Version 17.0

© RFMS, Inc.
3073 Palisades Court
Tuscaloosa, AL 35405

RFMS

Systems for Success

BidPro

User Guide




Information in this document is subject to change without notice and does not represent a
commitment on the part of RFEMS, Inc. The software is furnished under a license agreement,
evaluation agreement or non-disclosure agreement and may be used or copied only in accordance
with the terms of that agreement. It is against the law to copy the software except as specifically
allowed in the agreement. No part of this manual may be reproduced or transmitted in any form or by
any means, electronic or mechanical including photocopying and recording for any purpose without
the express written permission of RFMS, Inc.

RFMS makes no warranties, whether express or implied, regarding the enclosed computer software
package, it's merchantability, or it's fithess for any particular purpose. The exclusion of implied
warranties is not permitted by some states. The above exclusion may not apply. This warranty
provides specific legal rights. There may be other rights which vary from state to state.

Additional help for this program may be accessed via the Help Menu.

Copyright © RFMS, Inc. All rights reserved.
Windows is a trademark of Microsoft Corporation.

Version 17.0



OVERVIEW ... 5

ADOUL thiS USEI GUITE. ...t 5
= T T0 e o I =T o PP 5
ACCESSING The SOMMWAIE ... et e e e e e et e e e e e e e e eettea e e e eeeeeenes 5
SYSTEM OPTIONS ..., 6
2 T = o PSSP 6
EStMAateS/TEMPIALES ... .ottt nnnnnne 7
(@] a1 i{e U] =1 1o o [P 7
T T | = 11T 9
31 ] = PSR 10
UTILITIES .o 11
L0 1 (o1 F=1 (o] gl 2 1= S 11
(@] o1 1 = Tox R = o3 [T ST 11
= Lo TN o[ O SRRRPPPPPPS 11
o 1L Y1 4= L= 12
o TR 13
ESTIMATE BROWSE SCREEN..........cccooeviiiinnn. 15
T 0T A (o T G0V P 16
THE ESTIMATE TOOLBAR .....cocvniiiriiinieiniciens 17
(@ 0 L= g I =Tt ([T T 18
Insert/Edit ESIMate OF TEMPIALE........uuii e e e e e et s e e e e e e e rr e e e eeees 20
Customer Name & Address (REQUINEA) .......ieeeeiieiiiiiie e e e et e e e e e aaaa s 22
Project Name & Address (ReqQUITEM)........oeuuuiiiie et e e e e e et e e e e e e eeenees 23
OVErage INTOMMIALION. ...t e e e e e e e e e e e e e e e e e e e e e e e e e e e aeees 23
AGJUSTE TOTAI ...ttt bbbt b e nnnes 27
ADDING ESTIMATE LINES ..., 30
Line information DISPIAYEA .........vuuiiii e e e e e 35
(701 O F=TaTo [= TSR0 o I T T S 35
(0] o) V{1 o To TN =111 g F= UL IR T 36
(4 g T oo 1< T IR = R 36
9121 (= I = 36
[ TU YO T T o1 (] 2R 36
[0 Tod (1 T I =SSR 37
1Y o110 o T T = R 38
=T 010 ] oY= o TN I T = 39
(©7e] o) VA o1 T I (@Zo] o)V T 1= 1 s o ) ST 39
(0] (=2 TSP TUPPPPT 40
N 1 =T 10 0= ) PPN 40
g (0 To [0 T =T g o] =Y =R 40
Associated Product BUNAIES.... ... oot e e e e et e e e e e e 40
] £ PP 40

Version 17.0



T ) £ 1 F= 1 (Y 40

SAVE OF CABNCEL. ... e e e e e e 40
Save EStiMate @S @ TEMPIALE .......vuui e e e e e e e e et e e e e e e e e e e et a e e e eeeaeraaa 41
Template EXPOrt to an EStMALe. ......coouiiii e e e e e 41
Delete EStiMate/TEMPIALE .......cooieiiiiii et e e e e e e e et e e e e e e e e e eaetan e e e eeeeeeeennnns 42
LIE=Te [o a1 [ O] o] 1 o] o T PP PPPPPPPPN 42
Viewing Estimate/TemPlate LINES .......... e e e e e e e e e 42
EStimate/TemMPIate NOLES ...t e e e e e e e e ettt a e e e e e e e e eeatna e e aeeeeeeees 42

EXPORT OR APPEND TO ORDER ENTRY .......... 43

ENLEE TEEM COIOF .ttt 46
Importing RFMS DOS Estimates (Not available with version 10) ...........cccooiiiiiiiiiii e, 46
Updating Estimate/Template LINE COSIS........uuuuiiii s e e e e e e e e eeaaan e e e eaeeanane 48
Quick Copy EStiMate/TEMPIALE ......uei e e e e e et s e e e e e e e e et a e e e eeeeeerenes 49
(O 1= o o 11T ST 51
QIO CEET = 1 1= 1 53
PUIGING BIUS ...ttt bbb bbb e e nnnnne 53
Printing EStIMateS/TEMPIALES .......ooiiiiiiiiiiieeeeiie ettt ennsnsnsnnnssnnnnnnnnnnnnnns 53

Estimate OpPtioNS .......uueiiiieiiiecec e Error! Bookmark not defined.

EMAIL ... e Error! Bookmark not defined.
PIINT GrOUPINGS. ..ottt ettt ettt ettt e bbbt nnnnnes 54

LT (01U = Yo 11 | £ 55

(T (0 18] o PP PPPPPPPPTRR 55
COVErPAgE/SIGNATUINE CrEATON ......eeeieeeiieeiiieeeeeeeeeeeee et 57

REPORTS ... 57
RS N[ oY 2T =T o o] o PSPPI 57
Estimates Profitability REPOIT...........ueiii i e e e e e e e e et e e e e e e e earane 58
EXported ESHIMAteS REPOI ... ..ot e e e e e e e et eett e e e e e e e e eeaettn e e e eeeeeeeennnns 59
L@ YT = 1o TSI Y = 1A ST 59
[ (= o PPN 60

Version 17.0



Overview

BidPro guides users through the bidding and estimating process by allowing the entry of estimates and
estimate templates. Overhead and other factors can be used in the bidding process as well, and may
be itemized or entered using a flat dollar amount or percentage. BidPro eliminates the inconvenience
and drudgery of doing bidding by hand. With the tools that Bid-Pro provides, become a "bidding pro"
right away! Quickly and easily set criteria using simple "point and click" commands, and finish bidding in
a fraction of the time it previously took.

BidPro allows the use of Product information for estimating directly from the RFMS Products module.
Finally, BidPro integrates with the RFMS Order Entry module, allowing an estimate or template to
become a live customer order with the click of one button. BidPro also utilizes the RFMS customer file
and credit check features.

About this User Guide

This user guide assumes some basic knowledge of the Windows operating system and the RFMS for
Windows programs. It is not necessary to have expert knowledge of RFMS, but some familiarity will
assist the user in understanding the terminology used.

BidPro Terms

Estimate

Estimates are dynamic; they can be changed, edited and modified as many times as needed. In many
cases BidPro can automatically make needed changes.

Overage

A secondary invoice tied to an original order. This allows creating two separate orders with unique
order numbers. This allows billing an upgrade to a separate customer. They share the same set of
order lines thus will have a shared work order and picking ticket. When the original invoice is job
costed, the overage will be jobcosted also.

Template

Templates are usually locked down to prevent accidental changing; when an estimate is initially created
it can be created as a template or an existing estimate can be made into a template. Examples of uses
of templates are property management and new home construction plans where material and
measurements stay the same.

Accessing the Software

5 BidPro
From the Main Navigator Screen, Click the Bid-Pro button

BidPro can be set to automatically go to the browse screen by setting Utilities>System
Options>BidPro>BidPro>automatically open estimate browse on startup to yes.
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System Options

Utilities>System Options>BidPro

These screens allow customization of Bid-Pro.

é) Notes:
= Some options will not change until exiting and restarting BidPro.

BidPro
Utilities>System Options>BidPro>BidPro

Configuration
| Allow Multiple Exports of Templates/Estimates
Type-Can be Global, Assigned or User
With this option set to no, a Template or Estimate can be exported only one time.

Default Values
| Exported line Status
Type-Can be Global, Assigned or User
This option determines what the default line status will be in exported order entry line.

