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%_s Chapter 1 - Installation

SOFTWARE

To install Winbid 2000, insert the disk into disk drive. Log on to that drive and follow
the directions for installation.

Note for Network Users

PCS will be glad to assist in the installation of the software on a network site.

What’s New
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%_s Chapter 2 - General Information

SOFTWARE

The purpose of the estimating system is to provide the user with fast, easy access to the benefits
of microcomputer speed, organization and analytical process. This is accomplished by allowing
the user to create an estimate by bid items and then applying the system activities and details to
each item. Once the estimate is created, the user can utilize all the features of the system to
evaluate the estimate components and perform analytical comparisons to determine the best pos-
sible bid proposal.

Key features of the estimating system include :

1)

2)

3)

4)

5)

6)

7

Simplified Design.

Individual work details provide the foundation to the program. Groups of details
form Crews and Activities. Detail crews and activities are applied to each of the bid
items. Bid items are grouped by schedules to complete the entire bid.

User defined crew/worksheet configurations.

Individual details of labor, equipment, material, transportation, sub-contract and other
details are defined by the user. These details can be grouped and saved as standard
crew/worksheet configurations to be used in other estimates.

Integrated subcontractor entry.
Subcontractor items are easily entered, updated, and recorded as part of the estimate
file. Comparative prices are shown for all subcontractors.

Integrated material entry.
Prices for material can be entered in groups, and an instant comparison can be made
so see which material vendor is lowest.

Distributed item processing and Indirects.
Single estimate items may be divided into separate work segments for evaluation.

Mark Up / Round Off / Risk Analysis.

This feature allows the user to assess, with immediate tabulation, components of
Mark Up, Round Off and Contract Risk. The bid classifications can be evaluated as
individual components or an average of all the components.

Full scope of printing, including reports for bid items, bid details, bid prices and
subcontracts. Printing also includes reports for work activities.

The estimating system consists of two parts integrated into one complete module.
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The first part deals with gathering all the cost component details of labor, equipment, material,
sub/service, transportation, and other necessary information needed in estimating the cost of a
specific item of work.

The second part deals with the bidding of a job or project with multiple items or parts. While
the first part created cost this part deals with margin and price. The unparalleled speed and
ease of bid price manipulation provides incredible power in optimizing profit potential.

Further, significant user defined components provide for a wide range of both calculated and
refined cost. This approach permits this system to be used in a wide range of estimating situa-
tions.

Estimating

The estimating portion of the program allows the user to develop large amounts of data that de-
fine cost components with an associated unit cost. While the units of measure will be different
for these components, the process of storing, retrieving and manipulating the unit costs is the
same. Some systems will try to unitize the final unit cost of an item of work when, in fact,
many smaller components are actually required to accurately define the cost.

The estimating system allows for a hierarchy of detail. The different levels are:

Schedule - This is for bids with multiple schedules where the owner or agency may
want sections of bids broken out separately with subtotals for each section.

Item - This is the specific item of work to be performed and is usually listed as a quan-
tity of work 1in place.

Child Items - Items may be comprised of an additional layer of items. Each child item
has its own activities and details. The cost from these items are added to the cost of the
regular item.

Alternate Items - Alternate bid items can be created and used to provide additional
options to building a bid.

Activity - The activity describes the different operations required to perform the work.
These activities can be any grouped classification of work to be performed.

Detail - This is the lowest level component in the system. Each detail will be used to
build up activities or sub activities such as crews. At this level each detail will also be
designated by type such as labor, equipment, material, transportation, sub/service, and
other. This designation will be especially useful during the bidding process where
markup may be evaluated on the basis of the different types of cost.
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Another way to view the structure of a bid is like this:

Child item —Activity

Item Child item —_Activity

—Schedule Item Activity

Bid ] Item Activity
__Schedule Item Activity

|_Chi1d item —Activity

__Detail

Detail

—Detail

— Detail

— Detail
Detail
Detail

—Detail

Winbid 2000 allows the user to view the item screen in three levels of detail. At the most gen-
eral level, the screen shows the bid items only. For each item, the unit price and total price

are shown.

Click on this button to
display to bid item level.

Top Toll Bar: |8 oy wen

# ngd scthty | W Deete Activty By Copy Activities S 3Reonder Actwibies T Sub Entry 'Rgml

C:\WinBId2000AMPLE:  Anahedm Dowmitown

B¢ Bid Miswmes:

[ uank Loik

Lirit Price

Total Fice EXAT

1 1.80 L5 161,725 55 161,726 =
1 2 #,000.00 LF G-t 367, 040
1 |2 12, 000. 08 LF 11.57 138, By
1 4 b, GO0 B8 LF B _Gé 101,520
1 8 3,360,008 LF S0 168, B34
1 & 1,500,090 LF 95,775
1 & 112,530,088 LF a8 BEY
17 a0 REP Sub wOB_ a8 LF 6, 161
1 8 Excavation 21,500 08 CY ; 495, 450
1 @ Aggregate Dase 23, 000,88 TH ek
1 18 Al Base Course 7. 000_@88 TH 181_8L4 712,880
1 M Header Cut 142,520,080 LF 0,94 108, 029
1 12 AC Surface Course a% 600,08 TH 53.35 1,890,260
1 |13 fdjust Manholes 14208 EA 16581 3,545 &
[ temisOpen
ca  JHT
ItElTl Cost g Ui Totsl Cost: ML % M akup Price past Linpd Telal Prcs
Actual | LA [ IMOEEED [ 6ol [ 25621 9 | 1153 [ 39368000 Closi
E skimati 11514 FF0 G [ b, 48 236 9 11,493 243630 ﬂ'luﬂ'gt
Bid Totd DidCost % Matkup £ Madup Tetal Bid Price
Actual £11.504.1 35 82 64D 574143962 | $12,325 576 44) Ralanee:
Estimnte  H11.504.143.78 64D $741.43266 $12.325 57644 $1.00
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This screen also shows the unit price and total price of each bid item. The costs of the child
items and alternates are added to the regular item cost and a mark up is added to determine the
price.

Sch lemCd [Disriphions: Dusant Lol Lirsl Price Tolal Price  EXIT
1 1 Mobilization 1.88 L5 161, 725 .55 101,726 &
1 1 Temporary Striping .08 LS

1 1 Testing 25 .88 En

1 2 Curb & Gotter Tupe A-1 B, 0EE. 88 LF G B8 47, Bs
1 3 Curb & Gutter Type B-2 12,088,080 LF 11.57 138  Bab

1 & 24" RCP Sub b . 500.08 LF 2 .56 191,520

1 ALTH [24% RCP) B, COB.@a LF i .82 183 600
1 5 6" HEF Sub §,360.88 LF .1 10l |, BN
1 ALTS {36™ RCP) 3,360.00 LF 51.16 171,898

1 & L™ RCP Sub 1,500. 088 LF 53 .8% 95 775

1 ALTH (LA™ RGP 1,508, 88 LF filh. 30 o6, W50
1 6A Header Cuot 112 ,530.08 LF 0.3 ah  BER

1 7 6" RCP Sub QOnb.@a LF 71.29 a4, 161

1 ALT? [GE" RCP) QHE.88 LF T2.9% 65,655 o

Click on the middle button to display all
levels of items such as child items and alter-
nate items.

Top Toll Bar: |B.a-:wm=m = E T #® addaaniy ¥ oekto acviby B Cony Actiities S Reorder Activibies S Sub Entry ‘;E"-_'emwl

(Click on this button to show bid items, child items,
hlternate items and the activities associated with
each of these items.

Sch lem Cd I:--xq:m/.e " Dusnt Ui Unit Coxt Totsl Cost  EXIT
1 1 Hobilization |4 " 1.088 L 151,83 .01 151,983 &
U Job Trailer 1.08 L5 99 . 142.96 o143
Place Base Large Creéw 1.848 LS 28, TTE .49 28,778
Backfill Curb & Gutter 1.80 LS 1,245 .82 1,244
Excavation WhExcavator 1.08 L5 25, 31614 25,316
1 1 Temporary Steiping 1.00 LS 1,500, 00 1,500
5 Striping Sub. 1.88 LS 1,500, Ba 1,500
1 1 Testing £% .08 ER H.Ba L]
1 2 Curb & Gutter Type A-1 B, BBR.0A0 LF §3.11 UL,
Hedium Grading ODperation B, BE@.88 LF 21.148 2T 445
Forming ®,BBE. 88 LF 2.18 17 , by
Curb & Gutter Pour B, BBR.00 LF 6.2 51,334
BackFill Curb & Gutter B,DB@.88 LF 1.63 13,
1 & Curb & Gutter Type B-2 12, BB@. 80 LF 1088 138,512
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Bidding

After the estimate is substantially complete the next process is to prepare the bid. This of
course is more than just adding up the total cost and applying a markup. The estimate will
automatically feed the unit cost for each item to the bid program along with the components
of cost such as labor and equipment.

The bid program essentially offers a spreadsheet approach accompanied by some analytical
tools and the ability to do a wide variety of item pricing. The key features are:

1. Risk Analysis - This subject has filled many text books and we will not try to deal
in depth with it here. The general concept allows the evaluation of different compo-
nents to be evaluated according to risk involved with each component. For example,
some estimators might consider labor a higher risk component than say a relatively
low risk item like material. In the bidding process an estimator should be able to
mark up his bid based on different types of cost or different groups of items. Manu-
ally this would be very difficult, however, a computer greatly simplifies this task.

2. Subcontract/Material Evaluation - The purpose is to group items by subcontrac-
tor or material type and then accept several bids for the group and let the computer
evaluate and update the items with the chosen subcontractor or material vendor.

3. Bid Manipulation - This feature allows unbalancing and last minute bid adjust-
ments. If you have closed an item or written it in your bid and then received a last
minute change then you can enter this change and have it updated instantly.

There are many other features that are included but this gives you a general idea of some of
the functions of the bid program.

Building an Estimate - General Overview

The first step in building an estimate is to enter the individual bid items. This is done imme-
diately after entering the basic job information. The system has the flexibility to change items
after they have been entered. Each item is numbered consecutively along with an item de-
scription and quantity. Lump sum items are indicated as a quantity of one.

You may also enter items using the Simple Bid method. A minimum of information is re-
quired to describe the bid, then pre-defined items and activities can be used to develop the bid
simply by picking and choosing among them.

Page 11



The items in a bid can be assigned to categories to group like bid item types together . For ex-
ample, INT might be used for all internal work, or SELC for sub-contracted electrical work.

After all the bid items are entered, the item cost is built. This is done through activities. Ac-
tivity costs are built as details of labor, equipment, material, transportation, sub/service and

other. The activity details may be filled in using standard crew codes.

Once the activities are created for the items, various mark up techniques can be used to gener-
ate a final price.

The following screen shows how all the elements of the cost for an activity are defined:

1 Schedule: 1 Mem: 9 Appregate Base Doantity: 33000 TH
ot Coce [N =] Diasciplion: [Caigs Geades Opsiaton et Qi SO0 [5F EXIT
Cresw Codec [Mone = | Ciew Desc | AciDiyD ec: | Meehy Cade: [GADL
Laboi/Equigmernt. | Materia / Other | “rarepoitston/Sub | ALL |
L Detail | Description | aty [ Hrs [Days| §Rate | $Total [Plus] e pas
Al[F[oFoR Fareman, Cparator 100 800 90 41.00 2982 | U= g 8] 9
gl JLecu General Ceanup Laborer G-1 100 800 90 39 1 BET
|| [ © ]
ol JoroL Ruoller Operator G5 100 800 90 41.00 20| O Eaml 8
Rl JLec Labar Guisea Chaser 100 800 90 EHH 2557 O ek 8 El
|| oBLD Operater Blade 200 800 90 41.00 soc3| O ReeDay
THETR Teamster 100 800 30 %35 2617 | O =| 00,000 00
1 | L] [ T
[& 0] A|  Ovetime 22me@15) $0.00 Total Labor Cost ToaE | Ll
Detail | Description | Gty | Hrs | Days | § Raie| § Total | Plud
E
ol [FIrGaDY  Roller Grade varatary 100 B 90 450 30| 0 O l%
L | |RwTas Rent Water Truck 3500 Ga 1.00 B0 90 750 sam | O O
[ scris 615 Serager 100 BOO 90 7BO sgie| O O bt bl
| E Cat 140 Blade 200 B0 90 S50 7am (0] O
E’ * 000 000 00 00 ol O O R
M $ZAEA 00
il . i
Save CrewtoMaster | Showall | Crese Tipes: Flegular Total Equpment Cost [ G176 00 T

The activity is Large Grading Operation, with an activity code of GRDL. It is defined by the
crew GRDL, Large Grading Operation. The activity's quantity is 542,700 square feet. The
details for labor and equipment are shown. There are other screens for Material and Other,
Transportation and Subcontractor, and a screen that combines all costs for the activity. The
additional screens are accessed by either clicking on the tabs or using page up and page down
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%_s Chapter 3 - Building the Data Files

SOFTWARE

The fundamental concept for building the data files is that the work details establish the basic
foundation for the program. Activities are simply groups of details. As a short-cut to entering
details, crews (detail groups) can be created and saved. These crews can then be assigned to
an activity to allow the details to be loaded whenever the activity is referenced.

Setting the Bid Directory

The program is supplied with sample data to give you some idea as to what a completed bid
will look like. This information is stored in the SAMPLE directory. If you wish to store the
details you create in another directory, you can store them in the DATA_O1 directory which is
already set up in Winbid 2000 or you can create another bid directory.

To access the DATA_0O1 or the SAMPLE directory, click on Bids, highlight Bid Directory
and then choose Select from List or Select by
Browsing. The menu will look like this:

Load a Bid
Create a Bid

Delate a Eid

Cuplicate a Bid

ImpfExp/Archive Bids & Budgets
ImnportExport Master Files

Select' by Browsing

Exit

Create Mew Directory

If you choose Select from List, then the following screen will appear:

B BID DATA DIRECTORY SELECTION _ [Of x|

SELECT |§ance|| EXIT |

Current Directarny: C:\wWinBid2000AD ata_ 01

Bid D ata Directories
C:\winBid2000MData_O1
I inBid20004%5aMFPLE
P WWinBid2000MS ampleiafithLongh ame

Dbl-Click to Select. or Click on Directory and then the Select button

Highlight the directory you wish to choose and click the Select button or Double Click on the
directory.
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To create a new directory, choose Create a New Directory from the Bid Directory Menu.
The following screen will appear:

NEW BID DIRECTORY 7 x|

Path For new directary: K

Cancel |

Type in C:\ and any name you
JCHest] *”; wish. Press enter or select OK.

The new directory automatically becomes the current directory. All new information will be
saved in the current directory.

Setting Up Details

Details are the building blocks of estimating. The details that make up activities determine
the cost of an item. Since you’ll be using details to create activities and crews, it is a good
idea to start by creating details. There are six categories of details: Labor, Equipment, Materi-
als, Transportation, Sub/Service, and Other. From the Setup menu, highlight Details. A list
of the six detail types will be displayed. Click on the detail type you want to work with.

