the same as

uninstalling it.
If you want to hide a disabled manufacturer, check Hide disabled

Manufactures and content in listings located at the bottom of the
dialog box.

Enable or
disable a catalog
in the Content
tab

1. Select a manufacturer in the list.
2. Check or uncheck a catalog.

When you disable a catalog it will be “grayed” out in the Content
tab. Disabling a catalog is not the same as uninstalling it.

If you want to hide a disabled catalog, check Hide disabled
Manufactures and content in listings located at the bottom of the
dialog box.

Move a
manufacturer or
catalog up or
down in the list

Select the catalog or manufacturer, then click or .

If you use a particular manufacturer or catalog often, you
can move it to the top of the list.

Add a
manufacturer

1. Click

2. Enter a unique 3-character code for the
manufacturer.
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Add a catalog

Delete a
manufacturer or
catalog

Change the
location of a
catalog, its
symbol library or
its database

Change the
default price
zones

Enter the manufacturer name.

Select the folder where the content for the
new manufacturer will be located. Make a
new folder if necessary.

Select the manufacturer.

Click then navigate to the catalog.

Once it has been added, you will be able to
access the products and pricing contained
in that catalog.

Use this to install a catalog such as one with an old price list or to
install a discontinued manufacturer.

The following steps will uninstall the selected item.

1.

Select the manufacturer or catalog.

>
Click to remove the selected
manufacturer or catalog.

Select the manufacturer and catalog.

Under Content Properties click the Browse
icon beside Catalog, Graphics or Database.

Select the manufacturer and the catalog.

Select the default prize zone.
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Steelcase and Kimball users can select specific price zones for
old price lists.

Hide disabled Check Hide disabled manufacturers and catalog in listings. When
manufacturers you restart 2020 Worksheet, the catalogs and manufacturers you
and catalogs disabled will not be listed in the Content tab.

Folders and files preferences

Use Folders and Files preferences to select the folders where documents are stored. In most cases you
will not need to edit these locations because defaults are set during installation.

1. From the Tools menu select Preferences.
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2. Click Folders + Files.

Preferences
) Select defaul folders for each of the following tems
comral Local Projects (Workshests, Custom Catalogs, and Drawings an this computer):
C-\Users\USER NAME\Documents\CAP\Projscts
= Network Prajects (Warkshests, Custom Catalogs, and Drawings on a nstwork):
Display C:\Users\USER NAME\Documents\CAP\Projects
L Bxpart fles (CAPSIF, OFDAXML, OrderSIF, SpecSIF, CSV etc )
Common C:\sers\USER NAME\Documents'CAP\Eports
a3 Worksheet templates
Explorer C:\sers\USER NAME\Documents'CAP\ Templates
@ Sort Settings

e C:\Users\USER NAME\Dooumerts\CAP\Sarts
CoverPage layouts
C:\Users\USER NAME\Documerts\CAP\CoverPages

Report designs

Specification

& C:\UsersUISER NAME\Documerts'CAP\UserReports
Visualization Explorer bookmarks

@ C\Users'UISER NAME\Favortes'CAP

Content

r— Select the filelocation of cach of the following items:

= QuickSearch index:
Folders = Files D:\ProgramDataCap \CAPQuickSearch dx

a Search keyword index:

3 D:\ProgramData\Cap\CAPContert idx

Contacts database:

C:\Users\USER NAME\AppData‘\Local\CAPNCAPContacts xml

Default Options file:

C:\Users\USER NAME\AppData‘\Local\CAPNOPTCACHE DAT D

oK Cancel Apoly Help

3. Change any of the following settings by clicking the Browse e button beside it.
Then, click OK to save and close. Or, click Apply to save and keep the Preferences
dialog box open.
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Local Projects

These are folders that appear in the Projects tab of the
Explorer pane. This is the primary search folder for opening
and saving worksheets.

Select the folder where projects will be stored on the local
PC.

Network These are folders that appear in the Explorer bar's Projects
Projects tab.
Select the folder where projects will be stored on the
network.
Export files Select the folder where export files will be stored. Can be
on the local PC or on the network.
Worksheet Select the folder where worksheet templates will be stored.
templates Can be on the local PC or on the network.

Sort Settings

Select the folder where Sort Settings will be stored. The
folder can be on the local machine or on the network.

CoverPage
layouts

Select the folder where cover page templates will be
stored. Can be on the local PC or on the network.

Report designs

Select the folder where report designs will be stored. Can
be on the local PC or on the network.

Explorer
bookmarks

Select the folder where bookmarks will be saved. This
folder should be on the local PC.

136



QuickSearch
index

Search
keyword index

Contacts
database

Default
Options file

Select the location of the index accessed by QuickSearch in
Explorer and Worksheet.

Select the location of the index accessed by Search in
Explorer and Worksheet.

Select the location of the Contacts database.

Select the location of the default options file.

User preferences

Set the User preferences to choose the current user and logo.

1. From the Tools menu select Preferences.
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2. Click User.

Preferences

& Cument User
General a Select which user in your Contacts represents the Prepared By
_ user or compary. This information can be displayed on a Cover
j Page, Report, or a worksheet's Header/Footer.
Display Unknown
L
Commaon
Explorer
"‘“C/ Logo
QuickSearch T Se!ec_:l an image to n_apreserrt the Prepared By user or company.
This image can be displayed on a Cover Page or Report.
Clear

Specification

&

Visualization

@

Content

=4
Folders = Files

8]

User

o] [_romy_] [0

3. Click the button under Current User.
This is a shortcut to the Prepared By field in the Worksheet Properties General tab.

Change your information in Contacts, then click Set Default. The record you set as
default appears as the Current User. This information can be used on a cover page,
report or printed worksheet's header/footer.
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1. Click Browse... to select the default image to represent the Current User. This
logo can be used on a cover page or report.

] Cument User

General a ‘Salact which user in your Contacts represants the ﬁwﬂz
| Page, e, 2 wabksheet's Header/Focte.

Display Baa Desgnar
%

commen
[« ]

Explares

=3 Lego
QuiciSearcn Browse. Mumumuwzu:nm

w Cear
Specification

Visualuzation
& Furnitureland USA
Content

=]

Foiders = Files

=

User

BENCTIEY ). S (7 | 58 soptrampmte | [, Tamow « ||
IR R e e |

o = o ]
et oo B S0 R
i, o e ——E
M e
[ T — e - ik
— = R
ew A s

w
— o i
aw e

-
D = T
et Jevi

e
e = e
s s

2. Click OK to save and close.

Or, click Apply to save and keep the Preferences dialog box open.
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Manufacturer catalogs are installed with the 2020 Worksheet application.

For information about custom catalogs, see the Custom catalogs section.

See:

Navigate catalogs

Catalog Properties

Navigate catalogs

1. From the Content tab or the Explorer pane, select a manufacturer.
2. Click on the catalog you want to view.

3. Click on a section. Continue selecting sections until you get to the desired product
number.

To drag and drop products from the Explorer bar to the worksheet, see Add products using drag and
drop.

To move around in Explorer use the three navigational features: up one level, Home, and the drop down
arrow. These help you move quickly to a section within the Content tab.
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@

20-20 Worksheet  spedty. discount and quote! p g oo 46 the list of

File Edit View Iem Worksheet Reports Visualize To muanufacturers’ catalngs
NEAHD I GR I BF B DDA

[, “gnsert vJ/

Content / + 0 x

(@ EXP:20-20 Example Catalog &
@ EXP: 20-20 Example Office Fur
lﬂl Freestanding Furniture
lﬂl Desk
I:ﬂl Double Pedestal Desks

lﬂl Rectangular Front
8 BBF

Up one level

@ DPDRBEF3678 Double Pedestal Desk Rectangular ...

Click to drop down and select
the level to return to.

\[o)1=4 To save time, you can bookmark manufacturers, catalogs, sections or products you use

frequently. You can display the Content in tree view instead of list view if you prefer. See Explorer
preferences for details.
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Catalog Properties

Right-click on a section or product of a manufacturer catalog in the Content tab of the Explorer pane
and select Properties.

Catalog Properties @

€ Catalog |8 visualization

& EXHB
Executive High-Back Chair

§750.00
Type: Product
Link: ca... \default. htm?SRC='CAT' &PUB ='CAP'8MFG ='EXP'&CAT ='EXP'RCATID =" 1435
Mfg: EXP - 20-20 Example Catalog
Catalog: EXP - 20-20 Example Office Furniture

Catalog Path:  C:\ProgramData\CAP\Content\EXP\EXP.CAT

Last Modified:  6/24/2008 3:36:02 PM Last Accessed: 8132013 11:20:59 AM

[ sendto | [0 Spedfy...

If you navigated down to a product, a preview of the product may be available when you click on the
Visualization tab.
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@ Visualization
.y

auo |5 H [ @w D I[@)

From the Catalog Properties window (Catalog tab) you can:

¥ Preview a product

I Send an item to a drawing

¥ Send an item to a worksheet

i Add an item to a custom catalog

I Specify an item using 2020 Options
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Use multiple versions of the same catalog

CAP Designer and 2020 Worksheet allow you to use multiple versions of the same catalog. This allows
you to create worksheets using the current catalog and others using older catalogs. You can even put
products from different versions of the catalog in one worksheet.

1. Before installing updated catalogs, copy the MFG folder that is to be archived,
giving it a unique name at the same time.

2. From the Tools menu select Preferences.

3. Click Content.

4. Beside Select which manufacturers will be available, click

5. Enter a unique 3-character code for the manufacturer.

P "

Enter Text @

Please enter a unigue 3 character code for this manufacturer,

Manufacturer

Code: MIs|

[ oK ] [ Cancel

6. Enter the manufacturer name.

The name will default to the MFG code that was just entered. You can leave this
name or type a more detailed name. The value entered in this field will be
displayed in the worksheet to indicate if an item is from an archived catalog or from
a standard, up-to-date catalog, so be sure to provide a name that will be
understood and consistent.
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' o

Enter Text @

Please enter a name for this manufacturer.

Manufacturer

i MIS-09-2013-DETAILED

Ok ] [ Cancel

7. Now you have to associate a specific folder with the "new manufacturer". Select the
folder you created in step 1.

Browse For Folder @

Select the folder where the content for this manufacturer is located:

1) Adobe -
| Apple
» L Apple Computer
| ATI
> 1) Autodesk
4 |4 CAP
. Content

m

J CoverPages

> |40 Logs

. Repository o=

Folder: Content

|
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In the image above, the copied folder is located next to the other data, in the local
Content folder. This is not a requirement. The archived data can be stored at any
location accessible to the computer (other local folder, network, etc.).

8. With the newly added manufacturer folder selected in the upper section, under

Select which content will be available, click .
9. Select one or more catalogs (files with .CAT extension) then click Open.
10. Click OK to apply the changes and close the Preferences dialog.

11. Click OK when the two information boxes appear.

Note that adding catalogs triggers a rebuild of the QuickSearch index.
12. For the changes to take effect, exit then reopen 2020 Worksheet.

Notice that the manufacturer you just added is now visible in the Explorer bar. It
will be located at the bottom of the list.

You can move it up by going into Preferences, Content then using the button.

See Add products from an archived catalog to insert products from this archived catalog to the
worksheet.
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Bookmarks are a convenient way of returning to selected manufacturers, catalogs, sections, or products

that you use frequently. You can also create bookmarks for worksheets or drawings you use often.
You can access bookmarks from 2020 Worksheet and CAP Designer.

1. Inthe Content tab of Explorer, right-click the manufacturer, catalog, section or
product number that you want to bookmark.

Note that you can also use the Projects, Search or Bookmarks tab to create a
bookmark.

2. Click the Add Bookmark icon beside the Home icon.

Contenk * 0 X
Conkent . al "'] |
Zone 1 - | PriceZone 1 | USD I i
Add Bookmark
ickSeanch
o Add a bookmark For this fem

LT [p TR e

3. The bookmark name defaults to the name of the manufacturer, catalog, section or
part number you have selected. You can change this to another name.

Note: The name you use cannot consist of any of the following characters: ", ', /, \,
[,?, % :, < or>

4. Click OK to save the name.
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5. To use the bookmark, click and hold the Bookmark icon and select the bookmark.

-]

ol

Wl Crganize Bookmarks. . F

36 Htop cap

E T T

By default, content (manufacturers, catalogs, sections, or products) bookmarks are saved under the
Content folder. Drawing bookmarks are saved under the Projects folder. Worksheet bookmarks are
saved under the Worksheets folder.

See Organize bookmarks to organize bookmark folders and contents.

You can also access and organize bookmarks from the Bookmarks, Projects or Search tab.

If you bookmark a product or level (section) and that product or level has changed position after a
catalog update, the bookmark will no longer work.

Organize bookmarks

Organizing bookmarks is similar to keeping a "Favorites" folder of frequently visited sites in a web
browser. Bookmarks are saved on your computer. To see where they are stored on your computer, see
Folders and files preferences.

By default, content (manufacturers, catalogs, sections, or products) bookmarks are saved under the
Content folder. Drawing bookmarks are saved in the Projects folder. Worksheet bookmarks are saved
under the Worksheets folder.

You can create and rename folders so you organize bookmarks by project or location.

1. Inthe Content tab of Explorer, right-click the manufacturer, catalog, section or
product number that you want to bookmark.
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Note that you can also use the Projects, Search or Bookmarks tab to create a
bookmark.

Click and hold the arrow beside the Add Bookmark icon then select Organize
Bookmarks.

Content v a X
Content = j rl

Zone 1 % | PriceZonel | USD (Ml oroenize Bookmarks... |
MM 36 H top cap

In the Organize Favorites dialog box, click on a folder and you will see a list of
the bookmarks it contains.

Organize Favorites @

Bookmarks as of 09-2013
@ BM bridge
@ RBB2442

i

New folder
Favorites Folder
Modified:
9/17/2013 11:24 AM

New Folder H Move... H Rename H Delete.... ]
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4. Do any of the following to organize bookmarks:
Click New Folder to create a new Bookmarks folder.
Drag and drop bookmarks into a folder, or from one folder to another.
Rename or Delete a bookmarks folder.

Highlight an item, then click Move. In the Browse For Folder dialog box, navigate to a folder to
hold the bookmark.

This section explains how to enter and edit items in a worksheet. This includes adding products from
manufacturer catalogs, searching for products, selecting items, etc.

Refer to the following topics:

Add products using drag and drop

Add products using Insert

Add products from an archived catalog

Add service parts

Select or make an item current

Edit commands

Go to a specific line and column

Go to an item's location in Explorer

Add or edit an annotation for an item

Sort records by column

Attributes

Custom items (Specials)
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Iltem properties

Copy values from one column to another

Quickly fill in cell values (Assign)

Copy options and attributes (Block Assign)

Consolidate identical items

Split an item
Update items

Flag and lock lines

Color lines

Send an item

Add products using drag and drop

From any tab of the Explorer bar, you can drag and drop products to your worksheet.
To drag and drop products from the Content tab:

1. Navigate your way down to a part number used in a specification.

Or, use QuickSearch or Search to find a product.

2. Once you have navigated to an item you wish to specify, select the part number
by holding down the left mouse button.

If available, a preview image is displayed in the Preview bar. Use any of the
Preview toolbar buttons to zoom, rotate or change the image type.
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3. While holding down the left mouse button, drag that item over to the right and
release the button when you are over your worksheet.

Content v 0 X ‘,/31 Visual Impression Sample

.

Zone 1 > | Price Zonel | USD

EAROLLT Worksheet : Test azzociated w

QuickSearch [+x

Mame  Description Details
@ EXHB Executive High-Back Chair 5760.00
5670.00

@ EXMB Executive Mid-Back Chair

o

e
« T

Product
@C-:lntent 'ﬁProjects '—'ZT;‘Search jBookmarks
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See also:

Add products using Insert

Bookmarks

If you click on a product instead of dragging and dropping it, you will see the 2020 Options
dialog.

If you see product with a note icon , you can view the note by clicking on the name. The Note is in
the bottom part of the 2020 Options dialog. Click Cancel after reading the note.

If you see a product with a service parts icon ﬂ', you can add service parts to the worksheet. See Add
service parts.

Add products using Insert

If you have a product list, it may be faster to use the Insert Product command instead of dragging and
dropping products from the Explorer bar.

g Insert ~ |

1. Click on the Item toolbar then select Product.

2. Insert as many blank items as needed.
You can press CTRL+SHIFT+P on your keyboard to quickly insert a product
line.

3. Click in the Part Number column for item #1 and begin to enter the Part Number.
Quick Search will provide a list of possible part numbers in all available catalogs
when the number of matches are under 50 (by default).

4. Double-click on the desired part number to fill in the information.
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See also Bookmarks

If you want to see preview images for items, run the Update Preview Images command.

Add products from an archived catalog

The steps for adding products from an archived catalog are the same as adding from the current
catalog. See Use multiple versions of the same catalog for instructions on archiving a catalog.

1. Add the product from the archived catalog. You can drag and drop from the
Explorer bar or use Insert.

2. Display the Alt MFG column.

Notice that the MFG code appears as though the item came from the actual
manufacturer. In the example shown below, an item brought in has the original
MFG code of AlS. The MFG code of the archived catalog is displayed in the Alt MFG
column. This is how you can differentiate the archived catalog from the current one.

7 8 Untitled1sp4 (modified) |

[ Worksheet “
tem | | 5 | 4| Mig Alt Mig Cat | Part Humber

M (g | | (M5 A2 AC2  |P-HEFR3912

A s L
The Alt MFG value is important because it is used when doing an Update against
catalog. Worksheet will check this field first. If there is no value, it will check MFG,
then CAT.

You can change the Alt MFG value of items that are already in the worksheet by
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manually typing in the Alt MFG value, using Assign, or Block Assign. For example, if
you inserted an item from the current catalog but you want an archived catalog’s
pricing, simply change the Alt MFG of this item to the archived catalog's MFG code.
Then do an Update against catalog.

As another example, if you inserted an item from the archived catalog but want to
get pricing from the current catalog, simply delete the value in the Alt MFG column
then do an Update against catalog.

If you set the Alt MFG to an invalid one, the item gets flagged and a question
mark is displayed in the Complete column.

Add service parts

You can add service parts from Kimball or National through the Worksheet area or from the Content
tab of Explorer bar.

From the Content tab:

1. Navigate your way down to a part number used in a specification. Or, use
QuickSearch or Search to find a product.
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2. Click the Service Parts icon next to the product name.

Content * 0 X
300 X 60W, BEF[FF T .

...z.“"'". - = DicaZonelyl "E; N
Qm}mmm

M Description Detadls

Click on this icon

Pru-:h#
QCM Ern.m:ur.: '-'-:.gffm-:h jE-r.c-ma.'hs

3. Resize the 2020 Service Parts dialog to better view its contents.

The service part numbers are listed on the left side, while an illustration on the right
side shows where the service parts are located.
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s 20-20 Service Parls

&
Kimball Office
Base Model : 22K J06000FLWE
Description : PREVAIL DESK.DBL PED,RECT,LAMAND,BEF FF
A PREVAIL, 30W:26H MODESTY
PANEL
A 7 1885933 FREVAILDRIEWER
L ASSEMBLY,BOX
FREVAIL DRAWER
B3 lsmam ASSEMBLY FILE
B g e PREVAIL DRAWER FRONT
AR SET BONBONFILE
. PREVAILDRAWER FRONT
o1 lseea SETFILEFILE,RIGHT
E 2 181945% /%  DRAWER SLIDE SET,B0%
ciaiia 4 DRAWERSLIDE
F 3188443 B3 glraoume
6 3 1856759 FILE ROD 753 11.783
H 4 1544944 CUP HMG SC 110 BK
[ 4 1475356 HNG MTG PLT BK MM
o 4 18858937 HINGE ASSEMBLY
£
Selocted Service Parts
[=]Plag ibems sent to worksheets ]

4. Click on a service part number to add it to the Selected Service Parts list.

If you see a Note icon % next to the part number, you can click on it to read any
notes about that part.
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5. Add other parts if necessary. If you want to remove a selected service part, select it
then click Remove.

To clear the list, click Clear List.

Selecbed Servios Parts

PREVAR DRAWER ASSEMBLY BOX

1] 1885931 PREVAIL, DRAWER ASSEMBLY FILE
N 1885932 PREVAL DRAWER FRONT SET,BOX/BOXFILE
] 1885930 PREVAL DRAWER FRONT SET FILEFILE RIGHT

(] Flag iarms sark ko workshesks

6. By default, items sent to worksheets will be flagged. If you do not want them to be
flagged clear the checkmark beside Flag items sent to worksheets.

7. When done, click Send To, Worksheets, then select the worksheet.

The service parts are added to the worksheet.
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) woekshwet

b

Cat | Part Numbar

Part Description

KSP 1885933

|PREVAIL DRAWER

ASSEMBLY BOY

g% @

L]

KSP 1885931

PREVAIL DRAWER
ASSEMBLY FILE

<

NEYEY N

KM

KSP 1885932

PREVAIL DRAWER FRONT
SET BONBOXFILE
Skipped Oplion

Skippad Option

Skipped Option

ke

L]

|KSP 1885930

PREVAIL DRAWER FRONT
SET FILEFILE RIGHT
Skipped Oplion

Skipped Option

Skipped Option

These items are automatically price locked (notice the Price Lock icon 5$ under the
Lock column) to prevent changes to the price. For no charge items, use the Item

menu to delete pricing.

From the Worksheet area:

1. Select or make the line item current.

2. From the Item menu, choose Select Service Parts.

3. Follow steps 3 to 6 above.
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Select or make an item current

On a worksheet you will have a number of items. You can edit these items, add finishes and discounts to
them, cut, copy, paste, and send them to another worksheet, etc.

How does the program know when performing functions such as paste, where to paste the item on the
worksheet? Here we will discuss the difference between items that are current and items that are
selected.

When performing edit commands, if there are no selected items, Worksheet will perform the function
on the current item. If there is both a current item and a selected item, the selected item will always
take precedence over a current item. For example with one item current and one selected, the cut
command will cut the selected line item.

Skipped Option
Skipped Option
TG |2CA |MPTAMESEZFS [PANEL-TACK ALOUST 3 CIRCT MED TOP | § BT00| 5 Ger00)
CAP A25NES4-1118
Slclpp-:"-:l Oiption
Skipped Option
Skipped Option
Skipped Option

Current Item

Selected ltem

ISTC (2CA [MUCCEED WORKSURFACE-CORNER CURVED
|
Fleer LTREr )
PLASTIC *EDGE PLASTIC
Skipped Option
Ekinoed Cokion

See also Special selection tools
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Current item

It is necessary to have a current item for a number of reasons. The current item is the priority item on

the worksheet. When specifying options from a worksheet the current item is the starting point.

When you insert or paste items, these items will be inserted above your current item. If there is

no current item, the Insert or Paste command will insert an item at the end of the worksheet.

To make an item current:

Click in any cell except the Item column. You will see brackets around the item number. You can only
have one current item at a time.

Pan Description

List | Extlis

[STC |SCA |MBBLAZIE |BIN-STORAGE LK, 15-5/6X4 130X 17-1/8

|Skipped Option
|Skipped Option
[Skipped Option
|Skipped Dption

TC ;EE.I'I. MPTAMEE M P IPANEL-TACK ACDUST 3 CIRCT MED TOP
AP MANEEL-1116

E

|Skipped Option
Skipped Option
|Ekipped Option
[Skipped Optian

STC [SCA |MPTAMESA2P3 |[PANEL TACK ACOUST 3 CIRCT MED TOP
|CAP 425NEE4-111E6

1

[

S0EDD| § G600

7200 § 720

BETOD § BSTOD
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To clear the current item:

Click on the Item column heading.

ifamsrmwem.is&mm.r

MEBLA21E

| Skipped Option
.rSIluppﬁE Oplion

Bl [STC |SCA |MPTAMBSIAP3 PANEL-TACK ACOUST3 CIRC
{CAP 24 SNERBLT1E

Eipplﬂﬁ;dim

{Skipped Ogtion

| Skipped Option

| Skippeed Ogption

3 STC |SCA |MPTAMBSAZPS | PANEL-TACK ACOUST 3 CIRG

CAP 42BN RN 1/1E

Skipped Option

Skipped Option

See also:
I Select items

I Special selection tools

162



Select items

Selecting items is a way to make a subset of your worksheet. You can cut, copy, paste, update against
catalog, apply a discount, send to, and use the find and replace features on your selected set of items.
Selected items are highlighted across the entire row.