Interface
| Automatically open estimate browse on startup
Type-Can be Global, Assigned or User
If this is set to no, it will be necessary to go to File>Estimates first to get to the browse screen.

| Automatically tag all lines when exporting to Order Entry
Type-Can be Global, Assigned or User
Set this option to yes if most of the time all lines are exported rather than just a few lines.
| During Export and Append, Ignore price difference and average prices
Type-Can be Global, Assigned or User

Set this option to yes to allow overriding price differences on identical lines when exporting. The
Average price will be used.

| During Export combine and append to similar lines (Line Notes will be lost)
Type-Can be Global, Assigned or User
Set this option to yes to combine similar lines upon export. Line notes will be lost when using this option.

| Export Custom Message to Orders

Type- Must be Global &

Set defaults for the exporting of messages to Order Entry from an estimate. Set this option to yes to
automatically export the estimate custom message to the ORDER custom message in Order Entry.
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| Export Custom Message to Work Orders
Type- Must be Global &

Set this option to yes to export the estimate custom message to the WORK ORDER custom message
in Order Entry. The option "Use Work Orders" must be set in Utilities>System Options>Order
Entry>Work Orders>Use Work Orders

| Export estimate and line attachments to Order Entry
Type-Can be Global, Assigned or User
Set this option to yes to export the attachments from both the lines and the estimate.

| Export Line Notes to Order Entry Lines
Type- Must be Global &
Set this option to yes to transfer line notes from the estimate to the lines on the customer order.

| Export Line Notes to Work Order Lines
Type- Must be Global &

Set defaults for the exporting of notes to Order Entry from an estimate. Set this option to yes to
automatically export all notes that were entered on the estimate lines to the WORK ORDER lines in
Order Entry. The option "Use Work Orders" must be set in Utilities>System Options>Order Entry>Work
Orders>Use Work Orders

Estimates/Templates
Utilities>System Options>BidPro>Estimates/Templates

Configuration
| Allow unreferenced estimate lines always (override system settings)
Type-Can be Global, Assigned or User

Set this option to yes to allow unreferenced lines. This option must be set to yes to allow unreferenced
lines in BidPro but not in Order Entry.

Auto Update Actual (By default, all estimate lines will be set to use actual figures
only.)
Type- Must be Global &

Set this option to yes to auto copy the allowed figures into the actual figures if the actual figures are left
blank.

These next two options work in tandem.

| Automatically resolve sell quantities on aline by line basis
Type-Can be Global, Assigned or User

This option refers to the field found on the product record labeled "Sell To Quantity". With this option
set to yes, if values are entered in that field and a selling amount is entered on the order that does not
agree, the quantity will automatically be converted to the sell quantity.
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| If auto-resolve sell gty not set, prompt to resolve sell quantities
Type-Can be Global, Assigned or User

This option refers to the field found on the product record labeled "Sell To Quantity". With this option
set to yes, if values are entered in that field and a selling amount is entered on the order that does not
agree, a prompt will be given to round to the next logical selling quantity.

If neither option is set to yes, whenever a discrepancy occurs, the warning message will not appear and
the system will not automatically make the correction leaving the quantity as it was entered.

| Default Cost for Roll Goods
Type-Can be Global, Assigned or User
Choose either cut or roll cost.

% e Changing this option can cause display issues on the estimate browse. The current real
cost displayed will be based on this setting-if estimates were entered with the opposite setting, the cost
may not match. For example, if the line was entered with a default cost of CUT then the option is
changed to ROLL the cost comparison may not be valid.

| Require Customers to be in Customer File
Type- Must be Global &

Set this option to yes to require that the Estimate or Template customer be pulled from the RFMS
Customer file.

With the Revised 11.2 update, Bidpro, now follows the system option in Order Entry to require a zip
code on the customer information.

| Require Line Areato be in Areafile
Type- Must be Global &

This check box requires that all areas must be imported from Order Entry Area file rather than typed in.
| Require Overage Customers to be in Customer File

Type- Must be Global &

Set this option to yes to require that the overage customer be pulled from the RFMS Customer file.
| Require Project Customers to be in Customer File

Type- Must be Global &
Set this option to yes to require that the project customer be pulled from the RFMS Customer file.

Resolving BidPro Overhead Margin Discrepancies
Type- Must be Global &
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= Resolving Bid Pro Overhead Margin Discrepancies @

A dizcrepancy iz defined by ane of the fallowing situations:

1. The System Option "Enable Overhizad b argin Percent by Order Line" is turned off AMD the Estimate containg lines with different Owverhead Margin Percents.
2. The Syster Option ''Owerhead Margin Baze'' iz zet ta Matenal Only AMND the Estimate containg Overhead on Service lines.

3. The Sypstem Option "'Owerhiead Margin Base' iz set to Service Only AMND the Estimate contains Owverhead on Material lines.
4

. The Estimate Overhead Margin Percent does not equal the System Option "Overhead Margin Percent''. [Applies to Estimates without different line Percentsz.]

Fiesovle Discrepancy By

~1 Send Using the Estimates Overhead Marging [Order Margin Percent, Baze and Enable Percent by Line will be based on Bid Pro E stimate. ]
@ { Send Using Swstem Optionz Standard Overhead Marging [lanares the ssisting E stimate Overhead Marging. The Order GP will be adjusted accardingly. b

~1 Do Mot Send [Estimate will require editing prior to export. )

~1 Digplay Choices When E xporting E stimate [Meszzage will dizplay with the above 3 options at export when a discrepancy occurs. )

[JQK ] [Xgancel ]

If the Display Choices option is not selected then, a message will not be displayed when exporting to
Order Entry.

| Some BidPro Users run from Citrix or Terminal Server

Type- Must be Global &

Set this option to yes for users on Citrix or Terminal Server. This prompts the system to address some
display issues that these users may have with record selection.

| Use GST Inclusive Tax:

Type-Can be Global, Assigned or User

Set this option to yes if GST is included in product prices. This only applies to Sales Tax. This option is
only available for Australian clients.

Default Values
Utilities>System Options>BidPro>Estimates/Templates>

& Global Bid Pra Estimates/Templates | Default Walues Default "Use Actual Only'' ta True for Mew E stimate Lines No |5 Default Rates @

*  Global Bid Pro Estimates/Templates  Default Yalues Default Rate Setup: The profit percentage rates which all estimates will be ini

Defaull Rates: | ORI These are the profit percentage rates that al

50,0000 estimates will be inititalized to. Enter the three
‘most popular’ profit percentages here.
300000 Note: 4l GP entries must be less than 100%.

- X LCancel
Default “Use Actual Only” to True for New Estimate Lines
Type- Must be Global &

Set this option to yes to default estimate lines to actual only. Override this setting on the line itself by
un-checking the Actual Only box that is present on the line.

"t" Mol es:
Q—‘ If a bid is created by a user that does not have that option set it would display both actual
and allowed even when opened by a user that does have the option set.

Default Rate Setup:
Type- Must be Global &

When entering estimates or templates, three default profit percentages display. This is where those
default rates are set. Click on one of the three rates to calculate profit for lines as they are entered.
The rate can be manually changed on each line, these default rates should be the three most often
used rates.
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Display
| Display unreferenced lines in red
Type-Can be Global, Assigned or User

If this option is set to yes, any unreferenced lines (ones not coming from Products or Inventory) will
show in red.

| Hide “Original Product Info” on line edit screen
Type-Can be Global, Assigned or User

This option was added in version 10.6.1 to hide the original information display on the edit line screen
which was added in version 10.6.

| Hide Cost
Type-Can be Global, Assigned or User
Setting this option to yes will hide the cost.
| Hide Prices
Type-Can be Global, Assigned or User
Setting this option to yes will hide the prices.
| Show Gross Profit on Estimate
Type- Must be Global &
Set this option to yes to display the gross profit on the estimate.

%} e Overhead percent is now calculated to 4 decimal places. Gross profit calculations have
been changed to match the formula used in order entry. Previously, there may have been slight
differences between the two modules when an estimate was exported to order entry. These changes
may cause slight profit percentage changes in existing estimates.

Prompts
| Job Number Prompt

Type-Can be Global, Assigned or User

Prints on the estimate; Used as a filter in Reports.
| Model Prompt

Type-Can be Global, Assigned or User

Prints on the estimate; Used as a filter in Reports; Used as a filter for searches.
| User definable Field Estimate Header

Type-Can be Global, Assigned or User

Shows on Estimate Browse Screen Display, can click on the heading and sort by these fields or use
Ctrl-S and Search by these fields.

| User definable Field Estimate Lines
Type-Can be Global, Assigned or User

Shows on Estimate Line Browse Screen Display, can click on the heading and sort by these fields or
use Ctrl-S and Search by these fields.

