#

#, sequence number status
column, 86

A

active files list, 66
active text, 103
active vs. inactive, 88
add new section from RTF file, 114
added text
compare projects, 188
addenda
preparing in PerSpective, 34
using compare for, 188
adding folders, 109
adding links, 177
adding new sections, 110, 114
adding page breaks, 212
adding tables
how to insert a table, 158
Adobe Acrobat
use to create pdf files of
sections, 230
align left, 84
align right, 84
alignment
text properties, 201
allow BSD to publish project data,
99
alternate left/right header/footer,
205
apply master paragraph updates to
project, 265
preserve and mark deleted
paragraphs, 265
applying tabs to paragraphs, 159
archiving, 234
making backups, 234
to tape, 235
arrange icons, 66
asterisks in the table of contents
report, 224
auto numbering, 128
turning off for imported tables,
158
auto-select new paragraphs, 65
command in tools menu, 154

background color
status columns, 87
backing up, 234
to tape, 235
blackline, 188
blue
background color of status
column, 87
in header/footer dialog box, 209
significance, 133
text color in document panel,
129
bold, 84
bookmark, 63, 130
border, 85
borders on tables, 66
branch
demote, 149
promote, 149
BSD SpeclLink. See SpecLink

C

cascade windows, 66
center, 84
certificate requirements report, 212
changing columns in a table, 66
check out | check in
about, 237
checklists, 251
adding pictures, 253
and tags, 250
examples, 251
tips on adding non-printing text,
252
checkmark, 87
child, 132
choice group type, 162
choice links, 181
choices, 134
choosing, 137
color, 129
editing, 165
embedded, 129
exclusive multiple, 135
fill-in the blank, 136, 137
global, 137

Index

inclusive multiple, 136
making choices, 137
MasterFormat version choice,
164
optional, 162
overview, 134
removing, 166
types, 134
unit of measure, 164
user-added, 161
viewing, 134
close project, 56
button on toolbar, 67
gray, 88
color printing
reports dialog box, 220
colors
blue, significance, 133
dark gray, significance, 132
definition, 132
green, significance, 134
light gray, significance, 132
magenta, significance, 134
red, significance, 134
rust, significance, 134
yellow, significance, 134
columns
page layout, 204
communications
using SpeclLink tab for, 47
compact project, 233
compact view, 138
compare projects, 188
added text, 188
concepts, 188
deleted text, 188
deselected text, 188
edited text, 188
excluded text, 188
how to, 189
printing, 192
use for addenda in PerSpective,
34
use in RFP process, 26
viewing, 191
copies
reports dialog box, 221
copy, 152
copy section for pasting dialog
box, 118
sections, 118
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sections within a project, 118
copy project, 56
copying

paragraphs, how to, 153
copying tables

importing from Word, 156
creating new sections, 110
creating projects, 94
CT tag, certificate requirements

report, 212
customize footer, 207
customize header, 207
customizing styles, 200

dark gray
significance, 132
DC tag, design calculations
requirements report, 213
default printer, 218
default terms
replacement, 98
delete a row in a table, 66
delete project, 56
delete selected section, 121
delete table, 159
delete table column, 66
deleted sections, 264
deleted text
compare projects, 188
deleting
choices, 166
links, 184
demote branch, 64, 149
demote button, 149
demote paragraph, 149
demoting
break in level hierarchy
message, 149
deselecting sections, 103
design build use, 20
design calculations requirements
report, 213
design-bid build use, 20
design-bid-build projects
how is it used?, 3
design-build projects
how is it used?, 2
dictionary, 64
differences from word processing,
10
display sequence numbers, 71
DL, document links status column,
86
Do Not Apply Master Paragraph
Updates To Project, 266
document links (DL), 86

document menu, 61
add choice, 62, 161
add new section, 62
add new section from RTF file,
62
add paragraph, 61
check out | check in, 63
choices, 62
copy section, 62
cut section, 62
delete selected section, 63, 121
demote, 64
demote branch, 64
edit choice, 62
insert page break, 62
mark place, 63
no autonumber, 63
paste section into, 63
promote, 64
promote branch, 64
remove choice, 62
remove document link, 61
remove page break, 62
remove paragraph, 61
restore paragraph from master
(or project), 61
return to mark, 63
sections, 62
show text levels, 63
document panel, 127
illustrated, 82
paragraphs, 82
ruler, 85
status columns, 82, 86
toolbar, 83
double-side printing, 204
down one level, 60
draft copy, 218

