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Welcome to Estimating

Sage Software is pleased to welcome you as a client. Use this booklet to find out how
Estimating can help you organize, manage, and analyze hundreds of estimates.

Estimating gives you the flexibility, speed, and accuracy to generate competitive
estimates, bids, and budgets. An innovative spreadsheet interface is supported by fast
takeoff tools, a comprehensive price database, and a wide range of ways to analyze and
fine-tune your project.

About This Booklet

This booklet covers the following topics:
= Get Help—a discussion of the Help system and useful contact information.
= Learn Basic Concepts—the concepts and philosophy behind Estimating.

= Use the Database Builder Wizard—easily modify an existing database or create a new
one.

= (Create a New Estimate—Ilearn how to create a new estimate.

» Perform Takeoff—instructions for copying information from a database into an
estimate.

= Work with the Spreadsheet—Ilearn how to navigate the Estimating spreadsheet.
= Print Reports—Ilearn how to prepare and print reports.

» Use Address Book—Iearn how to set up Address Book to store contact information.
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» Extended-Only Features—learn how to use features that are only available in the
Extended version of Estimating.

= Use Database Editor—Ilearn how to maintain databases with Database Editor.

Ways to Get Help

Use Estimating Help or Sage Timberline Online to get answers to your questions. You can
also call Customer Support. See below for more information.

The Help System

Estimating’s efficient Help system provides faster access to more information than most
manuals. With a click of the mouse or a keystroke, you can easily get Help for a
command, a field, a window, or a procedure.

To Get Help on a Window Option

Help is available on virtually every option within a window. To access it, do one of the
following:

= Click [What’s This?] on the toolbar or on the title bar and then click the option.
= Select What’s This? from the Help menu and then click the option.

= Select the option and press [F1].
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For information about the window, such as the window's purpose and what tasks you can
perform in it, click [Help] at the bottom of the window.

Ml Dalabase Settings

{Comp:

i~ Company Folder

__;IJob Costl Miscellaneousl Crew F‘nc\ngl WBS I Schedulingl Item Sort\ngl

Select the company data folder to be used by E stimating. The compary
data folder contains data for Addiess Book, Job Cost, etc.

C:AD atabazes\Mew Folder Select...

~our Company Infarmation

Company

I

Password | " Close ?  Help

[2]x]

Source

) Estimate

) [atabase

Befresh Data |

Last updated:

Help for options

——Help for window

» To Use Help to Learn How to Do Tasks

K2

Help Topics: Estimating Yiewer Help EHE

Contents | Indes | Find |

Click a topic, and then click Display. Or click another tab, such az Index

3 Welcome to Estimating
i

9] Database and spreadsheet wles
About estimates and the Estimating spreadshest
How E stimating sorts and aligns
@ How units of measure are used in Estimating
Q Fieviewing estimates
Q Working in the spreadshest
% Printing reports
@ File Tooks
Q tdaking the most of E stimating
9 Using Help
Q Show Me demo collection
Q Additional E stimating information

Closz I Frint...

Cancel

1 Click [Help] on the toolbar or select Help Topics from the Help menu.
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2 Select one of the three tabs to begin looking for a topic.
o Contents contains Help subjects organized within books.
@ Index contains an alphabetical list of Help subjects.

o Search looks through every word in Help to find matches for your search query.

When you see the topic you want, double-click it to display it.
3 Use the buttons on the toolbar to:

@ Move back and forth between topics you have already read.

o Change the size of the font.

@ Print the current topic.

@ Display a menu of useful options.

Get Answers on the Web

Sage Timberline Online offers interactive online support services. With Internet access,
you can tap into 24-hour self-help services including:

= Access to the Technical Support Knowledgebase, an interactive, online system to help
you solve a wide range of technical issues.

= Client profile information (including activation codes).

Visit www.sagetimberlineonline.com for more information.
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Contact Customer Support

Sage Software is committed to client satisfaction. Your call can cover a range of topics—
from technical issues to ideas about your unique processing needs.

For support in Call Support Hours

US or Canada 1-800-551-8307 | Monday - Friday (6 a.m. to 5 p.m. Pacific time)

When you call, have your Sage Timberline Office client number ready and make sure you
have access to your computer and reference materials.






Some Basic Concepts

Work With the Database and Estimates

Estimating stores information in two places: in a database of cost items and in your
estimates. The database is like a resource book that contains your estimating knowledge,
including information about items, prices, calculation methods, and conversions. Each
estimate contains everything needed for a particular project, including the quantity and
cost of material, labor, equipment, subcontractors, and other items.

The database is the original source of the information for each estimate, but the database
and estimates are completely separate. If you update the database, information in the
estimate remains unchanged. However, you can automatically update an estimate with
price changes made in the database. Similarly, if you change the estimate, the database is
not affected.

Learn About The Database

The database contains all the standard cost items you use, including item productivity
factors, waste factors, and prices. In addition, there are phases for organizing items,
formulas for calculating quantities, assemblies for taking off groups of items,
subcontractors, crews, work breakdown structures, and markups for adding special costs
to the estimate.

Without a database, you would have to enter information over again for every estimate.
But if you set up a database, you can enter the information once and find just what you
need for each estimate. You simply copy information from the database into the estimate
(a process known as takeoff), and enter dimensions and specifications as required.
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Access the Database From the Estimate

You can easily access the database when you are working on an estimate. This lets you
change or add new information to the database without closing the estimate. While
changes made in the database do not affect items that are already in the estimate, the new
information appears in the estimate the next time you perform takeoff.

Learn About Estimates

In essence, the Estimating spreadsheet is the estimate. It presents the items, quantities,
and monetary amounts that make up an estimate, in a format designed specifically for

estimating. Because the Estimating spreadsheet is disk-based, your estimates are saved
automatically as you work.

NOTE: The database and estimates are stored in separate files. Before you make changes, be sure to
note where your changes will be stored.

The Advantages of a Disk-Based Spreadsheet

In Estimating, every entry you make to the spreadsheet is saved to the hard disk
immediately. There is no Save or Save As command on the File menu. This prevents you
from losing data.
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View Estimate Information

The spreadsheet window is the primary place where you view estimate information.
From there, you can open other windows to see totals for the estimate or the details
associated with each item.

In the spreadsheet, you control the placement of columns, whether they are visible, and
even what labels appear in the column header. You can also use a spreadsheet layout
when you create estimate reports.

& Estimating - C:\Databases\CKBUG_HUNTACK - With Models - Crew Pricing - [Westerville]

File Edit ¥iew [Databaze Takeoff Pricing Heportz [nterface Window Help ;Iilll
D& 5 2X GG THURRNILSE.S2 QD >58
-~
Group Phase Description Takeoff Quantity | Labor Cost/Unit | Labor Price
02000.000 SITE CONSTRUCTION
02060.150 (Borrow
Bortowy, select structural fill, spread w200 HP S84.00 cy 183 oy 3915 mh
02200.000 SITE PREPARATION
02260.850 (Soldier beams & lagging
Soldier beams & lagy, no hydrst head L in place,| 3300000 =f 11.25 Jsf 4568 Jmh
Tiehacks only, based on tie-backs tatal length, 470000 If 2376 M 4296 dmh
02300.000 EARTHWORK
02305.250 |Mobiliztn demobilization
Mokil or demobil, dozer, losder, backhoe or exc! E.00 ea 9759 lea 3660 dmh
02310.440 |Fine grade
Fine grace, for slab on grade, machine 611111 sy 063 fsy 4086 fmh
02315.100 (Backfill
Backfill, dozer backfiling, trench, up to 300° ha 370 oy 057 foy 4253 Imh
02315.320 |Compaction, structural
Compaction, vibratory plate, 8" lifts, common fill 370 cy 143 foy 3576 dmh
02315.400 |Excwving,bulk bank measure
Excavating, bulk bank measure, hyd excavator | 44 51452 cy 191 foy 4307 dmh
02315.440 (Excavating, structural
Excavating, structural, mach excav, com earth)| EEET cy TEE foy 4307 Jmh
Excavating, structural, mach excav, com earth,| 175200 cy £.38 foy 4307 Jmh
02315.900 |Excawvating, trench
@' Excavate for cortinuous footing, 142 CY backh T18.73 oy 327 foy 4086 fmh
Compact backfill at footing trenches, air tamped| 554.00 cy 286 foy 3576 dmh
Compact backfill st focting trenches, air tamped) 15623 cy 286 foy 3376 imh
Hand trimfclean footing hottom (spread o conti| 10,512.00 =t 058 st 36.80 dmh
Hand trimiclean footing bottom (spread or corti| 431250 =f 059 fsf 36.80 Jmh
Backiill &t footings, FE loader, 1 CV bit, = 100' 55400 oy 255 Joy 4255 jmh
Backfill &t footings, FE loader, 1 CV kit, = 100' 15625 oy 255 ioy 4255 imh
02320.200 |Hauling
Hauling, LCY, no loading, 12 .y dump truck, 2 6296 cy 1.63 foy 3660 dmh
Hauling, LCY, no loading, 12 c.y dump truck, 5 1.752.00 cy 375 oy 3660 dmh -
Zm\Phasemm A Takeoft Order & Rzzemily 4 Col DivAssembly J Unitormatidesembly 4 Comg 4 | _bl_l
‘FDI Help. press F1 | 3/24/2004 | &







Use the Database Builder Wizard

The process of setting up a complete and accurate database can be lengthy and time
consuming. The Database Builder is designed to walk you through the necessary steps of
setting up your database more quickly and efficiently, saving you time and money and
allowing you to take full advantage of the Estimating software.

