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How to move a line item to a specific location in an Estimate  
 

1. Click on the Estimate Center  icon. 

1.1. Type in the Design Number in the Search field         

located in the upper-right hand corner of screen to find the Estimate that will be 

merged.  

Note: Search can be used with the Design Number, LLW, School Code, Building ID, 

Estimate Description, etc.  

1.2 From the Estimate Center, locate the Estimate and click anywhere inside the 

Estimate Tile. 

 

1.3 Click on the Estimate tab. 
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1.4 In the Add New Item field, type in your Description and when finished, click on 

Enter or the Save  icon (located right hand side). 

 

 

1.5 Once the line item is saved, look at the icons located at Left hand side of line 

item.  

 

 

1.6 The  Icon is the move option for a line item. By clicking on the move   

icon and dragging either up or down, it will move the line item above or below 

where the line item was originally.  

 

 

1.7 If you click on the  icon and drag up, the line item will be placed on the 

location where you place your mouse and release the mouse button.  
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1.8 If you click on the  icon down and drag down, the line item will be placed 

on the location you place your mouse and release the mouse button.  

 

 
1.9 Repeat Steps 1.6 thru 1.8 to move line items above and/or below specific 

locations in the Estimate. 
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How to move multiple line items to a specific location in an Estimate 

 

2. Click on the Estimate Center  icon. 

2.1. Type in the Design Number in the Search field         

located in the upper-right hand corner of screen to find the Estimate that will be 

merged.  

Note: Search can be used with the Design Number, LLW, School Code, Building ID, 

Estimate Description, etc.  

2.2 From the Estimate Center, locate the Estimate and click anywhere inside the 

Estimate Tile. 

 

2.3 Click on the Estimate tab. 
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2.4 In the Add New Item field, type in your Description and when finished, click on 

Enter or the Save  icon (located right hand side). 

 

 

2.5 Repeat Steps 2.3 thru 2.4 to add additional line items in the Estimate. 

 

2.6  Once the line items are saved, if you want to move mutiple line items to a 

speific location in the estimate, you need to click on the box located at the end 

at Left hand side of line item.  Boxes that are Blue will be all moved at same 

time).  

 

  



 
 

Cost Estimating System: How to move a line item to a specific 
location in an Estimate. 

 

2.7 The   Icon is the move option for a line item. By clicking on the move    

icon and dragging either up or down, it will move the line items above or below 

where the line item was originally. 

 

 

 

2.8  If you click on the  icon and drag up, the line items will be moved to the 

location where you place your mouse and release the mouse button.  

 

 

2.9 If you click on the  icon down and drag down, the line items will be moved 

to the location you place your mouse and release the mouse button.  
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2.10 Repeat Steps 2.6 thru 12.9 to move multiple line items above and/or below to  

specific locations in the Estimate. 

 