Reporting
| Default Estimate Printing Configuration
Type-Can be Global, Assigned or User

Version 17.0
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Use this only if for a custom Estimate. Click on the ellipsis Browse button. Select the file to use.
| Don’t prompt for configuration printer program
Type-Can be Global, Assigned or User

Select this option to have a default configuration program while printing. To have the system “prompt”
to choose a configuration program, do not set this option to yes.

| Estimate Name

Type- Must be Global &
Prints on the estimate; Used as a filter in Reports.

Order Entry
| Lock Order Entry Lines when Exporting from BidPro
Type-Global, Assigned or User

This system option give the ability to lock or not lock exported lines. The values to choose from are
e Never Lock,
e Always Lock Total
e Lock Total if BidPro Line Total Locked
o Always Lock Price
e Lock Price if BidPro Line Total Locked.

Utilities

Calculator F2Key

Utilities>Calculator
This functions the same as in order entry

Contract Pricing

Utilities>Contract Pricing

If this menu option is available, it takes the user to the contract pricing module.
RFMS Contract Pricing gives dealers the ability to set contractual prices for customers and properties.

Range Edit

Utilities>Range Edit or File>Range Edit

Version 17.0
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The ability to filter and edit BidPro estimates or lines has been added. This allows for bulk changing for
things like price changes or discontinued products.

Edit Estimate

Edit Lines Edit Estimate |

Mew Custamer | EI ﬁ
| Tele 1]
| Tele 2|
| [
— Change this field Only Stores
032
&' Customer " Project ' Overage ' Model " Salesperson 1 " Salesperson 2 @ 049
 JobName ¢ JobPhone ¢ Job# € Customer Tele 1 € Customer Tele 2 ggg
7 GloserDefinableH sader abel1 7 GlozerDefinableH e:aderabel2
— Limit ch to the following Conditi
Customer [ EI Froject | EI
Starting Estimate Numl Estimate D ate From I 3: Fa
Ending E stimate Numl Est Date Ta I 3: F&
hodel | ﬂ
v oK | x e

Figure: Range edit estimate options

Choose the edit estimate tab to edit information on the estimate headers.
Choose the field to change by clicking the option next to the field name. For example this is what

displays if salesperson is chosen.

| W Onlyfor: 0ld Salesperson 1 |BEN E” | MNew Salesperson 1 |DDN EI |

Only Stores

Change thisz field

' Customer " Project " Overage ' Modsl & Salesperson 1 " Salesperson 2
 JobMName ¢ JobPhone ¢ Job# € Custorner Tele 1 € Custorner Tele 2
" GlocU serDefinableH saderlabell " GlocU serDefinableH e:aderlabel2

Figure: Range edit estimate change salesperson 1
Then choose other options to limit the estimates which will be changed for example only estimates with

material from a certain project. To clear any limiting information, click the clear button.
If desired, enter limiting estimate dates so as not to include very old estimates.

Click the preview estimates button to see a listing of estimates which will be changed.

Version 17.0
12



&' AFMS BidPro - [Preview Estimates that will be Changed]

Q File Edit Reports Utlities “indow Help Mavigator Mail

EXIT

Estimate # |Customer| Pro\ectl Modell Salesperson 1 | Salesperson 2

Search Estimate I

Store] Estimate # Customer Mame Project Name Telephone | Salesperson 1 Salesperson 2
JETTGOAE 0547 T4 CHEHY iE

03z JE100061 07413410 |ALLEM CHERYL 205-556-2693

03z JE100093 03/13/10 |ALLEM CHERYL 205-996-8939 MIKE

032 JETO00111 08/30/10 |ALLEM CHERYL 205-996-8989 MIKE

032 JE100112 ALLEM CHERYL TREX 205-996-3989 MIKE

032 JE100179 ALLEM CHERYL TREX REGRESSION TEST 205-996-3989 MIKE

03z JE100184 10/07410 | ALLEN CHERYL TREX 205-996-5989 MIKE

If the previews list meets expectations click ok. If not click exit and redo the options.
A screen will display asking for confirmation of making the changes.

If yes is answered the changes will be applied and a box will display confirmation the changes have
been made.

Finizhed updating estimates
in 0.03 seconds

Edit Lines
B General Range Edit = =1
Edi Lines |Ecit Estimts |
¥ Oy for. 0l Area | E” | Mew fres | EI | ‘
—Select Product Code[s] — - Change This Field: Only Stores
' frea " Sile © Item Num " Color/Desc " Supplier
CARPET © blowed Width € Allowed Length € &llowed Gty  Allowed Price © pllowed GPZ
VINYL . : ”
HARDWOOD O Aetual'Width € Actuallength O Actual Qty " Actual Price  Actual GRE
LAMINATE P P
CERAMIC TILE " Full Product Inrfarmation " User Line Label 1 " User Line Label 2
CT  Limit ch P o
VT Limit ges to the g Conditions:
ATHLETIC TILE
RUBBER TILE Customer Fa Froject Fa
SD/ESD TILE I _I ! I _I
CARPET TILE
CORK TILE
AREA RUGS
RBR/YIN BASE
MILLWORKS BASE Starting Estimate Numl Estimate D ate From 3: Fa
F,'?HPET B2SE Ending Estimate Numl EstDate To I 3: Fa
UNDERLAYMENTS
WALK OFF MATH ] Starting Style.-’Name| F& Starting Area | F5
Ending Styls/Mame [ Fa Ending Arsa | F8
Starting ltem Mumber | Fa Starting Supplier | F8
Ending Item Murmber | F& Ending Supplier | F5
He Starting CUIUr| F& Start SerialMumb I— F8
Ending Caol F& End Seriald bl Fg
& AlCades Folls Ony it Gl ne Senamm
© ltemsOnly € Services Dnly
-_\( 0K X Exit

Figure: Range edit lines options

Choose the edit lines tab to edit information on the estimate lines.

Choose the field to change by clicking the option next to the field name. For example this is what
displays if ltem Number is chosen.

Version 17.0
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‘ ¥ Ol for: Old ltem Mum | CR/&aP-G EI | | Mew Item Mum m EI |

Change This Field: Only Stare:
 frea " Siyle & Jtem Num " Color/Desc ' Supplier
C Allowed Width € Alowed Length € &llowed Bty " Allowed Price C Bllowed GP% =1 |0

Then choose other options to limit the lines which will be changed for example nIy estimates from a
certain supplier. To clear any limiting information, click the clear button.
If desired, enter limiting estimate dates so as not to include very old estimates.

A screen will display asking for confirmation of making the changes.
Are you sure?

If yes is answered the changes will be applied and a box will display confirmation the changes have
been made.

Finizhed updating estimates
in 0.03 seconds

Update Contract Pricing
Utilities>Update Contract Pricing

The ability to update existing estimates to the current contract pricing for a customer can be found
under the Utilities dropdown.

Estimates can be filtered for update by Estimate Date, Start Date, End Date, Templates, Locked Status
and Exported Status.

- Update Contract Pricing for Bid Pro Estimates 22

Filter E stimates to Update

Estimate [ ate Between F8 &nd F&

Ak 4

Start [ ate Between Fg

Ar 4

F8 And

Exclude E stimates/Templates with End Date [ ]

Estimate Types Exported Status
Estimates () Exported Only
Unlacked Templates
[ Locked Templates

Mate: Thiz will turn off the Contract Price flag for linez if the onginal contract has expired.

@ Update W Close

Figure Update Contract Pricing Filter Screen

Version 17.0
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Estimate Browse Screen

The system can be set to automatically go to the browse screen by setting Utilities>System
Options>BidPro>BidPro>automatically open estimate browse on startup to yes or go to File>

Estimates.

This screen displays estimates, sub-estimates and templates. It is where most of the processing in Bid-
Pro occurs. The top area of the screen is the toolbar that allows access to specific functions. The
middle section is a listing of current estimates and templates. The far right area of the screen displays
information about the currently highlighted estimate. -

&vo0ag BT A LMD e @

. =

Al

F

B [ Temglate A
7 HonLuated™ Dpated = A
7 Pemary Ory  Primary a5t

5 ks a0 et o i (] ) o = desgpuied o i

To the right of the estimate listings, buttons are available that allow controlling the types of estimates or
templates that will appear in the list (without applying a custom filter). Click on one of the buttons to
apply. View estimates only or templates only. Only estimates that have been exported to Order Entry

Version 17.0
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can be displayed, or view only primary estimates, hiding all sub-estimates. Whenever one of these

options is set to filter out information the find button on the tool bar will turn blue.
Browse Column Headings and Tabs
Estinate # | Customer | Project | MODEL | Salesperson 1 Salesperson2 |
Seach Salesperson2 [
Customer Name. Project Name: Model Job Number Telephone Salesperson 1 Salesperson 2| Estimate Tatal | User 1 User 2
001 [ 06/24/09 | Law, JOHN Lawd JOHN MODEL 4105559854 | SALLY JONES

06/24/03 | JOMES,BOB JOMES, BOB & 2055556334
JONES, BOB JOMES, BOB 2055556334
JOMES. BOB JONES BOB 255556984
PARKER JAMES DUNEIN DONUTS i) shilh6d513
Law/, JOHN
APPLEBEES

SALLY JONES
SALLY JONES
SALLYJONES
SALLTJONES S0.00
SALLY JONES
SALLY JONES

NANCY REGAN

Clicking on one of the tabs first sorts the list by that tab and allows entering information in the blank and
search by that field.