Start the Database Builder Wizard

To start the Database Builder Wizard, open the Sage Desktop (Start > Programs > Sage
Software > Sage Desktop). In the Tasks pane, select Sage Timberline
Office\Common Tasks\Tools\Database Builder Wizard.

NOTE: You must have Database Editor installed in order to use the Database Builder Wizard. The
Database Editor is an available option when you install Estimating products. For more information about
installing Estimating products, see the “Install Estimating Products” section of the GetStarted.pdf, which
is located in the Documents folder on your Estimating Products CD.

The next section gives you a brief description of several of the windows in the wizard.
The actual windows you see and the order that they appear vary depending on the options
you select.

Start Here

Select the most appropriate method of creating or modifying your database. There are
three starting points from which you can choose. Each is tailored to how you want to
build your database. After you select the starting point, the remaining windows follow
the same general pattern.
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Choose from the following:

= Use an industry-specific database template: Use a pre-built database template as the
basis for your database. Each template is based on industry specific elements. You can
preview each database template before you make a selection to find the one that works
best for you.

= Use an existing or partially-built database: If you have purchased a database,
installed a database but have not worked with it, or started building your own database
from scratch, select this option to locate that database. You can modify the database
and bring it up to date.

= Create a new empty database: If you would like to start from scratch to build a
database, select this option. The wizard provides tips and suggestions to help you get
started building your database.

Choose Your Industry/Choose a Database

Choose Your Industry

If you select to use an industry specific database template, this window is named Choose
Your Industry. Select the database template that best fits your company. There are ten
industry specific database templates from which to choose. Each template has two
different formats, both based on the Construction Specifications Institute (CSI)
MasterFormat numbering scheme. MasterFormat 1995 organizes the database into 16
divisions and MasterFormat 2004 uses 48 divisions. Preview the template to choose the
database that best suits your needs.

After you select the database template, browse to the location where you want to store
the database and give it a name.

Choose a Database

If you select to use an existing or partially built database, this window is named Choose
a Database. You can browse to the database location or select Scan to find it.
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Learn About Database Structure

Learn about how an Estimating database is structured. There are onscreen definitions and
links to Help topics that provide instruction on the organization of group phases, phases
and items. Take some time to become familiar with this structure as you get ready to plan
how your own database will look.

Plan your Database: Phase Structure

If you are using a database template or an existing database, your database already
contains phases. However, there may be missing phases, unnecessary phases, phases that
are not numbered in the way you need, or phases with different descriptions than you
want to use. In this window, you can preview and print a report that list all of the phases
that exist in your database. Use it to plan how you want your database to look.

If you are creating a new database, your database is empty and you will not see this step.

Open in Database Editor: Phase Structure

The Database Editor application opens for you to modify the phases in your database. In
Database Editor you can add, delete, rename, and renumber your phases. If you are using
a database template or an existing database, your phase table may include many phases.
If you are creating a new database, your phase table is empty and you can start adding
phases.

Plan Your Database Structure: Items

Use this window to:

= Print the Items Report. Use this report to preview the existing items in your database
and plan changes them.

» Click [Modify Items] to make changes to the items in your database. You can add,
delete, change, move, rename, or renumber the items.



Getting Started With Estimating

14

Learn About Estimating

The tutorials help you learn how to perform basic tasks in Estimating, such as creating
an estimate, performing takeoff, and updating the database from the estimate.

NOTE: For Windows 2000, you must have Windows Media Player version 9 to view the
Q tutorials. You can download Windows Media Player from Microsoft's Web site.




Section 4

Create a New Estimate

Create a New Estimate

To start an estimate, you must specify a folder and file name for the new estimate. Use
the File menu to start a new estimate from scratch, create a duplicate of an existing
estimate, or merge several existing estimates into one new estimate.

To Create a New Estimate
1 On the File menu, click New Estimate.
2 Enter a name for the estimate on the Estimate File Name tab.
3 Click the Folders tab and specify:
a The folder in which you want to store the estimate.

b The folder containing the database that you want to use for the new estimate.
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4 Click [OK]. The Estimate Information window opens.

Estimate Information: Westerville Parking Lot

id Fesults | Job Classification | MWBE & Misc

Client I Architect/E ngineer Spreadsheet Sequences I Cover Page Hdgs I
Project name IWesterviIIe Parking Lot Bid date I
Street = Bid time |12:DD &AM O PM
_I Estimatar I
s Labor rate table IBECD2DD2 =
iy I E guipment rate table IBECD2DD2 é
State/Province I . =
Job zize I I
ZIP#Postal code
- I Druration I I
Country/Begi
A I Lity Cost Index I =

Motes | ﬂ

Password... | J QK Ix Cancel | ? Help |

5 Complete the fields on the tabs. At a minimum, you need to complete the Project
name field. The Job size field is required if you want Estimating to calculate the unit
cost for the job in the Totals window.

6 When you finish entering information about the estimate, click [OK].



Perform Takeoff

Perform Takeoff

After you create an estimate, you select items and specify their estimated quantities. You
can enter takeoff quantities or have Estimating calculate them for you. When you
perform takeoff, Estimating copies everything associated with the selected items into the
estimate and calculates their takeoff quantities.

Quick Takeoff

Quick takeoff is a fast, easy way to get items into your estimates. You have the option to
specify takeoff quantities before or after items are in the spreadsheet. Once there, you can
specify the item quantities by:

» Using the formula attached to each item.

» Using the Estimating or Microsoft Windows calculator.
= Using one value to fill in other quantities.

» Using Enter Dimensions.

» Making manual entries.
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» To Perform Quick Takeoff

1 Click [Quick Takeoff] on the toolbar to open the Quick Takeoff window.

Il Quick Takeoff: Westerville
(3 0100.000 SUMMARY ﬂ Search |

T

23 01300.000 ADMMSTRTY REQUIREMENTS
01310000 Project mangrmnt/crdntn : :
D1F0.700 Field personnel Sort iter list by:

11320000 Chstitn progres docurments
& ey gl IF‘hase.n"Item 'I
Scheduling
0300 Scheduling, cost control, computer-update, mic
2| 0400 Scheduling, cost control, computer-update, mic Expand 4 |
01321.000 Construction photos Callapse Al |
01321.500 Photographs

(3 01400.000 QUALITY REQUIREMENTS

(£ 01500.000 TEMPORY FACILITS&CONTROLS [¥ Enter dimensions
(2 01700.000 EXECUTION REQUIREMENTS
0 (11840 00 MOIVING FLTPMENT d| Help |

2 (Optional) Click [Item Takeoff Settings] on the toolbar to set a location and work
Ih breakdown structure (WBS) for the items you are going to take off.

3 Select an item and take it off using one of the following methods:

o Locate the item in the list and then double-click (or drag and drop) the item to take
it off.

@ Click [Search] to open the Search field, in which you can enter search criteria for
the item. After you find it, double-click (or drag and drop) the item to take it off.

o Select an option from the Sort item list by drop-down list to organize the list in a
different sort order. You can sort by phase/item or description. You can also use a
custom sort based on WBS codes. Locate the item in the list and then double-click
(or drag and drop) the item to take it off.

4 Take off additional items in the same manner. You can select multiple items in the list.
5 Enter or calculate the item takeoff quantities. To calculate quantities you can:

o Use the calculator.

o Use formulas.

o Manually enter quantities.
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You can also right-click in the takeoff Quantity column to select these additional
options:

o Use Enter Dimensions. This option is only available after you use your mouse to

select multiple cells in the Quantity column.

o Use Digitizer (if you own Digitizer).

o Use ePlan Takeoff (if you own ePlan Takeoff).

Item Takeoff

Item takeoff is a convenient way to take off groups of items and quickly calculate their
takeoff quantities. You can review items and modify them for use in the current estimate
before you generate them to the spreadsheet.

To Perform Item Takeoff

1 Click [Item Takeoff] on the toolbar to open the Item Takeoff window.

2100.01 Division 2 Subcontractors
2111.00 Investigate: Soil Testng
2111.10 Investigate: Field Tests
2141.00 Dewater: General
2142.00 Sand Fil @ Slab
214400 Gravel @ Slab

2145.00 Dewater: Fiter Fabric
2148.00 Dewater: Relief Wells
2201.00 Earthwk:Remove Topsoil
2220.01 Earthwh: Bulk Cut
2220.10 Earthwic: Bulk Fill
222015 Earthwk: Disposs Suplus
2220.16 Earthwk: Bomow
222040 Earthwk: Shape & Grade
2220 45 Farthwic Fine Grade

'

=l

Quantity 1.000

each

Ttem Takeoff: Westerville =] E3

2050.00 DEMOLITION

Length '

eet

“Width *

et

Depth of Sand " 4.000

inch

Depth of Gravel " 4.000

inch

Depth "

et

Tons / Cupd 1.350

ons

Pass 1

EHI=]

L rtroniteoitecia”

Phase Item D.

Quantity

Unit

Location

Bid Item Activity

Mor < |

- Ecavation [lsum]

lsum

- Grading & Paving

each

~Shework Testing

Isurn

- Sl Poisaning

saft

- Dewatering

Isurn

FEREEE

~Landscaping

Isurn

sub

- Concrete Paving

each

- Site Uitiities

each

- Lawn Inigation System

saft

Variable
Tpane

Takeoff

@ 8|88/82

- Fence ChainLink

Inft

~Sie Fumishings

each

ul
ul
ul
ul
ul
ul
ub - Piing
ul
ul
ul
ul
ul
oi

I Tests

each

-
e e P 11

v

ok

| XK Cancel | ?