Activities

Crews

Bonds Equipmen:
SubsMendors/Customers Material
Subcontractor Categories SubjService
Material Categories Transportation

COther
Default Tkems

Esktirmators

Unit Conversion Factors
LaborZones ¥

Company Info
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We will use labor as an example. After you click on the Labor cost type, you will see the fol-
lowing screen:

DETAILS

Dietasd Selection: =] Mew Aeocord Delete Detad| Cancel  E30T |

LA Laws Ot Catggprdizes Grade: 5 LE A T a—

GFOA Gereral Folenan P il
S — EﬁF.IED:H El:t:-rﬂ-'cckm g

[ Laboies

LABLA Laboie Landscaps WES / The pllll-dOWIl
UniCost | LAMTEM  Landscape Tender 218 menu allows you

LR Asphall Fakes Laboies 5 B9 .
Fied Oveshead [ 000 hsphalt Shoveler Labores G2 | 36,50 to choose a detail

code that you set
Tiotal Coest _
up previously.
Accounting Cods | Calsgory  |UMCLAS

Fone | UnitCost | Fixed OH | Variabls OH
0 0.00 0.00

To enter a new detail code, click on New Record and enter a new code into the Detail Code field.
You can use up to 6 characters for the Detail Code. It must not be used by any other detail. The
program will tell you if you accidentally put in a duplicate Detail Code.

Note:

Use detail codes that mean something. Give
thought to your code structure before you start,
then stick with your conventions throughout.

Once a valid Detail Code is entered, type in a Detail Description. Use up to 30 characters to de-
scribe the detail.

The Unit Cost of the item is entered next, then Units of Measure. A total rate is automatically
computed and displayed in the Rate field.

If you are entering a Material, Transportation, Sub/Service, or Other field, then the Fixed Over-
head and Variable Overhead fields will not appear since they don't apply.
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The next field on the screen is the Code for the Accounting System. If you are going to up-
load budgets into a cost accounting system, this field should be entered with the detail cost to
use during the upload. For example, you may have three types of general laborers in the esti-
mating system, but the accounting system may only use one code to reference a general la-
borer. For each of the three general laborer codes, you can specify the same code for the ac-
counting system. This will pass the single general laborer code into the cost accounting sys-
tem.

The last field is Category. Categories allow for the grouping of similar details. Examples are
Subcontractor and Internal. See further explanation under Setting Up Categories.

When all of the fields are filled out, press <EXIT> and the detail will be saved.
Deleting a Detail

To delete a detail, click on the Delete Detail button. Once deleted, the detail can not be recov-
ered.

Changing Cost Type

You can change the cost type while in a detail entry screen by using the pull down menu on
the right-hand side of the screen.

You cannot have two details with the same code but different cost types; all detail codes must
be unique.

DETAILS

Detsl Sebection: | =] HewRecard Delete Detail| Cancel | EXIT |ﬂ
Cost Tyee [Labe =]
Detsd Code M Desciption  [Lay Dl Caipenters Grade 5
UriCost | 318560 Unit of Mesoue  [HF
Fieed Dverhead 1575 Varisble Ovethesd .00
ok e Y

Acpirirg Lode I:-f- Ly |L'-'-"F|

Zone | UnitCost | Fixed OH | Variable OH
L MaCA 19.56 B.74 3000
| | Salzal 18.56 B.75 3000
* 0.00 0.00 Q.00
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Setting Up Crews

A crew is a shortcut way of entering details. 1If you are building a worksheet with an activity
that has two laborers and a skip loader, you can enter the details one at a time. The next time
you want to put together the same activity on a different worksheet, you once again enter the
details one at a time. In order to make this process more efficient, a crew can be assembled
with two laborers and a skip loader. The crew code is entered at the worksheet and all the
details for the crew will be pulled into the activity.

You also specify what the production rate of the crew is, and the number of hours per day the
crew will work.

When you retrieve a saved crew, the details are pulled out of the detail database so that the
detail used in the worksheet will always be current.

To assemble a crew, click Setup on the main menu bar and choose Crews from the pull-down
menu. The following screen will appear:

CREW: | =] " U I Mew Record | Detete | Ex17 |

Laba/E quipmant | bat/TrareSublon

I Description [ Gty THm{Days $Rate | & Total
o0 0 : $0.00

[T Detail [ Flug
[ O

' W 2kgdiae g
A4 A aphak Maleil
505 Base Under Cub & e
BECRB  Base ncer o Only
BEDC  Base UnderDecoraive Concte
BEOMP Dup Base inderPaing
BECRY Base ncer Dives
Toal Laboi Cout BSFG Fie e Bane Und Pang M
| E——

[T Detai | Description [ oty [ Hrs [Days §Rate | § Total | Plug
¥ ] 0.0 ] O

| Use the pull-
down menu to

select an existing
crew code.

Total Equipment Cost: l
Crmsbe Matching Sctivity

In order to enter or change details of labor, equipment, materials etc., first you must enter a
crew code or select one from the existing crew codes by using the pull down menu. You can
also type one or two letters of an existing crew code and the code will automatically appear.
Press <ENTER> and the details for the existing crew will be displayed. Once you have done
this, you can move among the details by clicking on the tabs (Labor/ Equipment or Mat/
Trans/Sub/Other).
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To create a new crew, simply type in a crew code and press <ENTER>. If the crew exists,
then it will be pulled up and displayed on the screen. If the crew does not exist, then the cur-
sor will move to the Description field and wait for you to type in a Crew Description. It can
be up to 30 characters long.

Once a Crew Description is entered, the cursor will highlight the first cell under the Labor
category. If you know the detail codes you want to enter, type them in and they will be pulled
up and displayed. If you don't know the detail codes, you can view a list of the details by us-
ing the pull-down menu and selecting the detail to insert into the crew .

Continue pulling in details into the various categories and assigning quantities to them to as-
semble the crew. You should note that you cannot enter the same detail code twice.

Plug Details

A plug detail is a detail with unknown costs. For instance, the cost of asphalt concrete usu-
ally changes from job to job. In order to quickly recognize if you have filled in a cost for
these types of details, you can flag them in the crew as having a token cost. When you fill in
the cost for the detail, you can unflag it as having been completed. If you enter the cost of a
material detail through material entry, it will automatically make the detail normal for you.

When entering details, the last column is ‘PLUG.” Click on the box to designate the detail a
PLUG. If a bid item has a plug detail in one of its activities, the word 'PLUG" will appear
above the unit cost field on the main bid screen. This will tell you at a glance if there is a de-
tail without a proper cost behind the item. Double-clicking on the button will bring up the de-
tail that has the plug. To make the detail normal, click on the box again to uncheck it.

Labor Costs

You can change the labor cost by changing the number of hours in a day or the number of
people needed on the crew. For instance, if the crew only works for six hours per day, click
on the Hours field and enter a 6 here.

Saving a Crew

When you are done and wish to save the crew, Click on the Exit button and answer yes to the
question asking to save the crew. If you answer no, all changes will be lost.

Deleting a Crew or Crew Details
To delete a crew, type in its code at the Crew field and press <ENTER>. If the crew exists, it

will be loaded into the worksheets. Press the Delete button.. This will delete the crew. If you
delete a crew it cannot be recovered, so be sure this is what you want to do.
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If you want to delete a detail from a crew, delete the detail code. A box will appear and ask
you whether you want to delete that detail. Click Yes or No. If you delete a detail, it is still
stored in the detail database so you can enter the detail code again and it will be pulled into
the crew.

If you would like to create an activity with the same code, description, and details as the crew,
click on Create Matching Activity.

Setting Up Activities
Eventually a bid item will have one or more activities or tasks associated with it, but first you
must build a list of the activities before you can fill in a worksheet or start building an item's

cost.

To set up activities, click on Setup from the main menu. Highlight Activities, and you will
see the following screen:

L Rctivities Setop

Actrvily Code | -] Mew Recard | Delete Act | Cancel | ExiT |

At this point, the program is waiting for you to type in a new activity code. Up to 6 characters
can be entered for an activity code. It must not be used by any other activity, and the program
will tell you if a duplicate activity code is entered.

Once a valid activity code is entered, the cursor will be on Activity Description. The descrip-
tion can be up to 30 characters long.

To select an existing Activity Code, use the pull down menu, as follows:

B Activilies Selup

Activity Code - Heow Recond | Delete Act | Cancal | Ex1T |
Eal

[] Apgegabdase

BASEPL Flace Base Laige Ciew

BFCG Curb & Guther Backil

BEFIL B kil Pipe EX Crew

BEFILE  Backi Box

BEFILS  Backil With Sciapers

BLFCG  Backill Cush & Guiter

LG Cuab & Guther -
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To have a crew loaded whenever you specify this activity on a worksheet, you can fill in the
Default Crew Code field. If the crew code specified does not exist, you must create a new
crew. See Setting Up Crews.

If you want to view a list of all the crew codes in the database, use the Crew Code pull down
menu.

Note:
Frequently you will find it helpful to have the
activity code and the crew code the same.

Click on the <EXIT> button to save the activity.

To change an activity, click on the field to change. If you change the Activity Code, a new
activity will be created with the new Activity Code, and the old activity will be left un-
changed. In this way you can create one activity, modify it with a new Activity Code, and
create other activities.

The last field on the screen is the Code for the Accounting System. If you are going to upload
budgets into a cost accounting system, fill in this field with the code to use for this activity
during the upload. For example, you may have three types of paving activities in the estimat-
ing system, but the accounting system may only use one code to reference a paving activity.
For each of the three paving activity codes, you can specify the same code for the accounting
system. This will pass the single paving activity code into the cost accounting system.

Pressing <EXIT> will save the Activity to the hard disk. If, however, the Activity Code or
Description is left blank, the program will ask you to enter it before you are allowed to exit.
The Default Crew Code and Code for the Accounting System do not have to be filled in to
exit.

To delete an activity, use the pull-down menu to select the activity to be deleted and press the
Delete Act button. The program will ask if you want to delete this activity, and if you answer
yes, the activity will be deleted. There is no way to recover a deleted activity, so make sure
this is what you really want to do.

Setting Up Bonds

The program will allow you to spread a bond cost to items you select based on bond percent-
ages you specify. The system will store up to five different bond rates, which you can view
or change by highlighting Bonds from the Setup menu.
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The pull-down menu will display a list of the bonds in the system. To view or change one of
the bond definitions, highlight it and the related information will be displayed. The 'From'
amounts are listed on the left, the "To' amounts in the middle, and the percentage is on the
right. The from amounts are filled in automatically, and the percentages are listed to four
decimal places.

Once the percents have been filled in, press the Exit button and the program will save them
automatically.

To insert a new bond rate, press the New Record button and fill in the name and blank fields.

To delete a bond, press Delete Record button and the program will delete the bond definition
from the system.

Setting Up Categories

To add or delete Categories, click on Material Categories or Subcontractor Categories from
the Setup menu. You'll see these screens, respectively:

= CATEGORIES

"ﬁ Hew Recond | Deete ""“J"ﬁ'l Caneel | BT I "; -~ M Alecoid | Delete Categony | Cancel | EXIT
ALG Mg gt - NT Tt hafh: -
o 25-0IL Ayzphal O ———————=——— MASHEY  Masony

ASPHLT Mzphalt SERD Badge Sub
CONCHT  Corviclo & Comart SCLEAR Chzaing & Grubtsng
EII‘{FIBTSEF Ecn"d: Sand — S00M Corecrele Sub

andscaping Matenals Electical Sub
FIFE Firsrg, Flasic & Metdl e Eincicel
STEEL Sheed o] stior Sk w

AN

== CATEGORIES

You may either enter a new category code into the blank box oerl—down menu to
select an existing category.
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Pressing the exit button will save the changes you make.

To delete a category, highlight the category on the pull-down menu and then click on the De-

lete button.

Setting Up Subcontractors, Vendors and Customers

To setup subcontractors, vendors or customers, choose Subs/Vendors/Customers from the
Setup menu. At the first screen, click on New Record and the following screen will appear

B SUBSAYENDODRS/CUSTOMERS

=1

: Order By:

59|ECUDH1I = I_(.;. Name € D Mew FBecord | Delete Flecu:urdl Cancel | EXIT |
Company Name I Contact Mame I
Address | License I

| Finarity I
City I Percent Minority I 0
State I Minorit&ert I
Zip I D Cade I
Phone I
Fau I ™ Yendar " Subcontractar |

- o~ T

Fill in all the applicable information and then click on the box to the left of Vendor, Subcon-
tractor or Customer. Note: a Company can be one or all three (Vendor, Subcontractor and
Customer). Winbid 2000 allows you to select all three if you so choose.

If you choose Subcontractor and/or Vendor, a category screen will appear which will allow
you to assign the subcontractor or vendor to the appropriate categories using pull-down
menus. See the screen on the next page that illustrates a Vendor that is also a Subcontactor.
To setup a new category, see the Setup Categories section above.
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In the sample screen above note that weysed the pull-down menu to choose ABC nursery
which is both a Subcontractor and a Vend

Winbid 2000 allows you to select as many categories as the vendor or subcontractor supplies.
Once you choose a category from the available pull-down menu another pull-down menu ap-
pears below it so that you can select another category, if desired. In this example, ABC Nurs-
ery supplies dirt and landscaping. To delete a category, click on the Delete Cat button.

To delete a Subcontractor, Vendor or Customer, click to the Delete Record button at the top
right hand corner of the screen.

Note
If you delete a record, all the information associated with
that Subcontractor, Vendor or Customer will be lost.
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Setting Up Default Items

Default Items are standard items with activities that can be pulled in while creating a Simple
Bid and give the estimator a good starting point for his bid, complete with estimated costs in
the items.

To setup, change or delete default items, select Default Items from the Setup menu A default
item list will appear:

EX Rid Mosmee:

C:\WinRid 2000\SAMPMLE;
Chsscnipions

Tutnorial

Sch ltemCd [uan Lolk Uirel Prics Tolal Pace  EXIT

1 1 Hobilization 1.08 LS 1,955.92 1,946
1 |2 Roaduay Excavabion 200088 CY 55 Bl GLS
1 3 Curh And Lutter AEype A % B8 LF . i ,3%1
1 4 Curh Only, Type B 675 .88 LF i, 656
1 5 Sidewalk 2,500,008 5 3.15
1 & Subcontracted Hodly Z50.8@ LF 27.34 & , BUS
1 7 Catch Basin, Cekbs 1.88 Ef 0.8 o
1 8 Street Light 7.008 Ed 2,080.50 1, 560
1 9 Aggregate Ba 400 Beguar Itam 2,500,088 TH 22.34 55 ,B5 B
1 10 ASphalt Conc  Add Chid Them 2,500.08 TH 5.71 15,275
1 |11 Shrubbery Adid Abwimabe Them 1.88 En [ 1]
e DETART Corh LGrade | 188 LY H.HQ ! ]
22 IHDAEM Miscellaneou  Defauk Rems .08 L5 . 8n ]

RsDrder At

sisid fckieky

Dwmlebe Artenky Cat SPOC

Item Co PN MU X e atbeuip Pricaz: pist Ll Total Price
Actual - [asz | ETRE= b 150 T
EIrE]
E stimate Incremenk 9,52 EO4_ED 115 7 BTS00 Changes
mrm ey
Bid f.up § Makup Todal Hid Frice
Actusl Craste Sub Ohid [tesms |\ |50 $17.35061 | $200,046.17 Balance:
Estimat Bzorcker Child lt=ms 1) 17, 35961 $200,046.17 .00

\

Highlight an item and right click on it. A menu bar will appear that will allow you to modity,
add or delete activites or items from the existing default items list.