Browse Estimate Fields

Indicator Icons

% - Indicates there iz a Mote for thiz Eztimate. - Indicates thiz Estimate iz designated az a Template

% Indicates there is a file attached to that estimate.

Estimate #
This field displays the estimate or template number.
Sub #

This field displays the sub-estimate number. The primary estimate or template will show the estimate
number and sub # as 001, i.e., JE49899 001

An estimate or template with sub-estimates will display like this:
JE49899 001 (original)
002 (sub-estimate)
003 (sub-estimate)
Date Estimate Date
The labels for these column headings are user defined in system options.
Model
Job Number
User 1
User 2

All other information is pulled from the estimate.

Export to .CSV

BidPro has the ability to export an estimate or multiple estimates to a .csv file to allow customized bid
formatting. From the BidPro browse list, tag the estimate(s) to export. Then click the export button.

Version 17.0
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This brings up the Export dialog box. Enter the name of the .csv file. The location for saving the
file can also be entered. The file below will be saved to the “C” drive.

& Export an Estimate to CSY x| I

Export thiz estimate: JEDODO12 Sub Est 1

Enter a name for the C5Y Files: | c:flngram

Two C5Y files will be created uzing the name you enter above. One will be created with your filename
plug the phraze " _'ESTIMATE.CS%"" - thig file will contain all estimate header information. The ather file
il be created with your filename plus *_ESTIMATE _LIMES . CS%" and will contain all of the information
abot the lingz currently on the estimate. You can include a path in vour filename if desired. If a path
iz not zpecified they will be created in the “start-in'' directory of BidPro.

Select the value conversions to output the prices and quantities.

|'D:|st £ Price ¢ Quantity % alues

¥ Square Yards " Square Feet ™ Square Meters " Linear Meters

Select the value comversion to output the prices and quantities.

Then click export.

Two Files will be created:

iﬂ Inaram_ESTIMATE _LIMNES.CSW 1KB  Microzaft Office Excel Camma Separated Walues File
iﬂ [naram_ESTIMATE .CSV 1KB  Microzaft Office Excel Camma Separated Walues File

One has the estimate header information and the other has the line information.

After the export is completed a message will be displayed stating the process is complete.

The Estimate Toolbar

ERIT

Exit Exits the Estimate Browse screen.

W  Select Activates or selects the highlighted record.

da Insert Adds a new customer estimate.

@ Edit Allows changes to the highlighted estimate or template.
;@ Delete Deletes the highlighted estimate or template.
Tag One Tags a single estimate at a time
Tag All Tags all estimates at one time
ﬂ Un-Tag One Un-tags a single estimate at a time
@ Un-Tag Al Un-tags all estimates at one time

View Lines Displays all lines on the highlighted estimate or template.

Notes Estimate Notes

Version 17.0
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Designate as  jiows saving highlighted estimate as a template.
Template

Allows estimates to be copied to new estimates or to sub-estimates. Also,
Export Templates.

Export to Creates a customer order in Order Entry using the information from the
Order Entry  highlighted estimate or template.

Copy Utilities

Export to csv Exports the highlighted bid to two .csv files.

. A maintenance routine to remove estimates.
Purge Bids

Updates Product or Service costs and load from the corresponding Product
Update Costs record for the estimates or templates that are currently tagged.

Print Estimate Pints the highlighted estimate.

5 & o [ E[e

Print - : : :
. Allows estimates to be printed using pre-defined groups.
Groupings P gp group
(E:gi\éer Page Can be used to creates a RTF cover page and signature line for estimates.
|% Attachment  Attach files to lines or entire estimates.
M Allows the estimate display screen to be customized for viewing using specific
Find search criteria.
ﬁ Clear Eind Resets the estimate display back to viewing all estimates and templates.
A RFMS . Access the RFMS interoffice mail system
2271 Interoffice Mail
Iﬁ Client Manage-Accesses the RFMS CMM module
ment
Click to view the tracking record created when entering or appending an
Tracking estimate or sub-estimate If gray, no records are present.

Order Tracking

. .
Bidpro>Tracking button
When an estimate or sub-estimate is created or appended, a tracking record is created. Click the
tracking button to see the details.

If an estimate is exported to a new order with a new overage, then 3 tracking records will be created.
Export BidPro to New Order, Export BidPro Overage to New Overage Order, Create New Overage for
Order.

If an estimate is exported to an existing order and a new overage is created for the existing order then 3
tracking records will be created. Export BidPro to Existing Order, Export BidPro Overage to New
Overage Order, Create New Overage for Order.
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If an estimate is exported to an existing order and to an existing overage, then 2 tracking records will be
created. Export BidPro to Existing Order, Export BidPro Overage to Existing Overage Order.
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Insert/Edit Estimate or Template

To get here either add a new estimate/template or edit an existing estimate/template. From here, lines
of products can be added to the estimate/template, gross profit percentages changed and more.

¥ File Edit Reports Utilities Window Help Mail Mavigator

Job Estimate . Overhead Margin Totals )
Estmate # [ JE100174 |[001] F2 Estimate Date | 11/0112 [2][F8 Start Date SIE Overhead % By Line Mateidls ~ 1.782.03
o Py = Base Services 0.00
Store Fa Measure Date =l Fg End Date +l|Fg
e Male.mal Both Misc Charges 0.00
< T > T < T SdesTor 000
LAVENDER, MICHAEL OLD LIBR&RY Vegm - HI0E Misc Tax 0.00
TUSCALODSA, AL 35401 Total Overhead 4980 @ —
Undat Dvethoad Total 1.782.03
peaie Svelea GP % 20.01%
Sales Per 1 FRED LOVE Fe Cust Tele | 206464 2560 UD MODEL | LIBRARY (et (Pl o | ¥56.52
Sales Per 2 Fa]  CustTelez Job Name Defaull GP 2000 ) gt Total Q,
Cust Type [ CASH & CARRY 2 Job Phone UD JOE # @deate Line GF's
Tax Status w &7 Undo Update Use Tax 0.00
PO Number UD HEADER LABEL 1 ’%Apply K
Cust Email UD HEADER LABEL 2
Line Number | Area | Style | Color ) E) “Unreferenced Products are Shown in Red
Line Area PC ltem # Style / Name Color / Degcription  Units Oy Cost A;:iﬂ GP% Oty Cost il Piice Total Difference  Curred

1 COMEIMED AF 01 HOYINC] -15' TB g 311247 0.4420 0.57 0.00 (.00 [.00 [.00

M 44 412 F £ >

%a Insert @ Change @ Dielete ﬁ% Inzert from Product Templates »)%Associaled Eundle @)ﬁ\ts Lines 4

Copy Ling Copy Info ﬂ\a?uy Oty #=chSplit Line & Lock/Unlock | | 123 Renumber Lines Hotes % Attachments Total Difference: 0.00

M Publish To'web Hotes g Print E stimate of Save X Cancel
14.2.0.11943 United States, Square Feet clientdal\ga - ga_doc

Figure BidPro Estimate Screen

First click in the circle next to either Estimate or Template.

Job Estimate

{* Estimate © Template

The following field explanations detail each area of the estimate:
Estimate Number (Required)

Tab or Press F8 for a computer generated number, or type in a number. One suggestion is to use
alphabetical characters in the number for easy identification of quotes, i.e., subdivision name followed
by number (WS100 for Windsong).

% Notes:

F 7 In RFMS Order Entry, if the option is set (in system options) to only use Computer
Generated invoices numbers; only computer generated estimate/template numbers may be used in
Bid-Pro.

Lock
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@ LOCK

This is applies to templates only. A template can be locked so that changes cannot be made. A copy
must be made first to allow edits to be made.

Dates
Estimate Date (Required)

Enter the estimate date. Press D for today's date, or press F8 to select a date from the On-Line
calendar. (See details below) This date is used as framing parameters for the Salesperson Estimate
Analysis report and is used for aging on the Bid Aging Analysis report.