Help

r

grid

2 (Optional) Click [Item Takeoff Settings] on the toolbar to set a location and work
breakdown structure (WBS) for the items you are going to take off.

3 Select an item and take it off.

(Optional) Right-click on the item list and Sort item list by to organize the list in a
different sort order. Or select Search to find a specific item in the list.
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If you have formulas assigned to your takeoff items, Estimating displays the variables
(dimensions and specifications) for them in the variable pane.

4 Enter the item takeoff quantities in the takeoff grid.

5 Review the items in the takeoff grid. If necessary, you can change an item description,
change item details, delete an item from the grid, and save the items as an assembly.

6 Click [OK] to generate the items to the spreadsheet.
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Assembly Takeoff

You can streamline the takeoff process by taking off assemblies. For example, instead of
taking off each item that makes up a standard-sized wall, you can take off an assembly
containing all the items needed to construct the wall.

To Perform Assembly Takeoff

1 Click [Assembly Takeoff] on the toolbar to open the Assembly Takeoff window.

Ml Assembly Takeoff: Westerville _|ox
{3 01- GENERAL CONDITIONS General Conditions -1
L5 0100- General Contions - | Quantity 1.000 | each
Al Horls Dusen e
# Manths Temp Elec
# Manths Temp Heat
# Months Temp Water

= ] # |

Phase ltem Description Quantik Unit Location Bid Item Activity Mur-l

1 1101.00 (10 O Supenintendent week
2 1511.00|7 O Temp Phone mirith
3 1511.00{1 O Temp Electicity miirth
4 1511.00/5 O Temp Heat minth
b 1511.00(11 O Temp ‘Water minth
& 1551.00(10 O Jab Sign sach
7 1511.00(13 O Termp Toilet mnth
8 1730.00(10 O Taals & Equipment minth
9 1701.00(10 O Layaut [Jwn Farces] gach
0 1705.00(10 O Current Cleanup week
1 1705.00 |60 O Final Clearup gach
2

kIl _’|j
Motes Attachment | v 0K | X Cancel | 7 Hep |

mth | | 4

2 (Optional) Click [Item Takeoff Settings] on the toolbar to set a location and work
breakdown structure (WBS) for the assemblies you are going to take off.

3 Select an assembly and take it off.

If you use formulas in your assemblies, Estimating displays the variables (dimensions
and specifications) for the assembly in the variable pane.
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Enter the variable amounts in the variable pane or enter a takeoff quantity in the
takeoff grid. Click [Add Pass] to calculate quantities for items with formulas.

Review the items in the takeoff grid. If necessary, you can change an item description,
change item details, add an item to the assembly, delete an item from the grid, or
substitute an item in the grid.

When you are ready to generate the assembly to the spreadsheet, click [OK] in the
Assembly Takeoff window.

Review Assemblies

You can review and change assemblies already in the estimate. Estimating tracks all of
the passes generated during assembly takeoff and lets you:

Check the dimensions entered for each pass.

Change dimensions and make additional passes for the same items.
Change dimensions and replace existing passes.

Add or delete items.

Attach a note to any pass.

» To Review a Pass

1 From the Takeoff menu, select Review Assemblies.
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2 Double-click the assembly that you want to review.
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{3 03000 COMCRETE Continuous Foatings, Gra -
L23 03305 Continuous Footings, Giade & Tie Beams Quiantity 1.000] each |
11:07 AM Calculation Methad 1.000
New pass Depth to TOF - A 1.500 |+
Footing Length| 1.725.000|IF
Depth to TOF - B 1.500 |+
Foating *width 2500/ IF
Footing Depth 3.000 | «f
Waork Area? Tes -|
Poss 8|+l -]
Phasze Item Description Quantity Unit Location N
1 =Ef Trench Cont Footing |
2 02315.900 | 0030 0 Excavate for continuous footing, 1/2 718,750 | cy
3 =2 Shore Cont Footing
4 02260 850 | 2350 O 3" thick treated wood lagaing between of
5 Form Cont Faoting
B =22 Kewway
7 03110.430 (1550 0 Foms in place, footings, keyway, 4 u 1.725.000| I
g 03110.430 | 2250 O Forms in place, keyway, 4 uze, for key
9 03110.430 | 0500 O Farms in place, rebar templates for footi 1.725.000|IF
10 03110430 {1000 O Forms in place, integral starter wall, to 4 If -
KI _»TI
Hotes | Attachment | J ag | x Lancel ? Help |
|Buartity: 47917 unit |Cost: $114532.03 [$239.02 / unit v

3 Click the pass that you want to review.

» To Revise an Existing Pass

1 In the variable pane, change the dimensions in the Quantity, Length, and Width

boxes.

Last Pass].

2 Click [Replace Pass] to revise the existing pass.

3 Click [OK] to send the changes to the spreadsheet.

NOTE: You can also add a pass [Add Pass], add notes to a pass [Pass Note], or undo a pass [Undo
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One-Time Item Takeoff

One-time items are items that do not already exist in your database. They may be unusual
items that you want to include in an estimate without first having to set them up in the
database.

To Perform One-Time Item Takeoff

1 Click [One-Time Item] on the toolbar. The One-time Item window opens.

One-time Item EE
Phaze Description Cluantity T akeoff unit
[ozzsam =|| | | =

Categories
¥ Labor
v Material
[ Subconbract
[ Equipment
[ Other
Go to Detail | ¢ Ok, I x Cancel ? Help |

2 Complete the fields in the window. At a minimum, you need to complete the Phase,
Description, and Takeoff unit fields to set up a one-time item.

3 (Optional) Click [Go to Detail] to enter more information about the item.

4 When you finish setting up the item, click [OK] in the One-time Item window. The
item appears on the spreadsheet or in the takeoff grid if you are taking off a one-time
item from the Item Takeoff window. Hyphens in the Item column (----) identify a
one-time item in the spreadsheet. If you did not select [Go to Detail] in step 3, you can
enter details directly to the item in the spreadsheet.

NOTE: If you want to add your one-time items to your database, you can easily do so by selecting
Pricing > Update Database > Save One-time Items to Database.
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Add New Item

You can add new items to your estimate from within quick takeoff, item takeoff, or
assembly takeoff, if your settings allow it.

To review your settings, select Edit > Options. On the Takeoff tab, confirm that the
Include Add New Item entry on takeoff lists check box is selected, and then click
[OK].

Estimating Options BE
Spreadsheetl Folders  Takeoff | Miscellaneousl
Default Categories for Dne-time [tems
IV Labor
v Material
™ Subcontract
™ Equipment
™ Other

[ Generate zern quantity iterns fram aszemblies

™ Autoclose Pass Audit window

( V' Include Add Mew Iterm entry on takeoff Iists)

« 0K I X Cancel | ?  Hep

» To Add New Items in Quick Takeoff

. El 1 Click [Quick Takeoff] on the toolbar to open the Quick Takeoff window.

2 Double-click on the group phase and then phase where you want the new item to
appear.
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3 Double-click Add New Item. This creates a new row on the estimate, under the phase
you selected.

B Quick Takeoff: Westervile BE
@ 1100.000 GENERAL REQUIREMENTS - Search |
(] 2050.000 DEMOLITION
] 2100.000 SITEWORK -

3 3000.000 CONCRETE Sortitem list by

SER - Add r..ﬁ.,.,. kem |Phase/ltem vl
FEl 1 Fatwork Concrete

] 10 Foundation Sub Expand &ll |
]ﬁ ?j::ﬁg‘:&b Collapse Al |
16 Shoring Sub -
20 Fying Fom Rert ¥ Enter dimensions

Bl 25 Rebar Sub Labar Only

121 76 Rehar Sub | ahar & Materal j Ll

4 Close the Quick Takeoff window.

5 Enter the item information in the new row on the spreadsheet.

» To Add New Items in Item Takeoff

1 Click [Item Takeoff] on the toolbar to open the Item Takeoff window.

"

2 Double-click on the group and then phase where you want the new item to appear.
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3 Select Add New Item. This adds a row to the item takeoff grid, where you can enter

information for the item.

"] Fle Edit View Database Takeof Priing Reports Interface Window Help

BB X il AR ES S8 9 e

2100.000 SITEWORK

3000000 CONCRETE
3000.010 Division 2 Subcontractors
3111.000 Forms: Footings
3127.000 Forms: Edgeform Slabs
3130.010 Forms: Edgeform at Walks
3135.000 Forms: EdgeFm Suspnd Slab
3136.000 Forms: Stairs
3159.000 Forms: Strip & Cil
3160.010 Fomms: Screeds
3161.000 Forms: Chamfer Strip
3179.000 Forms: Nails
3206.000 Rebar: Footings
3214.100 Rebar: Slab On Grade
3219.000 Rebar: All Types
3226.000 Wiremesh

APUELELTELELEETE™”

oD =
© 30 Footing Conc 3000 psi
c 35 Footing Conc 3500 psi

c 37 Footing Conc 3750 psi

c 40 Footing Conc 4000 psi

50 Footing Conc 5000 psi

c 55 Footing Conc 5500 psi

gl ¢ 60 Footing Conc 6000 psi

Hea 3310.070 Conc: Slabs On Grade
Ha= 3375.000_Curina Compounds

L]
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4 Enter the item information in the takeoff grid.

M Item Takeoff: Westerville

@
=]
O
=

_a .

