Option Manager
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Use the Option Manager to:
1. Create new options
2. View or modify options
3. Delete options
4. Import library options into the current project
5. Import project options into your library
6. Remove options from the current project
7. Remove options from your library
8. Reorder options
9. Choose options available for new projects 
10. Choose selected options for new projects
Once the option manager is open select a category in the Category drop down list at the top of the screen to see all of that category's options displayed in the grid.
 

To quickly search for options, type one or more characters in the Search box at the lower left of the screen.  A second or two after you quit typing the grid will filter itself so that only options containing the characters you typed are visible.  To see all options remove all characters from the Search box.
 

To select an option in the grid, click on its name with the mouse.  The row containing the option will be highlighted.  If you click a part of the row other than the option name, such as a check box, the item you click will be updated, but the row itself will not be selected, so be sure to click on the option name to select it before trying to modify it, delete it, etc.
 

Some operations, such as reordering and deleting options, can apply to more than one option.  To select multiple options, hold down the <Ctrl> key while you click on each option.  Click an option a second time with the <Ctrl> key pressed to deselect that option without deselecting other selected options.  To select a range of options hold down the <Shift> key while clicking on the first and last option in the range.
 
When you close the Option Manager, it will save your changes.  Note that if you have created any new options with multiple cost sources, the Cost Selector will automatically open so that you can select which costs to use in your project.
  

[bookmark: create]Create New Options

If you want to create your own option, click the New button.  This will open the Option Editor screen.  If you want to use an existing option as a template, select the option and click the Copy button.  This will also open the Option Editor, but instead of having blank property values and costs, they will be populated with the property & cost values from the selected option.
  
[bookmark: view]View or modify options

If you want to view or modify an option, select that option and click the Modify button.  This will open the Option Editor, where you can change the name, properties, costs, or just about any other characteristic of an option.  Note, however, that you can't change most characteristics of built-in options, with the exception of costs.  You can create, modify, and delete cost sources and set their corresponding costs and lifetimes for the option.  However you can only change costs , except for cost sources that are built into the system.  You cannot delete them.  
 

Both Material and Labor costs can be updated in this way.  Details of how to modify costs and other properties of options are explained in the Option Editor description.
 
[bookmark: delete]Delete Options

To delete an option, select it and click the Delete button.  If you need to delete several options, you can multi-select them and click the Delete button to delete them all at once.  Once you delete an option, it can't be recovered -- in this way, it is different than simply removing an option from the current project or removing an option from the library.  Note that built-in options can't be deleted.
 
[bookmark: import1][bookmark: _GoBack]Import library options into the current project
The In Current Project column of the grid indicates whether the option is available in the current project.  If the In Current Project box is unchecked, check the box to import the option into your current project.

[bookmark: import2]Import project options into your library
The In Library column of the grid indicates whether the option is in your library.  If the In Library box is unchecked, check the box to import the option into your library. This is especially useful if a colleague has sent you their project file and you want to import some of their options to use in your own projects.
 
[bookmark: remove1]Remove options from the current project
The In Current Project column of the grid indicates whether the option is available in the current project.  If the In Current Project box is checked, uncheck the box to remove the option from your current project. If the In Library box is checked, the option can still be (re-)imported to any project. If both In Current Project and In Library are unchecked, the option will be permanently deleted.
 
[bookmark: remove2]Remove options from your library
The In Library column of the grid indicates whether the option is available in your library.  If the In Library box is checked, uncheck the box to remove the option from your library. This essentially makes the option a temporary option, meaning that you will not be able to use this option in any other project unless you first import the option back into your library. If both In Current Project and In Library are unchecked, the option will be permanently deleted.
 
[bookmark: reorder]Reorder options

The sequence that options appear in the Option Manager grid is the same as the order they appear in the Options Input screen. 
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Changing the order of the options in the Option Manager grid also changes their sequence of appearance in the Options Input screen.  For instance if we move the North option to the third row of the Option Manager grid it will also appear on the third row of the Options Input screen grid and be represented by the number 3 in the list of options to the right of the Orientation category in the category tree.
 
To change the order of options in a category use the arrow buttons.  The left up button moves the selected option(s) up one row and the left down button moves them down one row.  The right up button moves the selected option(s) to the top of the grid and the right down button moves them to the bottom of the grid.  Note that these buttons are disabled when the list of options is filtered by a search.  Clear the contents of the Search text box at the lower left of the screen to re-enable them.
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[bookmark: choose1]Choose options available for new projects

To change other option settings click the More>> link at the bottom right of the grid.  It will change into a Less<< link and three additional columns will be displayed in the grid.
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Check the box in the In New Projects column next to an option to have it automatically available for any new projects that you create.  Clear this box if you don't want the option to automatically be available -- this helps to prevent clutter of the interface with infrequently used options.  If an option is not automatically made available for a new project, you will still be able to import the option manually to your project at any time.  Note that for a few built-in options that are required in all projects, this box can't be unchecked.
 

[bookmark: choose2]Choose selected options for new projects

You can also control which option in each category is selected by default in new projects. You can choose one default option for new construction cases and one for the existing building of retrofit cases.  Just click the radio button in the New Const. Default or Pre-Retrofit Default columns next to an option to select it as the corresponding default.  All other options in the category will automatically be deselected since only one option in the category can be the default.  Note that these radio buttons are not available for an option whose In New Projects check box is unchecked.  They may also be absent for certain built-in options that are not appropriate to use as a default.
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