edit

how to, 146
edit menu, 57

copy, 58

cut, 57

delete, 58

find, 58

paste, 58

undo last edit, 57
edit toolbar, 71
edited text

compare projects, 188
editing

choices, 165

master text, 147

paragraphs, 146

project text, 147

with multiple users, 76, 104
edits
deleting, 147
email sections
create PDF files, 230
create rif files, 230
excluding text, 130
how to, 131
exclusive multiple choices, 135
exit, 57
expand all, 61
expand branch, 61
expand to, 61
expert view, 138
export, 228
reports dialog box, 221
to rtf, 228
to word processor, 228
extra materials requirements
report, 213

F

field report requirements report,
213
file menu, 55
close project, 56
copy project, 56
delete project, 56
exit, 57
load from zip file, 56
new project, 55
open project, 55
page setup, 57
print, 57
print preview, 57
registration and settings, 57
rename project, 56
repair/compact aecLinkMan, 56
repair/compact project, 56
save to zip file, 56
summary info, 56
fill-in the blank
choice group, 136
replace in choice group, 136
stand-alone, 136
find, 58
button on toolbar, 68
folders
adding, 109
deleting, 109
renaming, 109
font, 84, 202
dialog box, 202
font size, 84
fonts
customizing, 200
fonts tab, 202
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footer, 206
alternate left/right, 205
defaults, 208
dialog box, 207
keywords, 209
using, 206
format
page layout, 194
specification options, 194
formatting choices for import, 117
FR tag, field report requirements
report, 213
from edge settings, 204
FT tag, independent agency field
testing requirements report, 213

G

global choices, 137
global settings
establishing, 96
go to folder, 61
graphics in notes, 253
gray
background color of status
column, 87
in tree panel, 76, 104
text in tree panel, 238
green
background color of status
column, 87
significance, 134
green square status box, 88

header, 206
using, 206
header/footer
alternate left/right, 205
defaults, 208
dialog box, 207
keywords, 209
help
accessing, 91
using, 91
help menu, 66
contents, 66
search for help on, 67
use index for help on, 67
hyperlinks, 247, 254
from SpecLink to Word, 255
hyperlinks to manufacturers, 8, 145
hyperlinks to reference standards,
9, 145

IHS, 145
Il tag, installation instructions
requirements report, 213
import from clipboard, 154
how to, 156
import from project
copying section into a project,
122
importing choices, 117
importing from word processor, 154
asterisks, 155
blank lines, 155
indents, 155
levels, 155
line breaks, 155
notes, 155
numbering, 155
paragraph numbers, 155
paragraphs, 155
tabs, 155
in memory linking, 65
in use by
message in tree panel, 238
tree panel, 76, 104
include page count in toc report
reports dialog box, 220
inclusive multiple choices, 136
independent agency field testing
requirements report, 213
in-memory linking, 65
insert child folder, 109
insert folder, 109
insert row into table, 66
insert table, 66
inserting page breaks, 212
inserting tabs, 59
installation instructions
where to find, 12
Installation Instructions
requirements report, 213
installer qualifications requirements
report, 213
1Q tag, installer qualifications
requirements report, 213
italic, 84

J
justify, 84

K

key icon
in tree panel, 238
keywords, 209

date, 210
division ID, 209
division name, 209
font color, 209
footers, 209
headers, 209
page count, 210
page number, 210
project ID, 210
project location, 210
project name, 210
section ID, 209
section name, 210
time, 210