1100.000 GENERAL REQUIREMENTS

2050.000 DEMOLITION

2700000 SITEWORK

3000000 CONCRETE
3000.010 Division 3 Subcontractors
Add New ftem

1 Ratwork Concrete

10 Foundation Sub

12 Ratwork Sub

15 Forming Sub

16 Shoring Sub

20 Fying Form Rent

25 Rebar Sub Labor Only

26 Rebar Sub Labor & Material

30 Stressing Tendons (sum)

35 Concrete Placement Sub
FIr em escrplion uantil i Location Bid Item
U 3000.010] - ** Change this description * sub
v Ok

| x Lancel | ? Help

5 Click [OK] and then [Close] to add the item to your estimate.

» To Add New Items in Assembly Takeoff

Bl

3 Right-click in the assembly pane, and then select List Items.

2 Select an assembly and take it off.

1 Click [Assembly Takeoff] on the toolbar to open the Assembly Takeoff window.
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4 Select the group phase and then phase where you want to add the new item, and then
click Add New Item. This creates a new row on the assembly grid, where you can
enter information about the item.

E Estimating - C:\TESchool - [Assembly Takeoff: Westerville]

:| File Edit View Database Takeoff Pricing Reports Interface Window Help

PEBB X (EEa TEEEL EHL S Q@ W

1100.000 GENERAL REQUIREMENTS ﬂ

2050.000 DEMOLITION
2100.000 SITEWORK
3000.000 CONCRETE
3000.010 Division 3 Subcontractors
Add New ftem
1 Fatwork Concrete
0 Foundation Sub
2 Flatwork Sub
5 Forming Sub
& Shoring Sub
0 Flying Form Rent
5 Rebar Sub Labor Only
6 Rebar Sub Labor & Materal
0 Stressing Tendons (sum)
5 Concrete Placement Sub
6 Concrete Finishing Sub
0 Precast Concrete Slabs
5 Architectural Concrete
0 Poured Gypsum Decks (sub)
5 Concrete Restoration
0 Sand Blasting Sub
1 Pumping (each )
2 Pumping {cuyd )
0 Titt Up Concrete Sub

3111.000 Forms: Footings

3127.000 Forms: Edgeform Slabs

3130.010 Forms: Edgeform at Walks j

oUoo
&
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5 Enter information about the new item in the assembly grid.

M Assembly Takeoff: Westerville BE R
@ 1100.000 GENERAL REQUIREMENTS | [[Foundation - Spread Foot Mo Rebar Simple
[&5) 2050.000 DEMOLITION Quantity 1.000 |each
] 2100.000 SITEWORK Length* ft
=) 3000.000 CONCRETE
Ha 3000.010 Division 3 Subcontractors

Add New ltem
1 Fatwork Concrete
10 Foundation Sub
12 Flatwark Sub
15 Fomming Sub
16 Shoring Sub
20 Flying Form Rent
25 Rebar Sub Labor Only
26 Rebar Sub Labor & Material
30 Stressing Tendons (sum)
35 Concrete Placement Sub

bttt | P il e o e
Phase Item Description Quantit Unit Location Bid Item
1 222025010 0 Excavate Footing by Machine Y
2 2220400 10 0 Shape & Grads Footing sf
3 3306.000 | c 30 0 Footing Conc 3000 psi Y
4 3111.000 |50 0 Keyway In Faating It
I Q51 000 10 [ Set Grade Pine at Fooling If
[ Q0000 0= Change this descriotion *= ub )
7

0 Mates Aftachment 0K I X Cancel I ?  Hep

ff | |

4

6 When you are ready to generate the assembly to the spreadsheet, click [OK] in the
Assembly Takeoff window.

NOTE: If you want to add your new items (which are now one-time items) to your database, you can
Q easily do so by selecting Pricing > Update Database > Save One-time Items to Database.
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Section 6

Work with the Spreadsheet

The spreadsheet window contains columns with the quantities and category information
for all items in the estimate.

& Estimating - C:\Databases\CKBUG_HUMNTACK - With Models - Crew Pricing - [Westerville]

Fle Edit “iew Database Takeoff Piicing Reports Interfface ‘Window Help ;Iilll
D fBEER XS O ST URRNAE EHSE QS 58
-
Group Phase Description Takeoff Quantity | Labor Cost/Unit | Labor Price
02000.000 SITE CONSTRUCTION
02060.150 |Borrow
Borrowe, select structural fill, spread w200 HP 584.00 cy 183 oy 3815 imh
02200.000 SITE PREPARATION
02260.850 |Soldier beams & lagging
Soldier beams & lag, no hydrst head L in place, | 33,000.00 sf 1125 i=f 4568 Jmh
Tiehacks only, bazed on tie-backs total length, 470000 I 2376 af 42.96 imh
02300.000 EARTHWORK
02305.250 |Mobiliztn demobilization
Mokl o cemaobil, dozer, loader, backhoe or exc 6.00 ea 97.59 Jea 36.60 Jmh
02310.440 (Fine grade
Fine grade, for slab on grade, machine EA11.11 sy 063 i=y 4086 imh
02315.100 |Backfill
Backfil, dozer backfiling, trench, up to 300" ha 370 oy 057 oy 4255 Jmh
02315.320 |Compaction, structural
Compaction, vikratory plate, 8" lifts, comman fill 3.70 oy 143 oy 35.76 Jmh
02315.400 |Excving,bulk bank measure
Excavating, bulk bank measure, hyd excavator| 44 81482 cy 191 oy 4307 imh
02315.440 |Excavating, structural
Excavating, structural, mach excav, com earth, BEEY cy TEE oy 4307 imh
Excavating, structural, mach excay, com earth,)  1,752.00 cy .38 joy 43.07 imh
02315.900 |Excavating, trench
@l Excavate for continuous footing, 1/2 CY backh 71875 oy 327 oy 40.86 fnh
Compact backfill &t footing trenches, sir tamped S84.00 oy 286 oy 3576 dmh
Compact backfill &t fodting trenches, air tamped 156.25 oy 286 oy 35.76 /mh
Hand trimiclean footing bottom (spread or conti | 10,512.00 st 059 =t 36.80 Jmh
Hand trimiclesn footing bottom (spresd or conti | 4,312.50 sf 059 i=t 36.80 Jmh
Backfil at footings, FE loader, 1 C bit, = 100° 554.00 cy 255 oy 4255 Jmh
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Spreadsheet Window Toolbar

A toolbar is available at the top of the spreadsheet window for easy access to the common
commands described below. For information about accessing these commands using

keyboard shortcuts, refer to the appendix.

NOTE: In this booklet, instructions that include these commands often include a picture of the icon as

well.

=

Icon | Command Purpose
Expand Displays the spreadsheet with one more level of detail.
Collapse Displays the spreadsheet with one less level of detail.
Find/Goto Lets you search for items that match the sort level or
description you specify.
Spreadsheet Lets you create, modify, delete, or apply a custom layout to
Layout the spreadsheet.
Quick Takeoff | Perform takeoff directly from the item list. Available only

when a database is open.

Item Takeoff

Opens the Item Takeoff window, in which you choose the
items and specify their takeoff quantities. Available only
when a database is open.

[}
£
H

Assembly Opens the Assembly Takeoff window, in which you
Takeoff/Review | choose an assembly and specify the takeoff quantities for its
items. Available only when a database is open.
One-time Item | Creates a one-time item for the current estimate. You enter
the phase, description, takeoff quantity, unit, and categories.
@ [tem Takeoff Controls the automatic assignment of location and WBS
Settings values during takeoff.
Detail Lets you view and modify the information about an item in
! |
the estimate spreadsheet or takeoff grid.
Totals Lets you view the overall total and category totals for the
current estimate and assign addons (markups).
Combine Lets you combine matching items in the spreadsheet.
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Icon | Command Purpose

Scan Lets you find incomplete items in the spreadsheet.

What's This? Displays Help for a button, command, or window.

Change the Appearance of the Spreadsheet

The spreadsheet includes over 100 columns of information. Estimating makes it easy for
you to adjust the appearance of the spreadsheet to suit your needs.

You decide:

Which columns are visible and where they are positioned.
What names appear as column headers and how wide each column is.

Whether you want to organize items by phase, location, takeoff order, assembly, or a
customized spreadsheet sequence.

How many levels of detail you want to see.

What fonts and colors are used for text and numbers.

In addition, you can set up an unlimited number of layouts. For example, you can design
a labor-only layout or a material-only layout.

» To Set Up the Spreadsheet Layout

=

1

Click [Spreadsheet Layout] on the toolbar to open the Spreadsheet Layouts
window. This window lists the layouts set up for the current spreadsheet sequence.

Spreadsheet Layouts: Phase/ltem

<Curent layout

Add

Edi..

lud.

Delete

X Cancel | ?  Hep |

Click a button in the Spreadsheet Layouts window to continue.
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o To set up a new layout, click [Add].
o To modify an existing layout, select the layout in the list and click [Edit].
@ To save the current layout, select <Current layout> in the list and click [Edit].
o To delete a layout from the list, select the layout in the list and click [Delete].
3 Set the options in the Modify Spreadsheet Layout window.
@ To show a column in the spreadsheet, select the corresponding Visible check box.
@ To hide a column, clear the corresponding Visible check box.

4 Click [OK] to save the spreadsheet layout and close the Modify Spreadsheet Layout
window.

Change Item Prices and Quantities

As you work on an estimate, you can change prices and quantities to reflect the latest
information. For example, you can enter quotes for materials.