To select an item:

Click on the Item number. In the example below, the item was selected by clicking on the number 1 in
the Item column.

- o — * a4 w ape

£ P ﬁl Visual Impression Sample (modified) x

|i_|u;_lj Worksheet : Test associated worksheet
Item | / e Previe

Part Description

Mfg. Cat | Part Nuber .ia-l

Stone Gray
kipped Option

3 DMO : DMO : CEGE End Panel Connector, 66H

Skipped Option
Skipped Option
Skipped Option
[4] DMO : DMO : CEG6 End Panel Connector, 66H

You may select more than one item by holding down the SHIFT (to select adjacent items) or CTRL (to
select non-adjacent items) key on your keyboard while clicking the item numbers.
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To select all the items in your worksheet, from the Edit menu, choose Select All.
To clear selected items, press the esc key.

To select items that were not selected AND clear selected items, from the Edit menu, choose Invert
Selection.

See also:
Current item

Special selection tools

Special selection tools

There are other ways to select items besides clicking the Item column.

You can also:

Select flagged, locked, complete or incomplete items

Select by criteria

These tools are very helpful when working on large files or worksheets with Alias values assigned.

Select flagged, locked, complete or incomplete items

Example - select flagged items:
1. Flagall the panels in the worksheet.

2. To quickly select all flagged items, from the menu choose Edit, Select, Flagged.

The flagged items are now selected.

The same procedure can be done for Locked or Complete/Incomplete items.
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See also:
Select items

Select by criteria

Select by Criteria

For large files it may be faster to use Select by Criteria to make a selection set.
Example - select items by catalog code:
1. From the Edit menu choose Select by Criteria.

2. Inthe Select by Criteria dialog, check the Cat column, leave the Operator as
equals and type in the catalog code of products you want selected.

3. Click OK. All the line items from that Catalog will be selected.

Use Select by Criteria using columns like Alias, Department, Floor or Tag for optioning, printing or
sending to another worksheet.

For example, to print only items from the Sales Department, check Department, set Operator to equals
then type in Sales under Value, then print only selected items.

You can specify more than one criteria. By default, only items that match all the specified criteria
will be selected. If you want to select items that match any of the specified criteria, check the option
under Match Options.
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Edit commands

This section explains the various tasks you can perform to alter you worksheet. These include copying
and pasting items, deleting items, undoing an action, etc.

See:

Cut, copy and paste an item

Delete an item
Move an item
Undo an action

Redo an action

Cut, copy and paste an item

To cut or copy an item:

1. Select anitem or make an item current.
If there is both a current item and a selected item in the worksheet, the selected
item will be cut/copied to the clipboard.

2. Right-click and select Cut Item(s) or Copy Item(s).

To paste an item:

1. Make a line current so that the item will be pasted on this line.

If you want the item to be pasted at the end of the worksheet, clear the current
item by pressing Esc.

2. Right-click and select Paste Item(s).
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Delete an item

In Worksheet you can delete the current or selected item. This item could be a product, option,
attribute, worksheet link, standard, outline level, subtotal, or price adjustment.

In addition, you can also delete:
¥ both the options and attribute lines in the current item
¥ the pricing information in the current item
¥ all subtotal lines in the worksheet
To delete an item:
1. Select an item or make an item current.
If there is both a current item and a selected item in the worksheet, the selected
item will be deleted.
2. Right-click and select Delete.
3. Choose any of the following:
Command  To 00000
Current Item (or
Selected Item)

Delete the current or selected item(s).

Options + Delete option and attribute lines from the current or
Attributes selected item(s)

o &Worksheet does not show a confirmation message
Pricing before deleting pricing information.

This deletes prices from the current or selected item(s).
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&Worksheet does not show a confirmation message

All Subtotals before deleting all subtotals.

This deletes all subtotal lines in the worksheet.

4. Click Yes if you see a Confirmation message.

A quick way to delete the item is to press CTRL+SHIFT+DELETE.

Move an item

You can move the current item up, down, to the top or to the bottom of the worksheet.
From the Item menu, select Move, then choose the appropriate action.

Undo an action

To undo the last action:

Click ?) on the Standard toolbar.

To undo more than one action:

1. Click the arrow next to the Undo icon in the Standard toolbar to see a list of the
most recent actions you can undo.
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2. Click the action you want to undo. If you don't see the action, scroll through the list.
When you undo an action, you also undo all actions above it in the list. Also, if you
later decide you didn't want to undo an action, click e .

Redo an action

To redo the last action:

Click e on the Standard toolbar.

To redo more than one action:

1. Click the arrow next to the Redo icon in the Standard toolbar to see a list of the
most recent actions you can redo.

2. Click the action you want to redo. If you don't see the action, scroll through the list.

When you redo an action, you also redo all actions above it in the list. Also, if you

later decide you didn't want to redo an action, click =7, .
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Go to a specific line and column

If you have several lines in your worksheet and want to go to a specific line and column, use the Go To
command.

1. From the Edit menu, select Go To.

2. Under Item Number, enter the line number you want to go to.
3. Under Select Column, select the column you want to go to.
4

Click OK.

Go to an item's location in Explorer

1. Make the item current in the worksheet.

2. Right-click and select Explore to go to the product's location in the Content tab.

The item is then highlighted in the Content tab of Explorer.

Add or edit an annotation for an item

To enter or edit a note on an item, click in the Annotation column and then write or edit a note.
=

ltem| v | & | 4 © %l Preview
1 Ly I a—
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Edit Annotation 1
Ab  Tahoma - Colr | B [ U = £ i & =
CK l I Cancel

Sort records by column

Lines on your worksheet can be sorted by one column or by multiple columns.

To sort by one column:

1. Click the column heading, for example, Part Number.

2. You will be prompted to confirm the sort so you don't sort your worksheet
accidentally, since sorting will remove any subtotals in the worksheet. Click Yes.

This will sort your worksheet by number (1-9) then letter (A-Z).

A second click will reverse the sort by letter (Z-A) then by number (9-1). You will
notice an arrow next to the column heading, indicating that records are sorted by
this column.
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See also:

Sort by multiple columns

Save Sort Settings

You can also sort your worksheet by right-clicking any column header, selecting Sort then the
column name.

Sort by multiple columns

A
1. Click ! on the Worksheet toolbar.

2. Inthe Multiple Column Sort dialog, select the checkboxes beside the columns you
want to sort by. You can also Select All or Clear All of the columns. Only columns
that are displayed in the worksheet are available.
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Multiple Column Saort

Column Mame 2

] Part Mumber

D Part Description

D Category

] Floor

|:| Department

|:| Person

[ oty

[ List

[ sel

[ ] ExtList v

Select Al
Clear al
T Top
+  Move Up
4 Move Down

<L Bottom

(®) Ascending (0..9, A..Z) () Decending (9..0, Z..A)

WARMING: Existing subtotals will be removed by the sort

Insert Subtotals after each unique value of the primary sort field

(the first chedked field in the list)

Subtotal by Area Tag (primary sort field must be Alias1,

Alias2, or Alias3 and contain valid Area Tags)

Load... Save... K

Cancel

173



By highlighting a column name (such as Part Number) and using the Move Up,
Move Down, Top or Bottom arrows, move the column up or down in the sorting
order.

This will adjust the rank or order of your sort. The first column checked will be used
as the primary sort field.

Choose either sort order:
Ascending - sorting from0to 9, then Ato Z

Descending - sorting from Zto A,9to 0

If you want to Insert subtotals after each unique value of the primary sort field,
check the box.

Click OK to execute the sort.

Attributes

You can add Attribute lines to line items and use them as a tag field or a place to enter specific
information about that item. Attribute information is generally used for notes or information that is not
in the catalog. Text entered in the Attribute field is not affected by Update Against Catalog. Attribute
lines can also be displayed or hidden in a worksheet.

Make a product line current in a worksheet.

A & .
2. Click 3 T on the Item toolbar then select Attribute.

3. Avyellow line will appear below the options.

Type in information such as a specific note about that item.
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To display or hide Attribute lines, click the Rows dropdown in the View toolbar and select Attributes.

Rows » [H Products Ctrl+Alt+P

Columns ¥ ﬁ Options Ctrl+Alt+0

Levels L4 @ Attributes Ctri+Alt=A
Templat *

Erplates | standards Ctrl=Alt=S

ﬁ Cutline Levels Ctri=Alt=T

Mrﬂjms searen [Elsookmarks = \Worksheet Links Cirl=Alt=L

> 1 ﬁ Price Adjustments Ctrli+Alt+]

P PP %% subtotals Ctrl+Alt=+U

«  Grand Total Ctrl+Alt=G

See also:

i Search for an attribute line

I Delete an item

¥ Show or hide rows

I Copy options and attributes (Block Assign)
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Steelcase uses the Attribute field for specific tagging. See Manufacturer-specific information

Search for an attribute line

Click @4 on the Standard toolbar.

Check Advanced.

el A

Type in the number and/or description.

Under Item Detail Search Criteria, click under Type then select Attribute.

Find

Product Search Criteria:

Find Mext

= Select Al

Cancel

g

m

Advanced

Clear current
selection

Column Operator Value
[ | Complete equals Complete
[] Lock equals Locked
[ | Flag eguals on
[ | Annotation egquals
[C] Mfg eguals
[C] cat equals
| Part Number eguals
I | Special equals [
|| Part Description : equals
|| Category equals
Ttem Detail Search Criteria:
Type Number Description
Ratrioute IS
[ search Selected Items Direction
D up
(@ Down

5. Click Find Next.

Remave
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Custom items (Specials)

You can create custom items if a product is not found in a catalog, or if a standard product needs to be
adjusted in some way.

See:

» Change an existing part into a custom item

» Add an item that is not found in a catalog

* For Steelcase users, see Convert to Steelcase Special in the 2020 Worksheet Manufacturer

Specific Information help.

* For Haworth users, see Haworth Specials in the 2020 Worksheet Manufacturer Specific

Information help.

Change an existing part into a custom item

1. Customize your columns in order to display the Special column. It is recommended

to move it next to the Cat column.

‘Worksheet W

Item | Preview| ./ | 5 |.%| Mfg | Cat | Special | Part Number Part Description
1 ExF EXF PEF1230 Manaolithic Panel, 30H = 12\
& [
Skipped Option
Skipped Option

2. Make anitem current.

3. Change the product number, description and list price as needed.
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4. Change the options — once the item is defined as a special you won't be able to

specify options.

5. Check the box under Special. This adds an asterisk to the CAT code.

Worksheet W

Item

Preview

v

2

A

Mfg

Cat

Special

Part Number

Part Description

U

W

ExP

ExP*

v

FBF1Z30

Monalithic Panel, 30H x 128

Skipped Option
Skipped Option

This also works the other way — if you add an asterisk to the CAT code the
Special box will be checked.

6. Once all changes are made, it is a good idea to lock the line item to protect it from
any mistaken changes.

Because the CAT code has been changed, if you do an Update Against Catalog this line item will be

ignored. Also, you cannot specify options for this custom item.

If you want to update this item against the catalog or specify it, you need to clear the Special box or

remove the CAT code asterisk.
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Add an item that is not found in a catalog

Another method for creating a custom item is to add a blank line to the worksheet and type in the

information you need:

e &
1. Click oMnsert | on the Item toolbar then select Product.

2. Type the information about the special in the blank line.

o | 0 || Pan Humber
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3. Once all changes are made, it is a good idea to lock the line item to protect it from

any mistaken changes.

See also: Insert blank options and attributes.
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The icon in the line item's Complete column will indicate that it needs to be updated against the
catalog. You will not want to do this because Worksheet will flag this item as unknown and you may no
longer be able to find the item in the worksheet.

Insert blank options and attributes

You can add a blank option or attribute to a line item. The Option line is used for information from the
manufacturer's catalog or information about finishes. The Attribute line is for additional information
such as special installation instructions or notes.

To insert a blank attribute line, see Attributes.
To insert a blank option line:

1. Make the item current.

ud e .
2. Click 2™ ~1 5n the Item toolbar then select Option.
To delete option and/or attribute lines, see Delete an item.

Item properties

Once you have added options or discounted your worksheet you can display columns with the pricing
information or you can use the Item Properties of each individual line item.

To view an item's properties:

1. Right-click on an item then select Properties.

2. Click on any of the Item Properties tabs:
Pricing: view prices and quantities.

Discounts: view discounts associated with an item. Click Edit All to edit discounts
or Remove All to remove all discounts.
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Details: to see options applied to that line. Click Specify to change the options. Click
Step In to step in the level, if the current item is a Standard or an Qutline level.
Visualization: change the image displayed in the Preview column. Change the
preview image (see Preview a product) then click Use this image for item preview.

Click Previous or Next to view the properties of the previous or next item in the
worksheet.

Click Goto Item to close the Item Properties dialog and make the item that was
opened in Item Properties current.

See also Item Detail view

Copy values from one column to another

Worksheet columns have certain information in them when you do a take off (create a worksheet) from
a drawing. For example, the Tag column will have the symbol tags listed and you may have assigned an
Alias value in the drawing. You may want to have the information that is in the Alias column in the Tag
column.

Example - copy values from the Alias 1 column to the Tag column:

1.

2
3
4.
5

Make sure that the Alias 1 and Tag columns are visible on the worksheet.

Click ZT| in the Worksheet toolbar.

In the Column to Copy From box select Alias 1.
In the Column to Copy To box select Tag.

If you want to keep the information in the Tag column and simply add the
information from the Alias 1 column then check Append copied text to the current
value.

If you want to apply only to selected items check the option.
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7. If you want to apply within all levels (standard and outline levels) check the option.

8. Click OK.

Quickly fill in cell values (Assign)

When the information of a column is the same for many line items, use the Assign feature to quickly fill
in all the cells.

Example - assign values to the Alias 1 column:

1. Turn on the Alias 1 column.

2. Click the Assign icon in the Worksheet toolbar.
3. Check Alias 1 and type Area A in the Assign Value column.

Assign
Ttem Values
Column Heading Assign Value
Color
‘Annotation
iiifg
Cat
Fart Hiumber
Special |
[ Part Description
[ category
[v/] Alias 1 Area A
[Jay 0
Option and Attribute Values
Type | Number
Option |
Add Remove
[] Assign only to selected items
[] Assign to items within all levels
cares
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4. If you want to Assign only to selected items check the option.

5. If you want to Assign within all levels (standards or outline levels) check the option.
6. Click OK.

If you want to assign an Attribute or Option to lines click the Option drop-down.

JL)Assz 1

Option and Attribube Values

| Type | Humber | Description |

=

Copy options and attributes (Block Assign)

Block Assign will copy the options and/or attributes of one item to other items on your worksheet. It
can be a great time saver if you have several similar items that all require the same finishes/attributes.
To add a block of options from one item to similar items on a worksheet.

1. Select (make current) the first item that you want to copy the finishes from.

2. Select the items you want to copy finishes to.

03
3. Click on the Worksheet toolbar.

4. Under Assign, leave both Options and Attributes checked. This will copy both the
options and attributes.
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Block Assign @

Assign
[¥] options
[¥] attributes

From Item
23 -

Tag:
Part Description:

To Item
oAl
“) Range: start (1 2 end |222 =

@ Selected

[ CK l | Cancel |

The From Item field should default to the current item number (the item that has
the finishes you wish to copy).

Under To Item, click Selected.

Click OK.

The From Item's options will overwrite the existing options on all the selected
items. Be aware that you may accidentally apply options from a panel to a pedestal.
The Attributes will be added to any other Attributes the items already have.

Now that the options have been assigned, do an update against catalog.
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Updating against the catalog is vital if you assign finishes from one item to another because these
finishes may include a price up-charge that needs to be reflected in the total pricing. You should always
update against the catalog after using Block Assign.

Consolidate identical items

Consolidate combines identical line items into one line item and updates the quantity.

1. Click on the Worksheet toolbar.

2. Inthe Consolidate dialog, select or clear the criteria will be used for the
consolidation. For example, if you have different tags or discounts in the file clear
those columns. The resulting value in the column will be the first value encountered
in the worksheet.

Consolidate

Consolidate will combine identical items in all levels. The items within
Standards will not be consolidated. This will remove all subtotals
from the worksheet.

Consolidate Criteria:
Color - Select Al
Flag
Annotation Clear Al
Mfg

Alt Mfg

Cat

Part Mumber
Spedial

Option Group
Part Description
Category

Tag

Generic

Finish Code
Alias 1

LA alime 0

Consolidate Edit Defaults Set Defaults Cancel
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3. Click Consolidate.

See also: Split an item

Any items that are optioned or discounted differently will not consolidate unless the option or
discount boxes are cleared.

Click Edit Defaults to change the default consolidate criteria. This is the same as clicking Default
Consolidate Criteria in Tools, Preferences, Common.

Click Set Defaults to reapply the default criteria on the dialog box.

Split an item

Split separates one line item into two identical items and updates the quantity. Instead of copying and
pasting a line then changing the Qty, Split is a quicker way of accomplishing the same task.

1. Make the item current.

Before splitting an item, make sure its Qty is greater than 1.

tem| / | 5 |. 4| Mfg | Cat | Oty | Part Number
1 / N Y 1 9400001 005R
[2] / STC CE1 10 (9400001 005R
3 / N Y 1 9400001 005R

2. From the Item menu, click Split.

3. Type the quantity for the new or existing line. The other quantity will be
automatically updated. You can also use the buttons to change quantities.
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Split ltem

Part Mumber:

Mew |

I
Existing | -

&3

9400001 005K

Line number 2 will be split inko bwo
items with the Following quantities:

Quantity

o

[ Ok ] ’ Cancel ]
4. Click OK.
ltem| | 5 | 4| Mfg | Cat | Oty | Part Number
1 7 ol N Y 1 9400001 00K
[2] , TG TS 4 9400001 00K
3 7 ol N Y b 9400001 00K
4 7 ol N Y 1 9400001 00K

See also Consolidate identical items
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Update items

Use:

Update against a catalog to apply information such as pricing from the manufacturer catalog to
your worksheet.

Update against a worksheet to update finishes, tags and discount information using an existing
worksheet.

Update preview images to retrieve, change or reset the preview images of items in your worksheet

Update against a catalog

Updating against a catalog applies information from the manufacturer catalog to your worksheet.
Catalog information includes data such as part numbers, part descriptions, list prices, weights and
volumes. The Update Against Catalog will also allow you to update against different price zones.

\[EIE=H Whenever you see this icon =21 in any of the cells under the Complete column, you will need to
do an update against catalog.

1. If you want to update only certain items, select them first in the worksheet.

&
2. Click in the Worksheet toolbar.
3. Under Update Settings change any of the following:

- price zone

- update items within all levels (Standard or OQutline)
- update selected items only

- flag items not found in catalogs

4. Click Update.
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5.

Once the process if finished, read the dialog box to see how many items were
updated, then click OK.

If you checked Flag items not found in catalogs, you can easily find items in your worksheet that
were not found by the update. Check for typing errors and update again.

Update against a worksheet

Updating against a worksheet can save several steps. Where updating against the electronic catalog will
bring in correct description and most recent pricing, updating against a worksheet will update finishes,

tags and discounting from a pre-made worksheet. For projects that use the same furniture with the

same finishes, it is a great time saver.

In the example below, you will update a new worksheet against another one to bring in options.

1.

First, make sure to have a saved worksheet with products already optioned. This
will be the "Master" worksheet. You will update another worksheet against this
one.

Create a new worksheet.

Enter some part numbers that are also in the Master worksheet.

Click on the Worksheet toolbar.

Under Worksheet to Update Against, type the path and file name of the Master

worksheet or click to locate it.
Under Update By, leave the default setting (Product Number).
This will search for exact product numbers in the worksheet that you are updating

against, and bring the remaining information for that particular item to your current
worksheet.
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7. Accept the defaults in the Columns to Update section. This will include all the
information that we want brought into our current worksheet.

8. Under Update Criteria, leave the Update options checked so that the options will
be updated.

9. Click OK.
10. Read the Results dialog box for information on updated items then click OK.

11. Do an Update Against Catalog to validate option selections and get current pricing.

You can also use the Option Clipboard to copy options from an existing worksheet.

Update preview images

Use the Update Preview Images command to:
Change the preview image of items on the worksheet

Retrieve the preview image of items that have an empty Preview column — this is the case
when items were added to the worksheet from a takeoff from CAP Designer or by using the
Merge, Import and Send To commands.

Reset the preview image of items on the worksheet back to the default image, zoom
magnification and rotation.

\eI=H If an item is locked, its preview image will not be updated.

If you have a standard or outline level in your worksheet, you need to use the Step In command to view
its contents, then use the Update Preview Images command.

my
1. Click B2 on the Worksheet toolbar.

2. Do any of the following in the Refresh Preview Images dialog:
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Change the preview
image of the displayed
item

If necessary, make changes to the preview
image.

See Preview a product for details on what
you can do with preview images.

Click Update This Image For Item Preview
to change the preview image of the
current item displayed.

Click Next Item to go to the next item.

Click Close.

Retrieve the preview
image of items that
have an empty
Preview column

If you want to replace existing images with
their default image, rotation and zoom
magnification, check Replace existing
images.

Click Update All to retrieve the preview
image of items that do not have an image.

This button changes to a Stop button
during the update. Click Stop if you want
to discontinue updating.

Click Close.
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1. Check Replace existing images.
Reset the preview
image of items on the
worksheet back to the
default image, zoom
magnification and
rotation

2. Click Update All.

This button changes to a Stop button
during the update. Click Stop if you want
to discontinue updating.

3. Click Close.

Flag and lock lines
You can lock lines so that they cannot be updated automatically (by functions such as Global Options) or
manually.
You can also flag lines to mark them for a specific reason.
See:
Flag lines
Flag by criteria

Lock lines

Lock by criteria

Flag lines

A line can be flagged automatically after updating against a catalog or adding a service part. You can
also flag a line manually.

To flag one item:

Click in the Flag column.
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To flag several items:

Select the items then click ”f“ in the Item toolbar.

The Toggle Flag button will switch the flag status of either the current item or selected items. The fly
out includes Toggle Flag, Set Flag and Clear Flag buttons.

)
A

i /ﬁ
The Flag status can also be controlled from the Item menu. From here you can also go to the previous or
next flagged item, clear all flags or flag by criteria.

Flag by criteria

If you have a large worksheet, instead of selecting items then flagging them, multiple items can be
flagged by criteria.

In the example below we will flag items from a specific catalog:

1. From the Item menu select Flags, By Criteria.

2. Check the Cat column and set the value to equal a catalog code in your worksheet.
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Flag By Criteria (253w

Items in the worksheet will be flagged based on the criteria below:

Match Options

(@ Flag items that match all criteria
() Flag items that match any criteria

Column Operator Value >
[] Complete eguals Complete
|:| Annotation equals
[ mfg eguals L
Cat eguals HAN 3
|:| Part Number equals
[ ] Special eguals [ ] |
|:| Part Description | eguals =
[ category eguals
[ ] Alias 1 equals
[] aty eguals 0 =

[ OK ] [ Cancel

All the items from that catalog will be flagged. You can select these flagged items

using the Edit menu.
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Lock lines
A locked item is not affected by most commands and cannot be edited. Many toolbar buttons will be
grayed out if the current item is locked.

If you lock a line then export the worksheet to SIF, the line is not included in the order. Also, a locked
line is not optioned by Global Options or updated by an Update against catalog.

To lock one item:

Click in the Lock column.

5 [
: b
)

To lock several items:

1. Select a few items in the worksheet.

2. Click =) on the Item toolbar. This will switch the lock status of either the current
item or selected items.

The Toggle Lock button will switch the lock status of either the current item or selected items. The
flyout includes Toggle Flag, Lock and Unlock buttons.
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The Lock status can also be controlled from the Item menu. From here you can also go to the previous

or next locked item, unlock all items or lock by criteria.