KW tag, 250

L

LEED projects
how is it used?, 4
LEED Report requirements report,
213
level (LVL), 86
light gray
significance, 132
line numbering
reports dialog box, 221
link sources, 170
link sources tab, 171
link targets, 170
link targets tab, 172
LinkLine newsletter, 262
links, 170
adding, 177
between sections, 170
between sections of the
PerSpective tab, 176
between sections of the
SpeclLink tab, 176
between the PerSpective, Short
Form and SpecLink tabs, 177
button, 171
button on toolbar, 70
color, 175
concepts, 170
considerations, 175
deleting, 184
from choices, 180
from choices to choices, 183
from choices to paragraphs, 181
from paragraph to paragraph,
177
from paragraphs to choices, 182
from section to section, 180
how to add, 177
how to add from choices, 180
how to add from choices to
choices, 183
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how to add from paragraphs to
choices, 182
influence, 172
link sources, 170
link sources tab, 171
link targets, 170
link targets tab, 172
overriding master links, 185
overview, 170
paragraph, 173
section number, 173
sequence number, 173
source, 173
source influences, 174
specification, 173
target, 173
target influences, 174
types of influences, 173
viewing, 171
window, 171
window information, 172
within section, 170
load from zip file, 235
log file, 268
look for choice fields in import
command in tools menu, 154
look for choice fields on import, 117
LR tag, LEED Report requirements
report, 213
LVL, level status column, 86

magenta
significance, 134, 266

make project backup before
updating, 268

making the transition from word
processing, 46

manufacturer listings requirements
report, 213

manufacturer qualifications
requirements report, 213

margins, 204

mark place, 63, 71, 130

master notes, 102

master project file
adding checklists, 248
adding hyperlinks, 247, 254
adding links, 247
adding notes, 246
adding references, 251
adding sections, 246
adding text, 246
copy, 247
creating format master, 243
creating section masters, 244
file size, 242

import word processing files,
246
importing from clipboard, 247
methods of developing, 242
moving text, 247
overview, 242
paste, 247
project settings, 248
setting the default, 256
types of, 243
updates, 258
using, 245
master text copy, 219
master view, 138
MasterFormat, 7, 111
MasterFormat 2004, 80
MasterFormat 95, 78
MasterFormat Version
establishing format, 99
menu
file, 55
menu bar, 54
meter account printing, 226
methods of construction in
PerSpective, 29
MF-04 Section ID Format, 99
mirror margins, 204
ML tag, manufacturer listings
requirements report, 213
MO tag, mock-up requirements
report, 213
mock-up requirements report, 213
modify paragraph format
choosing a predefined style, 201
level, 201
numbering style, 201
styles tab, 201
user defined style, 201
modify paragraph format, dialog
box
font, 202
text properties, 201
move section, 120
move to buttons, 129
moving the software
where to find instructions, 12
MQ tag, manufacturer
qualifications requirements
report, 213
MT tag, 250
multiple windows, 127

N, notes status column, 86
icons in, 102

naming projects, 94

navigation

section, 129
network installation
editing with multiple users, 76,
104
new project, 55
button on toolbar, 67
new window, 66, 127
no autonumber, 211
None — N/A, 136
non-printing text
adding non-printing text, 252
notes
adding, 146
editing, 146
icons, 144
master notes panel, 143
overview, 145
panels, 102, 143
project notes panel, 143
using, 145
using in tree panel, 145
using within a section, 146
viewing, 102
notes (N), 86
NP tag, 250
NS tag, 250
number format, 201
numbering
turning off, 211

o

O, origin status column, 86
icons, 146
OM tag, operation and
maintenance data requirements
report, 213
open new window
button on toolbar, 69
open project, 55
button on toolbar, 67
opening existing projects, 105
operation and maintenance data
requirements report, 213
orange
significance, 266
organization
performance sections, 23
orientation, 205, 222
origin (O), 86

P

page breaks
inserting, 212
page range
reports dialog box, 220
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page setup, 203
alternate left/right header/footer,
205
dialog box, 203
duplex printing, 204
edge settings, 204
margins, 204
mirror margins, 204
orientation, 205
reports dialog box, 221
start document on odd page,
204
two column layout, 204
PageFormat, 7
paper options, 222
paragraph format
changing, 200
customizing, 200
paragraph numbering
turning off, 211
turning off for imported tables,
158
paragraphs
adding, 148
auto-select new, 65
copying, 152
deleting, 148
deleting edits, 147
deleting, how to, 151
demote, 149
editing, 146
paste, 152
promote, 149
removing edits, 147
parent, 132
paste, 152
pasting
paragraphs, how to, 153
PD tag, product data submittals
requirements report, 214
PDF files
create, 230
PE tag, professional engineer
design requirements report, 214
performance specification
elements, 23
performance specifications, 20
PerSpective
design-bid-build system
description, 38
introductory information, 26
origins, 18
recommended workflow, 21
system description, 25
PerSpective document function,
100
PerSpective hierarchy, 81
PerSpective program