» To Change Prices and Quantities

1 On the spreadsheet, click the appropriate category Price cell for the item. For
example, to enter a quote for an item's material price, click the Material Price cell.

2 Enter the new price.

3 Ifother items in the spreadsheet are linked to this item, the following question appears:
Would you like to update prices for linked items?

o Click [Yes] to change the prices of linked items too.
s Click [No] to change the price of this item only.

4 If the spreadsheet contains duplicates of this item, the following question appears:
‘Would you like to update prices for duplicate items?

8 Click [Yes] to change the prices of duplicate items too.

@ Click [No] to change the price of this item only.
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Find Incomplete Items
To make sure your estimate is complete, you can scan it for missing takeoff quantities,

prices, amounts, or subcontractor names (if an item has a subcontract amount).

» To Scan for Incomplete Items

1 Position the cursor anywhere on the spreadsheet.

E 2 Click [Scan] on the toolbar.

3 Estimating stops at the first cell that is empty or contains a zero. Fill in the missing
quantity, amount, price, or subcontractor name. If you need to do more research before
you supply a value, leave the cell blank for now.

4 Repeat step 2 until no more incomplete entries are found. (When Estimating reaches
the bottom of the spreadsheet, it resumes scanning from the beginning of the
spreadsheet.)
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The Detail Window

The Detail window lets you view the information about a row in the estimate spread-
sheet or takeoff grid. This window contains information about the selected spreadsheet
row as specified for the estimate. Estimating saves your entries when you click [OK].
Changes you make are saved with the estimate and do not affect the database.

» To open the Detail Window:

* On the toolbar, click [Detail].

Q

» From the keyboard, press [Ctrl]+[D].

Motes WwBS Unit Costs I Resources I

| Convert Order Bty Unit Price

Labor| 0.01538 | mh I 93.989 | mh 40.856
Materiall - - -
Subcontract - - -
E quipment 0.00763 | mh /oy 46.994 | mh E3.168
Other - - -

«| | »

Location I - l wastel & Sequence|43

Drate I3.-"24.-"2DD4 AssemnyIDSSSD Slabsz [On
Time|11:D1 Abd
Hame Description
Crew B11L Crew B11L
Labor Rate Table BCCD2001 BCCD2001 - 30 City Average
Equipment Fiate Table | ECCD2001 ECCD2001
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The Totals Window

The Totals window shows a summary of the cost category and estimate totals. It also lets
you include addon costs (markups) in the estimate.

» To Open the Totals Window

1 Click [Totals] on the toolbar or press F4.

b

The Totals window opens. You can see the totals for each cost category, markup and
subtotal along with the total cost of the estimate.

Bl Westerville - Totals Hide Toolhar| [Dock - | M=l A
+E a- -5 |T0ta\s Page Templates -
Description | Amount [ Totals| Hours [ Rate [ Allocatable | CostBasis| CostperUnit |  Percent of Tot
» Labor| 45,395 2,319.789 hrz 4840 isf 57.75%
Waterial 28274 2.827 Isf 35.19%
Subcontract isf
Equipment Isf
Other isf
T4670 74,670 7.467 Isf 92.94
|| office Overhead 2987 4.000 % v Category 0.299 /=f 372%
Sales Tax 1,792 6.500 % Vv Category 0.179 /sf 223%
Bond 897 Il Bond 0.080 /=f 1.12%
Toral 80,346 8.035 /st
KU 2
gpreadValiancel E\earyanancel Motes. . | ./ Close | ?  Hep

% 2 To print the totals, click the print icon on the toolbar. If the toolbar does not appear,
click [Show Toolbar].

Format the Totals Window

You can format the Totals window to change its visual appearance. You can also hide
fields to prevent them from printing on reports. Any layout changes you make to the
window print on your report if the option to print totals is selected on your report.
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» To Format a Column in the Totals Window

1 With the Totals window open, right-click on a column heading and select Format
Column. The Format Column window appears.

2 Make changes to the column. Changes you can make include:

Column name
Column width
Alignment

Number of decimals
Background color

Font

3 Click [OK] to save your column changes.

Q NOTE: You can also format rows or individual cells. To format a row, right-click on the row header and
select Format /row name/Rows. To format a cell, right-click in the cell and then select Format Cell.

> To Hide a Column on the Totals Window

Hiding columns prevents them from showing up on reports, but does not remove the
amounts from the totals.

1 With the Totals window open, right-click on a column heading and select Hide On
Reports.

2 Ifyou receive a warning that hidden numbers may cause some totals to appear
incorrect, click [OK]. (This does not mean the numbers are incorrect, only that they
may appear to be, because numbers that are used in the total calculation are not
visible.)

3 Click [OK].

NOTE: You can also hide rows or individual cells. To hide a row, right-click on the row header and select
Q Hide on Reports. To hide a cell, right-click in the cell and then select Hide on Reports.
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Addons represent the additional cost or markup that contractors add to their estimates. It
is cost over and above the actual cost to contractors and represents their indirect costs and
budgeted profit. Types of addons include overhead, taxes, profit, and other costs.

You can choose addons for the estimate before or after takeoff. Some estimators like to
set them up before takeoff so that they can see how the overall estimate is shaping up as

they work.

Where you insert each addon determines which estimate costs are used to calculate the
addon amount. An addon should come after the subtotals and addons you want to
include. This is especially important for addons based on subtotals.

1 Right-click on the row header where you want to create the addon.

2 Select Insert Addon.

M Insert Addon

105 Matenal Mark Up

110 Installing Contractar's G.C.'s
200 Frime Contractor's G.C.'s

205 Prime Contractar's Fes

210 Design/Trade Contingency
215 Escalation

220 Bondz and Insurance

500 Owners' Soft Costs - Average

.~ Clow= |‘? Help

Find ...

Select

d;

3 Double-click the addon to select it. You can select multiple addons if necessary.

4 When finished, click [Close].
5 Click [OK].
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» To Insert Subtotals

Where you insert a subtotal determines which estimate and addon costs it includes. Each
subtotal is the sum of the amounts between it and the previous subtotal.

1 Right-click on the row header where you want the subtotal to appear.
2 Select Insert Subtotals.

3 (optional) Type a description in the Description column.

Create Totals Page Templates

Changes you make to the Totals window are stored with the estimate. You can also save
the Totals window format to the database as a template so that it is available to use on
other estimates.

1 With the Totals window open, click [Totals Pages Templates] > Save As Totals
Page Template.

2 In the Template name box, type the name for this template.

3 If you want to use this template for all new estimates, click the Use this totals page
template for new estimates check box.

4 Click [OK].

NOTE: To revert back to the system default template, select [Totals Page Template] > Use System
Default Template.

Docking the Totals Page

You can dock the totals page, which places it in a location on the screen that you select.
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» Dock the Totals Page
1 With the Totals Page open, click [DocK].

H Westerville - Totals Hide Toolbar W !E H
g&-T-% Dock to top lstes v
Descripon | Amount | Totals| Hours |  Rate | Allocatable | CostB; Dagtilivian Pya
P80 Combine % all Categories. 2772 12000 % ¥ Caegy  Dockiokft
L Labor Burden 5,183 BT50 % r Category  Dock to right
|| Bond 383 v Bond Lndack
Sales Tax % of Taxable Materal 626 7250 % v Category
» Toral 32,046 3.205 /st

. iy
ﬁplead\/ar\ancel E\ealyaliancel MNotes | P Heb

2 Select the location where you want the Totals Page to appear. The page automatically
moves to the location you select. If you dock the page and later want to undock it,
repeat these steps and select Undock.
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Section 7

Print Reports

Print Reports

You can print a report on paper, preview it on your screen, or export it to a PDF file, an
Excel file, or an ASCII text file. The printing procedure is similar no matter which report
you choose to print.

You can also set up customized cover pages, headers, footers, and a signature block for
each estimate report. Once you have a presentation you like, you can save it to a named
layout for printing that report in the future.

To Print a Report

1 Open an estimate. (You must have an estimate open because the report information
comes from the current estimate.)

2 On the Reports menu, select the report you want to print.
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3 (Optional) To customize the report, click [Report Options] to open the report options
window. In this window you can select which records print, sort the report
information, change the fonts or colors, change the page setup, set up headers and
footers, or set up a signature block.

Spreadsheet Report Options: Westerville n m
Fieport Layout:
I [current laypout] j
Report Options | Sart I Hangel Font.-"La_l,loutI Page Setup Frirter:

Syprinthdlr SHP
Lazerlet 4000

[T Allocate addons [T Combine iterms Series PCL 6

™| Round unit prices I~ Round quantities

™ Print horizontal gridlines [+ Print cover page Setup... | Frint |
[~ Prirt vertical gridlines [ Prit signature black. -

I Show level total separator lines ™ Prirt estimate totals ﬂl
V' Shaded headings I~ Mew page for totals Export... |
¥ Minimize cverling colums | Fririt totals notes

[ Priet level totals Edit Hdr/Ftr... |
Prefil rom Spreadshest | [ Priet motes for all sort levels Pl Selep. |
Manage Layoutsl

Save Layout |

NOTE: For the Spreadsheet report, you can click [Prefill from Spreadsheet] to change the report
options to match the current layout of the spreadsheet. This is an easy way to get a printout that looks
the same as the spreadsheet on the screen. If you prefer a different layout for the report, you can change
the spreadsheet layout before you print.

4 (Optional) To check the appearance of the report before you print it, click [Preview].

5 (Optional) To save your changes for the future, click [Save Layout] and give the
layout a name. You can select this layout name in the future to use these changes.