The next three dates are not required.
Start Date

Enter the date the job would begin.
Completion Date

Enter the date the job is estimated to be completed. The completion date must be equal to or later than
the Start date.

Measure Date

The date that is set for the room/rooms to be measured.

On-Line Calendar

The on-line calendar allows easily entering dates. Pressing the F8 key at date fields throughout
the program accesses the calendar. A Calendar

Using the calendar: - , = __

S M T W T F

Month: Click the down arrow to change the month.

Year: Click the up or down arrow to change the year. 2 3 45 8 78

3 10 11 12 13 14 15

Day: Click a day of the month to select. The system date will be B T 9 A

shown in red. Clicking on a day will insert that date into the field. 2 24 25 % 27 8 2
Store Number (Required) S

Press F8 to select a store code. Store codes may not be modified here. To add or change a store
code, go to Order Entry>Ultilities>Set Up>Stores
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Customer Name & Address (Required)

Single clicking in this field will display the customer Information screen. Customer information can be
typed directly into the fields, but this will not add them into the RFMS customer list.

¢! BidPro Customer Import J ] B |
Custamer Infarmation |
—Sold To —Ship To
Custorner # Iﬂ 128
First Narne || First Mame |
Last Name | EI Last Mame | EI
Address #1 | Address #1 |
#2] #2]
cu| el cu ol
ﬁtatel— Zip I— State I— Zip I— ¥ Clear |
County | Copy !l Cognl}'l 4 Copy |

ﬁ Expart | o OF I ~ Eancell

Customer Lookup

Hit the F8 key in the sold to information to bring up the RFMS customer list showing the existing
customer records in the file. Search for customers by typing in a few characters of the last
name and press the TAB key. Double-click a customer name to export the name into the

estimate.

Also click on the insert button to add a new customer into the customer list and then import it
into the bid. The Customer Ship To information if listed will be pulled into the Bidpro Project

information.

% Browse the Customer File =10l

W YOO B%E onaR: 5

Customer Mame |ka| Customer Numhell Businassl

Search Customer Mame |

Filter: Inactive
Sold To

Custorner Name:

ACME HOME BUILDERS

ACME PROPERTIES
ATLANTIC PROPERTY MGMT 555-554-897
BETTER HOMES CONSTRUCTION | 205-655-905
BRANCH OME_ JERRY JACKSON
BRANCH THREE, JERRY JACKSON
BRANCH Tw/O, JERRY JACKSOM
CASH & CARRY
Cauchon

555-445-87
222-222-222

CHANEL, BRUCE 454545877
COCHRAN, MARSHA, 555-555-555
DAVIDSON, DavID

DESIGHER, JANET

DESIGNS BY EM

DOUGH, JANE 111111111
GREEN, AMANDA

JACKSON, JERRY 555-555-454
JOHMSON BUILDERS Fi56-G55-REE
JOHNSON, ABIGAL 555-654-888

I1I<<I1 LA} 4 LA

& CARPET COMPANY
2055 TENTH STREET
ANTWHERE, US 12345

Ship Ta

4 CARPET COMPANY
20586 TENTH STREET
ANTWHERE, US 12345

work I 222-222-2222 | Ewt
Cell | 222-222-2223
Fax

Bus. License ﬂl
Customer # I 00000037
Customer TypelDéSH & CARRY

To use the Additional Ship to File Hit the F8 Key in the Ship To section and you will receive a
box prompting you to choose a location for the Ship to address:

Version 17.0
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Import Ship-To

@ Select Ship-To Source

Add ShipTos | Stoe | Cancal |

Customer: Pulls from the RFMS Customer file.

Additional Ship Tos: allows you to pull the address from Additional Ship to Addresses you
have added to customer records. For example, the sold to may be a builder, with the main ship
to the sub-division information and an Additional Ship to for each lot.

Store: Pulls from the list of stores, you might use this option on an order where a customer is
purchasing from one store location and picking the material up from another store location.

You can enter a bid for prospects from CMM without having to make that prospect a customer.

Add the Quote or order as normal, then at the Customer List Browse click the Filter Iconﬂ.

On the custom filter screen check the box which says include CM Prospects.

[ Allow Mailing Customers Orly
¥ Include CM Prozpects

Figure Include CM Prospects

Prospects from CMM will now be included in the list and will be marked with a “P”.

HIGH CHALET O 325-834-7824 22 Standalone HIGH CHALET 100

INGRAM, JOSH P MCDONALDS RESTAURANT Standalone INGRAM, JOSH 100
JAMES, GERALD 987-655-6555 YANTAGE ARCHITECTS Standalone JAMES, GERALD 100
JOWES, BOB 205-555-6334 17| DREAMLAND BEO Standalone JOWES, BOB 100

Figure Browse the Customer File

W

Project Name & Address (Required)

If the project name and address are not the same as the customer ship to name and address, single
click in the project name area to add project name and address information for this quote. You can click
on the eraser #] to clear the information. The project information is not kept in a master list; it is
specific to this quote only.

Overage Information

The Overage Info button allows entering Overage Customer Name and address while entering the
estimate. Enter the appropriate Overage Customer Information.

Customer Telephone 1 & 2
This pulls from the customer file, but you can manually overwrite this information. This does not print on
the estimate

Model (Required)

This label is user definable. The model field can contain up to 30 alphanumeric characters and is a
required field. Search for an estimate using the Model field. The Model data prints on the estimate.
This information is exported to order entry.
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Salespeople

Up to two salespeople can be entered for the estimate. Click on the F8 button to select a salesperson
from the Sales Representative file that is used in Order Entry. If the customer name has an assigned
salesperson entered in the customer file, that name will be displayed.

Customer Type
This information is required and is pulled from the RFMS Customer Type list.

Job Supervisor Name & Phone Number

Enter the name and phone number for the job supervisor, if applicable. These are not required fields
and are not used in either reporting or searching.

Job Number
This label is user definable. A job number can be up to 30 alphanumeric characters and is optional.
The job number will print on the estimate.

User Header Labels

These show here and on the estimate browse screen. Define what they are called in Utilities>System
Options>BidPro>Estimates/Templates> User definable field Estimate Header #1 and User definable
field Estimate Header #2.

Tax Status
This drop down menu includes Taxable, Exempt and Resale.

4 ot e s:
q— The following choices have been added for Canada
e GST Exempt

e PST Exempt
o All Exempt

Estimate line entry screen for tax exempt estimates shows what the use tax would be if the estimate
was not tax exempt. Note that this is NOT included in the cost calculated for that estimate and is only
present for informational purposes.

PO Number
The purchase order number being used for this job.

Customer Email
Not required

Publish to Web

Customer’s draft options for Property Connect are initially created as a BidPro estimate or sub-
estimate, optionally using contract pricing. A draft is made available for web ordering by checking the
publish to web box. This option is not available if the customer is not pulled from the customer file.
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| Gross Profit Percentages

Gross Profit

Thiz wil update the grozs profit for al ines.
Mew Gioss Prolil
ct Estimate GF1 | 100000 Ciast Aetud Cost]|  Allowed
Eztimate GP 2 | 2000000 ¢
I _ nww 1
Esbmate GF 3 | 300000 &
po0n 16,5000 16.50
[1500 01500 0.1%
Update Oplion 200 04200 0.4z
& Bctual Amourts © Allowed Amounts ¢ Both Amounts — 1. E500 .
[O00 52 5000 9250
o DK | X Cancel |
000 04500 0.4%

Figure: Update Line GP%

Up to three profit percentages can be used to calculate profit for each estimate. Default percentages
are entered on the general options screen found in system settings. Click the option next to one of
the percentages shown to select it for this estimate, or click inside one of the percentage fields and
manually enter an alternative percentage amount. Manual changes apply to this estimate only and are
not carried over to other estimates.

The feature allows applying the selected gross profit percentage that is selected on the estimate to all
existing lines or only those lines that are tagged. This function would be helpful if, for example, a
different percentage rate was entered for all of the lines. Then, it was decide to apply the same
percentage rate to all of the lines. Instead of editing each line individually, click on the Apply button to
change the GP% rate on all lines to the rate that is selected on the estimate.

Opt to change the Actual, Allowed or both. This will not update Locked Allowed or Actual. The
Lock/Unlock Tool can be used to unlock all lines first.

Some clients opt to leave prices set at O then apply a gross profit percent when a price quote is
needed.