preparing, 32
PerSpective RFP
preparing, 29
PerSpective section organization,
23
methods of constuction, 29
products, 29
PerSpective Short Form section
contents, 326
PerSpective Short Form tab, 42
PerSpective tab, 20
PerSpective tab section content
summaries, 277
PerSpective tab section listing, 273
PerSpective table of contents
preparing, 32
Pl tag, pre-installation meeting
requirements report, 213
pictures
adding to specifications, 253
PR tag, project record documents
requirements report, 214
pre-installation meeting
requirements report, 213
Preparing RFQ in PerSpective, 31
preview, 142
compact view, 216
overview, 216
print, 216
reports dialog box, 221
using, 142
print
reports dialog box, 221
print branch
reports dialog box, 220
print log file, 268
print preview, 216
button on toolbar, 67
print preview, window, 216
options, 217
print project
reports dialog box, 220
print reports cover sheet
reports dialog box, 221
print section
reports dialog box, 220
print setup
orientation, 222
paper options, 222
printer selection, 222
print table borders
reports dialog box, 221
printer selection, 222
printer setup
reports dialog box, 221
printing, 194
default printer, 218
in color, 220

master notes, 220
page layout, 194
project notes, 220
reports dialog box, 217
specifications, 226
using, 226
with a meter account, 226
product data submittals
requirements report, 214
products in PerSpective, 29
professional engineer design,
requirements report, 214
program in PerSpective
separate document, 32
project compression, 235
project id, 97
project maintenance
archiving projects, 234
backing up projects, 234
compacting projects, 233
tools, 232
updates, 260
zipping a project, 235
project management tools, 212
project manual
format and text, 26
project name, 97
project notes, 59, 102
project record documents,
requirements report, 214
project source, 95
changing the default, 256
project window, 52
menu bar, 55
overview, 52
tree panel, 75
project window toolbar, 73
projects
compare, 188
copying, 107
creating, 94
how to create, 94
how to open, 105
open existing, 105
open sample project, 51
overview, 102
previewing, 138
recently used dialog box, 105
reusing to improve productivity,
106
using as templates, 95
viewing, 138
promote branch, 149
promote button, 149
promote paragraph, 149
proposal documents
completing in PerSpective, 36
preparing in PerSpective, 34
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proprietary sections in SpecLink,
47

Q

QS tag, qualifications statement
requirements report, 214

qualifications statement
requirements report, 214

RE tag, 249
rebuild project links, 66
rebuild section links, 65
recently used projects, 105
red

significance, 134
red key

in tree panel, 238
red stop sign

significance, 88
redline, 188
Reference Standards on Demand,

145
references, 98

adding to the master project file,

251

and tags, 249

chapter 00840, 100

consolidated list, 98

print edition dates, 98

section 01425, 98
references in PerSpective, 100
registration

button on toolbar, 68
registration and settings, 57
related sections

and tags, 249
remove choice, 166
rename project file, 56
repair/compact aecLinkMan, 56
repair/compact project, 56
replaceable terms

hints, 101
report cover sheet, 212
report cover sheet tab, 99
report to print, 218
reports

export, 221

preview, 221

print, 221

report cover sheet, 212

requirements, 212
reports cover sheet, 221
reports dialog box

color printing, 220

copies, 221
default printer, 218
draft copy, 218
export, 221
include page count in toc report,
220
line numbering, 221
master text copy, 219
options, 218
page range, 220
print branch, 220
print in color, 220
print master notes, 220
print project, 220
print project notes, 220
print reports cover sheet, 221
print section, 220
print table borders, 221
printer setup, 221
report to print, 218
requirements reports, 219
scope of report, 220
table of contents, 219
widow/orphan protection, 220
reports setup, 67
request for proposal in
PerSpective, 26
closeout phase, 215
construction documents phase,
215
design development phase, 215
preliminary design phase, 214
proposal phase, 214
warranty, executed, 214
warranty, specimen, 214
construction phase, 215
occupancy phase, 215
requirements reports, 8, 212, 219
hints, 215
scope of report, 220
restore paragraph from master (or
project), 61
return to mark, 63, 130
RFP
preparing in PerSpective, 29
responding in PerSpective, 35
RFQ preparation in PerSpective,
31