6 Click [Print].

To Save a Report as a File
1 In the report window, click [Export].

2 Inthe Export Report File window, select the drive or directory in which you want to
save the report. Then enter a name for the report in the File Name field.
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Portable Document Format (*.pdf)
Microsoft Excel Workbook (*.x1s)
Microsoft Excel XML (*.xml)
Comma Separated Values (*.csv)
Tab Separated Values (*.tsv)

Text Files (*.txt)

4 Click [Save].

» To Preview a Report

1 From the Reports menu, select the report you want to preview.

2 Click [Preview].

3 In the preview window, use the buttons at the top of the window to manipulate the

display.
Button Action
[Print] Starts printing the report.

[Next Page] | Previews the next page.

[Prev Page] | Previews the previous page.

[One Page] Shows one page at a time.

[Two Page] Shows two pages at a time.

[Zoom In] Makes the pages larger.

[Zoom Out] | Makes the pages smaller.

[Close] Returns to the previous window.
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Use Address Book

Use Address Book

Address Book is a company-wide database of company and person contact information
that can be shared by other Sage Timberline Office applications. Contacts for Estimating
include the subcontractors, clients, engineers, and architects you work with, as well as
your own company information.

Address Book is available in Estimating wherever you need contact information. For
example, when you need to assign a subcontractor to an item, you can open the Address
Book contact selection list from the estimate and select the subcontractor you want to
use.

Other tasks in which you access Address Book from Estimating include:
o Edit a subcontractor, company contact, or person contact.
@ Select your company (Company tab in the Database Settings window).
@ Select the client's company (Client tab in the Estimate Information window).

o Select the architect's company (Architect/Engineer tab in the Estimate
Information window).

o Select the engineer's company (Architect/Engineer tab in the Estimate
Information window).

o Select the default subcontractor or vendor for a material class (Material Class
window).
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Select a Company Data Folder

The company data folder contains an Address Book database, Job Cost data, and other
information that is used in Estimating. You need to select a company data folder to access
this information. You do not have to connect to a company folder to work with
Estimating; you can enter contact and job cost information and save it to the estimate
instead. However, if you want consistent information in your estimates or need to make
contact information available in other Sage Timberline Office applications, you must
connect to a company folder.

NOTE: If you want to select a shared data folder on a mapped drive, map a drive letter to the data folder
before you begin. Use the same drive letter and path that other workstations use to access the folder.

To Select a Company Data Folder
1 From the Database menu, select Database Settings.

2 Onthe Company tab, select the location of the company data folder that contains your
Address Book and Job Cost information. Click [Select] to choose from a list of
company folders.

NOTE: If you cannot find a folder, you may not have access to the company folders that are used by your
accounting department because you do not have a Sage Timberline Office accounting application
installed on your workstation. Address Book requires certain program files when accessing databases
used by both Estimating and accounting applications. You can set up your workstation to recognize
accounting data folders without installing an accounting application. Refer to the Help “Setting up a
workstation to recognize Sage Timberline Office accounting data folders” for more information.

3 (Optional) To configure your database to use Job Cost data stored in this folder, click
on the Job Cost tab. Select Sage Timberline Office as the job cost interface type, and
click the Use Sage Timberline’s Job Cost data option.

4 When you finish making changes, click [OK] to save them.
5 Click [Close].
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Set Up Subcontractors

You create a subcontractor in Address Book when you want to use the subcontractor in
more than one estimate or to make the subcontractor available in other Sage Timberline
Office applications.

» To Set Up a Subcontractor in Address Book

1 In the estimate, right-click in an empty cell in the Sub Name column and select
Create Subcontractor > Create Subcontractor in Address Book from the shortcut
menu.

2 Complete the information for the subcontractor in the Company Setup window.
3 Click [Save & Close].

NOTE: You can use Edit Subcontractor in Estimate from the shortcut menu to add an existing
estimate subcontractor to Address Book.
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Refresh Estimate Subcontract Information in Address Book

When you refresh the subcontractors in an estimate, Estimating copies the appropriate
information from the specified company data folder (Database Settings window) to the
estimate and identifies any new contacts in your estimate that are not in Address Book.
You should refresh your estimate subcontractor information if you have opened a new
database to work with the estimate or if you think the subcontractor information in the
estimate is out of date.

NOTE: You cannot refresh your offline copy of Address Book if the shared network Address Book is in
use. Before you refresh your offline copy, make sure other users are not using the shared network Address
Book.

To Refresh Estimate Subcontract Information

1 If your database is not connected to a company folder that contains Address Book or
Job Cost data, connect it now.

2 From the Takeoff menu, select Refresh Estimate Subs from Address Book.
Estimating opens the Refresh Vendors and Subs from Address Book window and
begins refreshing the subcontractor or vendor information in your estimate.

During the process, a progress bar appears at the bottom of the window. If Estimating
encounters any conflicts between your estimate and Address Book, it creates a report
that you can print when the update is complete. This report identifies any new contacts
in the estimate that are not in Address Book. You can use this list to quickly identify
the new subcontractors in the estimate and add them to Address Book.

3 When the process is complete, click [Close].



Extended-Only Features

Estimating Extended offers several advanced features that are not available in Estimating
Standard. For example:

» WBS (work breakdown structure) codes

= Crews

» Customizable Spreadsheet Sequences

= Subcontractor Bid Grids

= Adjust Spreadsheet Columns

» Model Takeoff (if you own Model Estimating)

* Move/Copy Items

Use WBS Codes

Estimating Extended lets you define as many as forty work breakdown structure (WBS)
codes to provide custom spreadsheet and report sequences. WBS codes let you sort
estimate items based on a scheme of your own. For example, you might want to list items
by estimator, department, or bid item.

Within each WBS, you create numerous WBS values and assign them to items. After you
set up a WBS code and its values, you can assign it to items at takeoff or enter it in the

WBS column for items already in the spreadsheet. For example, you can set up a WBS

code Activity and create multiple values for the code, such as door or window
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installation. During item or assembly takeoff, Activity appears in the takeoff grid and the
values appear in drop-down list from which you can choose the one you need.

» To Set Up WBS Codes
1 From the Database menu, select Database Settings.

2 In the Database Settings window, select the WBS tab and enter the information for
each type of WBS code you want to create.

Il Database Settings BE
Eompanyl Job Costl Miscellaneousl Crew Pricing  WBS |Scheduling| Ikem Sortingl S ource
WBS Code Hame Size Type Unit =« Delete | " Estimate
1 Eiid [tem 201 T akeoff
2 M % Datahase
3
4 Clear Al |
13
E Refresh Data |
7
g Last updated:
10 7419/2005
11 |
12
3
F]
5
5
7
a8
19
20
2
22 h
4| | 3|
Pazaword... | .~ LClose | ? Help |

3 In the grid, right-click on a cell and select Edit WBS Values from the menu.
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4 Complete the fields in the Adding WBS Value window. You can use [Copy] and
[Prefill] for this purpose. At a minimum, you need to complete the Select WBS code
and WBS Value fields to enter a new WBS value.

i Adding Estimate WBS Value EE

Select WEBS code: Tope: Size: Py | 33 |
{Bid Item =) [Takeoft [0 Source
= Estimate

(wss Walue || ED " Databass

Description | Copy |
Uit I—;l RFrefill |

Nc-tesl m
WES Setup... |
o Ok I X Cancel | ? Help |

5 Click [OK].

Include the Cost of Crews

Crews, which are comprised of the resources necessary to construct an item, let you
include the cost of labor and equipment in item prices. Rate tables provide the hourly
rates and benefits for each resource used by your crews. You can set up special rate tables
to handle local labor rates or overtime pay scales.

For example, a framing crew might consist of two labor resources, a lead carpenter and
an apprentice carpenter, each with different hourly wages and benefits stored in a rate
table. You assign this crew to your 2x6 stud items and Estimating then includes the cost
of that crew when calculating the item price. In the spreadsheet, 2x6 stud items display
item prices that include crew costs. Depending on your database settings, the included
crew costs are based on the average cost for each person in the crew or on the total cost
of the crew.

» To Set Up Resources and Crews

1 From the Database menu, select Crews > Crews to open the Database Crew
window.
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2 Click [Add] to create a new crew.

3 Enter a name and description for the crew.

i Database Crew HE
EreﬂlEIectricalExterior EI]‘ Group 4
- - 5
Description IEleCtncaIE sterior Crew auIee
) Estimate
Resource Description Quantit; &) [atabase
Elect Foreman | Eletrical Foreman 1.000
Electrician Journeyman Electrician 1.000

Delete

Bename

Fesources...
Test...

HMotes...

Add |
_ Doee |
_Berane_ |
[, |
=
_toes. |

.~ Close |? Help |

4 To add existing resources to the crew, click [Resources] and select the labor and
equipment resources that you want to add.

To add new resources, right-click in the crew resource grid and select Create
Resource.

5 Click [OK].

Crews and Items

You can set up items with a default crew that comes into the estimate at takeoff, or you
can specify crews as you build an estimate. Any changes you make to a crew in the
spreadsheet become part of that estimate but have no effect on the database.

» To Assign Crews to Items in the Estimate
1 From the View menu, select Spreadsheet Layout.
2 In the Spreadsheet Layout window, select the current layout and then click [Edit].
3 In the Visible column, select the Crew check box.

4 Click [OK] twice.
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NOTE: To assign the crew to multiple items, use the Fill Down feature.