Undo Update
Once an update has been applied the Undo Update button becomes available. This will undo the

change for the tagged lines only.

| Markup

'.% Apply Markup
Many people confuse the concepts of Margin and Mark up in calculating prices. A 100% Margin can
only happen with a cost of zero.

BidPro no longer allows entering 100% or greater to in the Gross Profit field on individual lines or the
total job. A cost of zero is not allowed at least .001 must be entered.
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E EI Completion Date | 33 ﬂl

al OverHead

(N gy an '7tU__| _1_;‘ o

Uwerhead, Ous o] 1o

Frice
Gross Profit

100.0000 %

5  GP% cannot exceed 100%
I” Override Selit [Try the Markup function.]

Tag the lines to mark up, click the apply markup button. This allows specifying a percentage to apply
markup to which can go beyond 100.

Enter the Markup Yalue to Use

Thig procedure iz uzed to apply a MARKUP [a: oppozed to a Gross Profit Pencent)
walug to the line Cozt for the Tagged Lines.

Enter the markup az a whole number. Example: 55 will rezult in a markup of 55% of
the net cogt. Met Cost [Product Cost, Frieght, Overhead and Use T ax).

Example with Markup less than 100%
Markup 55%

Product Cost: 3.00, Freight Cost 50, Overhead .30 and Use Tax .40,
Calculation would be: [MARKLUP 55 * Met Cost 4.20] + Met Cost 4.20 = 6.51

Example with Markup greater than 1003

Markup 3002

Product Cost: 3.00, Freight Cost 50, Overhead .30 and Use Tax 40,

Calculation would be: [MARKUP 3 * Met Cost 4.20) + Met Cost 4.20 = 16.80

Markup will be applied to all TAGGED Lines that are nat Contract Products or locked.

Enter Markup Amaount: I ili i i i

—Apply to:
[~ Alowed Price [~ Actual Price

0K I X Cancel I

Figure: Enter Markup Value Screen

Type in the markup amount and then check to apply to allowed price, actual price or both.

Misc Charge
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This is an amount manually entered for a charge that is not going to be a line on the estimate. If
services are not used, the installation amount could be entered here or a charge such as a measure
fee could be entered here.

Sales Tax

In BidPro when an order is entered, select the ship to city, but change the zip, BidPro calculates the tax
by store code because some larger cities have multiple tax rates within the same city depending on the
zip code. To keep from defaulting back to the store code tax rate, make sure all zip codes for a
particular city are entered in the city list.

Total
GP

Adjust Total

Adjust Total

A function was added in version 10.5.6, to allow entering a new total for an estimate and the actual line
amounts (and possibly misc charges) will be adjusted proportionally to force the estimate to match the
desired estimate total. If there is an overage amount on the estimate, the allowed will not be modified;
if no overage amount is present the allowed will be changed to match the actual totals. This feature is
made for making small adjustments to the total and is not a replacement for adding pricing to the bid ie
leaving cost = price then adjusting the total to match the desired profit percentage.

As of version 12.1(Spring 2013), this tool allows taking locked lines into account.
An option is given to adjust allowed amounts or only actual amounts.

An option is given to adjust locked lines. If not chosen the changes will be applied to only unlocked
lines.
"% Adjust Estimate Total =

THIS CHANGE CANNOT BE UNDONEM
Thiz feature allows: a new estimata total to be arderad for the estimate.
Mz Change, Frafit Margin and Line Amounts wall be sdusted

To save a copy of the onginal estmate. please seleck CANCEL and use the Quck Copy hunchon before adpsting

Current Estimate Information
Actual Lines: Some Locked Ho Dverage
Allowed Lines: Some Locked

Procas: Dpliohs
T Achust Ackual smourds only [Crestes™antains Overage]
*  Make Adjusiments on Achual amounts then copy oves o Allowed amounts Mo Overags)

[~ Adust Locked Lines [Lines wil be Unlocked)

Entar the riewy estimate total | 1 050.00 Jlu:u:e?“l X Cancal

Figure: Adjust Esfim afe Tofal Too!

Example:
Estimate Before
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& Line Item Will be Changed (090623)

Product Code IIJ‘I EI CARFET
LR | M W E R S AR
Color |.-’-‘«F'PLEW'DDD

Uit ISY

Supplier [BEALILIEL

ic]

[ Actual Only = Use TiawLine
[ Update Sllowed Costs
W Update Actual Costs

B

Allowed [ |
‘width 12.00
Length | 50.00
Guantity Iw
Cost Iw EI
Use Tax' 0.ooo0 | [0.0000)
Freight[— 035
Lead [ 00000
Overhead 02071 [ 20000 %
Price [ oA
Gross Profit [ pon % -l
Tatal 714.04

=
+ Actual
tfidth 12.00
Lengthl 50.00
Guantity [ Ecer)
Cost|  10.1500 F8
Uze Tax 00000 (0.0000)
Freight 0.35
load [ 00000
Dverhead 02071 | 20000 %
Price [~ 10.71[=]
Gross Prafit 000 % -
Tatal [~ 71404

714.04
Install Service: 0.00

Mizc: Charge: I 0.00

I aterials:

Sales Taw 35870

Mizc Tax: 0.00
Total: 74974
Grozs Profit: 0035

Adjusted Total to $775.00

Estimate After

& Line Item Will be Changed [090623

Product Code [07 | [F8| CARFET i IIowe =00 >
Snle [NE Fal Lengh| 5000
Color [APPLEWOUD Quartiy[ — BoET
Unit ISY Cost Iw EI
Uze Tax IW [0.0000)
Supplier [EEALILIED il F[:f: t D.DD,:',SS
™ Actual Only ™ Use Tan Line Ovwerhead 02071 | 2.0000 %
[ Update Allowed Costs Price [ 11.07=]
E V¥ Update &ctual Costs Grass Frofit 329 %
Total 709 -

Width 12.00
Length | R0.00
[uantity BE.67
Cost 10.1500 F8
Uze Tax 0.0000 (0-0000)
Freight 0.35
Laad 0.0000
Dwerhead | 02071 | [ 20000 %
Price IW
Gross Profit |—329 x
Total [ 73509

M aterials: 738.09
Install Service: o.aon

Mizc Charge: I 0.m

Sales Tax: 36,30

Mizc Tax: 000
Total: F75.00
Grozs Profit: 329%
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This change is not reversible so a copy of the estimate should be made to go back to the original
numbers.

A warning will display before the final changes are posted.

WARNING

Thiz change CaH NOT be undone!

w4 Are you sure you want
' to change the estimate total?

Yes

L

qh". Mol ps:

When Exporting to Order Entry, the line total lock will always pick up the actual total lock setting from
the BidPro Estimate Lines.

| Calculation Error Message
Some calculation errors were discovered in the past code. If an estimate or template is opened that
was affected by an error, a warning box will display and allow the calculations to be corrected.

Calculation Error! E3
D'ue to previous calculation emars, the amounts on this bid need to be adjusted.
Line Mumber 24 iz currently et to retain the GP.
It is recommended that pou choose to retain the Total for all lines.

If o overage currently exists on this order both Allowed and Actual
will be adjusted. Othenwize only Actual will be adjusted.

Fleaze select one of the following.

Fietain GF for this Line Only - Changes Total
Fietain Total For this Line Only - Changes GP
Fietain GF for all Lines - Changes Total
Retain Tatal for all Lines - Changes GF

Taotal AllLines GP | All Lines Total Cancel

The options are:

GP: Retain GP for the listed line only and change the total

Total: Retain the total for the listed line only and change the GP

All Lines GP: Retain GP for all lines only and change the total

All Lines Total: Retain the total for all lines only and change the GP

Cancel: Exit and make no changes
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| Informational Section

Copi™ i Copy Info | Bl Motes |§ Abtachments
™ —™
{%. Inzert Lines: 2 Total Difference: noo| )
1

ey @ ErintEstimate| o Save & Cancel

Origin Indicator

The small letter here indicates the origin of this estimate. Some options are
B-Originated here in Bidpro
M-Originated in Measure
C-Converted from DOS Estimates

Lines
Number of lines

Total Difference
If the allowed and actual do not equal; this number is the amount of the overage that will be created.

Adding Estimate Lines
a

Lines can be added as a new line or can be created from an existing line (Copy Lines). To add a new
estimate line, open the main estimate. Click on the Insert icon that is located at the bottom of the Job
Estimate Screen. The Add Lines screen appears.