\ei=8 A locked line = is not the same as an item with a price lock . Items with price locks have the
price columns locked, but you can still modify the other columns. See Add service parts for an example.

Lock by criteria

If you have a large worksheet, instead of selecting items then locking them, multiple items can be
locked by criteria.
Example: lock all complete (all options have been specified) items.

1. From the Item menu select Lock, By Criteria.
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2. Check the Complete column and set the value to equal Complete.

[

Lock By Criteria

(3]

Items in the worksheet will be locked based on the criteria below:

Match Options

@) Lock items that match all criteria
(7 Lock items that match any criteria

= I Operatar | valle ~,
| Complete eguals Complete ,I'
I 1) EqUaE on -
|:| Annotation eguals

|:| Mfg eguals

[ cat equals

|:| Part Number eguals

|:| Special eguals |:|

|:| Part Description | eguals

|:| Category eguals

|| Alias 1 equals

*

m

oK J [ Cancel
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Send an item

You can send a worksheet item to:

another worksheet

a drawing
a custom catalog

Send to a worksheet

You can copy items from one worksheet and send them to another worksheet.
1. Select anitem or make an item current in your worksheet.
2. Right-click on the item then select Send To, Worksheets.
3. Select:
New - to send the item to a new Untitled worksheet

Existing - to send the item to an existing worksheet that is not currently open
<Worksheet name> - to send the item to an open worksheet

See also Send to a drawing

If you right-click on a product in the Explorer bar, you can also access the Send To menu. For
example, you can send items from your Custom Catalog.

You can also send items from the 2020 Options dialog.
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Send to a drawing

You can send an item from a worksheet to an AutoCAD drawing. You can only send one item at a time
to the drawing because you will be placing the symbol of that item.

1.

2
3.
4

If you right-click on a product in the Explorer bar, you can also access the Send To menu. For

Open the AutoCAD drawing. Make sure that CAP Designer has been loaded.

Select an item or make an item current in your worksheet.

Right-click on the item then select Send To, Drawing.

Go to the AutoCAD drawing.
Notice that the symbol is ready to be placed.

If there is no symbol referenced to the part, you will not be able to send it to a
drawing.

Place the symbol in your drawing.

If the item is optioned it will be sent to the drawing with these options.

example, you can send items from your Custom Catalog.

You can also send items from the 2020 Options dialog.
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The following topics show you the various ways you can search for text or products in 2020 Worksheet.

Find text in a worksheet

QuickSearch

Search for products

Find text in a worksheet

To find cells containing a search string:

1. Click @ on the Standard toolbar.

2. Beside Find What, type the text you want to search for.
Note: If there is an item selected in the worksheet, the Search Selected Cells will be
checked by default.

3. Select the Direction of the search: up or down.

4. Click Find Next.

Worksheet puts the cursor on the cell containing the text you entered.
5. To search for the same text again using the same search direction, press F3.
See also:

Use Advanced Find to Select Items

Find and replace an item
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To reuse a previous search string, use Quick Find on the Standard toolbar

720 |' | You can also search for a string by entering a value here.

Use Advanced Find to select items

When your worksheet is small it is easy to select the items you need for editing or updating. How can
you quickly select a group of items if you have 70 line items on your worksheet?

Example: select panels in the worksheet

1. Make sure that you have at least one panel in your worksheet.

2. Click # on the Standard toolbar.

3. Check Advanced.
4. Check Part Description.
Note: If there is an item selected in the worksheet, the Search Selected Items will

be checked by default. Make sure to clear this and any other check boxes from
previous searches.

5. Inthe Operator column, change "equals" to "contains" by selecting it from the drop
down.
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6.

7.

In the Value column type Panel.

Find

Product Search Criteria:
Column Operator Value -
["| Complete equals Complete |
[ Lock equals Locked ‘
[ Flag eguals on |
|:| Annotation eguals 3
|:| Mg equals
[ Cat
qF'ﬂl't Mumber contains Panel
TrSpeciat——— —equa ==
|| Part Description | eguals
|| category equals .
Item Detail Search Criteria:
Type Humber Description
QOption
Search Selected Items Direction
i Up
(@) Down

[
Advanced
Clear current
selection

Remowve

If there is anything else that all panels have in common select another search

criteria.

For instance, if you want to select all panels with product numbers containing
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“ABC..."”, check Part Number, change the Operator to "contains" and type ABC
under Value.

8. Click Select All.
You can also do the same thing using Select by Criteria.

Find and replace an item
Find and Replace will find a certain set of characters in a worksheet and replace it with another. This
feature is useful if your customer wants to change one finish to another globally.

For instance, if the customer has decided to change all black trim to gray.

1. Click on the Standard toolbar.

2. Inthe Find What field, type the information that you want to replace.

3. Inthe Replace With field, type the information that will replace the Find What
information.

4. In Replace In Column, select the column where values will be replaced.

5. In Replace In Row, change the value to the specific rows you are changing (for
example, Options).
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.F{eplace | E2 |

Find What: Black -

Replace With: Gray -

Replace In Column: Replace In

[Part Description > ] @ Current Selection

Replace In Row: () All Ttems

[Dptiuns v]

[ Find Mext I [ Replace ] I Replace All ] [ Close ]

6. Under Replace In, select All Items or Current Selection (selected by default if there
are selected items in the worksheet).

7. Click Replace to replace one occurrence or Replace All to replace all occurrences.

Remember: you must do an Update Against a Catalog to have the description and / or prices change.

Highlight the information you want to replace before doing a Find and Replace so that the text is
automatically entered in the Find What field. The correct column will also be set in the Replace in
Column.

To run Find and Replace again, press F3.
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QuickSearch

The QuickSearch feature displays a list of possible matches as you type in a part number. This feature is
available from the Content tab of the Explorer pane and from the Part Number field in the worksheet
area.

See:

Use QuickSearch from the Content tab

Use QuickSearch from the Part Number field

Filter QuickSearch

To change QuickSearch behavior, go to the Tools menu, select Preferences, and then click QuickSearch.
For more information see QuickSearch preferences.

Use QuickSearch from the Content tab

1. Inthe Content tab of the Explorer pane, start typing a part number in the
QuickSearch field.

The program displays a list of possible matches, up to a maximum of 50. This list
contracts as you type in more of the part number.
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Conbent
Content

_ml = | Price Zone 1. | USD

* O X

AN

o : l . :
PN

Mame | Descrg MG
[anc  ABco | 215
@Ars  Adfords g}g
@as  Alstest oo
@AM Americ: 5T
@BAS  Basyx | STC
e BOLD | 5TC
@WERE  Bretfor 3TC

CAT

MPTAHESEPE
MPTAHESZ 4P
MPTAHES24P4
MPTAHES3)
MPTAHESIN
MPTAHESID
MRTAHES 3G
MPTAHESI0ES
MPTAHES 0G4

Drescription

[ = 4 THIT.,.

PANEL-TACK ACOUST, 4 CIRCT,HIT..,
PANEL-TACK ACOUST,4 CIRCT,HIT...,
PANEL-TACK ACOUSTHI TOP CAB, ..
PANEL-TACE ACOUST HI TOP CAP, ...
PANEL-TACK, ACOUST HI TOP CAF, ..,
PANEL-TACK ACOUST,HI TOP CA, ..,
PANEL-TACK ACOUST,3 CIRCT,HIT...,
PANEL-TACK ACOUST 340 CIRCT. ...

@0 D1 Dispkaying 50 mastches (this is onky & partial kst)

b

By default, the QuickSearch filter is on so that the search is performed on the
current level (catalog or section). To turn off this filter, see Filter QuickSearch.

2. Select an item from the list by double-clicking on it.

QuickSearch displays a maximum of 50 matching parts. You can change this number in the
Preferences dialog. See QuickSearch preferences for details.

Use QuickSearch from the Part Number field

1. Inthe worksheet area, click in the Part Number field.

2. Start typing the part number.

As you type in the part number, the program will display a list of possible matches,
up to a maximum of 50. This list will contract as you type in more of the part

number.
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4] untitled1.sp4 (modified) |

i Warkshest W
em | | &5 |4 Mg Cat | Part Humber Parn Description | Category
1 | | V-
07| |
2 7 [ | |AS |ALC | ms  car e Description
HUC HC VR-42 Round Woed Table Tep, 42 Dés.
| baue o WEL-48 Found ‘Wood Table Top, 48 [ia,
XF 0L WR-6 6" DIAMETER YENEER POST
HUC RS WR-60 Round Wood Table Top, &0 Dis,
ALS ALC WR-EOK Wirage Executive Char Hagh-Biadk
ALS ALC WR-ECKFC Yirage Exscutive Chair High-Back w.,
AL ALC WR-MCE Wirage Managerial Chair Mid-Back Cyp...
ALS ALC WR-MORFC Wirage Managerial Chair Mid-Back Cp...

By default, QuickSearch will provide a list of possible part numbers in all
available catalogs. If you want the search limited to a certain manufacturer or
catalog, enter a value in the Mfg or Cat fields before typing the part number.

3. Double-click on the desired part number to fill in the information.

QuickSearch displays a maximum of 50 matching parts. You can change this number in the
Preferences dialog. See QuickSearch preferences for details.

Filter QuickSearch

By default, the QuickSearch filter is on so that QuickSearch searches only within the current level. For
example, if you navigated down to a catalog, only that catalog will be searched. If you navigated down
to a section, only that section will be searched.

To turn the filter on or off, click the filter button % in the Content tab.

To see the difference with the filter on and off:

1. Navigate to a part number.
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2. Make sure that the QuickSearch filter is on.

3. Type a part number that is from a different catalog. Notice that nothing is found
even if the entire part number is entered.

Content v a4 x
20,51 T 0 A 0
Zone | O | PriceZonel | LSO

w&z

Hame Descripbion Deetails
[E] VREEL-2190-... Rearunit, slec. access, d..  $7,264.00
[E]VREBL-219-... Rearunit, slec. access, d...  $7,465.00
|B] VREBL-21102... Rmar unit, elec, access, d...  $7,683.00
|F] VREEL-21108... Rear unit, elec. access, d...  $7,856.00
[E]VREBL-21114... Rearunit, elec. sccess, d..  $5,018.00
\§] YREBL-21120.., Rear unit, ebec. access, d...  $3,235.00
|E] VREER-2190-.., Rear unit, elec. access, d...  47,264.00
|E] VREBR-2196-... Fear unit, elec, access, d...  $7,965.00
| VREER-Z110... Rearunit, elec. sccess, d...  $7,683.00
[ vREER-2110... Rearunit, elec. access, d...  $7,856.00
|E]¥REBR-2111... Fearunit, elec. access, d...  $8,008.00
|[E]VREBR-2112... Rear unit, elec, access, d...  $8,235.00

4. Click the Filter QuickSearch button to deactivate it.

5. Type the same part number. Notice the list of possible matches from all catalogs.

Search for products

Use 2020 Search to look for products in: manufacturer's catalogs, custom catalogs, and worksheets.

This tool is useful when searching multiple catalogs for products with a common element (panels, for
example). It displays the search results in the Explorer bar's Search tab.

To access 2020 Search, click Q from the Tools toolbar or from the Search tab in Explorer.

You can search by part number or by part description.
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Search by part number

1. Click Q from the Tools toolbar.

2. Under Search Field, select Part Number.

3. Under Manufacturer or Project File Type, select the manufacturer, Custom Catalog
or Worksheets.

4. Under Catalog or Project File, select the catalog, custom catalog or worksheet.

5. Under Search String, type the full or partial part number.

You can use wildcards to replace missing or unknown characters. The “*” will
replace a string of characters. The “?” will only replace one character. You may have
more than one wildcard in a search string.

6. Click Search. Your completed search should look similar to the image below. If there
is no match, no items will appear.
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#. 20-20 Search

20-20 Search Q) )
Search vour catalogs, cusiom catalons, and warkshests for product information

Search Flebd: Saarch String:

Pact Number N by
Manufachurer or Project Fis Type:
@8 57C - steckose 3
cag S
i 2 Catalogs W
Rasults:

MFg Cat  Park Number Part Descripticn Price | & I soedly..,

'i_] STC S1 #TEAESFR RETROFIT-FRAME, TX ARM,FELT GL $1E4.00

1] aTC 51 FTSAES5ER RETROFIT-FRAME, TX ARM,55 GL 161,00 & Explore

ﬂ ST SCM 4TE435M CHAIR-PLAYER, SLED BASE, TXT AR... #WI.W

B]STC  SCM 475435MB CHAIR-PLAYER, SLED BASE, TXT AR... $465.00 2 SerdTo

'l_] STC SCM 4 TE4A5MBF CHAIR-FLAYER SLED BASE, TAT AR... 152500

'1] STC SCM S TEAESMF CHAIR-FLAYER, SLED BASE, TXT AR.,.. 458,00

_!_'l TC 305 F7SAE5M CHAIR-FLAYER, SLED BASE, TET AR... 440100

ﬂ 7 1 R 4TSAS5ME CHAIR-PLAYER, SLED BASE, TXT AR... #45-‘3.01

ﬂ STC 505 #TEASSMEF CHAIR-FLAYER,SLED BASE, TAT AR... 452500

i_l-] STC  SCS S TEAE5MF CHAIR-FLAYER, SLED BASE, TAT AR... $458,00

I#1 ST SFY 4 TE4ASM CHATR-P1 AYFR S FD RASF TET &R, ddn1 M | ﬁ
Frogress: Matches:
T T T

7. Hover over an item to select it.

8. Click any of the following:

Specify to launch 2020 Options, where you can specify finish options for the
selected item.

Explore to go to the product's location in the Content tab.

Send To to send the item to a custom catalog, worksheet or drawing
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The more catalogs you search through, the longer it will take. Click the Abort button if the search
takes too long.

When you finish a search, search results are displayed in the Explorer Search tab. From here you can
select products and send them into drawings or worksheets as you would from the Content tab.

Search by part description

1. Click A from the Tools toolbar.
2. Under Search Field, select Part Description.

3. Under Manufacturer or Project File Type, select the manufacturer, Custom Catalog
or Worksheets.

4. Under Catalog or Project File, select the catalog, custom catalog or worksheet.

5. Under Search String, type the full or partial part description.

You can use wildcards to replace missing or unknown characters. The “*” will
replace a string of characters. The “?” will only replace one character. You may have

more than one wildcard in a search string.

6. Click Search. Your completed search should look similar to the image below. If there
is no match, no items will appear.
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=. 20-20 Search

20-20 Search

Search yvour calalogs, cusiom catalogs, and worksheets for product informetion

Search Flebd: Saarch String:

Part Description w :chersbc[ e
Manufachurer or Project Fis Type:

Gu-l_:dn-uu Project File:

@ 505 - Steskase Seating v

Rﬂj_s:

[ Illl:l T T T T T T &

[ STC - Steskase -

Mg Cat  Part Number Park Description Prics | (&

Bfstc 55 458s023 CHAIR-SENSOR, MULTI USE, MID BK... $640.00

E]STC SC5 4565023 CHAIR-SENSOR, MUL TI USE,MID BX... $657.00 @ Explor

E)STC 505 4585023V CHAIR-SENSOR, MULTI USE, MID BK... $764.00

BJSTC SCS  4565023FU CHAIR-SENSOR, MULTI USE, MID BK... $541.00 8 Sendfo

E]STC SCS 45850235 CHAIR-SENSOR,MULTI USE,MID BK...  $1,248.00

[E]STC SC5  458S023F5 CHAIR-SENSOR,MULTI USE,MID BK...  $1,305.00

E]STC 505 4565023 CHAIR-SENSOR,MULTI USE,MIDBK...  $1,555.00

[E]STC 505 458S023FsU CHAR-SENSOR, MULTE USE,MID BK... $1,615,00

E]STC SCS 4565083 CHAIR-SENSOR, MULTI USE, MID BK... $620.00

[E]sTC S5 458S093F CHAIR-SENSOR, MULTI USE, MID BK... $677.00

IB1STC S0 4mRSNeEI CHATR-SFISOR. MU TE LIS MIDRK., t75a.00 M) al
Frogress Matches:

7. Hover over an item to select it.

8. Click any of the following:

Specify to launch 2020 Options, where you can specify finish options for the
selected item.

Explore to go to the product's location in the Content tab.

Send To to send the item to a custom catalog, worksheet or drawing
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The more catalogs you search through, the longer it will take. Click the Abort button if the search
takes too long.

When you finish a search, search results are displayed in the Explorer Search tab. From here you can
select products and send them into drawings or worksheets as you would from the Content tab.

The Product preview helps in the visual selection of products from a catalog and the visual identification
of products already in a worksheet.

Auto | [ H ,l@ ffj | J@l ¥

You can preview a single item if you select a product from a manufacturer catalog, or multiple items if
you select a standard from a custom catalog. Note that the standard must have been created within
CAP Designer, not Worksheet.
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The product preview feature is available from different areas of 2020 Worksheet:

Explorer pane
Worksheet tab (Worksheet area)

Item Properties

Catalog Properties

Item Detail view (Task Pane)

Report Designer

You can do the following when previewing a product or standard:

Change the preview image type

Rotate or move an image

Zoom an image
Change the ISO view

Change the rendering mode

Save the image
Load an image

See also: Update preview images

Product preview may not be available for all manufacturer products.

214



Change the preview image type

1. Click on the Auto button, which is the left-most on the toolbar.

Preview

(o]l 3 |H 2 [ @@ © I[@]

v | Auto

Live Rendered

Photegraph
Dimensional
Context
Rendered Image

Text

User Image

When you first preview an image, Auto is selected as the image type. Auto
corresponds to the first image type checked in Visualization Preferences that has an
available image.

2. Select the image type from the drop-down.

All image types (except text) allow zooming in and out. In addition, if you choose
the Live Rendered image type, you can rotate and move the image.
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Live Interactive rendered image
Rendered &
Photograph | Photograph
Dimensional | Image with dimensional information
Context Image of the content in a typical environment
Rendered .
Rendered image
Image
Text Text description

The image is displayed using the image type you selected.

Rotate or move an image

You can rotate or move live rendered images only.

To rotate an image horizontally:

1. Left-click the image. Keep holding the left mouse button.

2. Move the mouse left or right to rotate the image in a horizontal direction.
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To move an image in any direction:

1. Click and hold both left and right mouse buttons.
2. Move the mouse in any direction.

See also:

Change the ISO view

\[6Ji=H To reset the view back to the default zoom and rotation, click 4

Zoom an image

1. Right-click the image and hold.

2. Zoom in/out my moving the mouse down/up.

\[6Ji=H To reset the view back to the default zoom and rotation, click a5

Change the ISO view

Click any of the view buttons to position the image in a different ISO view:
ISO SW — position the image in an I1SO southwest view
ISO SE — position the image in an ISO southeast view
ISO NW — position the image in an ISO northwest view
ISO NE — position the image in an ISO northeast view
ISO Top — view the image from the top
See also:

Rotate or move an image
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Change the rendering mode

Click any of the rendering buttons to change the rendering mode:

It Shaded view the image in a shaded rendering mode

53| Wireframe | view the image in a wireframe rendering mode
Hiddenli

1) I. eNINE 1 iew the image in a hidden-line wireframe rendering mode
Wireframe

N Greyscale use the greyscale color palette when rendering
AutoCAD .

il ccl:Ioors use the AutoCAD color palette when rendering

The Preview feature displays an image using the default image type set in Visualization

preferences.

Save the image

To save a snapshot of the image in BMP format:
Click = .

Select the folder where you want to save the image.

1
2
3.
4

Type the image name.

Click Save.
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Load an image

To use your own image for the preview:

=
1. Click “=,
2. Select the folder where the image is located.

3. Click on the image name then click OK.
The image you loaded is now displayed in the Preview.

Notice that if you click the Image type button, User Image is checked.

Media | [~ | ,|

Auko

Live Rendered
Phokograph
Dimensional
Context
Rendered Image
Texk

v User Image

Selecting a user image does not change the default image displayed for the selected
product/standard.
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It is recommended to specify options once you are done adding all the products to your worksheet.

Manufacturers cannot fill an order unless all the items on the worksheet have finish information such as
fabric, laminate, and/or paint colors.

There are several ways you can specify options in 2020 Worksheet:

Specify - access 2020 Options - apply options to one item at a time

Global options - apply options to several items at the same time (recommended to save time)

Option clipboard - apply options to several items from similar items in the current worksheet or
from another worksheet

See also:

Complete column

Search for an option line

Insert blank options and attributes

Update against a worksheet

Copy options and attributes (Block Assign)

Show or hide rows

Validate a worksheet
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Specify - access 2020 Options

To specify an item in a worksheet, right-click on the item then select Specify.

If the item is incomplete, click the Incomplete icon in the Complete column:

i Wiorksheet b .
tem| | & /6| Mfg | Cat | Oty

1 STC SCA

You can also specify a product from any of the Explorer bar tabs by right-clicking on the product then
selecting Specify.

In the 2020 Options dialog, you can do the following:
Customize the 2020 Options dialog
Select options
Skip options
Change options
Apply default options automatically
Preview options
Preview structural options

See Global Options to specify options for several items at the same time. See also Option
Clipboard to apply options to several items from similar items in the current or another worksheet.
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Global Options

Global options gives you the ability to select and apply options to multiple items at the same time. This
will save valuable time and reduce the chance for errors that occur during the specification stage of a
project.

This is different than the option clipboard. The dialog allows you to work through an entire specification
at the same time. You will see the line items that you will be applying finishes to, the option groups that
need to be selected as well as the options available.

To set global options:

1. Click the Global Options tab at the bottom of the current worksheet.

_\,.Worksl.leet f.{ Global Options .-"{. Cover Page f.{ Report f
Click Here

2. You will be prompted to refresh global options based on any changes you have
already made to finishes in the Worksheet view. Click Yes to refresh.

To make your choice the default behavior so that you do not see the prompt every
time you click Global Options, check Do not ask this again.
See:

Screen components - to become familiar with the Global Options screen layout

Select options using Global Options - for step-by-step instructions on selecting global options

Filtered items - to see which items are filtered from the Global options tab
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Screen components

The Global Options screen is divided into 3 areas:

¥ Line item information

I Option groups

I Available options

.'f_"! -

. Oty |M. Cat|PatNu. |PatDescrgon | Category |Teg [Ge. M. [AL. AR, |Bui.
—[3 AL AL A3 Renhad Contemporary .. SEATING 2131

2130 WOOD FINISHES
2130'WO0D FINISHES Skipped Opbon 2 [ T
2131 FAB Selections Skipped Olphion ? L:] Skipped Option
£ N opts Skipped Opton ? @GN
Grommet Type Opton Skipped Option ? @ FINISH: Bourbon
LAM Ch opts Skipped Optian 3 | .1 .
Prit Grd Opts Skipped Option 5 | 22 FINISH:Henna Cherry

L
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Line Item Information

The Line Item Information area tells you which line items are going to receive the finishes that you are
selecting in the Option groups area. By clicking on any one of the option groups the line items affected
will appear in this window.

Global options will apply finishes to all items unless grouping is used in the Option Groups area.

RO -

[ty kfg | Cat | Part Hum... | Part Description Cateqory Tag
B ALS AZD Y03B24F  Base Panel Frame 36Hx24.. PAMEL P36
3 ALS AZ0D Y03E30P  Base Panel Frame 36Hx30.. PAMEL

B ALS AZD YO3IE30P  Base Panel Frame 36HX30.. PAMEL P3E...

Click the Filtered items button in the Option Groups area to find out if items were filtered from the
Global Options tab. This button is enabled only if there are filtered items.

See also:

Available options

Select options using Global Options

Option Groups

Option groups are the different types of finishes that need to be applied in a specification. By default,
options are grouped by manufacturer code.
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To group options by different criteria:

1. Click the Group By button in the Option Group area.

1=y Group By...  Filtered Items (13 | [ ] Refresh |5 apply |

Option Groups Selected Option L
= ALS
2130000 FIMISHES Skipped Optian ?
2131 FAB Selections Skipped O ption ?
Edg Clr opts Skipped Option ?
Grommet Type Optiok Skipped Option ?
L&t Clr opts Skipped Dption ?
Prt Grd Opts Skipped Dption ?

