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One of the features within the new CAP Designer 3 and 20-20 Worksheet programs is the introduction of Service 
Parts. This feature is also available to any Giza user that decides to use 20-20 Worksheet in conjunction with the 
new Giza Designer 2006 program.  
 
This feature will allow you to view and order all service parts related to Kimball Office and National products. 
Please be aware that not every model has this feature included at this time. We are continuing to add to it on a 
regular basis. 
 
The intent of this document is to help familiarize you with this new feature and its’ functionality. 
 
Always be sure to review and check your drawing and specifications for content and accuracy. These steps will 
help insure that you get your desired results. 
 
 
 
 
Getting started 
 
We will use the need to replace drawer pulls on an 
existing Definition desk as an example. 
 
To start, find the model number of the desk. Notice the 
Hammer and Wrench icon that appears in front of our 
example model number shown to the right. Any item 
that shows this new icon includes the Service Parts 
functionality. 
 
 
 
 
 
 
 
 
 
 
 
Click once with your left 
mouse button on this 
icon and the 20-20 
Service Parts window 
opens. 
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This window contains four areas. The service parts list is 
located in the top left corner and includes the following: 
 

• Reference number or letter (Callout). 
• Quantity of items include with this item. 
• Service part number. 
• Description. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The exploded drawing in the top right corner 
shows you the location of each service part. 
 
 
 
 
 
 
 
 
 
 
 
 
 
A legend can be viewed and it appears 
below the service parts list (you will need 
to scroll down). 
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The Selected Service Parts area covers the bottom of the window. It is 
currently blank because we have not selected any items as of yet. 
 
 
 
 
 
 
 
 
Now, let’s go back up in the service parts list. Our drawer 
pull is referenced with the letter K and has a quantity of 5. 
 
 
 
 
Click once on the part number with your left mouse button and it will 
appear in the Selected Service Parts window. You may select the same 
item more then once or multiple items from the service parts list.  
 
 
When you are finished selecting items select the Send to button in the lower right corner. This 
will allow you to send your selected service parts to a worksheet file. 
 
 
 
 
 
 
There is also a Details column in the service parts list. If an icon appears in this 
column, there are some details or notes associated with the part. After selecting 
the icon a window will appear. The note for the pulls is shown to the right. 
 
 
 
 
 
 
20-20 Worksheet 
 
After you have made all your necessary service part selections, click on the Send To icon. This will close the 
service parts window and take you back into the 20-20 Worksheet program. I then updated the quantity to 5. 
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The second column is new and includes a green check mark in the header. This column reflects the 
option status for each line item in your file. Our item shows a paint pallet which indicates that there are 
options that need to be selected. Once we have made the necessary selections it will change to a green 
check mark. 
 
 
 
The third column is new as well and has a padlock in the header. Our item includes one with a dollar 
sign. This indicates that the unit list price is locked and can not be changed. The reason for this is that 
most pricing associated with service parts is net pricing. Discounts can not be applied to any line 
item that includes this icon. 
 
 
 
 
 
To specify the options select the Paint Pallet icon in the second 
column or from the toolbar or pres the F8 key. 
 
 
 
 

 
 
Please Note: It is recommended that you create a separate worksheet file for service parts. Do not place them in 
a file that includes standard product items. Each of these has a different lead time and if they are both included in 
the same worksheet file that is submitted as an order, the service parts will be shipped at a lead time based off 
the standard product.  
 
Additional information regarding this new feature can be found within the 20-20 Worksheet program. From the 
Help pull-down menu select What’s New and then Software Updates. 