right mouse button
document panel, 75
tree panel, 74

RS tag, 249

RT tag, 249

rtf files
create, 230

ruler
document panel, 85
set margins, 85

rust color
significance, 134, 266

S

S, status, one of the status
columns, 87
S1 tag, proposal phase
requirements report, 214
S2 tag, design development phase
requirements report, 215
S2 tag, preliminary design phase
requirements report, 214
S4 tag, construction documents
phase requirements report, 215
S5 tag, construction phase
requirements report, 215
S6 tag, closeout phase
requirements report, 215
S7 tag, occupancy phase
requirements report, 215
SA tag, samples requirements
report, 214
samples requirements report, 214
save in-memory linking, 65
save to zip file, 235
scope of report
document selection, 220
requirements reports, 220
screen
names of panels, 52
scroll bars, 55
SD tag, shop drawings
requirements report, 214
search, 58
section
color scheme, 132
status boxes, 87
section numbers, 111
SectionFormat, 7, 78, 82
sections
adding, 110, 114
cascading windows, 127
checking out, 237
copy, 118
copy from another project, 122
creating, 110, 114
deleting, 121
deselecting, 103
excluding text, 130, 131
how to copy, 118
how to edit in SpecLink, 44
identifying active, 102, 103
increasing editing speed, 237
keyboard options for naviation,
129
levels, 128
mark place, 130
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moving, 120
navigating, 129
opening, 126
paragraph numbering, 128
renumbering, 120
return to mark, 130
scrolling, 129
selecting, 103
selecting text, 130
SpecLink template, 111
styles, 128
tiling windows, 127
toolbar buttons for navigation,
129
viewing multiple, 127
sections in the PerSpective tab,
273
selecting sections, 103
selecting text, 130
how to, 130
sequence no (#), 86
sequential numbering style, 195
sequential paragraph numbering,
195
set paragraph margins
document panel ruler, 85
shop drawings requirements report,
214
Short Form hierarchy, 82
Short Form section contents, 326
Short Form tab, 42
show auto numbers, 60, 71
show level buttons, 130
show project paragraphs affected
by master updates, 266
source quality control requirements
report, 214
special warranty provisions
requirements report, 214
specific terms, 97
contractor, 97
default replacement, 98
design professional, 97
design-builder, 97
project location, 97
specification format
block style, 194
CSl style, 194
customizing, 200
fonts, 200
military style, 194
modify paragraph format, 200
page setup, 203
sequential numbering style, 195
user-defined style, 195
Speclink
project window, 52
SpecLink

about, 1
accessing help, 91
benefits, 7
Help, 91
Help window, 92
how to use, 44
key features, 6
main window, 50
navigation, document panel, 90
navigation, recommended, 90
navigation, tree panel, 90
navigation, window menu, 90
origins, 18
overview, 1
recommended workflow, 44
technical support, 92
user manual, 11
using for design-bid-build, 3
using for design-build, 2
using for LEED, 4
using help, 91
windows, 54
SpeclLink section format, 330
SpecLink tab, 44
SpecLink template
section
99999, 111
spell, 64
button on toolbar, 68
SQ tag, source quality control
requirements report, 214
ST tag, 249
standard toolbar, 67
start document on odd page, 204
starting a new project, 94
deselecting sections, 103
notes panels, 102
overview, 102
selecting sections, 103
status
included, green square, 131
recommended, yellow triangle,
131
status (S), 87
status bar, 55, 60
status boxes
document panel, 87
tree panel, 87
status columns
background color, 87
document panel, 86
style, 84
styles
customizing, 200
styles tab, 201
substantiation
basic concepts, 24
summary info, 96