2. Check the columns of information that you would like to group by. For example, you
may want to group by category so that panels, worksurfaces, accessories, etc. are
grouped together.
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Global Options Group By

[]Alt Mfg
[cat
[|Category
[[Tag
[]Generic
[|Finish Code
[Alias 1
[Alias 2
[Alias 3
[|Building
[|Floar
[|Department
[|Persan

[]Quote #

Select all

Clear all

E]H**II
]

[] Use these settings as the default groupings [ Ok

I

Cancel

Change the sort priority by dragging the column.

In the above example, options will be sorted first by manufacturer, then by

category.

Check Use these settings as the default groupings if you wish to set these columns

as your default groupings.

Click OK.
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The results help you to better understand the options that are being selected. For
example, you can see easily that you have different paint colors for pedestals than
for overheads.

Option Groups
=] ALS

=] PAMEL
COREMICA PAINT COLORS
FAB TYPE optS

=| SEATING
#13 Cylinder opt
#13 Frame Finizh opt
4100 PAIMNT opts
4104 FAR Selections
A19-HwE Fab Opt
CASTER opt
SU Arm Cap Opt
Sum Side Frame Opts
Sum Side Glide Opt
SUM-S0F FAB Selections

=] WORESURFACE
Grammet Type Option

Available Options

This window lists all of the available options for each option group as it is selected. Options are selected
by clicking on the desired option.

You can skip over an option group by clicking on the Next Group button at the top of this area. Skipping
options is useful if, for instance, the customer has not decided on a panel fabric color but has selected a
grade of fabric.
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I f| Mext Group I

GRD 1 FAB A

E

ﬁllcipped Option

L
i

[t}

*H4¥ fetive FAB Codes *#++*

e
FAB: Celestial-Pat Cut-dir

W
FAB: Circle shadow

JEh

FAB: Gemini-dir
LD

FAB: Lido

LC
FAB: Lucy

ME
FAB: Metallation

a JaEl
&2 FAB: Stratford-Mon-dir

a% TG
|42 FAB: Tango-MNon-dir s

o) [PC

bO) (b0 (BE H_;J'L
L LS L LN L8

BO

Some catalogs allow you to preview options. For a list of catalogs that support option previews see the
What's New file.
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a o
ao| Skipped Option

L141

APRICOT - 53034 {L431)
L1358

BOURBON - 95006 (L428)
L137

CABERNET - 95122 {L427)
Li19

CAPE BLUE - 17071 (L409)
L144

CHAMOIS - 22030 (L434)

See also:

Line item information

Select options using Global Options

Filtered items

Select options using Global Options

By default, option groups are shown by manufacturer. Click Group By and check Category to
further group by category. This way panels, worksurfaces, accessories, etc. are grouped together.

1. Inthe Global Options tab, click on the first option group in the listing.

Note that a question mark under the Flag % column shows that the option group is
skipped or has not been selected.
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4y Growp By... | F]retresh i1 | |Quickoptions |

Ophion Gioups Selected Dption ¥
=1 ALS
=l PAMEL
[ Prt Grd Opts | Skipped Oplion 2
=) SEATING
2130000 FINISHES Skipped Dption 2
2131 FAB Selections Skipped Option ?
=} WORKSURFACE
Edg Ok opl: Skipped Oplicn ?
Grommet Type Option Skipped Option 2
LM Chr opts Skipped Opticn ?

The line item information area will tell you which line items in the specification will
be receiving the selected option group.

2. Click on the desired finish in the Available Options area.

fel Mext Group
Pnt iard Opts

J
L-?, < skipped Option
J

H(CORE
=< Core Clr Opts

O™ ${METALL)
| Metallic Clr Opts

@ Undecided PAINT Option

Some catalogs have option preview available.

In some cases, a popup dialog will appear and you will have to enter your finish
(customer's own material).
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You can skip over an option group by clicking on the Next Group button at the top
of this area.

In some cases, sub-options may open under the selected option, indicated by a
minus sign.

Continue selecting options until the next top level option is highlighted.

| Option Gioups Snlected Dption v
| JALS
| =) PANEL
| Pt Grd Opts Skipped Option ?
| =) SEATING
?
i =] 2171 FAB Selechons GAD C COM UPH s
| Tracking Mum Grade C COM Fab | Teacking Number Needed b
| = idia
; Edg Ck opls Skipped Oplicn ?
| Grommet Type Option Skipped Dption ?
i LAM Cir opte Skipped Optice ?

An option is selected and complete when there is a green checkmark in the Flag
column.

If you see a red flag in the Flag column, it means that the option was selected
automatically by Quick Options. You can accept this selection by clicking on the red
flag or change the selection by highlighting it and clicking the Verify button.

If all option groups are checked when the finishes are applied, then all finishes are
specified in the current worksheet.

Click Apply to take the finishes selected and apply them to the appropriate line
items in the specifications. If you forget to do this before leaving Global Options,
you will be prompted to do so.
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See also:
Filtered items

Screen components

If you make changes in Global Options then click Refresh before clicking Apply, refreshing will
discard the selections you made in Global Options and will reapply the options set in the worksheet.

The Refresh button forces the Global Options tab to take a look at the current worksheet and pull
existing finishes into the Global Options tab. This is normally done when you enter the Global Options
tab but if for some reason you chose not to refresh, this button will perform that function.

Verify options if Quick Options is on

Quick Options allows the same option to be tentatively selected. This feature helps speed the selection
process by looking for duplicate finish selections and applying the same finish.

For example, if there is a paint option on pedestals and overheads, once the finish is selected for the
pedestals, the same finish will tentatively be applied to the overheads.

This is NOT a forced decision - you will still need to verify these selections.

1. Click the Quick Options button in the Option Groups area.

The Quick Options button is a toggle - if the button is highlighted the feature is
turned on. If it is the same color as the other buttons the feature is turned off.
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EyGroup By... | (¥ |Refresh | 1

Option Groups Selected Option
A19-HWE Fab Opt Skipped Option
CASTER opt Skipped Option
Grommet Type Optiof Skipped Option
LA Clr opts Skipped Option
S Arm Cap Opt Skipped Option
Sum Side Frame Opts Skipped Option
Sum Side Glide Opt Skipped Option
SUM-50F FAB Selections Skipped Option
Wirml Edg opt Skipped Option

=] dezign
COREMICA PAIMT COLORS Skipped Option
FAB TYPE opts Skipped Option

=| zales
CORE/MICA PAIMT COLORS Skipped Option
FAE TY'PE optS Skipped Option

As finishes are selected, if a similar finish can be "assumed" quick options will
pick that finish.

A red flag will be placed under the Flag column 7 to let you know that this was
selected automatically by Quick Options.

Notice in the example below that the Core/Mica paint color was selected in the

Design group and is indicated by a green check mark. In the Sales group this
same option has a red flag indicating it was selected by Quick Option.
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Option Groups  Selected Option igls
A15HWE Fab Opt Skipped Dption ?
CASTER opt Skipped Option ?
Grommet Type Option Skipped Option ?
L&M Chr opts Skipped Option ?
SUM #irm Cap Opt Skipped Option ?
Surn Side Frame Opts Skipped Option ?
Sum Side Glide Dpt Skipped Option ?
SUM-50F F&B Selections Skipped Option ?
Vil Edg opt Skipped Option ?

= design
CORE/MICA PAINT COLORS CLR: Driftvaood W
FAE TYPE optS | Skipped Option |2

=] zales
CORE/MICA PAINT COLORS CLF: Driftwood 4
FAE TYPE optS Skipped Option ? v

3. To confirm an option selected by quick options, click on the red flag to turn it to
a check.

To change the finish, highlight the option and click the Verify button.
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1 Group By... | [Z]Refresh ¥ Apply || Quick Options| ¥ verify |

Option Geoups slected Option Wl
Grommet Type Option pped Option ?
LAM Clr opts Skipped Oplion ?
SUM Amn Cap Opt Skipped Option ?
Sum Side Frame Opts Skipped Option ?
Sum Side Ghde Opt Skipped Ophion ?
SUM-S0P FAR Selections Skipped Option ?
Virgl Edg opt Skipped Option ?
=) design
CORE/MICA PAINT COLORS CLR: Diiftwood v
=] FAB TYPE oplS GRD 2 FAR v
GRD 2FAB Skipped Oplion Click on the flagto  ?
3 sales turn to a check
CORE/MICA PAIMT COLORS CLA: Diiftwood \ 4
=] FAB TYPE opts | GRD 2 FAB Te
GRD 2 FAB Skipped Option ?

By default, Quick Options is automatically on. If you wish to change this setting, go to the Tools
menu, Preferences, then click Specification.

Filtered items

To prevent Global Options from updating certain items, they are filtered from the Global Options view:
* locked items
* custom catalog items
* items not found in the catalog

» items not updated against the catalog

* items created before Worksheet 3.0 that have never been updated against the catalog
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To see the list of filtered items, click 7 Filtered Items in the Option groups area. Note that the number of
filtered items is indicated beside the button.

You can resize the Filtered Items dialog and its columns.

Filterad ltems

Below i 8 list of Rems that were filtered from the Global Options view.  This kst wil inchude:

Lockad ke

Cusstom Catalng kems (products or standards)

Ttems not Found in the catalog

Items not up-to-date against the catalog

It created peior to Worksheet 3.0 that hawe never been updated against the catalog

® ® & & w

O | M C|Pat., |PatDescipion |Caeg. | T!G. A, &, la. B F. D P,
3 A A XN ReichardConte.. SEATI..
3 A, A FP3E. RuddetPVC 3. WOR. 3

[¥] Autasize the cosumns in the grid

You can also right-click on an item and select Properties to display the Product Group Properties dialog.

See also:

* Select options using Global Options

* Screen components
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Option Clipboard

The Option Clipboard view of the Task pane is used for quickly applying options to a worksheet from
similar items in the same worksheet, a previously opened worksheet, or from a saved Option Set file.

Jook e 0%

Option Clipboard

[ AWS WORKSURFACE
— [unnamed)

o ""Sobd Colors™

.EE Edg Cloud

] Metal Gromenels [Sty 2)
EL CLR: Matte Sibver

Option Set Actions
(2 Load...

[ Save A5,

£3 Empty

For details about the three sections in the Option Clipboard, see Option Clipboard sections.
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To apply options to the worksheet:

1. Copy options to the clipboard

2. Use the Option trail to apply options to other items.

If you wish, you may save options in an option set so that you can apply them to other worksheets.

Remember to do an Update Against Catalog whenever you use the Option Clipboard. Updating
against the catalog is vital if you assign finishes from one item to another because these finishes may
include a price up-charge that needs to be reflected in the total pricing.

Option Clipboard sections

The Option Clipboard view has three sections:

Option Trail Actions - provides tools for capturing option trails (all of a line item’s assigned
options) from items in a project, applying captured option trails to items in a project, and viewing
and modifying properties of captured option trails.

Option Clipboard - displays captured option trails. These option trails are selected individually or
in groups for application to items in a project. Right clicking on an option trail provides quick
access to a menu of option trail action commands.

Option Set Actions - provides tools for saving the content of the Option Clipboard as an Option
Set, loading a saved Option Set into the Option Clipboard, and emptying the entire contents of
the Option Clipboard.

Copy options to the Option Clipboard

1. Switch to the Option Clipboard view in Task Pane.

2. Select a completely specified line or make it current.
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3. Click Copy on the Task Pane.

A ® Task pane.spd w x| Task Pane - QX

G .

| Dption Trail Actions

lem | | % |4 Mig | Cat | Gty | Parn Number Part Descr =
1 |ALS  1A30 6 |YO3524P Base Panal Frame 3
4 Top Cap
S(METALL) Metallic Clr Opis
| PRS CLR: Champagne Me
2 |ALS  1A30 3 |YO3s30P Base Panal Frame 3£
o Top Cap
F(METALL) Metallic Clr Opis i SR AT0 PANEL

|_PRS CLR: Champagne Ma [urnamed)
: Ll $IME TAL, Metslic Ck Opts
o ne X .FRS CLRA: Champagne Melalic

ha e

Rianhard Confempors
v Wood Arms
J FINISH: Henna Cherr:
S{CCOM) GRO C COM UPH
|-QTEC Tracking Number Nee
5 | lALS |AwWS | 3 [FP7Z24U  |Rudder PVC 72Wid6
v wiGram
~ “Solid Colors™
EE Edg: Cloud Option Set Actions
1] Metal Grommets (Giy & Load...
EL CLR: Matte Sitvar “ & Save A5,
l; - 1-|--H. - 1rr\.r\.r\-rMilll.. ‘ﬂ O o e ﬁ}ﬁ ﬂm
M 4 b w Worksheel { Globel Opbons /| Cover Page A Repor | =

The options from that line item will be copied to the Option Clipboard.

If the option trail is already in the clipboard, a notification dialog opens.

You can select multiple lines. Each unique option trail in the selection will be copied to the
clipboard. Duplicate trails will not be copied.
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Option trail

Option trails copied to the clipboard can be used in a variety of ways:

Paste a single option trail onto a single line item in the worksheet

Paste a single option trail to multiple line items in the worksheet

Paste multiple option trails to multiple line items in the worksheet

See also Option Trail Properties

Option Trail Properties

When an option trail is captured on the clipboard it carries with it additional properties associated with
the line item from which it was copied. These properties can be edited for the captured option trail, but
those edits are not reflected back to the original line item from which it was copied. Also, if these
properties are changed on the original line item, they are not updated for the captured option trail on
the clipboard.

To view an option trail’s properties:
Hove the cursor over an option trail in the clipboard.

A popup dialog (Option Trail Properties) opens, listing that trail’s properties and current values. This
dialog is for information only and disappears after a brief delay.

If you do not see the popup dialog, activate it by going to the Tools menu, Preferences. Click
Specifications.

To edit an option trail’s properties:
1. Click the option trail in the clipboard.

2. Right-click then select Properties.

This brings up the editable Option Trail Properties dialog.
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3. You can edit, add or delete the value for any property as necessary.

All property values come from the original line item, except for the Name property.
The Name property allows an option trail to be labeled with freeform text. It can be
used for any purpose, such as labeling the option trail according to the project
location to which that trail applies.

Task Pane » 0 X

. D & 5 | Option Clipboard b

*

57 Paste with Criteria. ..

2. Remove Populated
f-? Properties. .. Mame property

Option Clipboard

~— 1 TSAWORKSURFACE

— ' ACME Home office/Mkig ;
PLASTIC “EDGE:PLASTIC

6009 ARCTICWHITE
LAMIMA. . "TOP-SURF:LAMIMATE FI...
2730 ARCTICWHITE

See also:

Apply an option trail to one item

Apply an option trail to several items

Apply several option trails to several items
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Apply an option trail to one item

1. From the Option Clipboard select one option trail.

2. Dragitontoaline item in the worksheet and drop it to apply.

Pk DR Yen B Woies Gats [k BB

= W N TR

gl s Tl Aal Dl
£ Gepr
(1) Pathe
T Pashe reth Criteria...
X, Remove

|| proctie...

o

2 wiars St AL E RO
T

[ Sarve A,

3 oty
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Once the option is applied, a results dialog box appears. The results show:
How many items were processed (how many items the options were copied to)
How many are complete with no skipped options
How many items are still incomplete and need more options added
How many unique option lines were pasted
How many options were skipped

When you apply an option trail to an item, the software automatically does an update against the
catalog for the options in that item. This is a partial update — it does not affect the part description or
the unit list price of the base item, only the option pricing. You still need to update against the catalog.

See also:

Option Trail Properties

Apply an option trail to several items

Apply several option trails to several items

Options will be applied similarly to the way default options are applied in the Specify tool. If you
apply the options from one item to a different product type, each option will be checked to see if it's a
valid option — only the ones that are valid will be used.

Apply an option trail to several items

You can apply one option to items in the worksheet that share common characteristics. When using this
technique you will ensure that options are assigned where desired.
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You can apply an option trail to:

In the example below, we will apply an option trail to items that match the option trail's Mfg and

¥ selected items in the worksheet
¥ items that match a specific criteria

¥ items that match the trail properties

Category columns:

1.
2.
3.

From the Option Clipboard, select one option trail.

Click Paste with Criteria under Option Trail Actions.

Check the Mfg and Category boxes in the option trail Column section and click the

OK button.
) .. b the selected dems
() ,..to all kems in the current level
‘Wibara thes ibam matches the
Using the Following criteria: ootion tral for these columes:
Column |  Operator Value Column |
LIFag _equais []Hig
[Img equalz [v] Category
[Clcat eusls [cat
[[]Part Mumbes equals [Teg
[[]Part Description _squais | []Generic
[_]Category ooqunls | [ JAaz 1
oty equals [[]Alas 2
[CJist aouals 0.00 [ Akas 3
[t List eusls 000 [] Busicing
[ Fioor
[] Cepartment
[JPerson
ok | [ concel
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After the application process has completed a status dialog opens reporting on the
results.

4. Click OK to review the results in the worksheet.
Notice that all items in the worksheet matching both the Mfg and Category
properties are populated with the option trail’s content.

See also:

Option Trail Properties

Apply an option trail to one item

Apply several option trails to several items

When you apply an option trail to an item, the software automatically does an update against the
catalog for the options in that item. This is a partial update — it does not affect the part description or
the unit list price of the base item, only the option pricing. You still need to update against the catalog.

Apply several option trails to several items

1. Select several items in the worksheet.

2. Inthe Option Clipboard select several adjacent options by holding the SHIFT key or
non-adjacent options by holding the CTRL key.

3. Click Paste under Option Trail Actions.

This will apply selected options from the clipboard to the selected line items in the
worksheet. A status dialog opens reporting the results.
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See also:

Option Trail Properties

Apply an option trail to one item

«* Apply an option trail to several items

It is good practice to double check the results to ensure all options have been assigned as
desired.

When you apply an option trail to an item, the software automatically does an update against the
catalog for the options in that item. This is a partial update — it does not affect the part description or
the unit list price of the base item, only the option pricing. You still need to update against the catalog.

Option Sets

The Option Clipboard allows you to quickly apply pre-selected options to other worksheets.

First, you must save the contents of the option clipboard to an Option Set.

Then, you can then load this option set to the clipboard and apply the options to items in your
worksheet.

Save option sets

The Option Clipboard allows you to quickly apply pre-selected options to other worksheets. You can do
this by saving the contents of the option clipboard to an Option Set.

To save all the contents of the option clipboard to an option set:
1. Click Save As under Option Set Actions.

2. Inthe Save As dialog enter a name for the file.

By default, it will be saved in the My Documents\Cap\OptionSets directory with an
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extension of .optionset. You may save this to another location by changing the Save
in location.

3. Click Save.

Load and apply option sets

To apply a saved option set:

1. Inaworksheet, clear the option clipboard if necessary by clicking Empty under
Option Set Actions.

2. Click Load under Option Set icons.

3. Inthe Manage Option Sets dialog, click the Option Set to select it and load it in the
Option Clipboard.

Complete column

The Complete column indicates if an item is optioned and complete, optioned but needing an update,
incomplete, or unknown. It is automatically populated when working on the Worksheet.
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The four states are:
o Item has all the options specified.

Item is missing option information. Clicking on this icon will open the
2020 Options dialog.

This icon appears when options have been applied using Option Clipboard,
Block Assign or Global Options but haven’t been updated against the

&
» catalog for pricing. Clicking on this icon will bring up the Update Against
Catalog dialog.
@ This icon appears when a blank line is added to the worksheet or if the

item isn't found in the manufacturer's catalog.

Search for an option line

1. Click @4 on the Standard toolbar.

2. Check Advanced.

3. Under Item Detail Search Criteria, click Type to select Option.
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4. Type in the number and/or description you are looking for.

Find

Product Search Criteria:
Column Operator Value *>

[ ] Complete equals Complete (d
D Lock eguals Locked ‘
D Flag eguals on | =
[| Annotation equals 1l
D Mfg eguals ‘
D Cat eguals [
[| Part Number equals

D Special eguals []

[ | Part Description | eguals

D Category equals -
Item Detail Search Criteria:

Type Number Description
foption| =l

[ search Selected Ttems Direction
iup

@ Down

5. Click Find Next.

[
[¥] advanced
Clear current
selection

Remove

Worksheet puts the cursor on the cell containing the text you entered.

6. To search for the same text again using the same search direction, press F3.
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See also:

Use Advanced Find to Select Items

Find and replace an item

This section shows you how to:
apply various types of discounts to items in the worksheet

use price adjustments to change the total price

recalculate the Grand Total

See also Sub-totals

Discounts

In this section, you will learn about the various types of discounts, how to apply discounts to a
worksheet, and how to change columns to view the discount.

There are various types of discounts in Worksheet. The following are definitions of each discount type.
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Sell -%

The discount percentage off the list price given to the client or end user.

Sell +%

The mark-up percentage to the client or end user based on the dealer’s
cost.

Purchase %

The dealer discount, a percentage off the list price.

Margin %

The gross profit percentage which is calculated as Margin$ divided by
SellS.

¥ List $ = The manufacturer’s published list price.

I Purchase $=the dealer’s cost after discounts.

I Sell S = The cost to the client or end user.

I Margin $ = The profit margin in dollars which is the difference between what the end user paid
(Sell $) and what the dealer paid (Purchase $).

To apply a discount:

1
2
3.
4

From the Worksheet menu, click Apply Discount.

To save this discount to the current discount schedule, type a discount Description.

Click Sell- %, Sell+ % or Margin % and enter the percentage.

Check the box for the Purchase % and enter the percentage.
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5. Discount values can be entered as a straight percentage (i.e. 35%) or as a

breakdown. Click the button to apply discounts on top of discounts (i.e.
50/10/5).

Type the first discount in the top box, tab to the next field to enter the compound
discount. The Discount Breakdown will automatically do the math.

Discount Breakdmwen E

A

T

T

If you have a four-tier discount, put the total discount on the first line then
put the fourth discount on the second line.

6. You can apply discounts based on Column Heading criteria, for example, Cat equals
SCA. This will have the discount apply to only lines that have SCA in the Cat column.
Using the "equals" Operator indicates that the column must meet the exact
criteria. You can also change the Operator to "is not equal" or "contains" by clicking
in the Operator cell.
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Apply Discount

) pply discount to the cument bem
) ipply discount ko the selected kems
(%) fipphy discourt bo ol s (wathin ol keveks)

[ khis discoiunt ko bhe cerent scheduls

Descriphion: New Descount 81
(=5l 9% 0
{7 Sal %
) Margin %
[FlPurchass % | 57.250 =
Cleer =
Descount Criteria
Column | Gperstor Value | -
[T eigusis
[#lcat egands SCA
[C]Part busmisor exgusls
[CIPont Description  sousis o

o] [ _coment |

7. Click Apply discount to all items (within all levels). For information about levels see

Standards and Outline levels.

You can also apply discounts to the current item, or to the selected items.

8. Check Add discount to the current schedule to save the discount to a schedule.

9. Click OK.

To view the discount columns in the worksheet, right-click on any column header then select

Customize columns.
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See also:

* View discounts applied to an item

¥ Modify discounts

# Discount schedules

Discount schedules

A Discount Schedule is a group of individual discounts saved in one file. This file can be shared and used

again and again if you do projects where the same discounts will apply.

To apply a discount schedule to a worksheet:

1. From the Worksheet menu, click Apply Schedule.

The Apply Schedule dialog will open.

Rpply Schedule ]
comirt o
Dezcoink Type Tobsl Discount Descourt #1 Discourk #2 Discounk, £3

IRedl Ciscounts in bhis Schaduls

Schedhbe Appiication

() hpphy schedule bo the current kem

() tpply schedule to the selocted tems

(%) gy schedha to o Rems (within ol leveks)
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2. Click Add and a blank Add Discount dialog box will open. Here you can create other
discounts to add to the current discount schedule. For example, you can add a
discount for each Cat code in your worksheet.

3. To apply selected discounts within the schedule to your worksheet, highlight the
discounts you want to apply. Use the SHIFT or CTRL key.
To apply all the discounts in the schedule to the worksheet, click the first line
(Discounts in this Schedule).

4. Under Schedule Application, select whether to apply the schedule to the current
item, the selected items, or all items.