Note:

Similar to the bid items screen discussed in Chapter 2 the default
item screen also has three levels in which to view the items and ac-
tivities. Refer to Chapter 2 for further detail. The example above

shows the item level only.

Setting Up Estimator Names

In order to keep track of an estimator's performance, you must first enter the person's name
who is estimating the job into the system. To do this, select Estimators from the Setup menu.
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When the first screen appears, click on the New Record button. Then enter the name and
number of the estimator. The number is normally an employee number. Every estimator
must have a unique number. Once you have entered both the name and number, click on the
Exit button and information will be saved.

2 ESTIMATORS

= Hew Dilehe
| /_J Recond Aucard EXIT |
Estmalodo |

E stmralgHame |

Use the pull-down menu to view estimators currently in the system or to change or delete ex-
isting estimators. Click on the Exit button and all changes will be saved in the system.

Once the Activities, Crews, Details, and Estimator Names have been entered, building the job
can begin.

Setting Up Units of Conversion

If a bid item is given in cubic yards and the material you would like to buy is sold in tons, you
would use unit conversion to determine how much material to buy. Select Unit Conversion
Factors from the Setup Menu. The following menu will appear.

B Undt Conversion Factors E

Racond Hucond

|Mu!-:ls sijusiad 1o Siusie i de L] Hew Deelete EXIT

[T 1.1%

From L0 l To DM
k(nz 5Y

SM 5

Either enter a new conversion factor or use the pull-down menu to select a conversion factor.
Fill in a description; the description is the same as the name in the pull-down menu. The
conversion factor is the number the given unit is multiplied by to become the end unit. In the
graph at the bottom, you can enter the units that are affected by the conversion. Click on Exit
to save.

Note

The conversions will not automatically be used. When
you add an item, you are able to choose a unit of con-
version and will see the results.

Page 25



Labor Zones

If you would like to create a new Labor Zone, select Create & Modify from Labor Zones in
the Setup menu. In the window that appears, click New Zone. You will be asked to enter up
to six characters for the new zone code. Then you will be asked to enter a zone description.
At this point you can enter laborers from the zone. There are then blanks for base cost, fixed
cost and variable costs. Total cost is calculated for you.

B Helaled fome Detail Modilication

Update Lone

Zone Code  MelA [Heathesn Cabfoina ]|  Zooe Code [ =l Use Dela.lll
Coode Diescoplion Bl Cost Fuﬂﬂ’: Total Cosk Blase Coat me'uﬁ?: T ksl Ciosst

[EARL0 | [CeyDuCaperien Grade S || BRI [ =750 [ 0 [ 3z 00 oo 0 0o

[GFO0R ] [GeneralFoeman | =00 [ o [ @ [T 0000 000 0 0O;

[GFGEH | [EiadeCheckmr [ &0 [ oooo [ o0 [e0oo0 000 000 0 00W

[La8 ] [Cabor | Fom [ oooo [ o [0 000 00 0 0om

[C2BLA | [Coborer Landicape | 3weso [ oooo [ o [ 340 0000 @00 0 0OW o

To modify a labor zone, select an already created zone from the pull-down menu or click on
update zone. You can change the overhead costs or laborers at this time. Click on Exit to
save changes.

Company Information

Company information is where you enter facts about your company. Click on Exit to save
changes.

El Company Information

Addelz 1123 Quesi Cowrt
Adde |
Cily. Imuuu
State:
z
hrea Code: [ 75 ]
Phone: [55) 5550650 | FAX: [ 555000 |
Diad Prefec |1 | Long Distance: |1 |
Uz Mame: Lot Smih |
User Title: | Fresident |
Co. Shost Name:  [1.0 ]
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%_s Chapter 4 - Creating a Simple Bid

SOFTWARE

The idea behind Simple Bid is to allow the estimator to quickly generate a small bid. The
Simple Bid screen does not show estimated costs and offers a minimal amount of bid sum-
mary information. Default items, complete with crews, can be recalled easily during item en-
try. This means that by the time you see the main bidding screen, you will already have ac-
tivities behind the items.

To create a simple bid, select Create a Bid from the Bids menu.

51 FID SLMMARY

Today Thissday, Msgist 01, 2002

Bid Disectory C-AWnBid2 00005 AMPLE Rangs | AL |
Saled Bid First Eid Diale 4] ::J:gﬁ ¥
[Anaheaim Downiown =l e Fiders

FitmBy gy | = | =T =]
BidMame fishem Dewrioen [

Dpen Estimate | Cancel | EXIT

Bgency/Cusiomer  [Anisheim. Cily of =] hdd Cushomes |
BidDuate BIZTVZ002 | Gt Date Estimator: Hob Freston | [Dhesc: Flaosim Oep 2
BidTime ZO000 PH_= DefMabu [ 10 % Diec Placedlri Pice [ 2

Mo lnla l

A modicum of information is first entered describing the bid, then the bid items are defined.
The cursor should be flashing in the Bid Name field at the top of the screen.

Type in a name to describe the bid, then press <ENTER>.

Type in the name of the agency or customer, then press <ENTER> or use the pull-down menu
to select an existing customer. If the agency or customer does not already exist in the system,
then click on the Add Customer button and create a new customer.

Enter the date and time for the bid. Click on the Get Date button to show a current calendar in
which to select a date. Then, use the pull-down menu to select a time and press <ENTER>.

A box will pop up showing a list of all the estimators who have been defined. Click on the
estimator for this bid. If an estimator name you need isn't in the existing list, enter the Esti-
mator by clicking on the Setup menu from the main menu and selecting Estimators. See the
Setting up Estimator Names section in Chapter 3.

Next, enter a default markup percentage for the items, then press <ENTER>.
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Default Items

After entering all the information about the bid, click on the Open Estimate button. The add
Items screen will appear. To define the items of work for this bid, either use the traditional
method of entering an item or use default items. To use default items, click the Cancel button
on the Add Items screen, and this will bring up the Bid Items screen. In a new bid, this screen

will not yet show any items.

B Bid Hame:  CAWInBId 20000SAMPLE:  sfmple bid

Seh e Cd

Dasciplions:

Qussnt

Uai

Unit Price: Total Paice EXIT

ca |
ltem Cost pes L TollCost  MUX  Makup$  Prics perUnd Tkl Pice
Actual 060 | w0 [ 600 | .00 | w.an | W
]
F zlmate LRI (LR} 0.an ) ﬂlﬂv:
Bid Total B Cost & Markup 't Maikup Total B Fiice
Actual .00 0.00 $0.00 $0.00 alance;
Enlimaste 000 0,00 $0.00 $0.00 I 10.00

On the main menu, click on Items and then click on Get Default Items, that will bring up a list
of Default Items and the associated activities.

Acddiharge kems: ]
EHl grier Sub Costs
EE Erter Maberiad Costs

R DpenyClose Toems
——1 ek Defeck bams  ——
Reonder [bems ]

[tedn Displary Selection ¢

It Bers from Fle #

Expet RemstoFile
Phenes k

B SELECT DEFAUL T ITESSACTIVITIES

Lse Cunent Bid | Lize Diferent Bid | Cancel | Exit |
Siort by Catagony [ =]
Fh [ [Pascaphon Faciealy [ edciphons
1 1 Ukl £ scarabaon "
1 £ Eage blahaial
1 3 Ciah & Giahai
i 4 Coegmsaey
1 -1 S kgl
1 E 2¥ACP
1 Fy Asphal
1 Bk Cobd Plaring 2
1 9 ikt Plawises Hoadis Mg
£ *mm
Al lbam o Bl Auld Atz 1o Bul

Highlight the item you wish to add to the bid and click on the Add Item to Bid button. The
system will ask you if you want to adjust Item & Activity quantities during copy. Clicking
“No” will copy the default item and activities exactly “as is” into the new bid. If you do want
to change quantities, click “Yes” and the system will stop on each quantity and allow you to
change it before placing it into the new bid.
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Entering Items (using the Traditional Method)

To create an item using the traditional method, click on Items from the Main Menu, then se-
lect Add/Change Items, then click on Add Regular Item.

Sehio  Ihem Na e Diesenplion Quantity U Categoiy ] Urat Cosl uess
[ @ | | .00 [ [ir = Hm
Agencyhin |

CANCEL | SAVE £ADD ANOTHER ITEM | SAVE & EXIT |

TAD Qg i Lser Takost00 Oy I Comy Facio  [MO corversion =]  dd Cony
¥ 1.00 = Coree Qty Corve LniM

On the Add Item Screen, fill in the schedule, item number, description, quantity, and unit of
measure.

The item category defaults to INT, internal work. If you wish to change it, use the pull-down
menu for a list of all valid categories.

If the category you enter is not in the category file, the program will ask if you want to add it
to the category database. If you decide to create the category, you will be prompted for a de-
scription for it.
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Copying A Master Job

Before any items are entered, however, you have the option of copying all the items and ac-
tivities from another bid. As soon as you enter the first item for this bid, however, you will
not be able to copy a bid into this one.

To copy a master job, Click on the Bids Menu and then select Duplicate a Bid. The following
screen will appear:

& SELECT HID TO DUPLICATE Eq
Today:. Thursday, Sugust 07, 2002
Fler By  Ex | -| First B Dot !I ERESTE i
Da | =] LsBdbme o[ ST ) Highlight the bid you
Range | ALL wish to duplicate and
SodBy o Desiiption & Dale  Customer / double click.
Homehown Swirue 12500 Fraston Lonstiuchon Lo ’/
sk bl FZAANE Araahisr, Citg of
T ol o FARANE Arahem, Citg of
Lo Angele: Sheet BF/2000 City of Log Sngedes
Aunaibveim [ it BT Arwshisim, Citg of
Fiolirg Hils Lane BAS2002  Preston Constructon Co
Parking Lot ANSA002 Citg of San Diego
City Devvlopmant 1202002 Arwshisim, City of
I 2ir Stoent 272002002 Apaheim, City of
£ *
Swatch Bad Diraciony Dbl-Click to Select Cancel | EXIT

In this manner, you can create master jobs which can be used as templates for other jobs.
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M Chapter 5 - The Bid Screen

SOFTWARE

After loading a bid and opening the estimate, the program will display the bid items screen:

E Rid Hame:

C:\Windiid F0D0ASAMPLE:

Anabeim Denendbmarn

Sch  ltemCd Descriptions Ousant Linik Lirel Frics Tolal Pica EXIT
11 Mobilization 1.088 LS 161,725 .55 161,726 ~
1 |2 Curb B Gutter Type A-1 B, 000,88 LF KL B8 ELT LT
1 3 Curb & Gutter Type B-2 12,080,008 LF 11.5F 138 BN0
1 4 508 .56 5210
1 & 36" RGP Sub 3,260.08 LF S@.m 168 034
1 & 48" RGP Swub 1,500,088 LF 6F .85 95,775
1 6A Header Cut 112,530,080 LF 0.3 v HEN
1 7 G RCF Sub F08.00 LF 71.29 6161
1 8 Excavation 21,500.08 CY Bé.30 995 .50
1 @ Aggregate Base 32,080.88 TH 11.93 493,490
1 18 AC Hase Course ,088.08 TH 181.84 12 880
1 11 Header Cuot 112,530.08 LF 0.96 108,029
1 12 Ac Surface Course 15 ,600.08 TH 53.35 1,899 260
1 13 Adjust Hamholes 142 .88 En 16581 23,585 o
Cs,  [SETORM
ltem Cicert et Uik T ool Cost MU % Markup Price pet Linit Totsl Pics  rupps [T
Al ADOD [ 1R0000D00 [ 640 [ 1152000 | EEE | 'msm Closi
2ing
E thimale: A0 i) 1 66 00 By, 1153000 432 5 191 52000 Changes
Bid Total BdCost % Markup § Maikup Total Bid Price
Actual $11.584.136 &2 Gdll 74143962 $12.305 576 44 Balanci:
E stimate £11.584. 143 78 640 1741, 402 66 12,326 576,44 | LW

A list of the items in the job is displayed on the top half of the screen. The middle of the
screen shows the unit and total cost for the item, the percent and dollar amount it has been

marked up, and the unit and total price for the item. The bottom of the screen shows the bid
totals for both actual prices and estimated prices. Initially, a job won't have any estimated
costs worked up for it so the estimated bid cost will be 0.

The balance of the bid is 0 now, but when activities are put into this bid and estimated costs
for the items are worked up the balance will represent the difference between the Actual Bid
Price and the Estimated Bid Price.

On color systems, the actual costs are shown with blue text against a white background. The
estimates are shown in gray. You can change any numbers on the blue line (Actual) but not
on the gray line (Estimate). The numbers on the gray line come from the activities you assign
to the items. Whenever you change one of the numbers on the blue line, the program calcu-
lates the other numbers, then recalculates the entire blue line based on unit price.

You can try changing different numbers and seeing which numbers change. For instance,
changing the unit price will affect the total price, the percent and dollar margin, but not the
unit cost or total cost. The program uses a sophisticated algorithm to determine the amounts
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Limiting the Items Displayed

You can limit the items being displayed. From the items menu, click on Item Display Selec-
tion.

AddiChange kems k
FB Erter Sub Costs
FE Erter Maberiad Costs
Bl CperyiCLoss Tters
Gak [efsuk [bams
Aeorder bems ,

[tem Displary Saleclion #

Irnpcet Bems From Fie b Cpen kems
Expoit Mafis bo Fie b Chesed tens
P 3 By Cabagory

o Percentage of (ot

By Phage

You can limit the displayed items to only the items that are open, the closed items, items that
fall into categories you select, and the items that make up a certain percentage of the job. If
you want to know where the money is in this job, you could ask for all the items that make up
75% of the job by highlighting or clicking on % Percentage of Cost and entering 75.

You can also view only those items that are in certain phases. Click on By Phases. If the bid
has more than one phase, you will see a list of all the phases in the bid. Click on the phases to
be displayed and press <ENTER>.

Phase Totals

From the Items menu, select and click on Setup Phase Totals. This screen will appear:

B4 PHASE SELECTION

Selact Al Phases You Want Irchuded bn Bid Tobals Cancel | EXIT |

Select Sch Dascaplon Sechwnchabe okl Cosd Schadue Tolal Frice
1 Main Bld 5 M6 52083 54511 .1?!".&!
2 Alternate to bid 1 5 BE1, 65409 6,236,352 19
i Eity Hall Property 10k, 55 il F06 hEE _G@
B Alternate to A i, 25 e 1,599.15
C Schedule T [ ] 0. 2@

The phases in the bid are listed on the bottom of the screen, along with their cost and price.
The cursor is in the top box , allowing up to ten different combinations to be added or sub-
tracted. The results of the phase combinations you define will be included on reports.
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Including/Excluding Phases from the Bid Totals

For multiple schedule bids, you can specify which phases are to be included in the final bid
totals. In this way you can evaluate several different ways of estimating a job and easily spec-
ify which phases to include in the bid. If you click on the Items menu and then select Phases,
a new menu will appear. From this menu, click on Phases in a Bid Total and a list of the
phases in the job appears.

