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What are Project Items? 

Project items serve the same purpose as pay items in a cost estimate; however, rather than being kept 

in a cost estimate, they are maintained within a project. When you create Project Items, the pay items 

from a cost estimate are duplicated and transformed into items that are stored directly within the 

project. This allows Contracts to see the final estimation of a given project. Using the Build Project 

Items feature is an essential step in preparing a project for the next stage.  

Note that this process cannot be undone! Therefore, ensure that you are on the correct cost 

estimate and that you are finished with the estimate. Creating a snapshot of your cost estimate (See 

110 – Snapshots) before building project items is recommended. 

Once project items are built, any changes made to existing items in the cost estimate (unit price or 

quantity) will be reflected in the project items. However, items cannot be added or deleted to the cost 

estimate. Project items cannot be edited directly, but they can be deleted from the Item Worksheet 

screen. 

This process is only done as a final step before sending to contracts. The deliverables for STGs 1, 2, 

and 3 will be the snapshots or printable pdf report. See 109 – Printing Cost Estimates for information on 

generating printable pdf reports. 

Build Project Items 

Before beginning this process, create a snapshot of the cost estimate. For information on creating 

snapshots, see 110 - Snapshots Companion. 

1. Navigate to the Cost Estimate Summary screen 

2. Click the Component Actions menu on the top right 

3. Click “Build Project Items” 

 

4. To check on Project Items, navigate to the Project Summary. 

 



 

 

 

5. Click “Item Worksheet” 

 

6. You will navigate to the Project Item Worksheet. If you created project items, this should be 

populated like below. Notice that price totals are displayed instead of unit prices. 

 

Adding Road Segment Items 

1. Navigate to the Project Summary screen 

2. Click on the “Road Segments” tab 

 



 

 

3. Click the “New” button or edit the existing “Road Segment” if one already exists. 

4. Fill in (at least) the following information: 

• Name (use the bottom notation) 

o All Caps: ON/ALONG [PROJECT LOCATION], [DISTANCE FROM SET POINT] 

o Ensure that the cardinal direction is spelled out. Note that this rule and the above 

formatting differ from the formatting in SPMS. 

• Number (route number) 

• Type (Enter the functional classification. A drop-down menu will appear upon clicking and 

pressing Enter) 

• Route (type the route number, dependent on road) 

• Begin & End Termini (Stationing) 

• Category ID (0001) 

 

5. Once the information has been entered, press “Save.” 

Adding Bridge Segment Items 

1. Navigate to the Project Summary screen 

  



 

 

2. Click on the “Bridge Segments” tab 

 

3. Click the “New” button or edit the existing “Bridge Segment” if one already exists.  

4. Fill in (at least) the following information: 

• Bridge ID (i.e. 114-85-10470) 

• Bridge Type (Click for a drop-down menu) 

o Ensure that this is populated with the actual bridge type, NOT “state” 

• Category ID (0001) 

 

Ensure that the bridge type label is populated with the actual bridge type, NOT left with State filled 

in. 

5. Once the relevant information has been entered, click “Save” 