Rate Tables

Estimating lets you specify the rate tables at the database, estimate, and item levels.
Although most items in an estimate typically use the same labor and equipment rate
tables, you can easily apply a different table to individual items. You can also make
changes to an existing rate table in the database and then recalculate crew costs in an

estimate.

To Specify a Default Rate Table for This Estimate

1 From the Takeoff menu, select Estimate Information.

2 On the Main tab, enter the rate tables information.

Estimate Information: Westerville

Bid Resuls |

Main

Client I Architect/Engineer

Project name: [vwestervile

Street [12553 Fainway

Job Clazsification I

Spreadsheet Sequences

Bid date I

Bid time

Estimatar

[2]x]

MWBE & Misc
I Caover Page Hdgs

|12:UU &AM C PM
IGreg

Labor rate table

City IBeaverton

@uipment rate table

State/Province IDH

|
=

@

Job zize

ZIP/Postal code IS?DDS

Duration

Country/Region I

Nates |

City cost index

&

[10.000 5]

|

I—
l—_

Pagsword... |

o+ Close |? Help
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Spreadsheet Sequences

Estimating lets you organize items in the spreadsheet to suit your specific needs. You can
define four additional spreadsheet sequences with as many as ten sort levels each.

Once defined, the sequences appear as tabs at the bottom of the spreadsheet. You can also
display the descriptions of the sort levels in the Spreadsheet Level column. Sort levels
also appear when you print reports, move or copy items, and use the Find/Goto
command.

As you work, you can change the sequences and sort levels at any time. You can use your
favorite sequence as the default for all new estimates that you create.

To Define a Spreadsheet Sequence and Specify the Sort Levels

1 From the Takeoff menu, select Estimate Information.

2 Click the Spreadsheet Sequences tab.

3 In the Sequence box, select a number and enter a brief description of the sequence.

Estimate Information: Westerville HES

Bid Results | Job Classification | MWBE & Misc |
Main I Client I Architect/E ngineer Spreadsheet Sequences | Cover Page Hdgs

@equence =] [C51 Div/assembly ) [Csibiv |

|Assemb|y |

Available Elements

Combined azzembly -
Component

Group phase

Job cost phaze

Location

Material class

Model

Phase

Price code

Subcontractor

Unifarmat LI

[T Use this sequence for new estimates

=1 [

Friority

=]

Password... | .~ Close | ? Help |

4 Use the buttons in the Available Sorts area to add and remove the selected sort levels
and to move sort levels up and down.

5 Click [OK].
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NOTE: Use the Minimized Overlines option on the View menu to see all sequence levels in a single
column.

Subcontractor Bids

You can enter bids submitted by various subcontractors for a group of items. After you
compare the bids, you can specify the bid that you want to use for the estimate.

To Enter Subcontractor Bids
1 In the Sub Amount column, select the items in the estimate covered by the bid.

2 Right-click and select Open Bid Grid.

M Bid Grid: 03150.860 0850 Waterstop, PYC. dumbbell, 6* wide, 3. JE B3

@H

Sub Mame Bid Quantity LInit Cogt Arnount
« | zel-perform 1.500.000 ¥ 435 A ERZ0

.~ Close ? Help |

3 Use the default name for the bid grid, or enter a more descriptive name of your own.

4 For each bid, enter the subcontractor’s name and bid amount. Optionally, you can
enter the bid quantity and unit cost to have the bid amount calculated.

Right-click on the Sub Name cell and select List Address Book or Estimate
Subcontractors for a list of available subcontractors.

To Select a Subcontractor Bid

After you enter information in the bid grid for each subcontractor and compare the
amounts, you can select the subcontractor that you want to use for the job.

1 Right-click the name of the subcontractor whose bid you want to use for the estimate
and select Use Subcontractor.
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2 If the included items have labor, material, other, or equipment amounts in the
spreadsheet, you have the option of removing or keeping the original category
amounts.

@ Clear the labor, material, equipment, and other amounts
This changes these category amounts to zero.
o Keep the existing labor, material, equipment, and other amounts
This changes only the Sub amount; amounts in other categories remain unchanged.
3 Click [Close].

The selected subcontractor appears in the estimate in the Sub Name cell for all items
included in the bid.
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Adjust Spreadsheet Columns

You can adjust columns to modify quantities, amounts, and prices for selected cells
within a spreadsheet column. For example, if certain portions of a project are duplicated,
you can avoid taking the items off a second time by simply adjusting selected takeoff
quantities.

There are several ways to adjust selected values: increase or decrease by a percentage,
multiply or divide by an amount, replace the current amount with another, add an
amount, or spread an amount to each selected cell based on its percentage of the original
total. Because you decide when to make the adjustment final, you can safely try various
methods until you get the result you want.

To Adjust a Spreadsheet Column

1 In the estimate, select the cells that you want to adjust. You can change cells in any
one of the following spreadsheet columns: Takeoff Quantity, Productivity (labor
and equipment categories only), Price (all categories), Amount (all categories), and
Totals.

2 Right-click and select Adjust Column.

Adjust Column HE

Adjuztment type

Price linked itemsz

I.-’-'«diust selected and price linked items ;I

Lump surm items

IF'mmpt on lump sums ;I

V4 Ok I XK Cancel | ‘? Help I
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3 Choose an adjustment type and specify the amount to use to recalculate the selected
cells. The following adjustment types are available:

Percent
Multiply
Divide
Replace
Add

Spread

4 Click [OK].

Estimating applies the adjustment, which is pending, to the selected cells.

NOTE: You can also adjust all the items by typing an amount at the overline level, which proportionately
spreads the amount to the the items beneath the overline.

To Finalize an Adjustment

1 In the estimate, select the adjustments that you want to finalize. Pending adjustments
are marked by a red triangle.

2 Right-click and select Adjust Column.

3 Select Finalize Adjustment as the Adjustment Type and click [OK].

After you have finalized productivity adjustments, Estimating removes the red
triangle from the selected cells. The spreadsheet adjustments are now permanent and
cannot be undone.
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If you own Model Estimating, you can streamline the takeoff process. A model is like a
template for an estimate or work element (for example, substructure or building shell).
Predesigned, it is ready to be filled in at takeoff and can be used again for similar projects.
You create models in the database using questions, items, assemblies, and default values.
Then during takeoff, you respond to the questions. Your answers feed values to items and
assemblies and provide input for formula calculations and set conditions that determine
other values in the model. What results is an estimate or work element that is created
efficiently and consistently.

» To Perform Model Takeoff

IR}

Il Model Takeoff

2 Select a model and take it off.

(L CONCEPT100
S E_ONCEPT 105

(L1 CONCEPT115
(3 COMCEPT120

(L1 PHASE BREAK-
(3 bCOMCEPT125-
3 cCOMCEPT140-
(L1 dCOMCEPT15D-

(3 BLDG ELEMENT BUILDING ELEMEMT

PaRKING STRUCTURES

COMCEPT1084 Core & Shell. Office Building
COMCERT108B Core & Shell, Mixed Use
COMECEPTI08C Interior Fitout, Demalition & Abat
COMCERTT108D Interior Fitaut, Partitions & Finishi
COMCEPTI0BE Interior Fitout, Equiprent & Furn
COMCEPT108F Interior Fitout, MPEE

RESEARCH & TECHMOLOGY
EDUCATIOMNALAACADEMIC
FUTURE MODELS BELOW
TRANSPORTATION
RELIGIOUS
HE&ALTHCAREMEDICAL

Status

Last Updated

[ 2]
Ezpand All

Collapse All |

Source —————

" Estimate

{* Databaze

Generate |
Eut om beld |
[elete |

" Close | ?  Hep

1 Click [Model Takeoff] on the toolbar to open the Model Takeoff window.
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3 In the Create Interview window, enter a model reference.

Il Create Interview EHE
sEBER|Ee | EE0n

Model Name ﬂ

Gﬂodel Reference d
BUILDING ELEMENT 0200 - SUBSTRUCTURE

View General Notes?

A. Conceptual Control Quantities:

Al dimenaions are Imperial, and entered In decimal format. If multiple bulidings,
You may enter sum of ali, oF fun a aeparate mode! per building.

Basement level slab area, if any - SF 30000.00

Basement level slab perimeter - LF 1000.00

Denpth of excavation, basement - VLF 30,00 LI

J QK I x Cancel | ? Help |

4 Answer the questions in the interview and enter in any missing values. Your responses
provide the variable information for the included assemblies and items.

5 Click [OK].

Estimating saves the model but does not send the information to the estimate.

» To Generate a Model to the Estimate

Im 1 Click [Model Takeoff] on the toolbar to open the Model Takeoff window.
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2 Seclect Estimate as the Source and select the model you want to generate.

Il Model Takeoff EHE

{3 BLDG ELEMENT BUILDING ELEMENT Ezpand &l |

{33 BLDG ELEMENT BUILDING ELEMENT

Lal_ BLDG ELEMEMT 0200 Substructure Collapse Al |

el Source
(L3 COMCEPTIO PARKING STRUCTURES

% Estimate

" Database

Intervisw
Generate
Put on hold

Delete

s |
_owe |

Status Ready to Generate
Last Updated 3/24/2004 1:42 PM

" Close | ?  Hep

3 Click [Generate].

4 In the Generate Models window, the model you selected in step 3 is marked to be
generated to the estimate. Click [OK]. Estimating begins generating items and
assemblies into the spreadsheet.

During the process, a progress bar appears at the bottom of the window and the
generation log lists the model name with its items and assemblies.