B4 PHASE SELECTION

Select Al Fhases "ow'want Inchuded bn Bid Tobal: Cancel | EXIT
Select Sch Descapion Sk Total Cosi Schadde Tolal Frice

Haln Bid 5 WE1,520.63 5,.811,17%.608
Alternate to bid 1 5 B61, 66,99 6,236,352.19
City Hall Property 104,595 00 286, k45 50
Alternate to A i, 425, 00 71,599.15
Schedule © a.00 0.00

T

If no phases are checked, the program will use all the phases in the bid totals. Z Phases will
not appear in the list, since it they are always excluded from the bid totals.

If you only want designated phases to be shown in the bid total, then click on the phases that
you want included. A check mark denotes that the phase is selected. Once the phases are
checked off, click on the Exit button and the bid totals will change to reflect only the items
that are within those phases.

When you print a report, the bid totals in the report will reflect only those phases that are in-
cluded in the bid.

Cost Breakdown by Cost Type

After you have an estimate generated for the bid, you can press Shift-F4 to show how the esti-
mated cost breaks down into the six categories of Labor, Equipment, Materials, Transporta-
tion, Sub/Service, and Other. This is the cost breakdown screen.

¥

1 B4 e and Bid Cogl Breakdesns

=

X Uirilt Cozt Todald Cinsd x Total Est

=X s T $33.206.37 LARDR LT3 345,700, 82
| b s 1248 26872018 EQUIPHMENT BIX  §E1318497.82 B
T 41 B% 1220 $391. 37600 MATEFIAL 7% §£9.290820 42
E 106X 4. E5 $100,200.00 TRANSPORTATION 1.0% £117.237.00 I
M 0 000 £0.00 SUB/SERVICE 128% §1 484 800 .80 D

123% £5.35 £115, 100,00 OTHER 25%  £2909:00

00 £0.00 BOND 1.0% $116594352
TOTHL: 435 £935 472,55 Todal Bid Cost 11 568093 78
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Balance Method
On the main bid screen in the lower right corner is a balance field. This shows the difference

between the estimated and actual bid price. To calculate this difference the estimated bid
price is subtracted from the actual bid price and then displayed in the balance field.

Category vs. Markup Displayed
The scroll area of the main bid screen defaults to displaying the categories for the items. You

can switch this to displaying the percent markup for the items by pressing Shift-F3. To switch
back, just press Shift-F3 again.

Item Notes
To add a note to any item, you can press F8 and a note pad will appear. Enter up to five lines

of text here and then press <ESCAPE> to save the note. When you go to print a Detail report
for the items, the notes will print out along with the item they refer to.

El Mg for ltemm; Mobilization

F
|
|

Exit |
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%_s Chapter 6 - Creating a Bid

SOFTWARE

To create a bid, select Create a Bid from the Bids menu. Once the Bid Summary screen ap-
pears, fill in the Bid Name, Customer, Bid Date, Bid Time, Estimator, and Default Markup
Percentage. All items entered will use this value as the percent to markup an items cost, but
it's not a critical value since the markup can be manipulated in several different ways, as we
will see in an upcoming chapter. So far, this is the same as in Creating a Simple Bid. Refer to
Chapter 4 for more details. Once the initial Bid Summary screen is completed, click the More
Info button.

B AN S MARY

Today: Thiareday. August 10, 2002
Bid Dineclosy C:VWindid 200075 AMPLE Range |ALL
Select Bid Fiest Bid Diate: 4 AIVANE B
l.-lnnhr.-im Diownbown ;l R W20 b
Fier B £t || =10 o | |
EigH ame: |Arah:1r Downiown =
Open Estimate Cancel  EXIT
Agencw/Customer  [Araher Tiy o =] Add Cushomer |
BicDiate 7002 | GetDale Edtimstor lih:l: Preston - |  Dec Placeim Oy 2
BT 20 <] DefMarkur | 10 % Dec: Place/Uni Price: [ =
550 11 DBE Goals (5t Zone  [DEFALT -
Murker o Warking Dass [ B MBE: = ™ il e Comversion ris
Bucget/E stmaieff} | 1215504 WRE: I_': il .
Py Diag |41 [ 500100 -
nmghmm1 L2 0 I won T Last P Pendng
Dhescription of the Bid

Fill in the number of working days for the bid.

Fill in the Budget/Estimate line with a guess at what the budget for the job will be. This entry
is optional. Once items are entered in the bid, this line will be replaced with the bid price for
the job.

Fill in the Penalty/Day for the bid, if applicable. This shows the liquidated damage for ex-
ceeding the completion date or allotted time. This value is not used in any way, other than for
purely informational value.

Many public works or government bids require the use of minority or women businesses. The
minority fields are used for that purpose. Fill in the goals for minority businesses, women,
and small businesses, if they apply. A total will be shown to the right, and if you want, you
can enter a straight total for the minority percentage, rather than breaking it down into the
three categories.

Fill in the Zone in which the job will take place.
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Fill in a description of the bid.

All the fields in the More Information section of the Bid Summary are optional. If you forget
to fill in a mandatory field, the program will not allow you to Exit and puts the cursor on the
blank field.

When all of the fields are filled in, click the <EXIT> button to save the bid.

Entering Items

To begin entering items, click on Load a Bid from the Bids menu and select the Bid Name
from the pull-down menu under Select Bid.

The Bid Summary information that was just entered should reappear. Click on the Open Esti-
mate button. A box will pop up asking you for a description for the Schedule. Enter in the de-

scription or leave it as Schedule 1 and press <ENTER>.

A new Add Item screen will appear.

Sechido  emNa bern Decheniphan Qusariaty LI Category | Lir#t Cosl Gusss
1 [ [ 1.000 | w1 i || o
Agencyhlo

CANCEL | SAVE & ADD ANDTHERITEM | SAVE & EXIT |

T/0 Qo 1 Lz Tabos 0 Oy Cor Facim |N:I COFTeEIS o _v| i Cions
S 1.00 = Corve Ol Corve Llnitd

The cursor should be at the Item Number field which is filled in with a 1. As you create
items, the phase and item field always default to the next logical phase and item numbers. If
this item number is acceptable, then press <KENTER>, otherwise, fill in the Item Number field
with an item number.

Fill in a description for the item. When you are done, press <KENTER>.

Fill in the quantity for the item.

Fill in the units of measure for the item.
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Fill in the category for the item. The category can be an important part of how you plan to
use the program. It allows the items to be grouped. By grouping similar items, such as inter-
nal items, or sub items, you can utilize other parts of the program designed to work with these
different categories. Sub-Entry, for example, needs the items to be grouped according to the
type of sub work. Also, items can be displayed and printed according to categories you select.

After filling in the category, fill in a rough guess of what the item will cost per unit. This is
used to establish a preliminary estimate of the total cost of the job.

After entering the Unit Cost Guess, press <ENTER> and the item will be saved automatically.
The Unit Cost Guess is an optional entry. It will appear below the fields you are filling in as
part of a scroll box. Every item that is added is put into the scroll box. You can move the
cursor up and down to scroll through the items.

After you have typed in all the items, make a change to an item by clicking on the field to
change.

If you change the item number of an item, a new item will be created with the new item num-
ber and the item with the old item number will remain unchanged.

To add a new item, click on the Save & Add Another Item button.

To delete an item, right-click on the item and then click Delete. If you delete an item, there is
no way to recover it, so be sure this is what you want to do. You cannot delete an item that
has activities associated with it. You must make sure all the activities for an item have been
deleted before you can delete the item itself.

Loading a Bid

From the main menu, under the Bids selection, choose Load a Bid by clicking the mouse cur-
sor on it. Use the pull-down menu under Select Bid to choose from a list of bids.

= Today Thissday, Asgust 01 2002
B Creste s B Hil Dissctory - \winBid2 00 SAMPLE Rangs | ALI
Salect Bid Fist Bl Diale: A e p|
g Qele:: Edud [Anahaim Downtown ] Lact Bid Datec B 0L |
Duplicate & FamBe  : -
v Ed =] cus =
BB ImpjEsparchive Bds B Fudgets £ |l = Ca i =
BB Irport/Eaport Master Fles Bidtdame [T 0 Opom Esimatn | Concel | BT |
AgencyCusiomes  [Anshem. Ciy of =] idd Customer
Eid DiREectory »
- BiedDiahe S0 | GetDate Estimgicr [Bob Freston +] DecPacetmly [ I
Fat BidTime [ z0amF -] Deab | 0 % Dec Flace/ink Pice [ 2
Moge lnln l

Click on the bid you wish to load. A summary of the bid selected will be displayed. If you
don't need to alter any of the data displayed, click on the Open Estimate button to continue or
Exit to return to the main menu.
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Z Phases

If you specify the first letter of an item's phase as Z, it's cost and price will not contribute to
the bid totals. Indirect and distributed are put into a Z phase. There costs are put into spread
into other items, so they do not need to be added into the bid totals as their own item.

Distributed and Indirect Items

If you want to designate an item as indirect or distributed, pull down the Items menu, high-
light Add/Change Items, and select Add Distributed Item or Add Indirect Item. This will
make the phase ZZ and the first three letters of the item number "IND" or "DST". Since the
item number can only be a total of six characters, this leaves three characters for the prefix
and three for the item number. Any item number beginning with IND or DST is treated dif-
ferently and is not a regular item.

A distributed item allows an estimator to create a special item, then make a percentage distri-
bution to several other regular items. This is an extremely powerful tool and saves consider-
able time, as several regular items may be estimated as one special item. The distributed item
is never included in the cost totals, only the regular items that receive cost are included in the
totals.

You enter a Distributed Item just as you would a regular item, with the only difference being
the DST in the Item number. When you click on <EXIT>, this screen appears.

Percent Distributed Spread

K

Cancel | EXIT
Phase| Hem | Description | Ouantity | WM | UnitCost | TotalCost | %list
L1 1 Mehilization 1{LS 370 3270
| |1 2 Roadway Excavation 1900/ Y 1614 30657.83 100D
| |1 3 Curb And Gulter Alype A B75 LF 1243 B365 33 B20
1 ] Curb Only, Type B E75|LF 10.49 707306 3|0
| |1 5 Sidewalk 2500 SF 28 719050 oo
LI [ Subcontracted Storm Drain 250 LF 2500 B250.00 iy
| [1 7 Catch Basin, Type 1 1 EA 3000100 00000 oo
L1 ] Sirest Lights TEA 150000 13300.00 0o
| |1 9 Aggregaie Base 2500|TH 2079 5197825 oo
1 10 Aaphal Concrete i

Total I 000

All regular items are shown, and next to each is a place to enter the percentage of this distrib-
uted item's cost the item is to receive. The percent must add up to 100%. You may leave the
percent at 0% if you don't want to distribute cost to any items. Press <EXIT> when you have
entered the percentages and are ready to continue.
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If an item has been saved which begins with DST, it is considered a distributed item. A box
will appear and the program will display the following screen:

i Mobilization
3 Roadway Excavation 1,%00.080 CY 1350 25,68
3 Gurb And Gutter Atype A 675,00 LF 13,60 9,180
n Curb Only, Type B 675.00 LF 11.50 7.763
5 sidewalk 2,500.00 SF a.1s 7,875
& Subcontracted Storm Drain 250,08 LF 27 .50 &, A58
7 Gateh Basin, Type 1 1.00 E8 3,300 00 3,300
8 street Lights 7.00 ER 2,000 00 14, 800
9 Aggregate Base 2,500.00 TH 22.80 57, BB8
10 Asphalt Concrete 2,500, 08 TH 5 B2 14,575
Z DSTOM Curb Grade Items 3 B & 1.00 L% a.on [l
z ooy, Miscellaneous Costs 1.00 L% a.o0 [
ca [T
Item Cost pe Uit TotdCost  MUE  Mekup Fiice per Urit ot Frice
[\ 3277100 | I2T70 | 2249 | TR | 014z | o
E slimade: 2.277.100 22770 950 .32 3508 47 2568, 47 c:h,:‘zgl
Bid TolalBid Cost % Makup $ Markup Total Bid Pice
Actual $126.962.79 952 $13034.13 $160,016.97 Balance:
Estimate 33.982.77 451 $12,746.90 $146.729.67 [ sa28728
/7. Phase [tem Number starting

with DST or IND

An indirect item is similar to a distributed item. The only difference is that summary cost is

posted to the Other cost type of the items that are receiving cost from the indirect item.

You enter an indirect item in the same manner also, but when you click <EXIT>, this screen

appears.

Select 21

| Concel | PPy 8 ESIT |

Spread? [Phass| hem | Description
¥

[ Ouantity | um |
115

UnitCost

Wobikzation
Roadway Excavalion 1900 CY
Curb And Gutter Atype A E7S LF
Curs Only, Type B &rs LF
Siclewalk 2500 5F
Subconiracted Storm Drain S0 LF
Catch Bagzin, Type 1 1 EA
Straet Lights 7 EA
Agpregate Base 2500 TM
Azphalt Concrete 2500 TH

M - R e L) R =

BEOOOOCOOEE

(=1

3270
16.14
1243
i0.49

288
25,00

3,000.00

1,.900.00
N7

5.32

All regular items are shown. Clicking on an item or pressing the space bar will place a check
mark next to the item. This will spread the indirect item's cost to that item. Check off all
items to receive costs then press <ENTER> when you are ready to continue.
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When the program spreads the indirect item's cost to the items, they receive a proportion of
the indirect item's cost. For example, if an item makes up 5% of the total bid cost, then that
item will receive 5% of the indirect item's cost. At least one item must be checked and
<ESCAPE> is not allowed. Press space to check/uncheck the items and press <ENTER> to
continue. After you press <ENTER>, the program will tell you how many items you are
spreading to, then it will spread the cost to the items by placing the detail IDRCT into the ap-
propriate cost categories (Labor, Equipment, Material, Sub/Service, and Other). If an item
doesn't have any activities, the program will create an activity IDRCT and place the IDRCT
details into the proper cost categories. You cannot change or delete IDRCT details, except by
re-distributing the indirect item's cost again.

If you do not want to spread the indirect item's cost to any items, don't check off any items.

If you check off an item with no estimated costs, the following message will appear:

spread Percentage

oy o 1fee el o) Selchasd Mg no w.
gshmabed rosts. Enber &
percentage of the indrect kem's cosk ko Cancel
i bo kb e s Dankois,
or dick < ancel bo slap the item completely
Phys= | Dem 11 Shrubbery Ciy 1 Eo
Percentnge bo Apply b e Eeme [:a

p -

Including/Excluding Indirect Costs

When viewing the front page of the worksheet on an activity that includes indirect costs, the
daily cost for the activity will be inflated by the amount of the indirect cost. You can exclude
the cost of the indirect details in the labor and equipment sections by pressing Shift-F10. The
daily and unit costs will turn red and a down arrow will appear next to their labels. This tells
you that the daily cost is not including the indirect costs. If there are no indirect costs, the
daily and unit costs will still be highlighted in red, but the cost will remain the same.

