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Adding new line items to 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. 

 

 

1.5 Once the line item is saved, it is added to the Estimate with a Code of 

00000.00000.00000. 

 

 

1.6 Click on the Code drop-down to associate this line item to a CSI Division & 

Sub Division. 
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1.7 Repeat steps 1.4 thru 1.6 to added additional new line items. 
 

 
 
Note: Until all the newly added line items are associated to a CSI Division & 

Sub Division, the process button (checkbox) will remain grayed out. 
 

 
 

1.8 Add quantity to the line items by entering a number in the Quantity Field. 
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1.9 Click on the Unit Field drop down and select a unit of measure.  

 

1.10 Click on the Pencil  icon to edit the Unit Cost. 

 

1.11 Enter the Material, Labor and/or Equipment cost. 
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1.12 Once finished, click on the  to close the Edit screen. 

 

1.13 Repeat Steps 1.10 thru 1.12 to edit additional Unit Cost. 

 

Assigning line items in an Estimate  
 

2.1 In the Assigned column, click on the drop-down to see list of Estimators. 
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2.2 Select an Estimator (Assist, Sub Consultant, etc.) for each line item. 

 

 

2.3 Once finished, click on the Process Button  and select Submit Items 

to Assist Estimator button. 

 

 

 


