AASHTOWare Project Estimation

Adding and Removing ltems in a Cost Estimate
Printable Companion Handout

Navigating to Cost Estimates for a Project
To begin, navigate to the Cost Estimates menu. See Navigation Essentials for more information on
navigation.

1. Start atthe Home menu.

2. Lookforthe Preconstruction section of the component. Under Preconstruction, click on
“Projects”

3. There will be a search bar on the top left. Search for the relevant DES number for your project,
then click on the DES number of the project you want to open.

4. Navigate to the Quick Links portion of your screen and click on “Cost Estimate”

5. Click on the “Cost Estimates” option on the left side of the screen.

Afterwards, you may create or navigate to any cost estimates. For a visual guide, see the “Navigation
Essentials” tutorial video.

Navigating to the Item Pricing Worksheet

The Item Pricing Worksheet tab is the simplest way to view items, quantities, and unit prices in one
table. Once you’re in a cost estimate, navigate to the Item Pricing Worksheet through the Item Pricing
Worksheet Quick Link:
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In a new cost estimate, there should not be any items in the Item Pricing Worksheet, shown below:
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Adding Items to a Cost Estimate
Iltems may be added to a cost estimate manually by typing a pay item number or description. To learn

about importing, see Importing Files.

1. Click on the “New” button in the component
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2. Anewline should appear in the table. In the Item column, click twice then type a pay item
number or description and press Enter.
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3. Onceyou press enter, a list of pay items will appear as a drop-down menu. Select the pay item
applicable to your project.
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4. Pressthe “Save” button to save the typed pay item into your cost estimate.
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Adding Multiple Items to a Cost Estimate
1. To select and add multiple pay items at once, click the “Select Iltems” button at the bottom
of the spreadsheet
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2. The Select Items pop-up window will appear
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3. Use the search function on the top left to type in desired items. Items may be inserted as
pay-item numbers or as descriptions. Press Enter after typing in your search.
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4. Selectthe payitem you wantto add. Ensure there is a green checkmark to the left to
confirm that the item is selected.
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5. To add another item, use the search function to pull up your desired pay item. The pay item
you selected earlier will still be selected.
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6. Toview your selected item, click on “[X] selected” on the top right corner
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7. Onceyour desired items are selected, click “Add to Cost Estimate Item” on the bottom
right
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8. The pay items should be added to the Item Pricing Worksheet. Enter relevant quantities to
your new pay items, then click “Save” on the top right of your screen.
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Removing Items from a Cost Estimate
1. Items may be removed from the Item Pricing Worksheet by using the Delete button. The Delete

button should only appear once there are pay items in the Item Pricing Worksheet.
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2. To delete specific pay items, click on the row of the desired pay item. To select all pay items or
to select none of the pay items, click on “All” or “None respectively.

Delete Delete: All None Cancel 0Oadded 2 marked for deletion 0 changed
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3. To confirm pay item deletion, press the Save button. The component should refresh without
showing the deleted pay items.
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Pay items may also be deleted individually through an alternative method:

1. Navigate to the Item Pricing Worksheet

2. Find the item you want to delete, and locate the carrot on the right of the pay item’s row
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3. To mark the item for deletion, click on the trash can icon
n’ . rn ) 7 _ UL  Current Role: INDOT_DESIGN b st ' - 0

Overview CostEstimate  Cost Estimate ltems

Item Pricing Worksheet

v Cost Estimale. Tes! 1900051_07

Project 1900091_07

Q| Type search crteria or press Entes @ | System Detaut v| Sy s

Total Cost Estimate items.

0.00
Delete 0added O marked for deletion O changed
, Ty - = .
scavy i — e T s | R T Py
2 OGEOTEXTILE FOR PAVEMENT. TYPE 24 svs 0 002 = N 2148784 ves
, = - .
= P=rva04as
n '8 0005 TB Reter hd
— Views
s s 0: = ~ P - -
: g
New Select hems.

Showkeg 5 of §

Note: If you mark an item for deletion and you change your mind, click the “Undo Delete” !
button on the right side of the item as shown: )
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