5. Click Apply.
See also:

Save discount schedules

Apply saved discount schedules

Modify or remove a discount from a schedule

Print a discount schedule

Save discount schedules

If you want to use discount schedules in other worksheets you can save them in your project folder.

1. Inthe Apply Schedule dialog, click Save and the Save As dialog box will show the
Projects folder.

2. Type the schedule name then click Save.

If you do not save the schedule, 2020 Worksheet will prompt you to save it when you close the
worksheet.
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Apply saved discount schedules

1. From the Worksheet menu, select Apply Schedule.

2. Click Load to open the saved schedule.

3. From the list of discounts in the schedule, select the ones you would like to apply.

You can use the SHIFT or CTRL key.

To apply all the discounts in the schedule, click the first line (Discounts in this

Schedule).

hpply Schedule

Schmdule File: DMy Documents CAP ProjectsiChent . dsc l Load... II Save, .. |
.Wf‘ﬂ:‘e Total Discount | Discount #1 Discount #2 Discount £3
- [ Distourts in this Schadyle
—um
(=] Sel Minus 0,000 0,000
(€] Purchase sr.z'sn Eu.rm 10.000 £.000
=@
E] Sel Mirus 30,000 30,000 0.000 0,000
] Purchase £8.200 50,000 12.000 €000
= {11 Filng |
" [_Remove ] [_pue
Schedule Apphication
) Apply schedule ko the curment item
{73 pply schedule bo the selected ibems
(3 Apply schedule b all Reens (within al levels)
[_sool | [ close
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4. Under Schedule Application, select whether to apply the schedule to the current
item, the selected items, or all items.

5. Click Apply.

If your discounts overlap, apply the more general discount first, then go back to Apply Schedule
and select the more specific discount. If there are discounts you commonly use, create a discount
schedule with all the standard product lines you use and name it Standard.dsc.

Modify or remove a discount from a schedule

1. From the Worksheet menu, choose Apply Schedule.

2. Inthe Apply Schedule dialog, if you have an existing discount, select the discount
folder and click Modify. This will display the Modify Discount dialog box if you need
to make changes.

To remove a discount, select the discount folder and click Remove. A confirmation
message will appear. Click Yes.
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Apply Scheduls

Schedue Fis; | <Unthied>

Discourk Type
=" Duscounts in this Schedule
5] Sol Mirux
] Purchase
=) Systems
B] Sl Minuss
] H] Purchass
| =i3] Fng
Schedubs Apgrcation
) dpply schedule bo the current em

Toksl Discount  Discount #1

30,000
57250

30,000
58,200

) hpglty schedule to the selected kems
(=rapply schadue to o Rems (within o levels)

30000
50,000

30U000
S0U000

(o) o

Efscourt #2 Dot £3 L]
0,000 0,000
10,000 .000
0.000 0.000
12.000 5.000

b

[ ooy |[ o |

3. If you want to apply the modified discount within the schedule to your worksheet,
highlight the discount then click Apply.

Print a discount schedule

Use the Print command in the Apply Schedule dialog to open a text file containing all the discounts in

your schedule. This is a handy way to view all discounts, their percentages and criteria. You can then

print this text file.
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To print a discount schedule:

1. From the Worksheet menu, choose Apply Schedule.

2. Inthe Apply Schedule dialog, select the discount folder and click Print. This will

open a text file with all the discount information.

Modify discounts

There are many ways you can modify discounts in a worksheet.

If you saved the discount in a schedule, see Modify or remove a discount from a schedule.

If you did not save the discount in a schedule:
1. Right-click on the item and select Properties.

2. Click on the Discounts tab.

Item Properties

Mfg. Code: ALS Cat. AWS

Part Mumber: FPT23624U

Part Description. Rudder PYC 72Wx360x24W Lam w/Grom

Tag: Generic!

Alias 1: Alias 2: Alias 3

§ Pricng | 4 Discounts | - Detais

Discounts Associabed wikh this Them

Type Breakdown Total  Breskdown | Breskdown2  Breskdown 3
Purchase Percent 10 10 1] 1]
Margn Percent 10 10 (1] 0

[eccm. ] [removenm ]

Rem #:5cf 7 [ Gotomen || <previous |[ met> [ cese ||
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3. To edit discounts, click Edit All. Modify the discounts then click OK.
To remove all discounts, click Remove All. When a confirmation message appears,
click Yes.

4. Click Close.

View discounts applied to an item

To view discounts applied to one item:

1. Right-click on the item and select Properties.

2. Inthe Item Properties dialog, click on the Discounts tab.

3. Click Close.

See Item properties for more information about the Item Properties dialog.
See also:

Modify discounts

Discount schedules

Price adjustments

Price adjustments are bottom-line amounts that affect the grand totals of the worksheet.
There are three different types of price adjustments:

fixed amount - for example, a design fee or a handling charge

percentage - for example, a sales tax or bottom line discount

advanced - for scaled adjustments. For example, you may want orders of less than $50,000 to
receive a 2% reduction and orders above 50,000 to receive a 3% reduction.

260



& - | : i
3Inset [ and select Price Adjustment.

To insert a price adjustment, from the Item toolbar, click
See also:

Modify or move adjustments

Delete an item

Show or hide rows

Fixed amount
Use the Fixed Amount Adjustment type for fixed amount charges or reductions, such as a design fee or
handling charge.
1. Inthe Select Adjustment Type screen of the Adjustment Properties Wizard, type the
name in the Description field.
This description will appear under the Part Description column.

2. If you want information to appear under the Mfg, Cat and Part # columns, type the
text in the appropriate boxes.
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3.

Leave the Adjustment Type as Fixed Amount.

Adjustment Properties Wizard E]

Select Adjustment Type
Please select the type of sdiustment you want to enter

Adjustments affect the grand totals of the worksheet. They come in three
forens: fixed-amount, percent, and advanced. Fixed-amount adjustments are
useful for simple miscellaneous charges, Percent adjustments are useful for
sales tax, etc.

Adjustment Information

Description:
{optional) MFg: Cak: Part #:
Adjustment Type

Fixed

(&) Fixed-Amount Example: This adjustment type might be
used to apply a set amount For design

OPercent wark.

() Advanced

[¥] Include preceding adjustments in this adjustment’s caloulation

[#] Alow succeeding adjustments to use this adjustment in thewr cakulations
[CJinclude in SIF output as a ine item

[ add to worksheet template

Check Include preceding adjustments... if you want adjustments that appear before
this one to be factored in its calculation.

Check Allow succeeding adjustments... if you want to allow adjustments that follow
this one to use it in their calculations. For example, check this for a handling charge
that must be taxed.

Check Include in SIF output as a line item if you want this adjustment to appear as
a line item in a SIF output.

Check Add to worksheet template if you want to add this price adjustment in a
worksheet template.

262



8. Click Next.

9. Inthe Fixed Amount Adjustment Details screen, select Charge if you want to add
this amount to the grand total. Select Credit if you want to subtract this amount
from the grand total.

Adjustment Properties Wizard @

Fixed-Amouint Adjustinent Details
Please enter the detals of the ficed-amount adustment.

Fised-arnourt adjustments are vahes that are addsd to or subtracted from
the weeksheats grand tatal, This adjustment can be discounted as necessary.

mork; [un_|
Adjustment Discounk
(B sl % .00
O sell +% I
Osgnss |[!
[ Purehase % | .0

wors | [ s | [ cose | [ nen |

10. Enter an amount in the Amount field.

11. You can also discount this adjustment if necessary by typing in values under
Adjustment Discount.
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12. Click Finish.

At the bottom of your worksheet, you will see a new green line with the price
adjustment.

To see a fixed amount adjustment example, see Example - create a design fee.

Example - create a design fee

1. Inthe Select Adjustment Type screen, type Design Fee in the Description field.

2. Leave the Adjustment Type as Fixed Amount.

3. Clear Include preceding adjustments...

4. Leave Allow succeeding adjustments... checked since you want to allow
adjustments that follow this one to use it in their calculations.

5. Click Next.

6. Inthe Fixed Amount Adjustment Details screen, select Charge to add this amount
to the grand total.

7. Enter 200 in the Amount field.
8. Click Finish.

At the bottom of your worksheet, you will see a new green line with the price
adjustment.

264



Percentage amount

Use the Percentage amount adjustment type for charges such as taxes or credits such as bottom-line

discounts.

1. Inthe Select Adjustment Type screen of the Adjustment Properties Wizard, type
the name in the Description field.

This description will appear under the Part Description column.

2. Under Adjustment Type select Percent.

3. If you want information to appear in the Mfg, Cat and Part # columns, type the text

in the appropriate boxes.

4. Check Include preceding adjustments... if you want adjustments that appear before

this one to be factored in its calculation.

For example, if a handling charge appears before this price adjustment, check this
option to apply a tax to the charge.

Itetrm Part Description Cateqgorny Oty List Sell Ext List Ext Sell
1 Office Workdesk, 72 x 300-2 Ped 2 § 153400 § 139392 § 316800 § 278784
2 |Drafling Table, 55W x 320 1 § 60600 § 5082 § 60600 § 538
3 |Panel Frame, 28W x 36H & | s mod|  § 17683 § 100500 § 68440
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Check Allow succeeding adjustments... if you want to allow adjustments that follow
this one to use it in their calculations.
In most cases, if this is a tax type adjustment you would clear this box.

Check Include in SIF output as a line item if you want this adjustment to appear as
a line item in a SIF output.

Check Add to worksheet template if you want to add this price adjustment in a
worksheet template.

Click Next.

In the Percent Adjustment Details screen, select Charge if you want to add this
amount. Select Credit if you want to subtract this amount.
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Adjustment Properties Wizard @

Percent Adjustiment Details
Please enter the detals of the percent adjustment.

Percent adjustments are calculsted values based on items induded by the
criterion set an the next page.

Adjustent Percentage: | 0.00
Caeulte off of Colnn: |t Sed v

Add ar Subtract Adjustment's Value to these Columns
[uist
[IPurchase
[sel

[ < Back ]L Mest > ][ Finish ][ Close ]l Help l

10. Enter the Adjustment Percentage.

11. Beside Calculate off Column, select the column you want to use to calculate the
adjustment percentage.

For example, if Adjustment Percentage = 10% and you selected Ext. Sell, which has
a value of $5,000, the adjustment amount would be .10 X 5,000 = 500.
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12. Select the column(s) where you want to add or subtract the adjustment - List,
Purchase and/or Sell.

13. Click Next.

14. In the Price Adjustment Criteria screen, you can use criteria to filter which item's
values are used to find the ending percentage.

For example, your percentage adjustment could only consider items from a specific
catalog. In that case you would check the Cat column, select the equals operator
then type in the catalog code in Value.

If you do not wish to use any criteria simply leave this screen blank.

15. Click Finish.

At the bottom of your worksheet, you will see a new green line with the price
adjustment.

To see percentage amount adjustment examples, see Example - add a tax and Example - price
reduction for parts from a specific catalog.

Example - add a tax

Before doing this exercise, do Example - create a design fee.

1. Inthe Select Adjustment Type screen, type Sales Tax in the Description field.
2. Under Adjustment Type select Percent.

3. Check Include preceding adjustments... so that the adjustment you created
previously will be included in this adjustment's calculation.

4. Clear Allow succeeding adjustments... since you do not want subsequent
adjustments to include this tax in their calculations.

5. Click Next.
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11.
12.

In the Percent Adjustment Details screen, select Charge.
Enter 7 in the Adjustment Percentage.
Beside Calculate off Column, select Ext. Sell.

Under Add or Subtract Adjustment's Value to these Columns check Sell.

. Click Next.

In the Price Adjustment Criteria screen, simply leave this screen blank.

Click Finish.

At the bottom of your worksheet, you will see a new green line with the price
adjustment.

If you did the Example - create a design fee, you will notice that the tax you just
created is applied to the design fee.

- Item Part Description Category Oty List Sell Ext List Ext Sell

1 Office Workidesk, 72%W x 300-2 Ped 2 § 153400 § 139392 § 3,98800 § 278784
12 Drafting Table, 55W x 320 1 § 60600 § 53328 $ 606,00 $ 53328
Il Panel Frame, 24W x 36H 5 $§ 20100 § 17683 § 100500 $ BB4.4D
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Example - price reduction for parts from a specific catalog

1.

© ® N U AW N

I = N =
N B, O

13.

In the Select Adjustment Type screen, type Price Reduction in the Description
field.

Under Adjustment Type select Percent.

In the Part # column, type Promotion.

Clear Include preceding adjustments...

Clear Allow succeeding adjustments...

Click Next.

In the Percent Adjustment Details screen, select Credit.
Enter 5 in Adjustment Percentage.

Beside Calculate off Column, select Ext. Sell.

. Under Add or Subtract Adjustment's Value to these Columns check Sell.
. Click Next.

. In the Price Adjustment Criteria screen, check the Cat column, select the equals

operator then type in a catalog code (make sure that there are items from this
catalog in your worksheet) in Value.

Click Finish.

At the bottom of your worksheet, you will see a new green line with the price
adjustment.
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|

Ext Sell

item | Part Number | Part Description | cCategory | oty | List | Sell |
1 W57 230P2 Office Workdesk, 72¥Y x 300-2 Ped 2

7 DRAFTING  |Drafting Table, 55W x 320 | | § 60500 § 53308
TABLE 5532 ; :

3 [PF43  |PanelFrame.24Wx3H | | 5 | §

§ 158400) § 139392 § 3.168.00

§ 17688 § 100500

% 278784

5 533.23;

5 63440

Although you can use the Apply Discount dialog to achieve the same result, creating a Price

Adjustment will call special attention to this discount since a line is added to the worksheet.

Advanced adjustment

Use this adjustment type for scaled adjustments. For example, you may want orders of less than

$50,000 to receive a 2% reduction and orders above 50,000 to receive a 3% reduction.

1. Inthe Select Adjustment Type screen of the Adjustment Properties Wizard, type

the name in the Description field (for example, Large Order Discount).

This description will appear under the Part Description column.

2. Under Adjustment Type select Advanced.

3. If you want information to appear in the Mfg, Cat and Part # columns, type the text

in the appropriate boxes.

4. Check Include preceding adjustments... if you want adjustments that appear before

this one to be factored in its calculation.

5. Check Allow succeeding adjustments... if you want to allow adjustments that follow

this one to use it in their calculations.
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6.

10.

11.

Check Include in SIF output as a line item if you want this adjustment to appear as
a line item in a SIF output.

Check Add to worksheet template if you want to add this price adjustment in a
worksheet template.

Click Next.

In the Advanced Adjustment Details screen, select Charge if you want to add this
amount. Select Credit if you want to subtract this amount.

Under Adjustment Conditions, specify pricing criteria to use to determine which
adjustment should be applied. You can specify up to 5 criteria.

Important - conditions are evaluated from top to bottom. The first condition that
matches will determine the calculation used.

\e1=H Read each condition as: When Total _Is _ Amount, Use _.
In the example below, a flat fee of $150 will be charged if the Ext. Weight is less
than 5,000. If the Ext. Weight is greater than or equal 5,000 pounds, a charge of 5

cents per pound will be applied.

Adjustrent Conditions

When Takal I= Arnounk Use
ExtWeight | |< % | |5000.00 s | #|150.00 | = Simple $ v
Ext Weight ks Max w| %005 * | Extweight

You could read the above conditions as: When Total Ext. Weight Is < 5000, Use
$150.00. When Total Ext. Weight Is < Max, Use $0.05 X Ext. Weight.

Select the column where you want to add or subtract the percent adjustment - List,
Purchase or Sell.
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12.
13.

14.

Click Next.
In the Price Adjustment Criteria screen, you can use criteria to filter which item's

values are used to find the ending percentage.

For example, your adjustment could only consider items from a specific catalog. In
that case you would check the Cat column, select the equals operator then type in
the catalog code in Value.

If you do not wish to use any criteria simply leave this screen blank.

Click Finish.

At the bottom of your worksheet, you will see a new green line with the price
adjustment.

To see advanced adjustment examples, see Example - discount for large orders and Example -
shipping charge based on weight.

Example - discount for large orders

In this example, you will define the following discounts:

2% for orders >= 50,000 and < 100,000

3% for orders >= 100,000 and < 250,000
4% for orders >= 250,000

1.

2
3
4.
5

In the Select Adjustment Type screen, type Large Order Discount.
Under Adjustment Type select Advanced.

Clear Include preceding adjustments...

Clear Allow succeeding adjustments...

Click Next.
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6. Inthe Advanced Adjustment Details screen, select Credit.

7. Under Adjustment Conditions, select the following information:

Adjuskment Canditions

When Tokal Is Arnounk se
Ext Sell w | |== w| | 250000 w | %:|4.00 of | Ext Sell ~
Ext Sell = 100000 = | %[ 3.00 aof | Ext Sell w
Ext Sell = SO000.0 = %al 2,00 af | Ext Sell w

The order of conditions is important as they are evaluated from top to bottom. The
first condition that matches will determine the calculation used.

8. Under Add or Subtract Adjustment's Value to these Columns check Sell.
9. Click Next.

10. In the Price Adjustment Criteria screen, simply leave this screen blank.
11. Click Finish.

At the bottom of your worksheet, you will see a new green line with the price
adjustment.

In the example below, the order was greater than 100,000 so a discount of 3% was
applied.
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Iteim | Part Number Part Description Catagory Oty List Sall Ext List Ext Sall

1 WS7230P2  |Ofiice Workdesk, 72W x J00-2 Ped 50 § 159400 § 139392 $§ 7920000 § 6959600

2] |ORAFTING  |Drafting Table, 55W x 320 a0 §  606.00 § 53328 § 2424000 § 2133120
TABLE 5532

3 PF2436 Panel Frame, 24W x 35H &0 § 20100 § 176Ba| § 12060000  § 1061260

sub 3 00.00 540.0

Example - shipping charge based on weight

In this example, you will add a shipping charge to the worksheet. You will charge a flat fee of $150 if the
Ext. Weight is less than 5,000 pounds. If the order is greater than or equal 5,000 pounds, you will charge
5 cents per pound.

1.

2
3
4.
5
6
7

In the Select Adjustment Type screen, type Shipping Charge.
Under Adjustment Type select Advanced.

Clear Include preceding adjustments...

Clear Allow succeeding adjustments...

Click Next.

In the Advanced Adjustment Details screen, select Charge.

Under Adjustment Conditions, on the first line enter the following:

Adjustment Conditions
When Tatal Is Arnounk =g

Extweight | < | 500000 v | $[150.00 | = |Smple$ o~

275



10.
11.
12.

On the second line, enter the following information:

Ext Weight | | < | |Max v| $ ||:|.|:|5 |* | t Weight R

Under Add or Subtract Adjustment's Value to these Columns check Sell.
Click Next.
In the Price Adjustment Criteria screen, simply leave this screen blank.

Click Finish.

At the bottom of your worksheet, you will see a new green line with the price
adjustment.

In the image below, the Ext. Weight exceeded 5,000 pounds, meeting the second
condition, so the shipping charge equals $0.05 X Ext. Weight.

Item Part Description Category Oty | List Sell Ext List Ext Sell Ext Weight
1 [Ofice Workdesk, 72W x 300-2 Ped 2 | 0§ 15400 § 139392 § JH000,  § 34BBO0) 742500
7 [Drating Table, B5W x 320 [ § GB0| § 552 § 600  § 53200 135000
3 |Panel Frame, 24W x 36H 0§ MM § 1688 § 201000 § 176380, 210000

Grand Total ' § A7FT000 8 423985  B,985.000
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Modify or move adjustments

You can modify adjustments two ways: from the Worksheet Properties dialog, and directly from the
worksheet.

From the Worksheet Properties dialog box:
1. Click the Adjustments tab.

2. Inthis tab, you can:

- Click Add to create a new fixed or percent adjustment.

- Select a price adjustment then click Remove to delete it.

- Click Remove All to delete all price adjustments.

- Select an adjustment then click Edit to modify it.

- Use the arrows to change the order in which an adjustment takes effect and its
order of appearance in this window.
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Worksheet Properiies

|4 oreral |5 order | [ Colaes | A HeaderjFooter | Adpustments |

Yiold £ wse Ehis page bo change the value of sdiustments, craste new
afpchments, delete sdjustments, o change the crder of adiuctments.

HOTE: adypssterents sdded beve are shown ot the ool level of the workshest,

ond ] [Coamie ] [Facamm]. e

I o ][ coma | 4

3. Click OK or Apply.
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From the worksheet:
1. Right-click on any adjustment to edit it directly from the worksheet.
2. Inthe pop-up menu you can:

I Select Insert Adjustment to create a new fixed or percent adjustment

I Select Delete Adjustment

I Select Properties to edit the adjustment

I Click Move Up or Move Down to change the order in which an Adjustment takes effect and its
order of appearance in the worksheet.

142 |WDHKSUF!FACE—STRHGHT.24H2

M I$ 176.00] § 178.00|

& 71.,153.03

mm
et L: §7,153.00 P: 43,352,681 5: 45, 161,63 " Price Adjustrent Tbem,

You can edit an adjustment by clicking on the line.
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Recalculate the Grand Total

If you delete a price adjustment from the Worksheet Properties dialog, the Grand Total values might not
immediately reflect the removed amount.

Use the Recalculate command from the Worksheet menu to recalculate the Grand Total amounts.

Subtotals are added to the worksheet as another line similar to the Total line. The items continue to be
numbered normally above and below them.

See:

Insert subtotal through MultiSort

Insert subtotal manually

Insert subtotal by a selection set

Remove subtotals

Insert subtotal through MultiSort
The easiest way to insert subtotals is through MultiSort.

A
1. Click ! on the Worksheet toolbar.

2. Notice that the first checked column is in bold font. This is the primary sort column
that will be used to insert subtotals.

If you want to change the primary sort column, use the Top, Move Up, Move Down
and Bottom buttons.
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Multiple Column Sort

ot

[ mrg

[#] cat Clear Al

[#] Part Mumber

[] Part Description @“‘9

[ pepartment

O aty (2] Move up

7 s

[ Est tist 4 | Mave Down
4 Bottom

Ascending (0,.9, Decending (9.0,
DA..?_j @Z...ﬁ}

WARNING: Existing subbobals will be removed by the sort

Subtctals after each urigue vahse of the primary
fredd {the first checked feld in the lst)

Lok J[ coe |

3. Check Insert subtotals after each unique value of the primary sort field.

4. Click OK.

This will add subtotals lines of the primary sort column to your worksheet.
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STC [SCA |MPTAMB524P3 |PANEL-TACK ACOUST 3 CIRCT MED TOP 1 | § 75400[ § 75400
|CAP 24-51BYE4- 1116
STC |SCA |MPTAMB542P3 |PANEL-TACK ACOUST 3 CIRCT MED TOP 1 | § 83900/ § B29.00
CAP 42-516:64-1146
'é?E'"é"c;»T' MUZ824BBFL |PEDESTAL-FIXED 2 BOW1 FILE DWR LK AVENIR 1 | § 58600 § 58600
| {PULL 231120
STC [SCA [MUCC2222  \WORKSURFACE-CORNER,CURVED, 1 | § 3#B00|§ 3:BOO
243204542642
5TC [SCA i'mus:uz WORKSURFACE-STRAIGHT 2442 1 § 17800 § 17500
|
STC |SCF |RLF1BAZ2F  [LATERAL FILE-2 DRAWER FLUSH 1 | % 811005 81100
| |FRONT 18342:28

SCF Subtotal

STC [SCS |475485MF 1475 CHAIR-GUEST,SLED BASE 0PN TEXT 1 § 44400
| |PLETC ARM MONO FRAME FCS
462 CHAIR-ADJ SEAT LUPHHWPD ARM LMER 1 § 1132008 113200

STC |SCS ILEAPW

See also:

SCS Subtotal

Grand Total

¥ Insert subtotal manually

¥ Insert subtotal by

a selection set

Remove subtotals

5
$

1,583.00
5,713.00
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Insert subtotal manually

To insert a price adjustment, clic

The subtotal will do the sum of all the items above it to the top of the worksheet or to the previous

subtotal.

k “:‘3 Insert v|

on the Item toolbar then select Subtotal, Single.

reise 1.sp4 (modified) ]

&k : Class Praject

Miy Part Number & Pant Description
STC |SCS |475455MF 475 CHAIR-GUEST SLED BASE 0PN TEXT 1 § 44400 § 44400
PLSTC ARM_MONO FRAME FCS |
STC [3C3 [LEAPVZ 452 CHAIR-ADJ SEAT,UPH HWPD ARM LMBR |1 § 113900(3 1,13900
STC |SCA |MBBLAZIE  |BIN-STORAGE,LK, 15-5/041-3/M% 17-1/8 i1 § 54400 § 54400
T |STC [SCA |MPTAMBS24F3 [PANEL-TACK ACOUST 3 CIRCT MED TOP 7| % 75400 8 754.00
|CAP 24-5/EXE4- 1116 |
STC |SCA |MPTAMESA2P3 PAMEL-TACK ACOUST 3 CIRCT MED TOP I! § 68300 § 88900
(CAP 42.5HEME4-11 16
~ |STC [SCA |MU2B24BEFL |PEDESTALFIED 2 BOX FILE DWR LI AVENIR| 1 |§ 50600 § 566.00
[PULL23-172D '
T |STC [SCA [MUCCZZZ2  WORKSURFACE-CORNER,CURVED, 11 |'% 3s800[ 5 35800,
2RI RATEAR
STC |SCA |MUS2447 WORKSURFACE-STRAIGHT 24342 1 [§ 17800[ % 17800
T |STC |SCF [RLF18423F  |LATERAL FILE-2 DRAWER FLUSH 1 |s 800§ B0
(FRONT 18x42:38

Grand Total

]

5,

You can move the subtotal line up or down in the worksheet and it will total the items above it.
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e
Move it using the move =——— buttons. Notice the subtotal will automatically update as you move

the lines.
See also:

Insert subtotal through MultiSort

Insert subtotal by a selection set

Remove subtotals

Insert subtotal by a selection set
Another way to add a subtotal to the worksheet is to select a range of items.