To include the indirect costs in the daily and unit costs, press the Shift-F10 key to toggle it
back.
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Alternate Items

Alternate items are used to compare two different ways of completing an item. For example,
if you would like to compare the cost of your company building a storm drain and the cost of
a sub building the storm drain, you would create an alternate item. First, create the regular

item as if you were planning on doing the work. Then, create the alternative item as you

would if you had a subcontractor.

Go to Item in the Main Menu, Add/Change Item, and select Add Alternate Item. An add
item window will appear. The first three characters of the Item Code will be ALT. Enter the

information as you previously did for items. Click on Save & Exit. You are then able to

work with the alternate item as you would a normal item.

Sch It Cd Dhscriphion:

Quant Liof Unit Prios Totsl Pace EXIT
1 Mohilization 1.00 LS L B LM k]
2 Roadway Excavation 1,900.08 CY 13.40 25,460
a Curbk And Gutter ALype A 7500 LF 13.68@ Q. 1ap
L Curl Only, Type B 675 0@ LF 11.5@ 7163
5 Sidewalk 2,588,080 5F 7,875
& 18" RCP Storm Drain 250.00 LF 7,075
ALTH {Subcontracted Storm Dirain) 258.00 LF 27 .4@ 6,850

ETELX |

7 Catch Basin, Type 1 1.80 EA 3,200,088 2,300
! Street Lights 7.00 ER 2,008, 09 1%, DoR
9 Aggregate Dase 2,500.00 TH 22.80 57,000
1@ Asphalt Concrele 2,5088.00 TH C.83 14,575
2 DSTHEY Curb Grade Items 3 B & 1,00 L% B.oa a
Z IHDOU1 Miscellaneous Costs 1.00 LS B.o0 L]
Akerale For |13" BLCP Stoem Dian Swaitch Ak o Fleg | £ =3
ftem i e [ e [ s
Actual W ; Closing
F atimabe 25 0 B 250000 .52 595,00 2134 245 00
Bid Totd BidCozt % Markup $ Markup Tkl Bid Price
Achual $137.196.29 951 $13.045 63 $150.241 52 Balancyc
Estimate $134,196.27 5.5) $12,765.90 $146,962.17 [ sazma7s

Alternative Item

Click to switch alternative item
to regular item in the bid

Item Switching

If you determine that the subcontractor can complete the work at a lower cost, you can switch
the sub’s cost into the bid. Click on the Switch Alt to Reg button and the sub’s cost are now
included. Click the button again to switch back. If you are taking a subcontractor’s prices out
and putting your work in, a warning that switching will take the sub’s costs out of the bid.

Click <Yes> to continue.

(] WRIRG! The regulsr fem you are iryng o swaich bo sbemsks contans & subsontracor
H aeagned amount. The switch will irvalbdabe sub-entry 1t
ContirisT

m | ]
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Child Items

Child items add an additional level to the bid. For example, if you need subcontractors from
different categories to complete work for one item, you could create child items. These child
items will have activities and details just as other items do, but they do not have a separate
item number. The child items are rolled together to make up the original item. If you have
an even more complex item, you can create child items inside already made child items.

The following screen shows item 21 in the expanded view (all items and activities are
shown). Notice that the child items have phases but not their own item numbers. If you view
the bid with only the items showing, the child items would not appear.

The first child item includes work done by a Stucco subcontractor. The second contains
work from a Masonry sub. The third child item is the work that would be completed by your
company.

5 Hid Hame:  CAWinBid 200008AMPLE:  Anaheim Dsniowin

Sch liemCd Diapenphions Quant Uik Urit Ciost Total Cowt EXIT
Removal of Existing B.08 EA GET . BN 5,500 A
5 Structural Concrete Sub. H.08 EA a3, 70000 29 . 600
1 20 Catch Basin W=14° A.08 En 5. 27Te.39 15,835
Renoval of Existing A.88 En OrE.39 935
3 Structwral Concrete Suab. 3.08 ER 4,300, bR 12,7988
1 21 Block Wall & high 450.00 LF 94,73 2,628
1 Stucco Sub 1, B00.088 5F 2
5 STUCCo 1,800.88 SF Z. 0@ 3,608
1 ? Blockwall sub NS0, 08 LF LE . BE N, 750
3 HMasonry 458,00 LF 55 .88 28,758
1 3 Im house work 550.08 LF .73 18,278
Excavation UWyBackhoe EEd. 08 LF 23.3% 18,508
BackFill Wall 50,08 LF B.38 3,769
1 1 Mobilization 1.088 L5 a5 Wil . BE 65 , WD .
g i [FoB W THi m This tells what
Item CostperUnk  TowCost  MUE  Makup Frice per Ui Totsl Price [tem the high-
Actual 2,000 160000 [ 650 | ZI400 | ENE | 383400 - . . .
. . . . . . i csina | | llighted item is a
Estimals 2 0 LEODLOOD 650 3400 213 LEIM 0 Changes
E-|d Total Bid Cost % Markup § Makup Total Bid Price Chlld Item Of‘
Achual 11,504,136 82 640 741 439062 $12,325,576.44 Halanee:
Estimate $11.564.143.78 6.40 £741, 43268 $12,325, 57644 | .00
Sub Items

Subcontracted items are designated by an S. If you look at all the layer of a bid, you will see
the S located to the right of the activity complete by the sub. To create a Sub Item, click on
the Sub Entry button at the top center of you screen or to the ltems menu and select Enter
Sub Costs while the Item you would like to work with is highlighted. More information
about working with subs is located in Chapter 8.
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Reorder Items

If you would like to change the order of the items in your bid, go to the Item menu and high-
light Reorder Items. You can then either choose to reorder by User Controlled or Auto Re-
sort. If you choose Auto Resort, the program will sort items automatically in the order it
feels is most logical. WHAT TYPE ORDER DOES IT AUTO RESORT TO. If you choose
User Controlled, the following screen will appear.

Aicutvray Excarvation

Curh Sind Guttey Alyppe &

Cushs Ordy, Type B

Sutewalk t
Subconliached Shoim Diar
Catch Bain, Type 1

Sl Laghis

AQgegaln B s "
Gaphall Concoete
Shadbbery

—t ek O O RO O B G P

—_ b b b —h 3 —3 —
e

Save Hew Ouder
LCancel
"

To move an item, highlight the item and use the up and down arrows on the right to move it
up and down as desired. When you are finished, click Save New Order. If you change you
mind about the new order, click on Cancel to return to the previous order.
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Import/Export Items

Winbid allows users to import data from files. From the Items menu, highlight Import
Items from File. Another menu will appear giving you choices to Expedite Data (CSV), Ex-
pedite Addendum (CSV), or to get Excel Data (*.xls).

When you select one of these options, you will be asked to choose which file you wish to im-
port.

To export data, highlight Export Items to File from the Items menu. You will see a menu
with the options to Expedite Data (CSV) or use Excel Format.

Page 44



Take-off Quantity

When scrolling through the items, you may see a red 'Take-Off' flash above the actual unit
cost. The take-off flag notifies you that the item's unit price is based on a take-off quantity

specified for the item.

E Bid Home:  CAWinRidZ200008A8MPMLE;  Tutorial

Sch ltemCd Desorigions Quark Lol Unil Frice Tolsl Pice  EXIT

1 1 Hobilization 1.0@8 LS 1,985.92 1,546
1 2 Hoadway Excavat ion 1,900,088 CY F.52
1 3 Curb And Gutter Atype A 675 .08 LF 18.95 .37
1 &4 Curl Only, Type B 675 .08 LF 9.86 6,656
15 Sidewalk 2,500,088 SF .15 7,875
1 6 Subcontracted Storm Drain Z58.88 LF 2r.38 0, B4S5
17 catch Basin, Type 1 .09 EA o.on ]
1 8 Street Lights 7.08 EA 2,080.50 16,564
i @ Aggregate Base 2,500.88 TH 2234 CC.BRED
1 18 Asphalt Concrete 2,508,800 TH 5.1 10,275
1 11 Shrubbery 1.088 EA n.on 1]
22 DETEET Curb Grade Items 3 & 4 1.0@8 LS b.on 1]
22 1HDAE1 Miscellaneous Costs 1.88 L5 H.BE B
Iilﬁﬁﬂ!l.______________|Eggg;ng§|.............._ baen |+ Clogad
Cat  MT
Item Const pear Uik Total Cost: MU % Markup Pricsz pest Ut Todal Price
Actual | 16000 [ 3039980 [ 260 |  ZEBEi0 | T | nmam

b’

E stimabe 16 00 30, F39. 50 9.50 2,B88.10 17.52 13.280.00 Changes

B|d Totd B Cosl X Makup EMadp Tolal Bid Pice
Auctual $135 770,50 95] $12.910.67 $148.ERT 17 Balance:
E flimaba F135.778 44 951 $12.9M0.73 $148689.17 s0.0n

On the Item screen there is an area for take-off quantity. Initially, the bid quantity will be the
quantity used for the item. If you want to use a take-off quantity for the item, move the cur-
sor to the take-off quantity field and enter a new number. To use the take-off quantity, click

on the Use Takeoff Qty button.

Schida  [bem Mo Ieem Diescription Dluaniity UM Categniy Urit Cost Guess
[ Hebazaicn | o0 L5 [N 3l RID
Agencyblo
CANCEL | 5avE 4800 ANOTHER ITEM | 5AvE & ExT |
T/0 Gty I 1 |L5- Lz Taka¥ Oy I Corry Faclnd M0 corrsizion =1 Add Cone

HI 100 = Coewe Qiy Corw Lol LS

Hobilization

Roadway Excawation

Gurt And Gutter Atype A
Curb Only, Typpe B
Sldewalk

Subcontracted Storn Drain
18" RCP Storm Drain

Catch Basin, Type 1
StiFeet Lights

ngaregate Base

i ok ok ok = =k sk ook ok )
S B D O A 20 k)

1,90@8.48
675.8 LF
675.8 LF
Z.50@.8 3F
258.8 LF
250.8 LF
1.8 EA
7.8 EA
F.E0B.8 TH

77,307
4,758,
6, 875,
7,190,
8,258,

6, .

13 ,30@.
51,808,

IHT

spoe
SpCC
spCc
SPIF

ITHT
Eminst
SELL

IHT flcal |

To maintain the bid totals properly, the program creates hidden details for the item's activities
when you use take-off quantity. These details do not appear on the screen, however, they are

printed out in the detailed report.
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When you open an activity which uses the take-off quantity, a box will pop up which shows
the adjustments that are being made to the activity, showing the take-off quantity next to the
activity quantity.

B Schedule; 1 Item: 2 Roadway Dcavation Quantity: 1900 CY TAKE-OFF QOTY: 1900 CY =N
betCode R -] Dwesciption: [Evcavalion W' Backhoe fct Dy TS0 [eY 1.500.0 EXIT
CoswiCode [Mone =] CoewDesc [ SeciiyDess [ [eH
Labon/E quipment | Materal / ther | Trarsporiabon/Sub | ALL | [
L Datail | Description [ oty | Hrs [ Days| $Rate [ § Total [Pl = HIER R
AfF ok Uperator, Faraman T HW WU W ETTR= 0 O e i |
8| e Labarer 100 800 B0 3500 220 O ) Take-Off
H 3 8 ]
O] oBHn Medium Backhoe Operstor G-8 100 BOD) BO 269490 1913 O e X
Rl s Teamster, § axle 100 8O0 B0 2603 1794 O pon [ B ] Quantlty
| _|OF Operator, Foraman 1.00 8O0 BOD 31mM igd O Rale/Day.
LAB Labarar 100 GO0 B0 3500 2240 O ~| [ =
1 dl Fiste/Hr
[a 0] R|  Ovetine (>8me@15) 1] Total Labon Cioat: TS 661 76 =
E Detail | Description | ory | His | Days [§ Rate] % Total | Pluc] RetRy
ol [*]TPu Pickup Truck 100 800 GO 100 B0 O O r%
uf |_{m=eD Truck, § Axle End Dumg 100 800 B0 250 1gs4 O O ==
I [Py Pickup Truck 100 800 80 100 g0 O O bl
E | |m==0 Truck, 5 Axle End Dumg 100 800 B0 55 ¥ |0 #
=NL=)
4||E2 003 000 00 00 o B
N HIZ00
T thct Lini
Gawe Crewwto Mastes | Show il | Camwe Type: Rogules Totdl Equipment Cosk: w0 73

One thing to remember is that take-off quantity applies to all the activities for the item.

Note

If you have saved an activity using the take-off quantity, the
program will not let you switch back to the bid quantity until
you have deleted all the activities for the item. One short-cut
around this is to set the take-off quantity to the same value as
the item quantity. This will clear the take-off quantity adjust-
ments.

Intelligent Calculator
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Short-Cut Keys

Several short-cut procedures have been developed to allow you to quickly manipulate or print
any of the items. Pressing <Ctrl-C> sets an item’s status to closed. Pressing <Ctrl-L> is the
short-cut to enter Material costs. Use <Ctrl-O> to set an item’s status to open. The short-
cut key for entering Sub Costs is <Ctrl-S>. Pressing <Ctrl-Shift-B> shows the bond costs.
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%_s Chapter 7 - Building an Estimate

SOFTWARE

Working with An Item’s Activities

For every item in the bid, you can work up activities that determine what the estimated cost of
the item will be. To access the activities for an item, double-click on the item from the main
bid screen. If there are no activities for the item, the program will place you at a blank work-
sheet screen. The screen shown is already filled in to give you a better idea of what an activ-
ity looks like.

SELECT | Cancel | ExIT |
Micirety Deascnpiion Disansip L Costfnd ittty Cosl
U Job Trailer 1. 9,182 . 968
Place Base Large Crew 1.8 L5 20, TTE. 490 2h, 778
Backfill Curb & Gutter 1.0 LS 1,265.820 1,246
Excavabion WExcavabar 1.0 LS 2% 316140 25316
Dibl-chck. acivily o opsn Acd Activity | Delete Activity |

Any activities for the item are listed in the middle of the screen. You can select the activity to
change by highlighting it and pressing SELECT, or double clicking on it. This will put you
on the worksheet where you can add or delete details, and make any other changes necessary.

Deleting An Activity

To delete an entire activity, highlight the activity you want to delete and then click Delete Ac-
tivity. Once you delete an activity there is no way to recover it, so be sure that this is what
you want to do.

Adding An Activity

To add another activity, press Add Activity to start a new worksheet. If you change an exist-
ing activity code it will also create a new activity code and leave any other activities un-
changed.

If there are distributed or indirect costs associated with an item and you press <ENTER>, a
scroll box appears in the middle of the display listing all of the activities for the item. There
will be a D next to the activity description of a distributed activity. Indirect costs will have an
I. Subcontracted activities will show an S.
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Loading An Activity

Select Add Activity. Use the pull-down menu in the Act Code to choose an already created
activity. After entering an activity code and pressing <ENTER>, the description of the activ-
ity will be filled in, and if there is a default crew code for this activity, the crew will be
loaded.