Original Praduct Info Line ﬂl 1 EI AlealBF\ 1 Fg| StartDate I 3: EI Completion D ate I 3: EI
Allowed B o
07 Product Code {07 F8[ HARDWOOD »
[DARDENE - 57 Item Name [DARDENE -5 8l
|21 £74 Item Mum |21 E74 Quantity 21000 Guantity 210,00 | _Bill Gty |
[SEDONA Dese [SEDONA Cost] 3.9900 | FE| Cost| 3.3900 | [F8|
SERIAL #
| E Unit ISF 5K Use Tax 0.0000 /o) UseTax[  0.0000 (0)
Freight 0.0000 Freight 0.0000
|MANNINGTDN Supplier |MANNINGTDN EI load [ Coom load [ o000
Original Actual Cost:| 2.9900 Overhead % ——— 5
I tctual Ol I Use TasLine vl e.a 04433 [ 10.0000 Dverhz.ead 0.4433 || 10.0000 =
™ Update Allowed Costs Frice 99| IFTEe 998=]
B ¥ Update Actual Costs Giross Proft TG 4743 © Giross Profit 4743 | %
| Total ENENET il Total 203091 dil
Uszer Line Label 1 [
Uszer Line Label 2| ™ Overide Selling price

Figure: Line Screen

Line Number

The line number is incremented automatically.

Area

Entering a line will automatically bring up the Select Area screen. This screen allows finding and
selecting a specific area for the estimate. These areas are user-defined. It is possible to create
additional areas from this screen. Click on the green plus sign and enter up to 15 alphanumeric
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characters to describe the room(s), etc. for this product. You can sort estimate lines by the area name
by clicking on the area TAB found on top of the line area window. In addition, you can sub-total by
area when printing the estimate. Area is a mandatory field.

—lElxI
m Y B N

Area

Figure: Select area screen
4 Using the area field to describe the material type or the area of installation will allow printing a
work order and picking ticket from RFMS with each of these values.

Start Date

Enter the date this line item would be installed, picked up, etc. The Start Date entered on the main
estimate is inserted here automatically.

Completion Date

Enter the date this line is estimated to be completed. The completion date must be equal to or later
than the start date. The completion date entered on the main estimate is inserted here automatically.
4 Selecting all lines from products or inventory rather than manually entering them is recommended.
By doing so all the data is kept consistent and will allow updating cost and availability information
especially if using an electronic product catalog.

Product Code

Press the F8 button to access the product code list. Search for product codes by the hame by clicking
inside the Filter field. Or, you can click on the up and down arrows next to the Search Product Code
field to search by number.

Double-click to select a product code and export it back to the estimate line.

After selecting the product code, the Products file automatically appears. Use this method if you are
unsure of the product code and / or the product name and numbers. If you have good descriptive
information, type in the product code and press TAB to move to the next fields.

Style, Color, Item #, Description, Units

These fields allow assigning or picking the product for this estimate line. Press F8 to assign specific
products to this estimate line from the Products or Inventory file from Style Name (with rolls) or ltem
Number (with items).

Searching

Click on one of the search tabs at the top of the screen to find product or inventory records based on
the TAB description. Click inside the search field (the name of the search field changes depending
upon the TAB selected) and enter a few characters and press TAB to begin the search.

Version 17.0
31



After finding the correct style or item, double-click on a color or description located in the lower left
portion of the screen.

Supplier
This would be used with an unreferenced line.
Check Boxes

Actual Only

Now decide if you want to enter Actual costs and Allowed costs. The Allowed costs are what the
builder/contractor will allow for this product. The Actual costs are what the builder allows plus any
upgrades selected by the customer. To enter the Allowed figures, click in the box next to “Actual Costs
Only” to remove the checkmark. Deselecting this box, will display the Allowed costs box.

Update Allowed Costs

If Update Allowed Costs is checked and the Allowed column has been left blank, when you click OK,
the Allowed will be filled in with the Actual amounts.

If you do not want the Allowed costs to change if the product selection changes, leave this box blank.
Normally, the Allowed costs would probably not change, even if the product selection (and subsequent
costs) changes.

Update Actual Costs

If Update Actual costs is checked, and the Actual column has been left blank, when you click OK, the
Actual will be filled in with the Allowed amounts.

If you change the product selection on the line and that product has a different cost than the one
previously assigned, the costs for the new product will replace the old costs if this box is checked. You
probably would want to check this box to ensure that you are always working with the correct costs as
the customer changes their mind about styles and items.

Use Tax Line

Use tax selection is only available if the store code assigned on the estimate is set to LINE tax. If line
tax is used, you have the option of applying a use tax to this line. If so, click inside the box to check it.
Use tax will be computed for all lines marked in this manner and totaled for the entire estimate.

User Line Labels

These show here and on the estimate line browse screen. Define what they are called in
Utilities>System Options>BidPro>Estimates/Templates>User definable field Estimate Line #1 and User
definable field Estimate Line #2.

Actual vs Allowed Fields
In a builder or commercial scenario, BidPro allows tracking the product/amount bid vs what was used.
This feature can be used to create overages in order entry.

Actual

The Actual cost box appears for each line automatically. For the Allowed cost box to appear, click in
the Actual Only box to deselect it. The Actual costs would be what the customer or bidding actually
decided upon. To copy the Actual costs to the Allowed cost box, click on the BLUE (left pointing)
arrow.
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Allowed

The Allowed costs are what the builder / contract will allow for this product. The Allows Cost box only
appears if the Actual Only box is NOT checked. To copy the Allowed costs to the Actual cost box, click
on the BLUE (right pointing) arrow.

Actual and Allowed Data Fields

Width - for carpet this defaults to the width on the Product record.
Length - enter the length or press TAB to enter the Quantity.
Quantity - if you did not enter the Length, enter the square yards.

"

i P The quantity can be left at zero to facilitate using this bid as a template.

Cost - if a cost was present on the Products record, it will be inserted here. You can accept that cost or
press F8 to choose another from the cost list. (The cost list is entered from the Products record). Or,
you can override both and enter a cost.

Click on the F8 button next to the cost field in the Actual or Allowed costs boxes, and the following
screen will display the regular roll and cut costs. Click on either the Roll or Cut cost to select a cost.

Products Costs

— Product Record
Product Code 01 CARPET

Supplier D&S
Shyle: BEAUTIFIIL

— Cost Type
" Special Foll Cost: $0.00
" Special Cut Cost:  $0.00

o Ok | X Cancel |

If you click on the other cost when selecting the Product, the Roll and Cut costs are not shown at the
top of this box. To select a cost, click on one of the costs shown in the list.

Use Tax - if the store or city list entered for this estimate is set to Use Tax, the tax amount is calculated
and shown in this field. If the store or city is set to line tax, and you want use tax calculated for this line,
check the box labeled "Use Tax Line". Otherwise, you can leave this field blank.

Freight - enter a freight amount as a dollar amount, if applicable.

Load-

Freight and load can be a part of the product record making no manual entry necessary.
Overhead Percentage - enter an overhead percentage, if applicable.

An overhead factor can be entered in Utilities>System Options>System Wide>Order Entry>Standard
Overhead Margin Set Up making no manual entry necessary.

As BidPro allows entering a margin on both material and service lines, when an estimate is exported to
order entry it has the overhead margin base of Material + labor regardless of the setting in Standard
Overhead Margin Set Up.
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An arrow 4 indicates which of the three factors (Price, Gross Profit Percentage, or Total) is key for this
bid. (I.e. which of these 3 fields was edited last and is therefore controlling the calculations.)

Price - The price is calculated automatically based on the cost and the gross profit percentage you
selected for the line. If you want to enter a different selling price, you can down arrow to the right of this
field to pick one from the Products record, or manually enter one. This allows you to "play” with the
GP%.

Gross Profit Percentage - recall the three percentage amounts entered on this estimate? The
percentage selected as the default is displayed here on the estimate line. Either keep the default, or
enter another percentage amount as needed. If you select a selling price from the Products record, the
default GP% is replaced with a new calculation based on the selling price you selected. You may also
enter a GP% to "play" with the selling price.

Total - the total here is the selling price for the line. If you opted to show Actual costs, click on the
Blue arrow to copy the Allowed figures into the Actual column.

If the Unit Price has been rounded to a two digit number which seemingly does not calculate to the
total, a note will display showing the Unit Price used for calculations.