. e Insert - | .
From the Item toolbar, click =3 "and select Subtotal, By Selection.

If there are unselected items before the first selected item, the selected items will be moved up in the
worksheet to follow the first subtotal appearing before the first selected items, or the top of the
worksheet if there are no subtotals above the first selected item.

If the selection set was not contiguous, the unselected items will be moved below the inserted subtotal.
See also:

Insert subtotal through MultiSort

Insert subtotal manually

Remove subtotals
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Remove subtotals

To remove one or many subtotals:

1. Select the subtotal or make it current.

If there is both a current item and a selected item in the worksheet, the selected
item will be deleted.

2. Right-click and select Delete, Current Item (or Selected Item).
3. Click Yes when you see a confirmation message.
To remove all subtotals, from the Item menu select Delete, All Subtotals.

To hide subtotals but not remove them, see Show or hide rows.

Custom catalogs are a powerful way to capture, store, and reuse tools that you create in Worksheet and
CAP Designer.

A Custom Catalog is a separate file that captures, manages, and allows the user to reuse products.

This Custom Catalog file (.cc4) can be used and accessed by other people in a company by placing
the custom catalog on a network.

They are flexible and powerful because you, the user, can define them.
You can place items into your Custom Catalog through both Worksheet and CAP Designer.

A Custom Catalog is different from a Manufacturer’s Catalog in that you can add and edit items,
descriptions and pricing into your Custom Catalog.
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See also:

Custom catalogs vs. manufacturer catalogs

Add items to a custom catalog

Create a custom catalog

Manage custom catalogs

Modify an item in a custom catalog

Reuse and update items from a custom catalog

Break custom catalog link

When you place an item in a custom catalog, you are responsible for updating its price. If you
want to use the current pricing from the manufacturer's catalog, you will need to update against a
manufacturer catalog

Custom catalogs vs. manufacturer catalogs

Standard manufacturer catalogs appear in the Explorer's Content Tab.

Custom catalogs appear in the Projects tab.

As with standard catalogs, you drill down to the custom catalog. The difference is that you can add
items into your custom catalogs. Example: If you have saved a CAP Standard into your custom catalog,
you will see the following appear in the Projects tab:

The custom catalog icon = @ New Custom Catalog.ccd
A custom catalog CAP Standard icon = (& Typical Workstation 1

An individual product within that CAP Standard - (5] WCEL-5030

You can also place a specific part from that Standard into a worksheet
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Add items to a custom catalog

You can add different types of items to your custom catalog:

Individual Products

Standards

Specials (Individual Products or Custom Items)

You can add items to your custom catalog from:

a worksheet
the Content tab

Specify

a Search window

Add items into a custom catalog from a worksheet

1.

Select one or several items or make a line item current in the worksheet.

Click on the Item toolbar and select Custom Catalog Wizard.

In the Send to Custom Catalog Wizard, select a custom catalog (ending with
.cc4). To create a new custom catalog, see Create a custom catalog.

Click Next.
In the next screen, you can choose to:
Add in a custom catalog as a product

or
Add in a custom catalog as a Standard
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If you made a mistake and want to delete a custom catalog, select it then press Delete. For more
information about managing custom catalogs, click here.

Add items into a custom catalog from the Content tab

In the Content tab of the Explorer pane, navigate to a specific product.

1
2. Right-click on a part number.

3. Select Send To, Custom Catalog Wizard.
4

In the Send to Custom Catalog Wizard, select a custom catalog (ending with
.cc4). To create a new custom catalog, see Create a custom catalog.

5. Click Next.

6. See: Addin a custom catalog as a product.

Sending an item into your custom catalog this way will send the item without any options added.

Add items into a custom catalog from Specify

1. From the 2020 Options dialog, select options for the item.
2. Click Send To, Custom Catalog Wizard.

3. Inthe Send to Custom Catalog Wizard, select a custom catalog (ending with
.cc4). To create a new custom catalog, see Create a custom catalog.

4. Click Next.

5. See Addin a custom catalog as a product.
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Add items into a custom catalog from Search

1. Do a Search by part number or by part description.

2. After the search is complete, click Send To then Custom Catalog Wizard.

3. Inthe Send to Custom Catalog Wizard, select a custom catalog (ending with
.cc4). To create a new custom catalog, see Create a custom catalog.

4. Click Next.

5. See Add in a custom catalog as a product.

Add in a custom catalog as a product

First, access the Custom Catalog Wizard from a worksheet, the Content tab, 2020 Options, or Search
and then select a location within the custom catalog to store the item.
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1. Select Store in the custom catalog as a Product.

Send To Custom Cataleg Wizard

Saving Your Work

Select how you would like the tem(s) stored in the Custom Catalog

i Item(s) have been detected.

How do you want to store this information?

Store in the custom catalog as a Standard
Standards in a Custom Catalog are a easy yet powerful tool for
affecting global change across your projects when pricing or options
change on the Items contained within the Standard.

Do the work of defining, pridng, and spedifying the Items once, and
re-use it across your project.

Flease dick Mext to edit the details of the Standard you are storing.

Gsbore in the custom catalog as a ProduD

Products in a Custom Catalog are a more simple way to store a single
Item for later re-use,

The Product can be a fully spedfied Item from a manufacturer's
catalog, or a spedal or custom item defined for your purposes.

Please dick Next to edit the details of the Product you are storing.

< Back H Next = ]l Finish |‘ Cancel

2. Click Next.

3. Inthe Product Properties dialog box make any necessary changes to the

information being displayed. You can put a special price. Make sure the Quantity is
setto 1.
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Send To Custem Catalog Wizard

Product Properties

Edit the information required to describe a Product.

Mfg. Code: EXP Quantity: =
. - Unit List Price (not
Catalog Code: EXP B e e 5760.00
Part Number: EXHB
Part Description:  Executive High-Back Chair -
Tag: dlias 1: Area A

4. Click Finish.

5. Go to the Projects tab in Explorer and click Y to display the custom catalog you
created as well as the product you just added to that custom catalog.

6. To add this product to a worksheet, see Reuse an individual part from a custom
catalog.

See also:

Add in a custom catalog as a Standard

Add in a custom catalog as a Standard
You may want to select several items in your worksheet and add those items as a Standard into your
custom catalog. By adding these items as a Standard they will appear within one group.

You must first select several items, access the Custom Catalog Wizard from a worksheet and then
choose a location in the custom catalog.
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When you are in the Saving Your Work screen you can only select Store in the
custom catalog as a Standard because you have selected multiple items.

Click Next.

Enter a name and a description for the Standard.

Send To Custorn Catalog Wizard

Standard Properties

Edit the information required to describe a Standard.

What is the name of the Standard? Standard names are like part numbers
when the Standard is contained in a Worksheet,
Type A W-5

What is the description of the Standard? Standard descriptions are like part
descriptions when the Standard is contained in a Worksheet,

Type A Workstation

Replace the contents of the existing Standard

=]

T ranenlidata Hha narte in Hhic Standared

Leave Consolidate the parts in this Standard checked so that identical parts in the
standard will be consolidated.

If necessary, assign Alias values to all the components of the Standard.

Click Finish.

Go to the Projects tab in Explorer and click 2 to display the Standard in the custom
catalog.
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8. To add this Standard to a worksheet, see Reuse a Standard from a custom catalog.

To add an individual part from this Standard to a worksheet, see Reuse an individual

part within a Standard from a custom catalog
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Create a custom catalog

1. Inthe Custom Catalog Wizard, right-click on Local Projects, select New, then

Custom Catalog.

Or click the New button.

Send To Custorn Catalog Wizard @
Select Custom Catalog E
Select the location within a Custom Catalog to store the ttem(s).
PAMNEL
‘You can use the context menus to manage your Custom Catalogs and the COMMNEC
Folders, Standards, and Products they contain.
Select a custom catalog or a location within a custom catalog in which the items
will be stored.
Create an empty Custom Catalog or Folder -
MName Description PAMNEL
=) ﬁ Projects CONNEC
=i Projerts DT
-4 Test P |
- Test pl &3 Collapse Grey - ‘
& NewC g8 oyjapse Al .
(@ Refresh F5 ‘ v

= = Bookmarks L4 [
= Back lext . ; Help

Custom Catalog

}( Remove

abX Rename F2

11}

2. A New Custom Catalog.cc4 appears. Highlight the New Custom Catalog.cc4 and

rename it.
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If you want to delete a custom catalog, click on it then press Delete.

Manage custom catalogs

To manage custom catalogs (remove, rename, etc.), right-click on a custom catalog in the Projects tab
of the Explorer pane.

Then, select the option corresponding to the modification you need to make.

Projects

]~ 4« Mew ~ (3
MName
£ E3 Projects

E Local Projects
-3 Test Project

3@ Test project for 2013

Description

Project folders storec

test worksheet
Visual Impresle
Visual Impressic
Visual Impressic
Visual Impressic

E Visual Impressic
A Visual Impressi
= Visual Impressi

H-
28
2
-
&
B
2

a3

< n |

Custom Catalog

@ content [BlProjects |

Preview

Auto |23 H & | @

25 Exp-aml Grey +
ac Grey -
!! C

[* Refresh F&
Properties... Alt+Enter
Q, Search... F3

Mew

?( Remowe

abX Rename

Del
F2

eUpgate...

£ Sort

Bookmarks
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Modify an item in a custom catalog

The Projects tab in Explorer gives you the ability to modify items that are within a custom catalog. You
can:
delete an item within the custom catalog

update against a current manufacturer’s catalog

specify options on a part within a custom catalog

Delete an item from a custom catalog

1. Inthe Projects tab of Explorer, expand the custom catalog.

2. Select the part then Press Delete.

3. Click Yes when a confirmation message appears.

Update an item against a manufacturer catalog

When a product is in the Custom Catalog, the price will not automatically update when a new price list
is released on the Worksheet Monthly Update. You can use this to your advantage for clients that are
on old pricing or have special prices for items. For example, if they don't pay upcharges for certain
items you can change the price on those products.

If you want to have the prices use the current pricing from the Manufacturer Catalog, you need to
update your Custom Catalog when a new price list is released. You can update the entire catalog or just
individual items in it.

1. Inthe Projects tab of Explorer, highlight the catalog or part you want to update.

2. Right-click and select Update.

This will launch the Update Against Catalog Wizard.
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Add options to an item in a custom catalog

1.

In the Projects tab of Explorer, highlight the part you want to add options to.

If the part is within a Standard you will need to expand the Standard to view the

part.
Right-click and select Specify.

Select options for the item and then click OK.

Go back to the Projects tab and click Refresh to display the options you added to

the item in your custom catalog.

Notice that the options you specified appear listed under that product.

Projecks

Mew = L)

Hame
=G4 Projects
=l Local Projects
=-CF CF3
+-_ lraining
= @ worksheet custom catalog cod
=] 5910K-894
--E% GL
= {:} ]
£ EL
=-EE $MICA)
% PR2
1 OTMAH
¥ [#] ASSIGNMENTI.5pd
+ iﬁj complete column.zpd

Descrption

Project folders stored on vour computer

4224 Digkk, Shl Aszsp 25.5H bip 29H n/l
B" from LS /4 1/4" from Rear

b etal Grommet

CLR: Matte Silver

Mica Cr Optz

CLR: Platirunm ketallic

Lak: Beigestone

i
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Reuse and update items from a custom catalog

Custom catalogs give you the ability to reuse items in worksheets and drawings.
You can reuse:

Individual products

Standards

Individual products pulled from within a Standard

Depending on which option you chose above, updating an item against a catalog either updates against
the custom catalog or the manufacturer's catalog. See What happens when you update custom catalog
items.

Reuse an individual part from a custom catalog

1. Inthe Projects tab of Explorer, highlight the part you want to reuse in your custom
catalog.

2. Dragand drop it into the worksheet on the right side of the screen.

The part will appear in the worksheet as a line item. The item appears in yellow in
the worksheet. This represents a individual item from a custom catalog.
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When you do an Update Against Catalog on this item, it will update against the custom catalog.

Because this item is linked to the custom catalog, when changes occur in the custom catalog they will be
reflected in the worksheet.

You can reuse any item in a custom catalog, regardless of whether it was created in Worksheet or
in CAP Designer.
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Reuse a Standard from a custom catalog

1.

In the Projects tab of Explorer, highlight the Standard you want to reuse from your

custom catalog.

Drag and drop it into the worksheet on the right side of the screen.

Notice the pink color that represents a Standard line item in a worksheet.

e

R
- ﬂp - lam| o | 5 | %] Mig | Cab | Pat Humber Pt Desciiption Category | @
= B Locad Proscty | Project 1 ALS |aLD s h Wmmw:smw REESTAMIMG | 1
% [ v e \DESH
= tgwm 6L from LS 14" From Haae
& 38 TYPARY | TYRICAL M Malal Gromnmat
# 3 hanng [ EL CLR: Matte Site
= ol workthest cusiom catslog SMICAY ica Cir Opts
i ] S 24 PR2 CLR: Platinum Metafic
S ASSIGHMEMT1. 8 .
B ? complete colurm sl iTHl1 LAM: Brigestone
& LARGE FUOCRPLAN spd 2
& wwchipd |

If you step into the Standard, the products within a Standard appear in yellow in the

worksheet.
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The Standard is linked to the custom catalog (as indicated by the yellow lines). When you do an update
against a catalog in the worksheet, the Standard will be updated against the custom catalog.

If changes are made to the Standard in the custom catalog, such as adding options or changing prices,
the Standard in the worksheet will reflect that change the next time an Update Against Catalog is
performed in the worksheet.

To better understand this, do the exercise below:

1. Go to the Projects Tab in Explorer and add or change the options to one line of your
Standard.

2. Click on the Standard line and do an Update against Catalog in the worksheet.

You should see that the Standard price has changed and the options have been
added to that line in the Standard.

Reuse an individual part within a Standard from a custom
catalog

1. Inthe Projects tab of Explorer, expand the Standard, and highlight the individual
part you want to reuse in your custom catalog.

2. Dragand drop it into the worksheet on the right side of the screen.

3. The Individual Part from the Standard will appear in the worksheet as a line item.
Notice the color that represents an individual part in the worksheet.
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The individual part taken from a Standard will update against the manufacturer catalog when
you perform an Update Against a Catalog.
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What happens when you update custom catalog items

Here's a summary of what will happen when you reuse individual products, standards, or individual
products from standards in a worksheet then do an update against catalog:

Individual Products Update against —» Custom Catalog
Standards Update against —» Custom Catalog
Individual Products
. Manufacturer
pulled from a Update against —
Catalog
Standard

Break custom catalog links

If you do not want the individual products or Standards to update against the custom catalog they came
from but rather against the current manufacturer catalog, you can break the link.

See:

Break a link on an individual product

Break a link on a Standard

Break a link on an individual product

1. Make the custom individual product line item current or select the items to unlink.

2. From the Edit menu and select Break Custom Catalog Link.

3. Click Yes on the confirmation message.
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Notice that the product now appears as a normal product line, that is, the color has
changed to white.

If you were now to update against a catalog, this item would update against the current
manufacturer catalog and not the custom catalog from which it came.

Break a Link on a Standard

There are two ways to break a Standard link:

flatten all the components into the worksheet as individual line items

break the link to the custom catalog and convert the Standard to an Outline level.

The advantage of the Outline method is that you can update against the manufacturer's catalog, but still
have a line representing the whole Standard.

See also Save as single level worksheet - to create a new worksheet with individual line items

Flatten a Standard

1. Make the Standard line item current.
2. From the Edit menu, select Flatten Standard or Outline Level.
3. Click Yes when you see a confirmation message.

Now all the components from the Standard are individual items in the worksheet. Similar items will not
be combined. Use Consolidate to combine them.

Break a Standard Link

If you would rather the items be in a separate folder but still be able to update against the catalog you
can also use Break Catalog Link.

1. Make the Standard line current.

2. From the Edit menu and select Break Custom Catalog Link.
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3. Click Yes when you see a confirmation message.
Notice that the Standard now appears as a green outline level.
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If you step into this Outline level, you would see that the items within the Standard now appear as
normal product lines and have been multiplied by the number of Standards that were originally
there. Notice that the header is the same green, indicating that you have stepped into an Outline level.
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If you were now to update against a catalog, all of the products in this Outline level would update
against the current manufacturer catalog and not the Custom Catalog from which they came.

You can later Flatten the Outline level from the Edit menu.
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Standards are groups of products that usually represent a workstation. You can create a Standard from
the worksheet or from a CAP Designer drawing. See Add items to a custom catalog for information on
creating Standards from a worksheet. See the Create a CAP Standard section in the CAP Designer help
file for more information on creating Standards from a drawing.

Once you have created a Standard you can reuse it by dragging it into a worksheet.See Reuse a
Standard from a custom catalog for details.

This section describes how to modify and use Standards.
See also:

View the contents of a Standard

Step out of a Standard

Redefine a Standard

Save as single level worksheet

Print multiple levels

Show levels in Explorer

Break a link on a Standard

Outline levels

Delete an item
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View the contents of a standard

Viewing the contents of the Standard is also called Stepping into a Level.
To view what is in a Standard you can:

¥ Click the Level drop-down on the header then select Step In.

Grand Tota

]
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When you step into a Standard, notice that the lines are yellow, because the parts come from a Custom

Catalog. Also notice the title has changed to the name of the Standard in the header (Level bar).
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Step out of a Standard

The most common ways of stepping out of a Standard are:

¥ Click the Level drop-down on the header then select Step Out.
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Redefine a Standard

When a Standard is in a custom catalog it can be edited from Explorer, Worksheet or in CAP Designer.

Example of redefining a Standard in the worksheet:

1.
2.

Add options to the Standard in the worksheet.

Select all the items in the Standard.

Click on the Item toolbar and select Custom Catalog Wizard.

In the Send to Custom Catalog Wizard, select the Standard that you wish to
redefine.

Send To Custom Catalop Wizard
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Click Next.
Click Next on the

© ®» N o uv

Starwlard Propedties

Edil ma intaihidliin taguiie

Saving Your Work dialog.

Type in the exact same name as the Standard you are replacing.

Type in a description.

Check Replace the contents of the existing Standard.

I 16 dadirdn & Slisdand

it i the pyane of the Standard? Standard rames are e part numbers
weher the Standard is conbained in & Wirkshest

Tye

kit i the desoription of the Standard” SEardand descriptions are B part
chitriptions whan Fa S2andand B oontainod in & Workshse!

Topscal & Wiorkstation

(=] Aaplstn tha mnterts of tha sostrg SEandand
[+ Consobclste the parts in this Standand

ks |
Bdas T

s 3

< Back |__nsh | [ cance |_|1eE-__J

10. If necessary, assign an Alias to all the components of the Standard.

11. Click Finish.
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12. Go to the Projects tab in Explorer and click o .

Notice that the Standard will now have the options in it.
To redefine a standard from the Explorer bar:

1. Go tothe Projects Tab in Explorer and add or change the options to one line
of your Standard.

2. Click on the Standard line and do an Update against Catalog in the worksheet.

You should see that the Standard price has changed and the options have been
added to that line in the Standard.

Save as single level worksheet
When you are ready to order items that are in your worksheet, they must be listed as individual items,
with no outline or standard levels.
To create a new worksheet with items from standards/outline levels listed individually:
1. From the File menu, select Save As Single Level Worksheet.
2. Inthe Save in field, choose the disk/folder where you want to save the worksheet.
In the File name field, type in the name of the file and press ENTER.
Type in a meaningful name so you can easily link this worksheet to the
original one. For example, if the original worksheet is named Client1, name the

single-level worksheet Clientl_order.

Notice that the new worksheet has items listed individually, with each line no
longer in yellow.
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This way, you still have the original worksheet with the Standard lines in it. If you ever make changes to
the Standard, you just need to Save As Single Level Worksheet again to create a new worksheet with
items listed individually.

Saving as a single level worksheet is different from flattening a standard or breaking a standard
link, which breaks the link to the custom catalog.

Print multiple levels

A quick way to print all the levels (Standards or Outline) in a worksheet is to use the Print Levels tool.
Before you print you will need to set the default printer using the Print Setup dialog.

1. From the menu select File, Print Levels.

2. Inthe Print Levels dialog box, select which worksheets you wish to print. For each
line checked you will have one printout.

3. Check whether you also want to print the cover page and/or the report.
4. Click Print.

m The title on each sheet will be the name of the Standard or the Outline level.
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Show levels in Explorer

Click the Level dropdown on the header then select Show Levels In Explorer.

& Workstations.sp4 (modified) | - X

[ Typd : Typical A& Workstation b Level _

Item | | ) |,fi|| Mig | Cat| Qty | Part Number Pan Descr '}

[1] ; AlS (A3D | 2 YO3E24P Base Panel Fri {P StepOut

: IEHX24W Pnt

| o T 7
: : \Skipped Optio | Brint Levals...

2 | JAS RS0 | T [VOHBIP  [Base Panel S| Sowtevelin Explorer

[IEHX30W Pntd Top ..
lmea
i Skipped Oplion

The Explorer bar's Projects tab highlights the level you are currently in (whether you are in the
worksheet or Standard level).

Outline levels allow you to better organize your worksheet. For example, you would use an outline level
for a floor, building or room name. Within each outline level you would have your parts and standards.
When you print the worksheet, you can show only the outline levels to be able to quickly look at pricing
per level.

You can create outline levels from the worksheet or from a CAP Designer drawing. In CAP Designer, you
would create CAP bounds and this will be represented in 2020 Worksheet as an outline level. See the
Bounds section in the CAP Designer online help for details.

To create an outline level in 2020 Worksheet:

hd el .
1. Click =2 et on the Item toolbar then select Outline level.
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2. Agreen lineis inserted in your worksheet, representing an outline level.

' ® untitled1.sp4 (modified) | v x

5] worksheet v

Part Descrip

3. Click in the Part Number column to change the outline level name, if necessary.

You can use the same commands available to Standards for Outline levels. See the following topics
under the Standards section:

¥ View the contents of a Standard - to step into an outline level to view and modify its contents.

—

* Step out of a Standard

A

Save as single level worksheet

—

* Print multiple levels

# Show levels in Explorer

To delete an outline level, see Delete an item.

You can also create an outline level by breaking a standard link.
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Panel configurations are usually created and modified in CAP Designer so that they are updated
automatically in the design. However, Worksheet also gives you the option to create and modify panel
configurations.