allow BSD to publish project
data, 99

document function in
PerSpective, 100

establishing global settings, 101

global settings, 96

MasterFormat Version, 99

MF-04 Section ID Format, 99

PerSpective or Short Form, 99

PerSpective references, 100

project id, 97

project name, 97

references, 98

replaceable terms, 97

report cover sheet tab, 99

SpeclLink, 97

units of measure, 99

system requirements
where to find, 12

T

T, tags status column, 86
table borders, 221
table menu
configure column, 66
delete current column, 66
delete current row, 66
insert row, 66
insert table, 66
set border, 66
table of contents, 8, 219
asterisks in, 224
include page count in toc report,
220
report, 222
table of contents section, 225
tables
copying from Word, 156
delete entire table, 159
inserting, 158
tabs, 59, 159
tags, 60
button on toolbar, 85
how to apply, 250
how to view, 250
uses, 249
tags (T), 86
technical support, 92
terms and conditions of license,
332
test report, requirements report,
214
text
identifying active, 88
what will print, 88
text properties, 201
three-part section format, 330
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tile horizontally, 66, 127

tile vertically, 66, 127

title bar, 54

TOC. See table of contents
toggle display of master notes, 70
toggle display of project notes, 70
toggle display of project tree, 70
tool tips, 55

toolbar balloons, 55

toolbars, 67

list of buttons, 67
standard toolbar, 67

tools menu, 64

auto-select new paragraphs, 65

compare projects, 66

customize styles, 64

import from clipboard, 64

import from project, 65

look for choice fields in import,
65

rebuild project links, 66

rebuild section links, 65

save in-memory linking, 65

spell, 64

update ml references only, 65

update rs references only, 65

update to master, 65

use in-memory linking, 65

view updated master paragraph,
65

TR tag, test report requirements

report, 214

tree menu, 60

down one level, 60
expand all, 61
expand branch, 61
expand to, 61
folders, 61

go to folder, 61

up one level, 60

tree panel, 75

in use by, 76, 104
overview, 54
status boxes, 87

two column layout, 204

U

UM tag, 250
underline, 84
undo last edit, 57
UniFormat, 7, 81
units of measure

establishing format, 99

Update ML References Only, 268
update reminder box, 270

update report, 268

Update RS References Only, 268

updating ML References Only, 268
updating projects, 260

About Your SpecLink Update,
262

almost completed project, 264

apply master paragraph updates
to project, 265

before updating, 261

completed project, 263

Do Not Apply Master Paragraph
Updates to Project, 266

do not update a paragraph, 267

facts, 260

instructions, 269

just-begun project, 264

LinkLine newsletter, 262

log file, 268

magenta section titles, 266

make project backup before
updating, 268

office master project, 264

options, 262

preserve and mark deleted
paragraphs, 265

print log file, 268

rust status columns, 266

sections removed from master,
264

show project paragraphs
affected by master updates,
266

time, 269

update to master, 265

update to master, 268

view updated master paragraph,
267

updating RS References Only, 268

\"/

video display resolution, 55
view

buttons, 138
compact, 138
expert, 138
master, 138

using options, 138

view menu, 58

compact view, 58
display layout, 59
document links, 60
document panel, 59
expert view, 58
links, 59

master notes, 59
master view, 58
paragraph level, 60
project tree, 59

project tree panel, 59
sequence number, 59
show auto numbers, 60
show header/footer, 59
status bar, 60
tags, 60
toolbars, 60

view updated master paragraph,
267

viewing a section, 126

w

WE tag, warranty, executed
requirements report, 214
what PerSpective includes, 22

white
color of status box, 88
widow/orphan
reports dialog box, 220
window menu, 66
active files list, 66
arrange icons, 66
cascade windows, 66
new window, 66
tile horizontally, 66
tile vertically, 66
windows
multiple, 127
word
import text from, 154
word processing files
create from SpecLink sections,
230
WS tag, warranty specimen
requirements report, 214
WT tag, special warranty provisions
requirements report, 214

X

X, in status box, 87
XM tag, extra materials
requirements report, 213

Y

yellow
significance, 134
yellow triangle
significance, 88

Y 4

zip files, 56
Zipping a project, 235
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