If there is no activity in the database for the code entered, the computer will ask if the code
should be added to the database. If you say yes, the activity will be added to the database
when you save the worksheet. If you say no, the activity code can be used, it just won't be
added to the master database.

You can add details to those that appear automatically. You can also change the details that
appear.

= Schedule: 1 Mem: 5 Sidewalk Ouantity: 2500 5F
At Code [ENER * ] Descrigtion: [Sidewak: Grade Act Ot 250000 [5F EXIT |
CiewCode: [Hore =] CressDesc: | AcimDesc: [ Accig Code [Hone
Labon/E quipment | Matsial / Othes | Trarupotation/Sub | ALL |
L Dataﬁ | Description | @ty | Hrs | Days| % Rate | & Total |[Plu HOURS DWaYS
LGS Ciperator, Foreman 100 800 1.0 31.00 28 ON L e[ 1
Bl _[0DsL Ciperator, Shiploadar 100 800 1.0 29.51 z3s O —=r—
I LES Grade Checker Operalor G-§ 100 800 1.0 4100 28 O [ B
Rl Teamster, Watsr Track Diivar 1000 800 1.0 3230 28 O W Boh 3l I
* 0.00 o O Flsbe T s
25000
RateHr
TZ50
Dmiberes: | 35 has @15 $0.00 Tolal Latoes et $1070.40
E Description | Oty [ Hrs [ Days [§ Rate]| § Total | Plog RoiAi .
o | ] Pickup Truck 1.00 B.O0 10 100 g O | O o
| Leader, Skiploadsr 100 800 10 400 =000 et
| Ruallar Double Dirum Yibratc 1.00 B0 10 450 30| 0 O
] [ 143
P Wwater Truck 2000 Gallon 100 B0 10 450 0|00 !
M [ 000 000 00 00 00 o
E EqupD
M [ sz
T it
Showusdl | Crew Type: Regular Tolal Equipment Cost $1.120.00 | $1l 45

Click on the tabs to see Materials and Other, Transportation and Sub, or All details.

Activity Quantity

In the Activity Quantity fields specify a quantity, a description of the quantity, and a unit of
measure for the activity. The activity quantity allows you to have a quantity for the activity
that is different from the item quantity. When viewing the list of activities for an item, you

will be able to see what the unit cost for this activity is, based on the activity quantity. The

activity quantity defaults to the item quantity.

In the Qty column of the detail, use the <INSERT> key to insert the activity quantity. This
feature is only enabled on the Material, Transportation, Sub/Service and Other cost types,
however.
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Once you have all the details put into the activity for this item, click on Exit to save the activ-
ity. If the item is open, the estimated cost for the item will be transferred from the gray line to
the blue line, giving the item the same actual and estimated costs.

Re-Ordering Activities

If you would like to change the order of activities, right-click on the item. In the menu that
appears, select ReOrder Activities. Use the black arrows to move the highlighted item up or
down in the order.

Working with Details
Viewing Details

To view the details used in an activity, double click or click on SELECT to choose the high-
lighted activity. The first screen will show the Labor and Equipment details. Click on the
tabs to show Material/Other, Transportation/Sub, or All details. If you would like to see only
one type on the page, click on the type label on the left. To return to both categories, click on
the label again.

ActCode [OEN =] Descripion [Sidewak Grade Act Ot 250000 [5F ExiT |

Click to see Ciem Code: [Nore =] Crow Desc: | sotybesc[ AccgCode [lore
Laboe/Ecuipment | patasal ¢ Oihan | Tiarspostation/Sub| ALL |
only Labor
. Detail | Description | oty | He [Days| $ Rate | & Total [Plu HOURS DWYS
details al|*|oF Ciperatar, Forernan 100 800 1.0 31.00 28 OO el 8] 1
Bl |OsL Oiperator, Skiploadar 1.00 Ao 1.0 2951 236 O .
0 oGe Grade Checker Operator G5 100 800 1.0  41.00 g O [ Ewm s !
R :T\'-' Teamster, Wiater Track Diivar 1.00 Ao 1.0 32.30 > O Eoth | 1
* 000 000 00 0,00 o O RateDa
L
RateHr
Click to [A 0| B| Oswel:8ne@151[ w000 Tolsllaber Cot [ Fl070.80 EIPEL
Detail | Description | iy | Hrs | Days [ § Rate| 3§ Total | Plud RatRt
show AH’ (F[TPL Bickup Truck 100 B0 1.0 10D | O O '4“‘3'0";3'1 Y
Owned uf s Loater, Skiploader 100 600 10 400 30 O O =
’ I| []rODY  Roller Double Drum Vibrate 100 BO0 1.0 450 00 O %
Rented or Pl [|Twa0  water Tuck 2000 Gallon 100 800 10 450 =0 |0 O
Equi t ME 000 000 00 00 0|0 O -
quipmen M [ 1m0
T it
o Cogw bo M asti Shows il | Crew Typs: Regular Tolal Equipment Cast $1.920.00 I Ul 45

Above the Equipment details are three boxes with an A, an O and an R in them. If you click
on A, all equipment will be available for use in the activity. Click on O and only owned
equipment will be shown. R is for only rented equipment.

Deleting a Detail

To delete a detail, click on the detail to highlight the line to be deleted and press the
<DELETE> key. Click on yes if you are sure you want to remove the detail.
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Plug Details

To designate a detail as a plug detail, meaning the cost of the detail is just a plug number,
click in the box in the Plug column. A check mark will appear in the. By clicking on the
same box again, the check mark will disappear and remove the plug attribute from the detail.

Once a valid cost for the plug detail has been entered, you will want to click the box to re-
move the check mark and make the detail normal again.

Minorities

To designate a detail as a subcontracted minority detail, create the detail as you would nor-
mally create a sub detail. Subcontractors are discussed in Chapter 8.

Hours, Days and Rates

The Default Hours/Day sets the number of hours in a typical workday, and defaults initially to
8 hours/day. The Rate/Day and Rate/Hour fields are based on the number of actual days.

The Days/Labor, Days/Equipment, and Days/Actual list the number of days for labor and
equipment that this activity will take. The actual days overrides those fields and changing
Days/Actual will cause Days/Labor and Days/Equipment to be changed to the same value. If
the Days/Actual are not a whole or half day, the program will beep and tell you and let you go
back and change them if you want.

Changing any of the days or the rates will cause the other days and rates to be adjusted. If
you increase the number of actual days, the rates go down, and increasing the rates makes the
actual days go down.

Overtime

The program allows the user to specify at what hour overtime begins, and at what rate it
should be calculated. From the worksheet screen, press F6 and a box will pop up letting you
enter the overtime rate and the hour to begin applying overtime. If you specify overtime to be
applied at 0 hours, it will apply to the entire day. The default overtime rate is 1.5 times nor-
mal pay for anything over eight hours. If you enter in a longer day without changing over-
time, overtime pay will automatically be calculated.

Combining/Separating Labor and Equipment Costs

The front page of the worksheet has, by default, Labor and Equipment daily and unit costs as
separate fields. If you want to estimate with labor and equipment as a single daily cost, you
can press F10 to combine the two values. The detail print outs will also print a combined
daily cost for the labor and equipment.
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Working in A Bid

When working in a bid, you can right-click on an item to see a menu with most of the com-
mon activities. In the first section of the menu, you can modify or delete the highlighted
item. If you select Modify, you will see the screen used to create the item originally. If you
select delete, you will be asked if you are sure you wish to delete the item and all of it’s com-
ponents. Click Yes if you are sure.

The second, third, and seventh sections deal with adding different types of items and reorder-
ing items. Adding items through this menu is the same as adding them from the Item menu.
When reordering child items, the window works in the same manner as reordering regular
items. If you select reorder child items when only one child item exists, you will be told you
can not reorder an only child.

The fourth section allows you to work with activities within the item. These actions are the
same as explained earlier in this chapter.

In the fifth section you can choose to un-distribute an item if you have highlighted a distrib-
uted item already distributed. If you select this option on a regular item, you will be asked to
choose a distributed item.

The sixth section involves renumbering items. If you choose Increment the highlighted item
and all items following it will be increased by one. If you choose Decrement, the highlighted
item and all the following items will be decreased by one. This works only with Regular
Items.

ES Rid Moz C:WWinRid 20000&AMMLE:  Tutorial
ch Ibem Cd [ksscriptions Qs Lk Lirsl Pricss Tolsl Paca EXIT

]

1 1 Mobilizatiom 1.08 LS 1,785.92 1.946

i 2 Roaduay Excavation 1,200,088 CY 1 Bl 64T

1 3 Curh And Gukter Atype A 6% . 08 LF e I3

1 4 Curb Dnly, Type B 675 .08 LF B 0 5 656

1 5 Sldewalk 2,508,088 51 3.15

1 & Subcontracted Modfy 250.08 LF 27.38 i . BYS

17 Catch Basin, [mlete 1.688 En 0. B 1]

1 B Street Light /.88 ER 2,880,580 1%, 564

1 9 Aggregate Ba  AcdBeguar ltem 2,500,088 TH 22.34 55 ,B50

1 1@ Asphalt Conc Aidd Child Thern 2.500.08 TH 5.71 15,275

1 11 Shrubbery Al Akwrriabe Them 1.088 ER [/ ] 1]

22 DETEE Curb Grade | 1.88 L% [T ]

22 IHDAEY Miscellaneou  Defadk kems k 1.08 LS [ 1] ]
ReQrder Ackies
idd dckpety |
U:hbeﬁth"-'r C=t PO

Item Ca . o MU % Maikup Fricae pees Liret Total Price
Actual | Urrsditrinte 1 X ETHE omE | 7.875.00 Closing
E stimate Incremisnt 0,52 B4_ED 115 7 TS0 Changes
Mrm |
Bid kup § Madup Tolal Bid Frics
Hucbual Crosts Sub O Iiems. |50 $17.35061 | $200.046.17 Balance:
Estimate ___rorder Chid lers 50 $17.359.61 $200,046.17 | .
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Custom Worksheets

An alternate method for creating activities for an item is to use a custom worksheet. They are
called custom worksheets because each worksheet identifies and deals with a specific need of
the estimator. For example, the Paving worksheet is tuned to work with paving items, and in-
cludes a square feet to tons calculator to facilitate estimating a paving item. To access the
custom worksheets, from the bid screen press Shift-F4 and a list of the custom worksheets
will be displayed. Press <ENTER> or double click on the custom worksheet you want to use.
For purposes of this example, we will use the standard custom worksheet, the paving work-

Note:

The paving worksheet provided with the program is an example of
a custom worksheet. These worksheets are easily modified by Pre-
ston Construction Services to meet your specific needs.

The three sections at the top of the screen are for square feet to tons conversion. Enter the
square feet (it defaults to the item's quantity), the inches or feet of asphalt concrete and rock,
and the program calculates the number of tons required. The bottom of the screen is where
you enter information about the activities you will create for this item.

If you enter a value for the square feet of asphalt, the square feet will automatically be applied
to the rock as well. However, changing the square feet for rock will not change the square
feet for asphalt.

When you place the cursor on an activity code field, you can press F7 to list the activities
available or type in an activity code directly.

If the activity code does not contain a default crew, then the program will not let you enter it.
Once you have entered a valid activity code with a default crew attached to it, you can move
to the add-ons field and press <ENTER>.

The add-ons is where any additional details you want to include with the activity are entered.
Any details in the Material, Transportation, Sub/Service, and Other categories in the default
crew will automatically be loaded into the add-on screen when you specify the activity code.
The add-on screen looks like this:
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To define additional details for an activity, move to the Add-On field and press <ENTER>.
You must specify the type of detail: Labor, Equipment, Material, Transportation, Sub/Service,
or Other. Press F7 on the Code field for a list of all valid details for the type specified.

If you want to place the activity's quantity into the detail's quantity field automatically, press
the <INSERT> key, or put a quantity in manually. Once the quantity, units of measure, and
unit cost fields are filled in, the add-on detail is complete.

Once you have finished with the add-ons, press <ESCAPE> to return to the worksheet.
When you are done with the worksheet, press <ESCAPE> and the program will ask if you

want to build the activities for the item. If you answer yes, the activities and add-ons you set
up will be created for the item.

Note

The density values and activity codes entered will
be brought up as the defaults the next time you use
the worksheet.
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%_s Chapter 8 - Summary

SOFTWARE

Marking up the Bid

To change the percent a bid is marked up, select Summary on the main menu and click on
Markup the Bid. The following screen should appear:

FID kaREUF

% Warklp TotslCast % Caost § Haklp T okalFrice
L abec | .51 $EI 41023 T ET $6. 59474 §7E.013.03
Ecpapier | .50 $26.429.50 14.42 $2.510.60 $20,540.30
EquipFisnt | L $1. 11467 LG $105.69 $1.220.56
Watend | EX=v 3782200 20.64 $3.593.09 4141509
Trarcponaton | 50 £0000 00D 0000 £0.00
SubvS Evice | a5 $46,125.00 2517 4,301 88 §50,506_ 20
[ th | L0 $0.00 .00 $0.00 $0.00
Bond | $£2.377.20 1.30 $225.83 $2.603.03
TOTAL $163 2656, 66 1T A2 23 $200, 596 59

Marboup Type b L s
Compasie: | 950 & Composis C Componsnts
% Fayided [ st Bt 00 gved 2000 I— I Uszs Rowrdirg
Aipply Markup Cancel |

The current percentages for the different cost types are shown along with the dollars the total
amount each category contributes to the total bid cost and the dollar amount that each cate-
gory is marked up.

The composite percent is the average of all the categories' percentages. It is weighted, mean-
ing that if all the money is in sub/service, changing the percent to mark up sub/service will af-
fect the composite much more that changing the percent to mark up Other, for example.

Next to the composite markup, there is a box where you can specify the markup type to use:
composite or component. The program defaults to composite as noted by the filled in circle.
To change to component, click on the circle next to it. You will note that composite is then an
empty circle. Component markup means items will be marked up based on the individual per-
centages for the different categories. An item with only labor costs, for example, will be
marked up the labor percentage and its markup will not be affected by the percents for the
other categories.
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Rounding Bid Prices

Selecting Round Bid Prices from the Summary menu and the program will round the item
prices a fraction of the percent that you specify. For example, if you enter a rounding percent-
age of .5%, the program will round the item prices as much as it can without changing the
original item's price more than 1/2 of 1 percent.

Note

After rounding prices, the change in the overall bid can be noted
on the Balance field on the main bid screen. The default balance
calculation will show the difference between the sum of the actual
prices (the blue line) and the non-zero sums of the estimated
prices (the gray line).

Selecting Re-Apply Markup from the Summary menu will re-calculate all the prices using the
existing mark up percentages, and will not round any of the item prices.