You can either:

Use the Custom Catalog Wizard to create a panel configuration and then insert it into the
worksheet

Create and insert a panel configuration without the Wizard

Use the Custom Catalog Wizard to insert a panel

i N
1. Click 2% "I on the Item toolbar then select Panel Configuration from a
Custom Catalog.

2. Inthe Custom Catalog Wizard, click Panel Builder to create a new panel
configuration.

3. Create your panel configuration(s) in Panel Builder. For more information, see the
Panel Builder help. Close Panel Builder when done.

4. Backin the Custom Catalog Wizard, click Refresh to update the custom catalog list.

5. Open the custom catalog where you saved the panel configuration, select the
appropriate panel configuration width then click Finish to insert the item into the
worksheet.
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Select Panel Configuration
Mame Descaiption "~
= B Local Propects Proect folders stone
% Grand Rapids clfce
i g Client Catalog cod

= My Panel Configurations. cod
% B Wood Panel 48 High
= By Acoustic 51
+ a Acoustic 51 24 24" Paned Conlig
£ B Acousics1 30 3¥* Parel Coniig
# B Arresicf1 96 W Paned Conlin ¥
< >

Press Findsh to insert the selected bem into the workshest.

See also:

* Modify a panel configuration

* Specify options for a panel configuration

Create a panel configuration without the Wizard

1. From the Tools menu, select Panel Builder.

2. Create one or more panel configurations in Panel Builder. For more information,
see the Panel Builder help file. Close Panel Builder when done.

3. Right-click on the custom catalog where you just added the panel configurations
then select Refresh.
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 Mame
S & Projects
T Local Projects

® d Grand Rapsds office
& NY office
B Clert Catalog ced
i @ Typical Panels. ccd
] ABCProposal spd
# [ ABCTotslspd

After creating the panel configuration, select a particular width then drag it to the

worksheet.

a My Panel Configurabons cod
= By Wood Panel 48 High
@ B Wood Panel 48 High 18 #

® B ‘Wood Panel 48 High 30
@ [ ‘Wood Panel 48 High 36
@ [ Wood Panel 48 High 42

@ [B Wood Panel 48 High 60
& @ Typical Panels.ccd

@ Irventory. spd
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See also:

Modify a panel configuration

Specify options for a panel configuration

Modify a panel configuration

Ipglelelg=laie A panel configuration is like a standard, with one exception: a panel configuration already
inserted in a worksheet is NOT linked to its custom catalog.

If you make changes to the panel configuration in the custom catalog, the panel configurations already
in the worksheet do not change even if you do an Update against catalog. You will need to delete the
existing panel configuration in the worksheet and drag the panel configuration again from the custom
catalog to the worksheet.

It is therefore recommended to specify options for the panel configuration only after the panel
configuration has been finalized.

1. Right-click on the panel configuration then select Specify. Panel Builder opens so
you can make your changes.

Note that even if you right-click on a particular width, all panel configuration widths
get modified, not just that specific width.
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Make the changes in Panel Builder, save and close Panel Builder.
Right-click on the custom catalog (.cc4 extension) then select Refresh.

If you had previously inserted that panel configuration into the worksheet, you will
need to delete that panel configuration in the worksheet then drag and drop from

the Custom Catalog.
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Specify options for a panel configuration

A panel configuration is represented on the worksheet as a standard. However, unlike a standard, a

panel configuration already inserted in a worksheet is NOT linked to its custom catalog. It is therefore
recommended to specify options for the panel configuration only if the panel configuration no longer
needs to be modified.

1. From the worksheet, step into the standard.

" 8 Untitled1.sp4 (modified) |

- x

| (88 Acoustic 51 24 : 24° Panel Config

4 o

ltem | Preview| ./ | 4 | 4| Mfg | Cat | Part Number
5 TEK |TLE |KES1524
| | ©
3 TEK [TLE |KES1524
.ZI L
T TEK |[TLE [KTR24
—

£
Mt *m " Worksheet 4 Global Options 4 Cover Pege 4 Repord /

»

2. Do an Update Against Catalog.

Notice that in the Complete column, the Question mark is replaced by the

icon.

3. Specify each item one by one or use Global Options.

)

W

If you want to display the image in the Preview column, you must do an Update Preview image.
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Validate a worksheet

To ensure that you have entered accurate orders, use the Validate command. This command checks a
worksheet against a set of validation criteria. After running the verification you can view a list of errors
encountered. From this list you can flag the erroneous parts or go to the part number in the worksheet.

1.

From the Worksheet menu, select Validate.

The Validate Worksheet dialog appears. You can resize this dialog or go to the
worksheet while this dialog is open.

The dialog lists part numbers in the worksheet that are not valid. You also see the

errors on each part number.

Validate Worksheet '
Visual Impression Sample.associated.visual =
Sell Price
Incomplete | List Price | Purchase | Sell Price <= Quantity is |5
Sout B Options <=0 |Price<=0| <=0 | Purchase 0
Price

EXHB . .
Part Number . . . .
CE66 . .
CX66 . -
CTREC3672 . .
DPDABBF3672 . .
USD3072 . .
TC24 . .

TC42 . . 4

(o] (i ] [
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2. To change the validation criteria, click Criteria. In the Validation Criteria dialog
check the ones you want verified then click OK.

The information on the Validate Worksheet dialog will be refreshed automatically.

3. To make corrections, you can either:

- Click on Flag All to flag parts that are not valid. Without closing the dialog, make
the corrections in the worksheet. Go back to the Validate Worksheet dialog and
click Refresh to update the information.

- Click on a part number to make that part number current in the worksheet.
Without closing the dialog, make the corrections in the worksheet. Go back to the
Validate Worksheet dialog and click Refresh to update the information.

4. Click Close to close the dialog.

If the current worksheet was created from a CAP Designer or Giza Designer drawing, you can open
Visual Impression to visually specify product and room finishes.

Click the Visualize menu and Select Scene, and then select a scene from Visual Impression.
Visualize | Tools Help

Select Sclimlizm ey B e

Scenes £ Select Scene...

Works Start Visual Impression a select a scene
= = to visualize

et
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SELECT SCENE

Entire Design
This scene contains all tems in the design.

You can also click a named scene or Entire Design to start Visual Impression.

Visualize | Tools Help

#1 Select Scene... = %l | -Ft '-I“.a E
Scenes 3 Single
| kasheet% Double
d
Item | ﬁ.... L
1 Octo
- @
@ Entire Design
MAlE—
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See also Define a scene for Visual Impression in the CAP Designer help file or the Giza Designer
help file and the Visual Impression Quick Tour help file.

Worksheet Links are similar to Standards. You can use Worksheet Links to help create a Total Budget
Recap for a job. You can use them to link to other worksheet files.

For example, let's say you want to create a budget for a job with several workstations, panels and lateral
files but do not need a drawing. By creating a worksheet for each group of items you can easily add
them together using Links.

See:

Insert worksheet links

Change worksheet links

Save as single level worksheet

Delete an item

Insert worksheet links

In the exercise below, you will create a proposal worksheet for client ABC's Mortgage Department. The
client wants 6 TypA workstations and 4 TypB workstations. You will use worksheet links in the proposal.
Before starting the exercise, create 2 worksheets:

1. Name the first worksheet TypA.sp4. Add a Standard in it.

2. Name the second worksheet TypB.sp4. Add a Standard in it.
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Exercise - insert worksheet links:

1. Create a new blank worksheet. Save the worksheet as ABCProposal .sp4.

. v Insert - .
2. Click 3 on the Item toolbar then select Worksheet Link.

3. Inthe Open dialog box, double-click TypA.sp4 to insert it into your ABCProposal
worksheet.

Line item 1 will now have TypA.sp4 inserted and subtotaled.
4. Repeat Step 2 to insert another worksheet link.
5. Double-click TypB.sp4 to insert it into your ABCProposal worksheet.
Now we can edit the quantity fields of each line:
1. Click in the Qty column of line item 1 (TypA) and change the quantity to 6.
2. Click in the Qty column of line item 2 (TypB) and change the quantity to 4.

Here you have a great way to look at and keep track of the project. vour client can see the individual cost
of the workstations, the subtotal for the department, and how many of each type of workstation is
going in the department.

As long as the individual typical worksheets are correct (have the correct items, brackets, grommets,
cantilevers, task lights, etc), you know the bottom line is correct.

See Change worksheet links to view how making a change to the TypA.sp4 standard also
changes the file ABCProposal.sp4
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Change worksheet links

Before starting this exercise, make sure you did the exercise Insert worksheet links.

Let's say that the client has seen the sub-totaled proposal, and they would like to make changes to TypA
by adding a guest chair.

1. Inthe worksheet ABCProposal .sp4, make line item 1 current by clicking in the
part description column for Typical A.

2. From the File menu, click Worksheet Link, Open.

This will open the original TypA.sp4 worksheet so that you can add a guest chair.
Using Explorer, search for a chair and drag it into the worksheet.

3. Save the TypA.sp4 worksheet and close it.

4. Verify the changes have been made to ABCProposal . sp4 by checking that the
price has increased.

Once client ABC is satisfied with the proposal, you can merge all the furniture items onto one worksheet
and create one order. To do this, you need to save the file ABCProposal . sp4 as a single level
worksheet. See Save as single level worksheet for details.

The 2020 Contacts Manager is a small database that helps you integrate and organize contact
information such as customers, vendors and staff.

You can then display this information in your worksheet cover page and reports by selecting the
appropriate contact through the Worksheet Properties General tab.

To enter contacts, from the Tools menu, select Contacts.
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Add a new
contact

Click the Add New button.

Enter the contact information on the right side
of the screen.

Click OK to save your changes.

Modify a contact

Highlight the contact on the left side of the
screen.

Modify the contact information on the right
side of the screen.

Click OK to save your changes.

Delete a contact

Highlight the contact on the left side of the
screen.

Click Remove.

Click OK to save your changes.
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Set a contact as
the Prepared by
contactin
Worksheet
Properties.

Import contacts
from a comma-
separated (.csv)
file or an XML
file

Export contacts
to a comma-
separated (.csv)
file

Highlight the contact on the left side of the
screen.

Click Set Default.

Click OK to save your changes.

Click Import File.

In the Open dialog, select the file to import then
click Open.

Click Export File.

In the Save dialog, type in the name of the file
then click Save.

See also Edit contact information for the current worksheet only

Edit contact information for the current worksheet only

You can edit a contact's information for the current worksheet, so that it is different than what is stored
in the Contacts database. This feature also allows you to update your Contacts database when you
receive a worksheet that has newer contact data.

1. Click on the Standard toolbar.

2. In Worksheet Properties, click General on the left.

3. Click the button beside one of the contact fields.
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4. Inthe Edit Worksheet Contact... dialog, modify the contact information under This
Worksheet's Copy.

If you make a mistake and want to copy the information from the Contacts
database, click Copy from Database.

If you want to copy the information in the current worksheet to the Contacts
database, click Save To Database.

5. Click OK in the Edit Worksheet Contact... dialog.

6. Inthe Worksheet Properties dialog, click OK to save and close or Apply to save and
keep the dialog open.

Cover Page helps you create attractive, informative cover pages for several different uses. Here are a
few examples of possible uses for a cover page:

Approval pages — allow an end user to sign off on pricing and information within a specific
worksheet for an upcoming project.

Proposal page — for bid purposes on a job, where a dealer could prepare a page that specifies
that the information is for estimates only.

Fax cover pages — to send as a fax front page on a worksheet that a user may want to send to a
client.

Interoffice cover — to pass information from one department to another within an office. This
could serve as a verification that information has been passed from design to sales and then to
order entry.

There are infinite ways to customize a cover page. A company or dealer could create a cover page and
have everyone in the company use it. Once it is created it can become the default for a dealership to
create a consistent look when preparing internal information or presentation for clients.
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Cover Page includes an editor and WYSIWYG (What You See is What You Get) preview screen. In Cover
Page you can include: company logos, imported graphics, freehand drawing elements and worksheet
data that is dynamically updated from a worksheet, such as pricing and customer information from
Worksheet Properties.

See:

» Edit an existing cover page

» Manage cover page layouts

» Create a new cover page layout

» Apply a cover page layout

» Zoom the cover page

» Print a cover page

Edit an existing cover page
1. Click the Cover Page tab in the Worksheet area.

Project specific notes and resisions.

M 4 ¢ w Y Wiorkshest 4 Global Opbols ) Cover Page
Fiow Hedp Topics, prsss F1 T

2. Beside Selected CoverPage, select Plain.

/& Clientl.sps

wl ] (7] | selected CoverPage: Flain = Zoom:  100% -
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3. Click the Edit CoverPage Layout icon.

@ | Selected CoverPage: Plain

-
b+]
ja| Edit CoverPage Layout

Edit the active cover page layout in the
CoverPage Designer

This launches the 2020 CoverPage Designer for the default cover page titled Plain.

4. See the 2020 CoverPage Designer online help for information on using this program.

5. After making changes in 2020 CoverPage Designer, click [@j on the Cover Page
toolbar to view your changes.

Manage cover page layouts

1. Click the Cover Page tab in the Worksheet area.
Project specific notes and remisions.

s Hmfﬂmmf Lﬂmrpm;ﬁ?

Fex Help Topics, press F e
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2. Click the Manage CoverPage Layouts icon on the CoverPage toolbar.

(| @ | Selected CoverPage: Plain
L

Manage CoverPage Layouts i

Manage the list of cover page layouts

In the Manage Cover Page Layouts dialog box you can do any of the following:

Create a new cover
page layout

Click New to create a blank cover page layout

Create a new cover
page layout based on an | See Create a new cover page layout.
existing one

Select the cover page layout then click Edit. The 2020
Edit a cover page layout | CoverPage Designer appears. See the 2020 CoverPage
Designer help for details.

Rename a cover page

Select the cover page layout then click Rename.
layout

Delete a cover page

Select the cover page layout then click Delete.
layout

Apply a cover page
layout to the current Select the cover page layout then click Apply.
layout
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Set a cover page layout
as default

Select the cover page layout then click Set Default.

Notice that the selected layout is now in bold.

Reset the default cover
page layout

Click Clear Default.

Create a new cover page layout

1.

Click the Cover Page tab in the Worksheet area.

Project specific notes and resisions.

R muopmﬁ: }.‘l:mer;i?

Fiew Hedp Topice, pracs Fl

e

Click the Manage CoverPage Layouts icon on the CoverPage toolbar.

| @ | selected CaverPage: Plain
L

Manage CoverPage Layouts i

fManage the list of cover page layouts

In the Manage Cover Page Layouts dialog box, click New Based on to create a cover

page layout based on an existing one.

In the Browse for File dialog, click the + sign beside the CoverPages folder to expand

it.

335



5. Select an existing cover page layout.

-

Manage Cowver

Default Folder:

CoverPage Lo

n

Mew Based O

=
m
=

6. Click OK.

Browse Far File

Select an existing CoverPage layout to base a new one on:

F

, CoverPages

=

| -

—

B

| M-

cap_logo.jpg

Conternporary Large Project.cpd
Conternporary.cpd
CoverPagekeyFile.tet

Modern Large Project.cpd
Madern.cpd

Plain Large Project with Logo.cpd
Plain Large Project.cpd

Plain with Logo.cpd

Plain.cpd

| | Traditional Large Project.cpd

!.. i]'i"f

[ Make Mew Faolder K,

7. Enter a unique name for the cover page layout then click OK.

8. Click Close in the Manage Cover Page Layout dialog.

You will now be able to select the new cover page layout by clicking beside Selected

CoverPage and then selecting it under My Cover Pages.

Cancel
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Selected CoverPage:

My Modern Cover Pages T

E My Modern Cover Pages
L Samples

Contemporary Large Project
Contemporary
Modern Large Project

Modern

Plain Large Project with Logo
&| Plain Large Project

[ ) i

Zc

R

-

—

-

—p—

Apply a cover page layout

To apply a standard or user cover page layout to the current cover page:
1.

2. Select the standard or user cover page layout from the list.

From the menu, select Reports, then Apply CoverPage Layout.

A faster way is to click the arrow beside Selected CoverPage, then select the cover page layout.

Selected CoverPage: |C-:untempu:urar';.f Large Project m

| My Cover Pages

3 Samples

<3

My Modern Cover Page

Contemparary Large Project
Contemnporary
Modern Large Project

Modern
=l ¢
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Zoom the cover page

1. Inthe Cover Page tab in the Worksheet area, click the dropdown arrow beside
Zoom on the Cover Page toolbar.

2. Select the level you want to zoom.

Zoom: |100% [~

a5
7%

100%:

200%:

Fit ko Window
_uskom

Print a cover page

You can print a cover page independently or along with product items.
To print the cover page only:

While you in the Cover Page tab, click File menu then select Print.

To print the cover page with product items:

1. Click the Worksheet tab.

2. From the File menu, select Print Levels.

3. Inthe Print Levels dialog, check Include the Cover Page.

4. Click Print.
See also Print reports
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2020 Worksheet's reporting tool allows you to build completely customized internal or external
reports. You can do this by creating your own report or customizing report templates.

See:
* View a report

* Apply a standard or user report design

» Generate Quick Reports

» Create, edit and manage reports

» Report Designer

» View report pages

» Export a report to PDF

* Print reports

View a report

Click the Report tab at bottom of the worksheet area.

B[] NREE4ZF HON [HIN 1 |Racieay Fabnc Panel GaH 429
$1) GRADE: Fabic Grade M1
CT FABRIC: Catatyst
20 _ {COLOR: Gold

- |
W4 b M \Worksheet J Global Optons ,{mm'ﬁﬂmmj |
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Apply a standard or user report design

In the Report tab, there are standard report designs (templates) that you may use to create reports. You

can also select one of the user reports you created.

1. Click the Report Designs drop down on the Report Toolbar.

P e

2. Select one of the standard reports or user reports listed. The report will
automatically generate and you will see a preview on the Report tab.

(») Report Designs_+

Category Report (with Image)
Category Report (with Options and Image)
Category Report (with Cptions)
Category Report

Dreaer Report {with Image)

Dealer Report

Example Reeport {with Image)
Exaerple Report

List and Soll Price Report (with Image)
List and Sell Prics Report

List Price Repost (with Imags)

List Price Report

Purchase Price Report{with Image)
Purchase Price Report

Sell Price Report (with Image)

Sell Price Report

Standard Finance (Landscape)
Standard Finance

Sandand Quate (with Image)
Sandard Quoke

Sandards Report (with Image)
Standards Report (with Options and Image)
Sandiards Report (with Options)
Standards Report

Standard reports

My List and Sel Frice Report
Quick Report

— | User Reports
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Generate Quick Reports
A Quick Report can be generated based on the columns that are turned on in the Worksheet tab.

To generate a quick report, click on the Report Toolbar.

Once you have run the Quick Report once, it will be available from the Report Designs drop down
on the Report Toolbar.

This quick report can then be customized and renamed.
See also:

View a report

Apply a standard or user report design

Create, edit and manage reports

Report Designer

Export a report to PDF

Print reports

Create, edit and manage reports

The Manage Report Designs dialog allows you to create and modify your own report designs. These
reports will be stored as user reports.

1. Click on the Reports toolbar.

2. Inthe Manage Report Design dialog:
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Create a new
blank report

1. Click New.
2. Enter a name for the report then click OK.
2020 Report Designer launches with the new

report opened. See the Report Designer
help to edit the report.

Create a new
report based on
an existing one

1. Click New Based On.

2. The Browse for File dialog opens.

Select the report in the Standard Reports
directory. If you would like to browse to the
User Reports they can be found under:

My Documents\CAP\UserReports.

3. Enter a name for the report then click OK.
2020 Report Designer launches with the new

report opened. See the Report Designer
help to edit the report.

Edit a report

Select the report then click Edit.

2020 Report Designer launches with the new report opened. See the

Report Designer help to edit the report.

Rename a report

Select the report then click Rename.

Delete a report

Select the report then click Delete.
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Apply a report
design to the
current one.

Set a report as
default

Reset the default
report

Select the report then click Apply.

Select the report then click Set Default.

Notice that the selected report is now in bold.

Click Clear Default.

Create a Panel Builder Report

To generate a report on panel configurations showing Panel Builder elevations and finishes, click

Reports, Panel Builder Reports...

- Panel Report Setup EI@

Mame Mfg Cat Qty Width Description Detzils
DMO, DMO, ABB-PML

[] ABB-PHL 42 oMo DMO 22 42 42" Abasic 66" panel no wi... Details..
DMO, DMO, ABE-WIN-MBZ-PML

[] ABE-WIN-M.. DMO DMO 2 42 42" 66" High Panel with 2 M... Details..
DMO, DMO, ABE-WIN-MB-PMNL

[] AB6-WIN-M.. DMO DMO 19 42 42" ABB-WIN-MB-PNL Details...
DO, DMO, A66-WIN-PNL

I:‘ ABB-WIN-P.. DMO DMO 15 24 24" ABB-WIN-PNL Details...

I:‘ ABB-WIN-P.. DMO DMO 2 42 42" ABB-WIN-PNL Details...

[7] Include detailed information following each elevation in the report

[] Include Header Irmage
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This dialog box allows you to:
Select one or all Panel Builder configurations.

Insert graphics and finish text on the report or insert graphics with details of options.

Details

Details...

Obtain more information on reports such as catalog and manufacturer information, effective
date of the catalog, project name and long part number description and user-defined logos
(Include Header Image).

Choose the configuration(s) you wish to generate a report for, add the options Details you want, check
Include detail information following... and Include Header Image, as you wish, then click OK.

Report Designer

You can modify standard reports and also create and edit user reports in the 2020 Report Designer
program.

1. Click ”J on the Reports toolbar.

2. See the Report Designer help for information on using this program.

Y
3. After making changes to a report design, click on the Reports toolbar to
regenerate the report.
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View report pages

From the Report tab toolbar, use the arrow buttons to view pages in the report:

‘_;"ﬁ.ﬁ|l4 1« » M|z

13§ - |

Or, type the page number in the Go To Page box then press Enter:

g

IE

To zoom in or out, click the Zoom icon and select the zoom factor.

-

Page width
Whole Page
400%:
300%:
200%:
150%:
100%:

=i

0%

25%

Cuskomize...
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Export a report to PDF

Once you created a report, you can export it to a .pdf file.

1. From the Report tab, click the Export Report button on the toolbar.

@ alias file for customers.sp4 l

e > w1 7 8]

] Export Report L

CW2 Worksheet

2. Inthe Save As dialog, choose the disk/folder where you want to save the PDF file in
the Save in field.

In the File name field, type in the name of the file and press ENTER.

The exported PDF file will now be in the location you specified.
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Print reports

You can print the report independently or with the cover page and worksheet.

To print the report only:

1. From the Report tab toolbar, click = | .

‘Eﬁ|H1>H|2 5 - |

2. Select the Printer, the Print range and the Number of copies.
3. Click OK.

To print the report with the cover page and worksheet:

1. Click the Worksheet tab.

2. From the File menu, select Print Levels.

The Print Level dialog will open.
3. Check Include the Cover Page and Include the Report.
4. Click Print.
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Many manufacturers have a frame and tile system that you can work with. Your design may start as a
drawing or as a specification. During the design process you will need to define the buildup of the frame
— this is called a frame design. The design will combine frame designs with the frames and other
furniture components to create an order.

A frame design stores the frame type, frame height, and all components for a complete frame. Frame
components include tiles, topcap, add-on frames, load bars, and segment kits. Color and option set
values can be specified for tiles and top caps.

You can create frame designs using either of the following methods:
Create a frame design in 2020 Worksheet

Import frame designs from manufacturer design files, Giza drawings, and design sets created
using Frame Designer

Once you have created a frame design, you can add it to the current worksheet.

Frame designs can only be specified for manufacturer libraries which support Frame Designer. A
frame design is independent of the frame width.

See:

Access the Frame Designer

Create a frame design

Modify a frame design

Print a frame design

Export frame design sets

Import frame design sets

Add frame designs to a worksheet

Frame Designer preferences
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Access the Frame Designer

1. Click on the Worksheet toolbar.

2. Select the Manufacturer and Catalog that you wish to use. The dialogs/choices will

vary with each manufacturer.