5 When processing is complete, click [OK].
6 Click [Close] to return to the Model Takeoff window.

7 Click [Close] again to return to the spreadsheet. All items and assemblies from the
model are now included in the estimate. You can later modify the model and
regenerate it to the spreadsheet, if necessary.
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» Move/Copy Items

You can move or copy items to another spreadsheet level in the estimate when the
spreadsheet items are not combined and the current spreadsheet sequence includes one
of these levels:

» Work Breakdown Structure (WBS)
= Location

= Subcontractor

= Material Class

= Model

= Job Cost Phase

» Unassigned—Items that appear under the Unassigned level do not correspond to the
current spreadsheet sequence levels. For example, if the current spreadsheet sequence
is Location, items under the Unassigned level do not have a location code assigned to
them.

Move/Copy is not available for the first three spreadsheet sort tabs: Phase/Item, Takeoff
Order, or Assembly.

Move or copy items, as follows:

1 In the estimate spreadsheet, right-click on the row header and select Move/Copy, or
= click [Move/Copy] on the spreadsheet toolbar.
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2 The field labels in the window correspond to the current spreadsheet sort sequence.
Select the appropriate primary and/or secondary level.
Il Move or Copy Items

2 ]x]
Move/Copy to: * Move
Activity " Copy
[Exterior Wallz I= Primary level
Month Code
[ 3 = Secondary level
.~ Closs ?  Hep
3 Click Move or Copy, as appropriate.
4 Click [OK].
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Use Database Editor

Database Editor is a Microsoft Windows-based editor for Estimating databases. You can
use a familiar spreadsheet interface to:

= View, create, edit, and delete group phases, phases, and items.

= Filter and find data elements.

» Replace text within all data elements or a range of data elements.
» Undo edits.

» Renumber phases or items to move them in the database.

» Save and select layouts for phases and items.

Start Database Editor

From the Windows Start menu, select Program Files > Sage Timberline Office >
Estimating > Database Editor.

Open a Database

You can open only Estimating database files. Use the steps that follow to open a
database:

1 From the File menu, select Open.

2 Navigate to a folder that contains an Estimating database.
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3 Select pei.dat.

4 Click [Open].

Menu path—File > Open

El Database Editor - C:\Databases\CKACK - With Models - Crew P

File Edit Wiew Layout

Todls

ltem  Help

D=+ =% 2 % | <2 | [Z] @b | 5 [Defaut - Al Categories™

Record Types

=1 57 Jiurfiered)

Phase ftem R T’::;" c""e:”ie (A =
1 01103.20 0010 :Models cardboard & paper, 1 buildin jea L1
2 01103.20 0050 iModels cardboard & paper, 1 buildin (ea Lk
3 01103.20 0100 iModels cardboard & paper, 2 buildin iea it
4 01103.20 0150 iModels cardboard & paper, 2 buildin jea ]
5 01103.20 0200 iModels, plexiglass & metal, basic lajsf ] Area SF
B 01103.20 0210 :Models, plexiglass & metal, basic laisf il Area SF
7 01103.20 0300 :Models, site plan layout, minimum  ea ]
g 01103.20 0350 :Models, site plan layout, maximum ea ]
a 01103.50 0020 Renderings, color, matted, 20" X 30" lea il
10 01103.50 0050 Renderings, color, matted, 20" x 30" iea ]
11 01103.50 0100 {Renderings, color, matted, 20" X 30" {ea ]
1z 01103.50 1000 i Renderings, color, matted, 20" X 30" jea il
13 01103.50 1100 ;Renderings, colar, matted, 20" 30", (ea ]
14 01103.50 2000 :Renderings, color, aerial perspective ea ]
15 01103.50 2100 :Renderings, color, aerial perspective lea il
16 01103.50 3000 Renderings, color, aerial perspective jea ]
17 01103.50 3100 {Renderings, color, aerial perspective jea ]
18 a1107.70 0010 Surveying conventional, topographicaiacre Lhd Area Acres
18 0110770 0100 ; Surveying, conventional, topographic jacre Ll Area Acres
20 a1107.70 0300 : Surveying, lot location and lines, miniacre Lk Area Acres
21 01107.70 0320 Surveying, lot location and lines, ave lacre Lhka Area Acres
22 01107.70 0400 Surveying, lot location and lines, ma iacre kA Area Acres Ll
) [
[ oM

Create and Edit Database Elements

Database Editor validates the formatting of data when you create and edit records.

> To Create Data

1 Open the Phases or Items table.

2 Select a row or cell.

3 From the Edit menu, select Insert row or right-click and select it from the menu.

Database Editor inserts a row above the one you selected.

4 Type data in each required cell.
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5 When you finish typing data in the row, press ENTER. Database Editor validates the
data, writes it to the database, and inserts a new blank row.

6 When you finish creating data, press ESC in a blank new row (you can also select a
cell in another row). Database Editor exits insert mode.

Q NOTE: When you finish entering data in a new row, Database Editor re-sorts the table and inserts a
second row at the place you started. For example, you finish inserting phase 100.000 above phase

500.000; the new row remains above phase 500.000 and phase 100.000 moves to its place in the sort
order.

» To Edit Existing Data
1 Select a cell.
2 Type data in the cell.

3 Select anew cell. Database Editor validates the data and writes it to the database when
you leave the row.

Save and Select Column Layouts

You can save column layouts under different names and apply them at will. When you
save a column layout, Database Editor remembers:

= The column widths and locations.
» The column names.

= Whether or not columns are visible or locked.

» To Save a New Column Layout

1 Right-click a column header and select Save Layout As.
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2 In the Save Layout As window, type a name for the layout. You can type up to 30
characters.

Save Layout As [ x|

Layout Mame

[k Cancel

3 Click [OK].

About Filters

Filters let you display only the data that you want to view. For example, you can create a
filter to display phases within a certain range or items with the word concrete in the
description. You can also use a filter to easily locate empty fields.This allows you to
quickly focus in on only the items you need to modify.

» To Modify Filters
Use the Modify Filter window to create new or edit existing filters.

1 Open the Manage Filters window. From the Tools menu, select Manage Filters.

Menu path—Tools > Manage Filters
Manage Filters HE

X

Auailable Filkers

EI UL -

Mew...
Equipment Oy
Labor - w/ ather categories Edit
Labar Only £t |
b aterial - v ather categories
M atenial & Price » $100 Copy
I aterial Only
b aterial w price < 10/30/99
Otkier - w cther categorizs Delete |
Other Only
Sub - v ather categories |
Subcontract Only Apply
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Click [New] to create a new filter or select a filter and click [Edit] to modify an
existing filter. If you create a new filter, type a name for the filter in the Filter box.
The first character must be a letter or a number. You can type up to 30 characters.

Modily Filter EHE

@lter [Material Price > $100 )

And/Or

Field Hame

Test

Value o

And

I =l N o R S

- Categoriez

Waterial PricesOrder Unit

cortains

=

ak. I Cancel |

[

[100.00000

I

Select a field from the Field Name list.

Select an operator from the Test list.

Type a filter value in the Value column. You can type as many characters as you want.

Continue setting up rules in the filter using either And or Or to separate them. You

can set up to ten rules for one filter.

Click [OK].






Keyboard Shortcuts

Estimating offers many keyboard shortcuts that you can use to access commands.
The shortcuts available depend on your cursor placement; some shortcuts are
specific to certain windows or spreadsheet columns.

General Shortcuts in Estimating

Shortcut Result

F1 Displays Help for a field or button.
SHIFT+F1 Displays help for toolbars and screen areas.
F2 Lets you edit the contents of a cell or field.
F4 Opens the Totals window.

CTRL + F4 Closes the active window.

ALT + F4 Closes all Estimating windows.

F7 Scans for the next incomplete cell.

F8 Lets you edit database records.

F9 Starts Digitizer (if you own Digitizer).

F10 Opens a list.

F12 Starts ePlan Takeoff (if you own ePlan Takeoff).
SHIFT + F10 Opens the shortcut menu.
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Shortcut

Result

CTRL + F12

Shows information about the database and the locale.

ALT + F

Displays a drop-down list.

ESC

Ends the field edit without saving your entry.

—>

Expands an entry in a list.

<_

Collapses an entry in a list.

Underlined
letter

Executes a menu command or button when you type ALT and then the letter.

[Ctrl]+[A]

Opens the Cuts and Adds window (from the Totals window).

[Alt]+[S]

Opens the Search area for a list.

[Alt]+[R]

Moves your cursor to the Search field.
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Shortcuts for the Spreadsheet

Shortcut Result

CTRL + 1 Opens the One-time Item window

CTRL+ A Opens the Cuts and Adds window (from the Totals window).
CTRL+D Opens the Detail window.

CTRL+E Goes to the first visible equipment column.

CTRL +F Opens the Find/Goto window.

CTRL +1 Lets you edit the selected item in the database.

CTRL+L Goes to the first visible labor column.

CTIRL+M Goes to the first visible material column.

CTRL+ N Opens the Notes window.

CTRL+ 0O Goes to the first visible other column.

CTRL+P Lets you edit the selected phase in the database.

CTRL+Q Goes to the Takeoff Quantity column.

CTRL+S Goes to the first visible subcontractor column.

CTRL+T Goes to the first visible total column.

F2 Lets you edit a cell.

F3 Finds the next item that matches the current search criteria.
F4 Opens the Totals window.

F11 Opens the Calculator window.

ESC Cancels your changes to a cell.

CTRL + PAGE DOWN

Goes to the next spreadsheet sequence tab.

CTRL + PAGE UP

Goes to the previous spreadsheet sequence tab.
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