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@® ESTIMATE OVERVIEW

You will move from left to right on the workflow tabs as you enter your data for the project
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® OPEN FORMS

1. Select Overview to open the Job Properties form.
2. Each form opens in its own tab within the active job folder.

@ OPEN A JOB FOLDER

1. From the Backstage view, under the Open a
recent Job section, double click on your job.
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® MOVEA COLUMN

1. To move the column, click on the column
header and drag and drop it.

@® HIDE A COLUMN

1. To hide the column, click on the column
header and drag it down until a black X
appeatrs, then let go.

2. To unhide a column, right click on any column
header and select Column Chooser.

Customize x

Drag a column from below to place it into the
register.

l Custom Caption A l Default Caption

Auto-Indude Auto-Indude

Biling Adjustment Billing Adjustment
Amount Amount

3. Find the column you want to unhide and drag-
and-drop it to the location where you want it to

go.

® SORTA COLUMN

1. Click on the column header to sort the column
in ascending order . Click a second time
to sort in descending order

@® FILTERA COLUMN

1. Hover over the column header for the filter
icon to appear, then click the icon.

2. Make your selection, then click OK.

Values Text Filters

©

1 (Al -
10 Inch PVC Force Main (SDR21)

24 Inch PVC Gravity Sewer (SDR35)

36 Inch RCP Culvert Class III

4 Foot Diameter Manhole

Aggregate Base

Apply Primer —

Clear Filte Filter Editor Close

3. To add expand the filter using And/Or
functionality, click Edit Filter, in the lower right
corner.

4. To clear the filter, click on Clear Filter » Close.

® GROUP COLUMNS

1. Click on the column header and drag it into the
grouping area.

2. Continue to drag additional columns into the
group.

3. To ungroup, right click in the grouping area and
select Clear Grouping.
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@ CREATE A SAVED VIEW

1. Click the Saved Views drop-down menu b
then click the save icon.

Saved views: | Previous Vie I

2. Enter the View Name, then select OK.
@ Save Current View

Type a name for the current view. All filters, sorts,
groups, and column settings will be saved under this
name so that you can recall them later while in this
register.

View name: |

[] Save as Locked Corporate View

Cancel

@® FIND FEATURE
1. Click the /O icon.
x E: EXT [0 searchn

2. Click on the icon for more options.

Always Expanded

Search in Selected Column Only
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