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Creating an Template Estimate 
 

1. Click on the Estimate Center  icon. 
  

1.1. Find the Add new estimate link located in the blue header section.  

 

1.2 In the Add new estimate popup within the Setup Tab, click on the Estimate 

Type drop down and select PCO Template. 

 

   

1.3 Enter a description for the Template in the Description field. 
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1.4 Select the Estimate Labor Source from the drop down. 

 

 

1.5 Click on the Save Estimate button. 
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Adding database line items to the Estimate Template 

 2.1 Add line items to the Template by clicking on the Database  icon. 

 

 

2.2 Select a Division, then a Sub Division by clicking on the folder   icon. 

 

 

2.3 Click on the plus  sign to highlight the line items that will be added to the 

Estimate. 
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2.4 Once finished highlighting the line items, click on the Estimate link located in 

the blue header to take you back to Estimate. 

 

 

2.5 The line items are now part of the Estimate. Enter in Quantity. If the Unit Cost 

(Material, Labor & Equipment) needs to be modified, click on the pencil  

located on right hand side of row (visible when mouse hovers over line item 

row). 

 

2.6 An Edit Estimate screen will appear. Click on the Material, Labor and/or 

Equipment Cost field and update cost. 
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2.7 When finished with updating cost, click on the  to leave this screen and 

take you back to the Estimate. 

 

 

2.8 The line item will now reflect the new Unit Cost. 

 

2.9 Repeat steps 2.1 thru 2.8 to add additional line items via the Database 

screen. 

 

Adding line items that exist in Database from Estimate Tab 

3.1 Find the Add New Item field and start typing some keyword. 
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3.2 A drop down will appear with any item containing the keywords. If the item that 

you are looking for appears, click on the line. 

 

 

3.3 Enter in a Quantity and hit Enter key or the save icon . 

 

3.4 The line is added to the template. Repeat steps 2.5 thru 2.8 to make changes 

to the Unit Cost. 

 

3.5 Repeat steps 3.1 thru 3.4 to add additional line items from the Database. 

 



 
 

Cost Estimating System: How to create an Template Estimate 
(for GC / Subs) 

 

Adding line items that do not exist in Database from Estimate Tab 

4.1 Find the Add New Item field and start typing the description of the new line 

item.  

 

 

4.2 Enter in a Quantity and hit Enter key or the save icon . 

 

 

4.3 The line is added to the Estimate with a code of 00000.00000.00000. 
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4.4 Click on the code drop down, select the Division & Sub Division this item 

belongs to. 

 

 

4.5 Repeat steps 2.5 thru 2.8 to make changes to the Unit Cost. 

 

 

4.6 Repeat steps 4.1 thru 4.5 to add additional new line items to the Estimate. 
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Merging a pre-existing PCO Estimate to a Template Estimate  
 

5. Click on the Estimate Center  icon.  
 
 

5.1. Type in the Estimate Description of the Template Estimate in the Search field         

located in the upper-right hand corner of screen to find the Estimate.  

 

Note: Search can be used with the Project Number, LLW, NOD Number, Estimate 

Description, Contract Number, etc. or use the Filter by Estimate Type = PCO 

Template 

5.2 Click on the pencil icon  located inside the PCO Template Estimate Tile of 

the Estimate. 

 

 

 

 

 



 
 

Cost Estimating System: How to create an Template Estimate 
(for GC / Subs) 

 

5.3 In the Edit estimate popup, find the Merge Estimate field located in the middle 

column and double-click. 

 

 

5.4 Select the PCO Estimate that you want to copy from. 

Note: Typing in keywords or the Estimate Code in the Merge Estimate field will help 

find the Template Estimate easier.  

 

  



 
 

Cost Estimating System: How to create an Template Estimate 
(for GC / Subs) 

 

5.5 Once the PCO Estimate is selected inside the Merge Estimate field, click on 

the Save Estimate button. 

 

 

5.6 All the line items from the PCO Estimate will be copied into the Template 

Estimate. 

 


