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1. EMAIL NOTIFICATION FROM TSS MANAGER ASSIGNING PROJECT TO 

ESTIMATOR 

 

 

2. OPEN APPLICATION  

• Log on to CES using Chrome Brower (Recommended) 

• Click on the link on CES link to open the login window OR launch CES using this link 

https://nycsca.proest.com  
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3. LOGIN WINDOW 

 

• USERNAME � SCA Login ID  

• PASSWORD � Use your password provided by SCA Help Desk  

Note: This password cannot be changed. If you forgot password reach out to Help Desk & they will send 

you another one. 

4. DASHBOARD  

 

 

 

 

 

 

 

• Home � Dashboard  

• Estimate Center � All the estimates will be displayed based on assignments 

• Reports � Results of Estimate 

• Notification � Displaying the recently added Estimate at the top 

C
E
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5. ESTIMATE CENTER 

• Use the Search field to locate your Estimate 

• Search by Design Number, LLW, Project Name, Description, School 

   

 

• Two views: Tile/List 
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6. INVITE & ASSIGN ESTIMATE TO ASSIST ESTIMATOR  

• Click on the PENCIL Icon (To invite another Estimator) 

• Click on Team Tab � Select an Estimator in “A&E Assist or External Assist Estimator” field 

& then click “SAVE ESTIMATE” Button 

 

 

• Click anywhere on the selected Estimate Tile � Opens Estimate page 
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• Assign the Estimate to selected Assist Estimator  � Add a line item according to your 

requirement (from Database or Manually) and press Enter � select the Estimator from the 

Assigned Column (Drop Down) and then click on the PROCESS BUTTON and click on “SUBMIT 

ITEMS TO ASSIST ESTIMATOR” 

 

Note: After assigning the Estimate to Assist, a Lead Estimator can work on his portion of Estimate 

• Lead Estimator Flags & Comments ���� When Assist Estimator finishes and submit back to Lead, 

he can FLAGS & COMMENTS on each line item and “Resubmit to Assist Estimator”. 

Step 1. Click Flag icon to flag the line item (Flagging highlights the line item) 

Step 2. Click Comment icon (Open another page) 

Step 3. Insert Comment  

Step 4. Click X on upper right corner to close the page 

Step 5. Click on Process Button to  
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7. BUILDING AN ESTIMATE ON ESTIMATE PAGE 

a. Using database to add items 

Step 1. Click on the Database Icon � Opens Database page 

Step 2. Choose the DIV � Open DIV Folder  

Step 3. Sub DIV Folder � Line Items will be displayed 

Step 4. Add Line Items by clicking on + icon from the right most Column (+ Icons will be displayed 

when the cursor is on the line item) 

Step 5. Click on the DESCRIPTION to go back to Estimate page. All items which you selected from the 

Database are displayed on the Estimate page. Insert Quantity, etc. all the relevant information 

pertaining to the Estimate  

 

Note: When the line items is added to the Estimate, it will be highlighted in the database  

 

 

b.  Adding new line item not part of SCA Database 

Step1: You can insert any item if it’s not part of Database by “Add New Item” in description column and 

press Enter or click on the floppy icon  on right most column to save the line item 
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Step 2: Then must select the code from the “Code Column” (Choose Division & Sub Division) 

Note: Code must be assigned to the newly added line item, for the Process Button to be enabled. 

 

c. Adding line items using “keyword” to the estimate 

Step1: Insert keyword to the Description Column and select  

Step 2: Save it either by using Enter key or using the Floppy icon  by hovering on the line item, it 

will be displayed on the right column 
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Note: If Unit Cost is needed to be change for the line item then click Pencil to edit � opens another 

Screen � Edit (Unit Cost) � Close by clicking on X on upper right hand corner 
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d. Submit the Estimate to SCA 

To send the completed Estimate to TSS Mgr. � Click on the “Process Button”  and then click 

“Submit to A&E TSS Mgr.”  

 

8. TABS ON ESTIMATE PAGE 

a. DOCUMENTS TAB ���� User (DPM) uploads all the relevant documents in this Tab 

 

Below are the steps to upload the Document: 

Step 1. Click on “Add New File” to attach documents  
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Step 2. A popup appears, find folder and highlight the file that needs to be attached. Click Open. 

 

Step 3. Enter Description, Type from the Drop down and click on the Save  icon. 

 

b. SORT TYPES TAB � There are multiple LLW’s and the association of line items to 

those LLW # in that Estimate 

Step 1: Estimate Page click on “Sort Types” and add Description & Code 
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Step 2: On Estimate page, in LLW column dropdown will be displaying the LLW#(s), Additional 

Recommendation and then User has to assign them to specific line item 
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c. SUMMARY TAB ���� Markups applied to the Estimate � User has to insert PLA 

percentage, Custodial Services, Site Security & ACM Allowance (CIP – Design) manually 
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9. HELPFUL FEATURES PROVIDED IN CES 
 

a. Filter By and Group By on Estimate Center���� User can filter and group 

an Estimate based on their preferences e.g. Estimate type, Estimate Status. 

 

 

b. Group By on Estimate Page���� Estimate can be sorted based User 

preference on Estimate Page 

� Division 

� Sub-Division 

� Assemblies 

� Drawings 

� LLW 

� Capacity  

� Assigned 

Note:  “Group By: Assigned” is not available for the Assist Estimator. 
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c. Template ���� Estimator can create a Template for their own utilization in the 

similar type of estimate.  

Step 1. Click on “Add New Estimate” 

Step 2. Enter in field “Description”   

Step 3. Select from field “Estimate Type” drop down either Scope / Design Template  

Step 4. Click “Save Estimate” 

Step 5. Add line items based on your requirements for this estimate on Estimate Page 

Note: Template type’s estimates does not have any workflow attached to it. 
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d. Merge Estimate ���� This feature can be used for merging the line items from 

the old Estimate to the exiting one. 

Note: In order to use MERGE feature; Estimators must assigned all merged line items or delete 

the unusable items BEFORE starting their Estimate. 
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e. Audit Trail���� User has a capability to view his changes in an Estimate via Audit 

Trail  

Step 1. Click on Pencil (Opens another screen: Edit Item) 

Step 2. Click on arrow (Drop Down) to view Audit Trail  

Step 3. Close the screen by clicking X on right hand corner. 
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10.  REPORTS 

User has the ability to View, Print, Convert into Excel, and Email the reports. Report types: 

• Scope Estimate Report 

• Design Estimate Report 

• Design Capacity Report 

Step 1. Click on Reports icon  

Step 2. Open the Custom Tab 

Step 3. Scroll down to select the report type 

Step 4. Choose the option� Print, Excel, Email 

 

(Print-sample) 
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11. SUPPORT  

User Support Page to Submit incidents to SCA  
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Link for all Supporting Documents: 

http://www.nycsca.org/Footer/Training-Calendar#Documentation-212 

 