Spreading the Bond Cost

To include a Bond cost in the bid, first make sure you have configured the bond percentages
under Setup Bonds. Bonds are treated as indirect costs. Selecting Spread Bond Cost to the
Bid from the Summary menu will display a list of the configureds:

g Select & Bond o Apply

Eiord e 1 otal Hond Cost
Class & Bond £2977.20
Paving £1501.00
U rideigeorsd 396200

Dbl-Chck to Select  Esc os Close Window o Cancel

Highlight the bond you want to select and double-click. The program will show you a list of
the items in the bid and you can check off which items are to receive the bond cost. You can
check the items by clicking in the box.
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= HOMD SPHEAD

Bond Speead Selsction

Spread? [ Phase| lem | Description | Quantity | UM [ UnitCost | TotalCost
L= 1 bobdization L8 7.2 an.2
|| O 1 2 Roadway Excavaton 1900 CY 20 E824 77307 96
1| O 1 3 Curb And Gutter Atype & &rs LF 10 ETED
| | O 1 4 Curb Only, Type B B75 LF 8 EO7S
|1 O 1 5 Sidmwalk 2500 5F Pz 71805
|| ®© 1 E Subconiracted Stomrn Drain 250 LF F. E250
- 7 Calch Basin, Type 1 1 EA 0 ]
11 O A [ Straet Lights 7 EA 1900 13300
| O 1 o Aggregate Base 2500 TH 20 4001 5100025

a 1 n Azphalt Concrete 2500 TH 52143 1303575
¥ B 11 Shubber 1 EA 0 0

This screen is very similar to spreading the cost of an indirect item to the bid. It is the same
idea: distributing the overhead cost of the bond to the bid items.

Clearing Bond Costs

If you have decided that you no longer need to spread the bond or would like to change the
bond that is spread, you must clear the existing bond. Select Clear Bond Cost from the Sum-
mary menu. The bond cost will automatically be taken off. If you would like to spread an-
other bid, following the instructions of the previous section.
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Viewing the Subs Used in the Bid

Viewing the Subs in a Bid will bring up a list of all the subs being used in the job, what their
costs are, and what percentage the subs contribute to the total bid cost.

& SUBS USED M CURREMT BID

Petirs Pipe, Inc
Dan's Concrate

B 250.00
4,750.00

311 ERIP
4.35 SCON

Falmdale
Il z50m

Sub Name | DBE| Total Applied| % Bid | Cai | City [ Phone | Licensed
L Coammn Excavaion 17 325.00 B.B8 spec Cormrnanweallh 5851221222
|_Jdones & Sons 13,300.00 662 SELC  Hollywaod 959-353-9111 9936380

959.958.8565 999508
959-059-9595 9095087

G EL00 PR SR

TOTAL

Note

The cost of the subs being used in the bid as viewed on the screen
does not take into account any bid phases that have been turned on
or off. This was a result of a compromise between speed and accu-
racy. The print out, Subs Used in Bid, will present accurate totals
and percentages if you have any phases excluded from the bid totals.
The screen information is completely correct if all phases are in-
cluded in the bid, which is usually the case.
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%_s Chapter 9 - Subs

SOFTWARE

PCS Estimating allows for different subcontractor costs to be tracked in a job, and allows easy
access to changing subcontractor costs and comparing subcontractor quotes.

Select Items from the Main Menu and click on Enter Sub Costs or press <Ctrl-S>. This
window will appear.

I SELECT SUACONTRACTORS ABY CATEGORY

Bidder |Subcontractor [Min[Total Sub Cost [Cat  [WoCost EXIT |
Caleqgoy ] Jones B Sons 512 388 08 SELE
|'M PEE Supplier n SN, TaR. 00 SELE
SLOM
Sriwd
B
SAP Bod & Sub Diglete 5 ub Auppily b Bid |

On the left is a list of the categories. When a category is highlighted, a list of subcontractors
that have given you prices for the work in that category will appear. If you have not entered
any prices from subs, it will say <No Subcontractors Selected>.

An X located in the Bidder column means that subcontractor is being used in the bid. The
subs are listed in order from lowest price to highest. An M will appear in the Min column if
that subcontractor is a Minority Business Enterprise, or MBE. A W will appear if the sub is a
Woman Owned Business Enterprise.

Adding a Subcontractor

You can add a subcontractor by clicking on the Add a Sub button. A window will appear
with the names of subcontractors listed under the current category. If you would like to add a
sub from a different category click on Select from all Subs. To select a sub, double click on
the name of the subcontractor you would like.
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When you have selected a sub, a Price Entry window will appear with the items and descrip-
tions from that category already listed. Enter the subs prices. The total cost for each item and
the total for the subcontractor will be calculated automatically.

When entering a subcontractor’s prices, the current sub being used in the bid is shown at the
bottom of the screen along with their cost. The sub you are working on is shown above that,

along with the current subcontractor’s price before any changes were made.

This is the price entry window.

= PRICE EHTRY

Sk e [Digzcaiphion Quantily LM Sub Price AodiCost Uit Price fsfa) TOT jw'add] =
| (E [Imgasion [ L5 | il | 000 || 0.000 | 0.oo
[ e [Trees Fain [ aiEA | 00 | 000 || 100 | 000
[ [ pslon plaris | HEA | 000 [ 0,000 [ o
[T & [od I ER 000 | 000 [ 0.000 | 000

TOTAL [wWaddd] [AiH]

Shizwrt [Pores & Sora
[z | oWces | 00
JFE - Cutidad &
S et |-fl|.||.: Musteny
Coat f | S 00
/ [
Sub being displayed Sub being used in bid

Deleting a Subcontractor

To delete a sub, click on the Delete Sub button on the Select Contractors window. Select Yes
when asked if you would like to delete the specified Sub. Before you are able to delete a sub
that is currently being used in the bid you must first choose another sub and apply it to the
bid. .

Making Changes to Subcontractors

Double click on a subcontractor and the Price Entry window will appear. Click on Exit to
save changes.
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Press F5 or click on the F5 = Cut/Add % button to add or cut a percentage of the cost. Type
in the percentage desired and hit enter. The dollar amount changed will appear. Click on Ap-
ply to save the changes.

Comparing Subs

To compare the costs for all subs listed for each item, press F2 or click on the F2-Sub Com-
pare button. A window will appear with the items and descriptions along with costs for each
subcontractor listed. The chosen subcontractor will be at the top of the window. Cost infor-
mation can not be changed in this window.

Splitting Categories

To split the items so that different subcontractors can be used to complete different parts of
the phase, click on the Split Category button. A warning will appear to notify that you may
not add items to the category after they have been split. Click Yes to continue.

A window will appear with the items from that category listed. On the right will be several
categories listed. Click on the box to select the category you would like that item to be

placed. Click Exit to save changes.

Your Select Subcontractors window will now look like this.

= SELECT SUBCOMTRACTORS BY CATEGORY

Bldder |Subcontractor [Min[Total Sub Cost [Cat  |MoCost EXIT
Lategary Jones & Sons Sh.B0 SLAM %
il Smith Landscaping 51,896 .25 SLAM
_':'f“ 1 X Abc Hursery H $2,.500. 80 SLAH
SPLA
SEEw Bdd & Sub I Digdete Sub | Spply to Bid |
sstoim:
SETH
pidder | Subcontractor [Min[Total Sub Cost [Cat  [MoCost
Jones & Sons S0.0@ SLAH ®
Smith Landscaping £42,593 4k SLAM
Z % Rbe Hursery H S48, 000,80 SLAH
af;:l Bdd & Sub I Dipdete Subi Sy to Bid |
Bidder | Subcontractor [Min|Tatal Swh Cost |Cat |HoCost
Jones & Sons 50.08 SLAH Fl
® Abc Mursery Ll Lh . S00.00 SLAM
‘i Splt 3 Smith Landscaping 11,221 88 SLAM
Catsgoies
Bdd & Sub I Dielele Sub Eepply o Blid |
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Additional Work for Subs

Using PCS Win Bid, a sub can complete part of an item while you complete another. Both
costs go into the item.

For example, you would like part of an item to be done by a landscaping subcontractor while
you complete the rest of the work. Enter in the sub’s work as usual.

EXIT
Sch lem Description Quanity UM SubFice  AddiCos Urit Price ) TOT uladdl] =
D LE] [imaston [ TG | il | 000 adai|[ 000 | 000
[ [ [Trees Fam [ WER | 0 | 000 _adai[ 01000 | 0o
| [Fadion cleri: [ o 0 | 000 s 7000 [ I
[ s [rnd I ER 00 | 000 adai|[ 0.000 | 000

OTAL [wiaddi] wm

Show Pomith
[ | odcos 00
/
Sul | et [l Muecery
I
The Addtl button

Click on the Addtl button between the AddtlCost and Unit Price columns. An activity win-
dow will appear where you can enter the activities you would like to complete in the item.
Click Exit to save your information. The additional cost will appear and will be added to the
sub’s cost to calculate the total cost of the item.

& Schedube: 1 lem: 13 |
it Coda [l =] Desscrintion: [ et Oty 1m[s ExT
Crew Code: [More =] (Crew Desc: | AcilipDiesc: Acchg Code: [Mons
Laboe/Ecusprent | Msteial ¢ Othe | Trancpoctaion | SL |
LI etai Description [ oty [ Wrs [Days| $Rate [ § Total [Plu HOURS DS
al[* 00 000 00 000 o UM e[ 87 7
&
a Eiquice [} 1
R Btk g )
Rate/Day
| 1.00
[a 0| BR|  Ovetne28he@15] | o Tokel Labor Cost: ERiI ) I LAE)
gl L1 Detail | Description [ oty [ Hrs | Days [% Rate] § Tatal [Plud _
¥ 000 000 00 0.0 ol O L
| ik
= 000
E| E: 3
000
I Crew Type: Regular Tatal Equipment Cost 000 m
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%—s Chapter 10 - Vendors

SOFTWARE

Vendors are very similar to subcontractors, with a few key differences. Subcontractors will
create the sub details, even activities, to spread their cost into the bid. Material entry will only
modify the cost of material details already in the bid. Also, the user cannot change a detail
that has been created by sub entry. The material details in the bid, since they were created by
the user, can be changed by the user. This means that what material entry thinks the cost and
quantity of a material is might not be true, since the user is free to change those amounts.

As soon, as you go into material entry, it will update its information on the material details in
the bid, but this still doesn’t guarantee that print-outs will be 100% accurate if you have
changed the quantity or cost of a material detail. Your best bet is to always enter material
costs through material entry.

Select Vendors from the menu, Enter Material Costs from Items in the Main Menu, or press
<Ctrl-L>.

841 SELECT WENIFOHS BY MATERIAL CATEGORY

Bidder |Upendor bDRE| Tatal Cost Tax & |[Total With Tax
PEE Supplier ] S461,248, 08
EIDE % Johnston & Sons $167,280.00  7.75 180, 244,20
=
FIPE
A i Yendor I Ciadmte ey | fpph bo Bid

On the left is the list of categories. To add a new category to the list, see Setup Categories in
Chapter 3. The vendors with materials for items in that category are listed to the right includ-
ing tax amounts. An M in the DBE column if the vendor is a Minority Business Enterprise.
Click on the Apply to Bid button and an X will appear in the Bidder column to show that the
vendor is being used in the bid.

Add/Delete Vendor

Click on Delete Vendor to delete the vendor from the list. Select Yes when asked.
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Click on Add a Vendor. A list of vendors for that category will appear. Click on Select
from All Vendors to see a complete list of vendors. Double-click or push <Enter> to choose
a vendor. A Price Entry window will appear.

The Price Entry window is similar to the Price Entry window used with Subcontractors.

L EaT
Code | Description | Ouantity | LM | Uit Cost | [
| P |aBC2 Aggregate Basze Clags 2 20 000.00 TH oo
ABCH Cruzh Misc. Base 1.040.00 T 0.00 000

I TasbocksdsdinPricas O TaFlate X 010 100) | 725 VI CTR | g
Gucte Condilions Shawn [P Supghes

Vendor Lsed [ichnsion & Sone

[:':E Cost: | 167 28000

The first column contains the detail code. When a vendor is entered into the database, the
categories of materials that the vendor supplies are entered. When entering prices, you will
only be able to use the vendor in those categories. If you need to change the categories of ma-
terial that a vendor supplies, follow the directions in Chapter 3 on Setting Up Subcontractors/
Vendors/Customers.

This rest of the material entry works the same as in subcontractor entry. You can change in-
formation and enter in unit costs. The Vendor being used in the bid is again shown at the bot-

tom for comparison.

Pressing F5 or clicking on the F5-Cut/Add% button will allow you to modify prices by either
a percentage or a dollar amount.

Tax on Material

To include tax into the prices, click on the box in the middle left of the window. You can also
enter in a tax rate between 0 and 100% in the center of the window.
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%—s Chapter 11 - Printing and Faxing

SOFTWARE

The print function is divided into three main sections. The first section is Bid Specific Re-
ports.

Hasher filis ¥ B Price Summary I

B Summary Of fids Bl Ihem Cost Breakdown
ik oim ¥ [remickiviy SLnmary

Aty Rapdt

Activity Codk Beport

[kl Repart v

Subsonbractors Lised in Bd

Subscorbracted Tharrs

Weraons Uksed in Bid

Weracdor Thedr

Tl Fosepci s i bl

In Bid Price Summary, you can choose to print open items or closed items.
In Bid Item Summary, you can print the items with item numbers or agency numbers
Detail Report can be very complex if you print a detail report for every item in the bid. For

this reason, you can choose to select Item Details or just Items No Cost. If you select Item
Details the following window appears.

29 DUOTE ITEMS T IMNCLLRE

Linckass Escavahon

14000 F
Codd Planing Haadar Cut 3500 LF n&sx Fry o)
[ipubie YVelow Shiping 4500 LF 115 L1
1 Ship Wihibe Shapeng E000 LF D&% 2a7s
12 ks 1500 Ea 115 1735 —
il Hoe mnid w L] i ETam rien EFd M rr —

Click oo Spacelan o Seloct

Trve e ialul:l?d Inchuds AN Cancel I
15

Highlight the items you would like in the report and click on Print Selected. If you would like
to print details for all items, click Print All.

The rest of the reports are all straightforward: click on the summary or report you would like
to print. You will be given the option to preview or to print.
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The second section is the Masterfiles.

gl Specific Raports

ostatles b
Demtails b

ER Summery OF Bids
Custom ’ Erews

Subgontractons
Yendors

Cuiomers
SubuwandiCust List
Mabirial Calegonias
Subtontrachor Cabagores

When you select the file you would like to print, you will be asked to preview or print.

Printer Setup
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Faxing

CreatefHodify & Quobe

Currsrl Chpols
3=t an Oid Quote

Above is the Fax menu. You can use this menu to work with quotes and then either fax the
quote (if you have faxing capabilities on your computer) or print the quote to be faxed at a
later time.

Creating a Quote
The fax menu allows you to create a new quote to fax, send the current fax, or to look up a

previous quote. If you select Create/Modify a Quote from the menu for the first time, the
following screen will appear.

& Quate Editing

Bid Mama  [Fokng Al Lars Bid it TR 2000 Select Ibems EXIT |
Customer  [Presion Conslie Seiv |
T EEITER
Tkl Cam T otal Price Totsl Cost Totsl Pice
[ sAnFEEEE [ sanaEmin [% | 00 | S0.00
Fh Ilgm Diesciplion Guiarliy L Lired Price

The name of the bid you are working with and the bid date is at the top. Use the pull-down
menu in the top center to choose the customer you would like to send the fax to. Below this
are the costs and prices for both the bid and for the customer.