Frame Designs

Library
Manufacturer:

il Hacufachurers |4
Catalog:
MTX - Affordable Interior Sysbems Matrix Series »

Frame Design

o

Derscripkion:

3. Click Designer.
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See also:

Create a frame design

Modify a frame design

Print a frame design

Export frame design sets

Import frame design sets

Add frame designs to a worksheet

Frame Designer preferences

Create a frame design

1. Click H_J on the Worksheet toolbar.

2. Inthe Frame Designs dialog, select the Manufacturer and Catalog that you wish to
use. The dialogs/choices will vary with each manufacturer.

3. Click Designer.

The Frame Designer dialog displays the Catalog selected, the default frame type
and size, usually the smallest. If this is the first frame design you are creating for
the selected catalog, the Design name box is empty.

4. Change the Frame Type and Frame Height to a standard panel height, for example
61”.

350



¥ Frame Designer [KL5]

pE@al x|

Define | Freview | BOM |

Stack-on : i

12 [[124 Fasric i +]

12H WwWioD
12H VENTILATED
12H GLASS

18 Ji{12H SLAT ALUMIMNUM

12H FABRIC MOM-TACKABLE

O |

2 |l =) | I

I 5 1] I

Qutside

Use the Tile drop down menus to pick the tiles required.

Click the Color button to the right of each tile dropdown to specify color for tiles

and topcaps.
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8.

24H PAINT _@_}I
T
A= B
~HHER
Inside EEE E
In the text box to the right of the Color button, you can specify the Option Set

value.

To place a stack-on or segment kit in a slot, right-click in the Stack-on location of the
frame. Select an available kit from the submenu.

F- Frame Designer [KL5] [erii”_i
ORI &l =] | G| ®|[rwrerant e <][eio0 =] @2

Define: | Freview | BOM |

Stack-on

12 ([12HFABRICHT =] _| [1 07 CELING PWR ENTRY EI
O7H COMB PAINT/FAB

O7H COME WIFAB

19 ([19HFABRICHL ] | ﬁ%m

12H COME PAINTIFAB
12H COMS WD[FAB
12H FAB ACOUST

12H GLASS FAS FRAME

a |EEEEE~] | | 2 imasswormae |
19H CELTNG PYWR ENTRY
19H COME PAINTFAB

= 19H COMB WDJFAB s

19H FAB ACOUST

19H GLASS FAS FRAME re—
19H GLASS PAINT FRAME
19H GLASS WD FRAME
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10.

11.

12.

13.

14.

Each manufacturer will have different items that can be stacked. If the Stack-on frames menu is
grayed out you cannot add any more.

To remove an add-on frame, right-click on it then click the Remove command on the submenu.
To change an add-on frame, right-click on it then select another add-on frame.

Click the Preview tab to see a front and back elevation of the frame.

Click the BOM tab to review the part numbers of the tiles selected.

Save the configuration by clicking either the Save E or Save as @ icon on the

toolbar.

In the Save As dialog, type a Design Name (maximum 15 characters, no symbols)

and a Description (maximum 20 characters).

If a design of the same name already exists, 2020 Worksheet will prompt you to

overwrite the existing design.

Click OK.

Notice that the design name is now displayed.

¥: Frame Designer [KL5]

D[R] & =l

Close the Frame Designer dialog when finished by clicking the red X at the top of
the dialog.

In the Frame Designs dialog, notice that the Name of the design you created is now
available under Frame Design.
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I rans: Diesigns

Lt ary
Manufacturer:

KM - Kimbal Cffice
Catalog:

Frame Decsign
Name;

FF

Degcriphion:
Fabric 2 Side

KIS - CETRA PANELS & RELATED TTEMS W

[Luedete | [ concel |

15. Click the Update button to create all the frame design sizes for that configuration.

16. Click OK when you see the confirmation message.

2020 Worksheet updates all frame designs in the current 2020 Worksheet. During
the update, if a frame design does not exist, its dependent items are removed from

the project.

The frame design is accessible from the current worksheet only. If you wish to use it in other
worksheets, you will need to export it to a design set then import the design set into another

worksheet.
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See also:

* Modify a frame design

# Print a frame design

* Add frame designs to a worksheet

* Frame Designer preferences

\[e1{=H You can also create a new frame design by clicking AQI in the Frame Designer dialog. You will
have to enter the design name and description right away. Follow the same steps as above.

Modify a frame design

For instructions on creating a frame design, see Create a frame design.

1. Access the Frame Designer.

To access the frame design right away, select the name in the Frame Designs dialog

Frame Designs FZ|
Library
Manufacturer:
KIM - Kimball Office ~
Catadog:
ELS - CETRA PANELS & RELATED ITEMS - 10/16/061 »

Frame

e
T

Dresoriphicn:
Fabric 2 Side

|L=bdate]|~:wd]
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2. Inthe Frame Designer dialog, select the frame design Name.

@IH _

3. Make modifications to the design as necessary.

4. Save the configuration by clicking E on the toolbar.

If you want to create a new frame design based on the current one, click Save as

5. Close the Frame Designer dialog when finished by clicking the red X at the top of
the dialog.

6. Click the Update button to create all the frame design sizes for that configuration.
7. Click OK when you see the confirmation message.
2020 Worksheet updates all frame designs in the current 2020 Worksheet. During

the update, if a frame design does not exist, its dependent items are removed from
the project.

See also:

Print a frame design

Export frame design sets

Import frame design sets

Add frame designs to a worksheet

Frame Designer preferences
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\[e){=H To delete a frame design, select the frame design name then click Delete ﬂ To print a frame
design, see Print a frame design.

Print a frame design

1. Access the Frame Designer.
2. Inthe Frame Designer dialog, select the frame design name.

Sh||Fs

Fs
3. Click the Print button.
4. Select the Printer, the Print Range, and the number of copies.
5. Click OK.
This will print a page showing the front and back elevation of the frame.

See also:

Create a frame design

Modify a frame design

Export frame design sets

Import frame design sets

Add frame designs to a worksheet

Frame Designer preferences
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Export frame design sets

You can export frame designs so that they can be used in other worksheets or Giza designs.

1. After creating or modifying frame designs, click .

2. Inthe Export Design dialog, click New.

3. Type a name for the Design Set.

IF. Framn Destgnar [KLS]

2 fawrane] |[ ] omrasnz] [
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4. Click OK.

5. Pick all the frame designs you wish to export.

Use the SHIFT or CTRL keys to select more than one frame design.
6. Click Export.
This frame set can be used in other worksheets or Giza designs. When you import

Giza Designer projects, frame designs defined in the project are also imported as
Standards.

See also:

Print a frame design

Add frame designs to a worksheet

Frame Designer preferences

Import frame design sets
You can import design frames from manufacturer design files, Giza projects, and other 2020 Worksheet
projects.

Some manufacturers provide special frame designs. These are installed with the manufacturer's
libraries.

To import a frame design set into a Worksheet:

1. Access the Frame Designer.

2. Click .

3. Beside Import From, select Design Set.

You can also select Giza Project or Manufacturer Design file.
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4. Select the Design Set you wish to import from.

If you chose Giza Project in the previous step, select the location of the Giza
drawings and the project which contains the frame designs.

5. Select the frame designs you need.

Use the SHIFT or CTRL keys to select more than one frame design.

I\, Framu Designor [KLS]

Define | Paoview | BOM |

Import From
Dhatign Sed
Drezigri

DEnal @00 -x @r

|Cresign Se

|aac

6. Click Import.
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7. Click Close when you are finished.

Now you will be able to use the frame designs in the worksheet or in a Giza Design.
See also:

Print a frame design

Add frame designs to a worksheet

Frame Designer preferences

Add frame designs to a worksheet
After creating the frame designs you will need to add them to the current worksheet.

Click “B™e ~ | o1 the Item toolbar then select Frame Design.

In the Import Frame Design dialog, select the Manufacturer and Catalog.
Select the Frame Design Name.

Select a width.

Click Insert.

Continue to add frames of different configurations and sizes.

N o u k~ w N

Click Close.

Your worksheet will have a Standards line for each Frame Design size you added.
8. If necessary, change the quantity of the frame designs.
9. Click the Worksheet Title dropdown to see a list of the Frame Designs.

10. Select a frame design to see the details.
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ETRA 36WHETH PANEL SECTIONA
FRAME HARDWIRE PAINT TOP CAP

Skipped Optian
Skipped Option
Skipped Option

i b f“ﬁ‘“‘m‘“ﬁn—
i K HLS  [ARGISN

CETRA, 36VWi24H SECTIONAL
FRAME INSERT TILE FABRIC

Shipped Option

115.00

Skipped Optian

CETRA 36WX19H SECTIONAL
FRAME INSERT TILE FABRIC

Skipped Optian

5 B (KLS  |AS1EN

AGE12N

CETRA J6WH19H SECTIONAL
FRAME INSERT TILE FABRIC

Skipped Option

|CETRA 36WX12H SECTIONAL
(FRAME INSERT TILE F ABRIC

J!Skippnd Optian

TN

5 36 Wide FF

(CETRA 0WX12H, SECTIONAL
[FRAME INSERT TILE FABRIC

|Skipped Optian
36 Wide FF

§ 113900

Option set values are stored in the Alias3 column.

For more on working with Standards, see Standards.
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See also:

1S

v vy v . w

Modify a frame design

Print a frame design

Export frame design sets

Import frame design sets

Frame Designer preferences

Frame Designer preferences

1. Access the Frame Designer.

2. Click the Preferences button.

I.'*-‘:"Frmm ivaignor [KLS] .: I:]-)(
D| R0 & =] %] ] ] [WwiRe-pant e <] [61.00 _:Q!I |
e

Defre | Preview | 80M |

i

Preferences

¥ Cleas ophion et when slsment i changed
¥ Select detault colot when sloment i changed Delak ]
¥ Inchads color during dupbcate design check Cancel i

I Show contiol: only for active shot ]

1~ Reapert
I Tiarclsted paicodes ¥ Element names
o ¥ Element beights ]
i B ¥ Eloment past codes
¥ Element glions Fank I

20 |[zanFaErichD | | [z ragricho =] |[ ]
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3. Make changes to the Design and Report preferences.

4. Click OK to save your preferences and close the dialog box.

If you want to load the default configuration, click Default.

Design preferences

In this area, you can configure frame design options.

Clear When checked, the Option set field is cleared when you
option set select another tile on the Define tab.

Select .

default When checked, the color is changed to the default color of
color the new tile when you select another tile on the Define tab.
Include When checked, 2020 Worksheet includes color in the

color comparison for similar designs.

Show When checked, 2020 Worksheet displays the tile list, color
controls button, and Option Set box only for the active slot on the
only Define tab.
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Report preferences

In this area, you can select the details you wish to display in the BOM tab, Preview tab, and the Frame

Layout.

When checked, exact product numbers are displayed on the BOM tab
Translated and printed in the Frame Layout. Also, Frame Width is available. When
partcodes cleared, the Frame Layout and BOM tab display the product number
formulae.
Frame The value specified in this box is used for evaluating the product number
Width formulae. Frame Designer does not check if the product number
displayed is available in the library.
Element When checked, product descriptions are printed in the Frame Layout
names report.
El t
h:irgnhi: When checked, product heights are printed in the Frame Layout report.
Element . .
When checked, product numbers are printed in the Frame Layout report.
part codes
Element . . .
options When checked, option sets are printed in the Frame Layout report.

Click Font to select the font for text on the Preview tab.
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Command reference

This section lists commands available through the various menus. All commands are already referenced
by their respective tasks in this help file. The following topics give you a brief description of menus and
commands and provide links to corresponding topics.

File menu
Edit menu
View menu

ltem menu

Worksheet menu

Y ¥ ¥ ¥ ¥ ¥ ¥ ¥y

Help menu

File menu

Tools menu

Reports menu

Visualize menu

Ctrl+N Create a new worksheet New blank worksheet
New Create a new worksheet New worksheet using the
Worksheet using the Worksheet Wizard Wizard
Wizard
Open Ctrl+O Open a worksheet Open a worksheet
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Open Recent

Worksheet

Close Ctrl+F4
Close All

Save Ctrl+S
Save As

Save As Visual
Worksheet

Save As Classic
Worksheet

Save As Single
Level
Worksheet

Save All

Purge

Project Ctrl+M
Management

Open a file you recently
worked on

Close the current worksheet
Close all open worksheets
Save the current worksheet

Save the current worksheet
under a different name

Save an associated
worksheet as a visual
worksheet

Save an associated or a visual
worksheet as a classic
worksheet

Create and save a hew
worksheet with items from
standards/outline levels
listed individually.

Save all open worksheets

Purge a worksheet to control
its size

Edit project notes

Open a worksheet

Close a worksheet

Close a worksheet

Save a worksheet

Save a worksheet

Associated-visual and

visual-only worksheets

Associated-visual and

visual-only worksheets

Save as single level

worksheet

Save a worksheet

Purge a worksheet

Manage projects
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Project Ctrl+Enter

Properties

Worksheet Alt+Enter

Properties

Worksheet
Link

Print Ctrl+P

Print Levels

Print Preview

Print Setup

Page Setup

Edit project template settings

Edit Worksheet properties:
title, customize column
settings, page header and
footer setup and price
adjustments

Insert links to other
worksheet files

Print the current worksheet

Print the current worksheet
and/or items within standard
or outline levels. From here
you can also print the cover
page and the report.

Preview the current
worksheet before printing

Select the default printer to
be used when printing

Set the page margin, the
header and footer's distance
to frame, the worksheet
appearance, page orientation
and centering

Project templates

Worksheet properties

Worksheet links

Print a worksheet

Print multiple levels

Preview before printing

Set the default printer

Page Setup
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Page
Header/Footer

Send

Merge

Import Center

Export Center

Convert

Exit

Customize the header and
footer when printing a
worksheet

E-mail the current worksheet

Combine two or more
worksheets into one

Import data from other
applications into the current
worksheet

Export the current worksheet
to different file formats

Export multiple worksheets
at one time to OFDA XML or
CAPSIF. You can also convert
a Giza User Library to a
Custom Catalog.

Close the 2020 Worksheet
program.

If one or more worksheets
are on screen when using this
command and some were
not saved, the program asks
you to Save (Yes or No) or to
Cancel the Exit command.

Header / Footer

E-mail a worksheet

Merge worksheets

Import data

Export data

Convert data
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Edit menu

Undo Ctrl+z, Undo an action. The Undo an action
Alt+Backspace drop.downallows

multiple steps to be
undone at one time.

Redo Ctrl+Y, Redo an undone Redo an action

Ctrl+Backspace action. The Firop down

allows multiple steps
to be redone at one
time.

Cut Ctrl+Shift+X Cut selected item or if Cut, copy and paste
nothing is selected, an item
the current item

Copy Ctrl+Shift+C Copy selected item or Cut, copy and paste
if nothing is selected, an item
the current item

Paste Ctrl+Shift+V Paste the last items Cut, copy and paste
that were cut or an item
copied

Select Select any of the I Select items
following: all, flagged, b Select flageed
locked, complete or 2e7ecl TagReL
. ! locked, complete or
incomplete items. You | .

incomplete items
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Clear
Selection

Invert
Selection
Find

Replace
Find/Replace
Again

GoTo

Assign

Block Assign

Esc

Ctrl+F

Ctrl+R

F3

Ctrl+G

can also select by
criteria.

Clear selected items

Select items that were
not selected and clear
selected items

Find any string in the
worksheet

Replace an existing
value with a new one

Run Find or Replace
again

Go to a specific line
and column in the
current worksheet

Fill in cell values in the
current worksheet

Copy the options
and/or attributes of
one item to other
items on the
worksheet

Select by criteria

Select items

Select items

Find textin a
worksheet

Find and replace an
item

Go to a specific line
and column

Quickly fill in cell
values (Assign)

Copy options and
attributes (Block

Assign)
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Column Copy

Break
Custom
Catalog Link

Flatten
Standard or
Outline Level

Convert to
Custom ltem

Copy values from one
column to another

Break the link to the
custom catalog

Flatten the Standard
or Outline level so that
all its components are
listed as individual
items in the worksheet

Convert the current
item to a custom item.

All options will be
converted to ISF
attributes

Copy values from
one column to
another

Break custom
catalog links

Flatten a Standard

Manufacturer-
specific information
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Convert B2B Convert items from

to OEM their B2B codes back

to the regular MFR

codes
Manufacturer Convert to Steelcase Manufacturer-
Specific Special, Haworth specific information

Special or Haworth
Customer's Own

Material
Option Access Option Option Clipboard
Clipboard Clipboard commands
View menu
Full Screen Ctrl+Alt+V | Turns Full Screen Full screen view
View on or off
Menu Bar Turns Menu bar on Menu bar
or off
Status Bar Turns Status bar on Status Bar
or off
Caption Turns Caption baron | Caption Bar
Bar or off
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Toolbars
Explorer

Bars

Task Pane

Preview
Bar

Worksheet

Global

Options

Cover Page

Report

Rows

Turns toolbars on or
off

Turn Explorer bar
tabs on or off

Show or Hide the
Task Pane; access a
view in the Task
Pane

Show or hide the
Preview pane

View the Worksheet
tab of the
Worksheet area

View the Global
Options tab of the
Worksheet area

View the Cover Page
tab of the
Worksheet Area

View the Report tab
of the Worksheet
area

Turn rows on or off
in a worksheet

Show or hide a toolbar

Show or hide Explorer bar
tabs

Access the Task pane

Preview a product

Worksheet Tab

Global Options

Edit an existing cover page

View a report

Show or hide rows
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Columns Access column Customize columns
commands .
Resize columns
Sort records by column
Levels Access commands View the contents of a
specific to Standards | standard
or Outline levels Step out of a Standard
Print multiple levels
Show levels in Explorer
Templates Access Worksheet Apply a template to a
Template commands | worksheet
Item menu

Insert

Insert a row in Add a product line
the worksheet

Insert blank options
and attributes

Insert worksheet links

Reuse a Standard
from a custom catalog

Outline levels
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Delete

Move

Split

Flags

Locks

Properties

Ctrl+Shift+Del

Ctrl+Shift+UpArrow
(Move Up)

Ctrl+Shift+DownArrow

(Move Down)

Ctrl+Alt+Enter

Delete the
current row

Move the
current item in
the Worksheet

Separate one
line item into
two identical
items and split
the quantity

Access Flag
commands

Access Lock
commands

View all the
details of the
current item

Add frame designs to

a worksheet

Price Adjustments

Insert Subtotal
Manually

Delete an item

Move an item

Split an item

Flag lines

Lock lines

Item properties
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Specify

Edit
Options
and
Attributes

Select
Service
Parts

Explore

Send To

F8

F9

Add finishes in
2020 Options

Add, delete or
modify options
and attributes

Insert service
parts in the
worksheet

Open Content
tab to the
location of the
current item

Send items to
Custom
Catalogs,
Worksheets,
and Drawings

Specify - access 2020
Options

Options, Attributes,
Copy options and
attributes (Block

Assign)

Add service parts

Go to an item's
location in Explorer

Add items into a
custom catalog from a

worksheet

Send To a Worksheet

Send To a Drawing
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Worksheet menu

Consolidate

Merges like items in the
Worksheet

Consolidate identical items

Update Against Ctrl+
Catalog U

Updates all or selected
items against the
Manufacturer or Custom
Catalog

Update Against a Catalog

Update Against
Worksheet

Updates items against a
selected Worksheet by
product number or tag

Update against a worksheet

Update Preview
Images

Updates preview images
of items in the Worksheet

Update preview images

Apply Discount Ctrl+

Opens the Discount dialog
box

Discounts

Apply Schedule

Apply discounts from a
saved discount schedule
to the current worksheet

Apply Saved Discount
Schedules

worksheet for invalid

Price Insert a price adjustment Price Adjustments
Adjustments
Validate Check items on the Validate a worksheet
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Recalculate

Frame Designs

Global Options

Show Associated
Drawing

pricing, incomplete
options or other specified
criteria

Refreshes the Grand Total
amounts

Launches Giza Frame
Designer to configure
frame and tile products if
the Automation is
available

Access Global Options
commands. These are
accessible only if you are
in the Global Options tab.

If the current worksheet is
associated to a drawing,
opens AutoCAD and loads
the associated drawing

Recalculate the Grand Total

Frame Designer

Global Options

Associated worksheets
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Reports menu

Create Quick
Report

Creates a quick report
based on the columns
displayed in the
worksheet

Generate Quick Reports

Panel Builder
Report

Creates a report of one
or more Panel Builder
configurations with
graphics only information
or with detailed options
information

Create a Panel Builder Report

Edit Report
Design

Edit the active report in
the Report Designer

Report Designer

Manage Report
Designs

Create, edit, and manage
your report designs

Create, edit and manage reports

Refresh the

Refreshes report view to

Report Designer

designs that can be
applied

Report View show any changes in

report design or content

of the current worksheet
Apply Report Shows the available Apply a standard or user report design
Design standard and user report
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Edit CoverPage
Layout

Manage
CoverPage
Layouts

Refresh the
Cover Page
View

Apply
CoverPage
Layout

Edit the cover page
layout in 2020 CoverPage
Designer

Create, edit, rename or
delete cover page
layouts. Set a cover page
layout as default or apply
it to the current cover

page.

Refresh the cover page to
show any changes in
cover page design or
content of the current
worksheet

Shows the available
standard and user cover
page layouts that can be
applied

Edit an existing cover page

Manage cover page layouts

Edit an existing cover page

Apply a cover page layout
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Visualize menu

Select
scene

To start Visual
Impression and
select a scene that
was created in CAP
Designer or Giza
Designer

Visualize a scene or all products in Visual Impression

Scene

To select a CAP
Designer or a Giza
Designer scene in
Worksheet to start
Visual Impression
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Tools menu

Preferences

Set Worksheet
preferences

Preferences

Contacts

Add and edit
contacts in the
Contact database

Contacts

Visual
Impression

To launch Visual
Impression to
visualize scenes or
all products

Visualize a scene or all products in Visual
Impression

Visual
Materials

To launch Visual
Materials to apply
and manage
color/texture
samples from the
generic, supplier
or manufacturer
database for use
in Visual
Impression

Visual Materials in Visual Impression help

Report
Designer

Open 2020 Report
Designer to create
and edit reports

See 2020 Report Designer help
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CoverPage
Designer

Panel Builder

Search F11

Compare F12

Open 2020
CoverPage
Designer to create
and edit cover
page layouts

Launch Panel
Builder to create
panel configurations

Search the
manufacture
catalogs for a part
by part number or
description

Compare two or
more worksheets
to determine
reusable, excess
and new product

See 2020 CoverPage Designer help

See Panel Builder help

Search for products

Reconfiguration projects
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Manufacturer
Specific

Run the Steelcase
Style Number
Conversion Wizard
or the Global
Order Entry Field
Import

See the Help file on 2020 Worksheet
Manufacturer-Specific Information.

User Defined

Contains user-
defined
commands. Click
Customize to add
a menu item and
associate it to an
executable file.

Help menu

Topics

Open the
2020
Worksheet
online help

What's New

Open the What's new
What's New
window
where you
can read
about and
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User Guide

Release Notes

www.2020technologies.com

Diagnostics

Check for Software Updates

download
software and
manufacturer
catalog
updates.

Open a PDF
version of
the online
help

To read
notes about
the current
release

View the
2020
Technologies
website

Troubleshoot
and repair
damaged
files

To view
updates for
your system,
view update
descriptions
and
download

View or print the User Guide

Diagnostics
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Check for Catalog Updates

About 2020 Worksheet

and install
updates

To view
manufacturer
catalogs
updates,
view update
descriptions
and
download
and install
updates

Displays the
2020
Worksheet
version
number

Software version (About 2020

Worksheet)
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The following Worksheet features/commands apply to certain manufacturer product lines only. Refer
to the appropriate topic in the help file on 2020 Worksheet Manufacturer-Specific Information.

Global Order Entry

Convert to Steelcase Special

Convert to Haworth Special

Convert to Haworth's Customer Own Material

Steelcase Style Number Conversion Wizard

388
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