In this screen, no items have been selected for the customer yet, so the customer’s cost and
price are equal to zero. Click on Select Items in the top right corner to choose items for that
customer.
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84 QUOTE ITEMS TO IMCLLADE

1 Liniclass Escarvahion 150 o BRE [ERS a

Cioddl Plarr q 3 140000

. LCodd Planing Haack Cut 3500 LF &R 2
10 Dot Vibow Shiping 4500 LF 115 e
1 Ship White Stipng B000 LF 0&5% 2875

12 Wk 1500 Ea 115 175

i BT ETFdr e —

Click o1 Spacelan o Sebect

Inchude Salecied Inchuds AN Cancel I
b

A list of all items in the bid will appear. Click on the items once to select them; they will re-
main highlighted. Click on the item again to unselect it. Click on Include Selected to in-
clude only those items for the customer, or click on Include All to choose all items for the
customer. Click on Cancel to return to the Quote Editing window. The price of the selected
items now appears in the cost and price of the Customer. Click on Exit to return to the bid.
Click on Go To Quote Program to send the fax. This will be discussed later in this chapter.

Modifying a Quote

If you have already selected Create/Modify Quote the following screen will appear when
you select it again.

= Quole Selection

Eid Hame Custommer

Dd-Chck, b go bo QuoteFrog Edit Customer | Exit
[z Duasbomer =1 AddCusiones

The lists of already created quotes appears in this window. Double-clicking on the name of a
bid will send the quote to the quote program. If you would like to edit the quote first, click
on Edit Customer. This will send to the Quote Editing screen you saw when you created a
quote. If you would like to add a quote, select a customer from the pull-down menu and
click Add Customer. If the customer you want is not in the pull-down menu, you must first
enter the customer into the system. To do this see Setting Up Subcontractors, Vendors, and
Customers in Chapter 3.
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The Quote Program

When you click on Go To Quote Program from the editing window or double-click on a bid
name from the quote selection window the following screen will appear.

Bid A
Fieed Bidl Daabe: 4 | 222000 |
Wednesday, July 31, 2002 Last Bid Date: 4 | 1772003 p|

Delete Quote

Customers | Conditions Excit Copy
Luwbe
Filtes Oy [|||| | cust|| =l
Bid Select | ~]  Find Quote | | L
Fid Faa: |[FREDONT Bad Hama: Ftrl-:H-h:Lerr Phase
Leoation: |
Rid Dabe: SSAS0) | Cusbomes: |Jores Cornachon
Mipole Ma.,  Cust. Mo, C st oamesr Cudl. Rep. -
&% LIONZ03 ot Cotesliegtion nck Jores 144 457
TS0 | Freaton Comati, Gev Fi bt Pracion $iakEnr |

At the top of the screen is the date and the information of you company. In the top left cor-
ner is a CI button. If you click on this button you will be able to edit your company informa-
tion. For example, this company is 123 Construction. If I change the company name to ABC
Construction, the next time I work with the quote program the top of the window will say
ABC Construction.

In the middle, you can filter the quotes by either estimator or customer. Use the pull-down
menu to choose a person to filter by. Click on the Est or Cust button to unfilter. To select a
specific bid, use the pull-down menu to choose a bid with quotes. If you know the quote
number, enter it in the box to the right of Find Quote and then click on Find Quote. If the
quote can be found you will see a screen that will allow you to see, print, or fax the condi-
tions of the quote. This screen will be discussed in the Final Quote Screen section of this
chapter.

The next section of the screen shows the details of the bid. If you click on Phase, you will
see a list of the phase numbers and the descriptions of the phases.

At the bottom of the screen is the list of quotes for this bid and the information about the
quotes. Click on the quote number will take you to the Final Quote screen you saw if you
used find bid.

The second part of this screen is discussed on the following page.
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4 Customers A=ll3] If you click on the Customer button, a screen will ap-

Add New | Ei | pear allowing you to edit customer information. It is

» important to double-check the accuracy of the fax
Customer Mo: [IEE . . . .

T e » number if you are planning on faxing this quote to a
Company Name: [iore: Consichion customer. The pull-down menu allows you to change
Person Name: [T 1oves to a different customer’s information. If you wish to

RREEER-51 o Shet add a new customer. Click on the Add New button.

hﬁ L —— Click on Exit when you are finished.

Stabe: [C0

Zip Code: [S54E87
Phome: [FEARied
Fax [59E5465065
Cugtflank: | 1]

oy cere— _- i=] _ If you click on the Conditions button
Standard Condilions  General | | above, you will see the following

[Eschit .. . . .
Seatla Job Conditien Conditions screen. This is a list of the job condi-
r R IumenN g 5. peais, o b ety e tions for each sequence. Use the arrows
AT s the hd Conditon at the bottom to move between condi-
& T hat it Bt th Ciondidizn i | .
* [ tions. If you wish to write overall con-

ditions, click on the General Conditions
button. A window will appear with a
blank box where you can write any

| notes of the general conditions. There
will also be an area for Conditional
Conditions. Click on Exit to continue.

vy

mecord: M| 4 ([T 1 k[ M |eE|of 4

# Copy Quote A=l The screen on the left appears when you
Copy Quote Copy | Exit click on the Copy Quote button.
Frenunncy
e — i " o WHAT IS FREQUENCY??
Customes: [I0NIC | " Deasional 1o less
[ ones Constiucton | Curlomais Q
N 'L?g£3 ‘:;EL;E?;:EH;M
i Do

|___CMeme. | Conespame. | Fau:

If you click on Delete Quote, a window will appear stating that it is deleting the specified
quote. Click Yes to continue, No to return to the Quote screen.

Clicking on Exit will take you back to the bid screen.
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The Final Quote Screen

The screen below is the final screen before you fax or print the quote. If you wish to preview
the quote you can also click on the preview box before clicking on print or fax.

B Quote

Quote [Jah Condifions| | Print | | Exit |
Prewiew: [ Prnt: & Uniit Pri =]
Quode Date: I 11-'19.-'ﬁ BidD ate: 2002000 Show Bid Totak

| Jack Joeesr Fax No.; |Go4ERARS4E
Cuglamer: Jones Constiuchon Quinte Mo Q

Address: 4554 dih Shest

Ciky:  Arishem A ES{E4S
. Freq: izt
Bid Mame:  [Fokng Hil: Lane | PerCent: R[0i
Location: | | Daps EX

[ [Ph]ltem|  Descript [ Quort: | U/M] Unit Cost | Unit Price: | Total -

B[ [7 et [ comd TH 0047 0058
1 |84 |ColdPlnngZ [ nanpoan sF 0.200 0230
1 |9 |CodPunngHesderCd | 25000 LF 0550 [iT3E
1 |10 |Double'YebowShipng | 45000 LF | 1.000 1150
T (11| Ship white: Sageng [ 0000 LF 01500 055
112 [Maken | 1,5000 EA 1.000 1.150

4445700

The information about the bid and quote are located on this screen. This is the last chance to
make any corrections before sending off the fax.

If you click on Job Conditions, the following screen appears.

Renumber
Exit |
Del | Ins

E Enter Joh Conditinns

Job Conditions .

QuoeNo [ @ ] Copy Conditions
AR

Jobh Condition Memo:

If you click on Std. Conditions, you will see the conditions screen you worked with on the
previous page. Renumber is used to renumber your conditions. If you wish to delete or in-
sert conditions, use the Del and Ins buttons. To copy your conditions, click on Copy Condi-
tions. You will be able to choose to either copy by customer from a specific quote or by cur-
rent job from a current quote. Click on Exit to return to the quote editing screen.
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Current Quote

Selecting Current Quote from the Fax menu will take you into the Quote Program. This has
been discussed in the previous two section. The most current quote you have been working
with will appear.

Working with Old Quotes
If you select Get Old Quote from the fax menu, you will enter the Quote Program, but there

will be not be an active quote on the screen. You will have to select a quote from the pull-
down menus to continue.
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P G S| chapter 12 - Utility

SOFTWARE

The utility menu is a collection of useful functions that make the real world of handling of
bids a whole lot easier.

frudgets 4

ER sfudust Cost of Master [istals

Upload Budget ko Job Hansgement
EB mecover & Bid File
e m
ot bo s Ted:
Custom ]
Budgets
Creating a Budget

To create a budget from a bid, highlight Budgets from the Utility menu on the main menu and
select Create a Budget..

Filter by Estimator or
Customer

[ Today Wedneaday, July 24, 2002

FllimBr  Esn ” -| First Bid Dale 1| 10720759 |
Can [ =] LeeBuDus g waaC e

Roling Hil: Lane
Parkirg Lok
City Dievedoprrend

Main Shest

£

Swalch Bid Direclory |

Dbk-Chck 1o Select

2702 Anakwin, City of
BE02 | Peeston Corainuction Co
44 572002 Citp ol San Diego
32002 Anakein, Cily of

2/ 2002 | Anakein, Cily of

Cancel EXIT

Sprt the list of N\ pange | AL
bids by
7o, Sant B = Dasenplion e D - W‘N

Description,
Hioumasb oo 2o ik TP ORI PeicEbor L0 e o L s

Date or sanphe bid TEENNLE Aadern, Cilyp ol Cth here and

Customer. Tustorial A G002 Enadeim, Cily of you will be al-
Lo Angees Shes BSH.2002 | City of Log Angeles
Avahesn Dosmioen lowed to enter

how many days
before and after
today you want
the range to in-
clude.

Use a different directory.
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Select an estimator’s name from the pull-down menu next to Est to show only bids from that
estimator. To take the filter off, click on the Est button.

Select a customer’s name from the pull-down menu next to Cust button to show only bids
from a specific customer. To take the filter off click on the Cust button.

To show only a certain range of date, enter a beginning and ending date or click on RANGE.
You will be asked to enter a number of days before and after today’s date to be allowed in the
range.

Click on ALL to show all bids.

You can sort the bids by Description, Date or Customer by clicking on the circle next to each
word in the Sort By section.

Double-click on a bid to select it. This window will appear. It is the same as the information
you wrote when creating the bid. Click on More Info to see additional information about the
bid. You can change any of the fields you would like except for Bid Name and Agency/
Customer which are grayed out. Click on Open Budget to continue.

K= BLDGET SUMARY

Open Budgel  Cancel EXIT |
| | Add Cuslome: |
Hidlhabe: TNSENE | Gt Dot | Estmaioe | Bt Patesbon: w | D Placeslim Oy E:

BidT e | OO0 P = | Defbtaop: [ 10 x Dac Flace/lnd Prcs 2

Mo Indo

When a budget is first created from a bid, the two will be identical. Changes can be made to
either one and the differences will be reflected during the upload. The important thing to re-
member about budgets is the bid price is fixed. Once an item of work is bid at a certain price,
the program will not prevent you from changing it, but will preserve the bid price whenever
possible.

For example, when modifying and saving an activity fro an item of work, the gray
(ESTIMATED) line is usually applied to the blue (ACTUAL) line so they are the same. With
a budget, however, the unit price for the gray line, just the opposite. The percent markup is
adjusted to balance everything out.

For a budget, the markup becomes less important, so the program takes liberty in adjusting it
and holding the unit price whenever it can. If you Apply Markups to a Budget, it will have no
effect, since the price will not be altered.
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Loading a Budget

To load a budget, highlight Budget from the Utility menu and select Load a Budget. The fol-
lowing screen appears. Select a budget from the pull-down menu. Click on Open Budget to
work with the budget.

Deleting a Budget

To delete a budget, highlight Budget from the Utility menu and select Delete A Budget. You
will see the same screen that you saw when you created a budget. Double-click the budget
you would like to delete. You will be asked if you would really like to delete that budget.
Click Yes if you are sure that you will not need the budget in the future. Click No to keep the
budget.

Adjust Cost of Master Details

If you select Adjust Cost of Master Details from the Utility menu, the following screen will
appear.

£ MODIFY MASTER DETAILS I'-__IEIE

Apply |I:aru::|| EXIT I

Coat Type
& Labot

" Eguipment Prceni §0 bz 100) i

M asterial [}

ENTER THE AMOUMWT OF MDDIFICATION:

OR
" Transportation

" Suh/Serdice FAmouni i)

" DOher

which zone? ”—Ll

Choose a Cost Type by clicking on the circle next to it. You can then choose to modify the
cost by percentage or by amount. At the bottom, choose which zone you would like to apply
the modifications. Click on the Which zone? button to apply to all zones. Click on Apply to
save.
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Uploading Budget to Job Management

To upload a budget, select Upload Budget to Job Management from the Utility menu. The
following screen will appear allowing you to select the budget you wish to upload. Use the
pull-down menu to see the available budgets. When a budget is selected be bottom half of
the screen shows the bid number, bid name, job name, and bid date. You are only able to
change the job name. Click the Create Job Management Record to continue.

8l Manapemend Upload from Budpet
Range | = Exit |

Fust Budgel Date: 4| 4202002 |k

Seect e TP -] |0 ULy
i Craate Job
| o 5 v s

Hazsniil

Job Mame |'I'|..ln|i|.|| - Budget

A window will appear asking you to enter the desired ten character number. DOES ANY-
THING HAPPEN THEN??
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Recover a Bid File

The second section of the Utility menu involves recovering bids and master files. Select Re-
cover a Bid File. The same window will come up that was used to create a bid. Double-

click a bid to select it.

Recover Master Files

When you select Recover Master Files from the Utility menu, the following window ap-

pears.

£ ImportfExport Masterfiles

Cunest Discton: 1B VsinBd 20000546 PLE

FILES TD RECOVER:

E=IT

F Bid Mastedles |
' Cancel
¥ Db [tems
Apply
W Dughs Dats
¥ Subs Vendms Databees %

W Bick /B dgets Daschon
R Metric Corveersion Files

R Joh Managesment Fiss

Click on the box next to the items that you would like to recover. A check mark will mark
that you are recovering the selection. Click on the name or box again to unselect the object.
Click on Apply to recover the files. If the recovery is successful, the program will beep and a
notice will come up saying that the files were successfully recovered.
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Recover a Bid File

The second section of the Utility menu involves recovering bids and master files. Select Re-
cover a Bid File. The same window will come up that was used to create a bid. Double-
click a bid to select it.

Recover Master Files

When you select Recover Master Files from the Utility menu, the following window ap-
pears.

£ ImportfExport Masterfiles

Cunest Discton: 1B VsinBd 20000546 PLE

E=IT

F Bid Mastedles |
. ' Cancel
FILES TD RECOVER: F Dol b= &
Apply
W Dughs Dats
¥ Subs Vendms Databees %

W Bick /B dgets Daschon
R Metric Corveersion Files

R Joh Managesment Fiss

Click on the box next to the items that you would like to recover. A check mark will mark
that you are recovering the selection. Click on the name or box again to unselect the object.
Click on Apply to recover the files. If the recovery is successful, the program will beep and a
notice will come up saying that the files were successfully recovered.
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