P, - N . — B il
Uvethead)  JE2E535 | 3bouad Ovemead| 3626939 | 20000
Price| 16,089.55 ~ Price | 1608355~
Gross Profit J0.0000 % «f Gross Profit 30.0000 #

Total [ 5553, 725.50 =1 Total [ SEE373000 <« _adl

[Price Rounded From 1602895475

W Save X Cancel
| Line Browse List
- T Ta% Evempt CLEhomer
Line Mumber |Area ISt_l,lIe |EOI|:|r | =) %
PC| Line] Area Color/Ded Allow Price] Allow Total | Act Wid| Act Len| Act Gty Act Price | Act Total Difference]  Current Cost
B SAMCTUARY | BEIGE bl 15.0M poof 1200 0.0 0.0 0.00) = 0.00 0.00 14.9100

=
ar —
—_

2 |BATHA1

BRUSHELD

51.10

41,3900

3 |ALL CPT AREZ 036 M| e 0.00 20.00 0.36| = 18.00 0.00 0.2900
Actual Cozt) Allowed Cost] Actual Fre | Actual Load | Actual OverlHead | Actual OH% | Actual GPE Actual Use Tax | User
14.9100 14.9100 0.5400 0.0000 1.6067 10.0000 0.0000 0.0000
41,3900 41,3900
0.2300 0.2900 0.0000 0.0000 00322 10.0000 10.0000 0.0000
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Line information Displayed
Besides the information described above, the line also displays the following fields:

Product Sequence Number (a non-editable system generated number).
Color Sequence Number (a non-editable system generated number).

Cost Changes on Lines

Some companies choose to routinely update the costs on all estimates. The person who entered the
estimate may not know that a cost adjustment has been made. A feature has been added to indicate
changes made.

First a column for current cost was added on the lines area of the Change Bid Information Screen.

Next if a change in cost has been made the current cost will be colored as follows:

If the current cost from products is greater than the original cost on the bid it is listed in red.
(See line 1 in the example BidPro lines)

If the current cost from products is less than the original cost on the bid it is listed in green.
(See line 2 in the example BidPro lines)

Unreferenced lines are red if the option Utilities>System Options>BidPro>Estimates/Templates>Display
Unreferenced Lines in Red is set to display as such; on these lines the cost is showing in green and as
0.00 which is technically correct since this record does not have a product record.

(See line 3 in the example BidPro lines)

Line Mumber |.t'-‘uea |St_l,.lle IED|DI I w5 By
PC] Line | &rea Itern # Shyle/Mame Color/D escription Allow Price] | Difference Current Cost | Owverage Cost]  Allowed Cost
E" 06| 1. [CER&MICFLO[GEMTS GEMOA 1313 CAMPETTO 1.55 000 1.1500 1.1500 1.1500
06| 2 |CER&MICFLO|KERICOLOR-5| GROUT-MAFEI (254 ALABASTER O 12.97 000 9.7000 9.7500 9.7500
11] 3 |CER&MIC FLO|FIM FIMISHIMNG FE4.83 000 (1.0000 500.0000 500.000
Figure: BidPro Lines
| Line Tools
Copy Line |=@ Inzert | @ Change |@ Delete | ﬁﬁu}l Oty | @ Lock/Unlock | % Split Line | 123 Benumber Lines | Copy Info | HMotes | % Attachments |
{% Inzert from Product Templates | | @ Kits Lines: 2 Total Difference: 0.00
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Copying Estimate Lines

Line Hurber |araa | Style | Coe | €D 24 B0 By

Calor/Descoplion

DILLY DALLY

Alowe Price| Allow Tatal | Act Widl Act Len | Act Qiy

WA 1200 000 0.00

Aot Pice | Act Tolal

01 1 CARFET #1 18TH HOLE - 12/
Copy Selected Line

Ciaps Opliare

[T Copy Meze

wf CopyLine | X Cancal |

| ®C e | £) tnset | &) Chenge | £ Delete | Myew 0y | @ Lockniock | Y Splt Line | 123 Benumbes Lines |E.é" Copylrio | B Motes |§ Atachmerts |
Figure: Copy Line

To copy aline:
1. Highlight (not tag) the line to be copied.
2. Click the copy line button.
3. Select a copy mode by clicking the appropriate button.
Copy All - this selection copies all information from the highlighted line to the new line.

Exclude Product - Exclude Product Information. This selection copies everything except for
the Style/Color or Item Number/Description to the line. Use this option when entering multiple
lines of the same quantity to speed up data entry.

Exclude Quantity - This selection copies everything except for the quantity/length amounts to
the new line. Use this option when entering multiple lines of the same product but with different
amounts for different areas, rooms.

Copy Note — check to copy line note from the current line to the new line.

4. Click on the Insert button (Which has now has changed to CopyE':':'Ll).

Enter the new Area Name and any other information needed.

Change Line

@ Clicking this button allows changing the highlighted line. BidPro now stores on the estimate line the
product information assigned to a new line and displays it as 'Original Product' on the line edit screen.
This information will not change even when product information is edited on the line. The original
product information and original cost are now printed on the Overage Analysis report.

Delete Line

B

Clicking this button allows deleting the highlighted line.

Buy Quantity

Buw By | yse this option to change the quantity to match the buy quantity. If a buy/sell quantity is set
on the product record, set the option Automatically Resolve Buy In Quantities and Sell In Quantities to
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yes to automatically on the estimate line or to no to allow changing these buy/sell quantities manually.
This may be done with multiple lines or on a line-by-line basis depending on how the options are set.
For example, for 3 areas with the same ceramic tile, the three lines can be combined to get a quantity
that matches a full carton.

Locking Lines

Estimate Line
Original Product Info Lineﬁl 1) F8]  Area[BR 1 s StaltDatel =] Fs| Completion Datel =] s
Allowed
[o7 Froduct Code [07 | F3| HARDWOOD LdE
DARDENE - 5 Item Mame [DARDENE - 5° gl
21674 ltem Hum [Z1674 Quantity 210.00 Quantity| Z1000)|_Eil Gty |
ISEDONA Desc [SEDONA Cost] 3900 Fa) Cost|  3ga00 Fa
I SEFIAL# I Use Tax 0.0000 Use T 0
ISF— Unit [FF—— 5" 0" - h| . [0 se Tax | 0.0000 /(0]
teight 0.0000 Freiht [ 0.0000
[MANNINGTON Supplier JMANNINGTON Fa e Load T
Qriginal Actual Cozt; 3.9900 Overhead o 5
| I ActualOnly ST e e 0.4433 [ 10.0000 Dverhu-ead| 04433 [ 10.0000 %
I Update Allowed Casts IRfeE EEE | i 9.98=]
B ¥ Update Actual Costs Giross Profit 554743 & Giross Profit 55 4743 %
| Total [ Z0a0ar (< Total Z0o0a1 | s
User Line Label 1 |
User Line Label 2| ™ Dwenide Seling price

Click the padlock to lock the lines on either allowed, actual or both. Unlock the line by clicking the
button again.

Locking has the following effects:

Price and GP% fields will be disabled and cannot be edited.

Unit price will be approximated based on the locked total. Because of this, price * gty may not
precisely match the locked total.

Locked lines are not affected by the green dollar sign, markup, apply GP%, or Adjust Total.

Note: Contract lines cannot be locked unless "override contract price" is checked (lock button is
disabled). If a non-contract line was locked first, then later became part of a contract, the line should be
treated as a contract product, so the line should receive updated contract prices at the appropriate
times. This means that you should ignore lock status when updating contract line prices.

In addition to the lock on individual lines, a tool has been added to Lock or Unlock all lines at once. The
tool allows setting the allowed and actual lines separately In the case of estimates created by importing
from measure all the lines are brought in locked.

Version 17.0
37



P Changing Bid Information = || B8
Job Estimate E stimals # JETomed a1 £ StetDate[ 2| F8| Sloe[™1" FB] [T TaxEvempt Customer Ao
—_— ! Recalculat
Estimale Dole[ 0311713 3| F8| Complstion D] = ral W Publish To'web pessle
. sesiens sl il . i . i, _.M e S i sn g M
04| 2 |CARPET 82 |PaD 716 |PAD 7116 pacie ! ol __neal sbolorn 01| = 000
b | i 1" Lock / Unlock Lines Teol -
81| 3 |CARPET B2 | PEIVATE IMST PRIVATE CARFET I 15| = 0.00
I 1 | I Allawed Achusl
€ { riock & " Unlack 21
" LockAl © Lock Al
| | | *  Ma Changs to Allkawed Mo Change to Allowed
[
] ad] 4| v wr| 00 1 v Process | K Carcel ]
Bl Coplie | ) Irst | ) Change | ) Deee | ayEw Oy | (@ Lok gk-h"\- Spit Line | 123 Rerunbe Lines | Bg Copylnio | ) Noles | & Altachments |
N
B | TotalLines 3 Total Diferance: 0,00
£ Templates & BiniEstimate | [f Save | X Cancel |

Figure Line Lock Tool

Splitting Lines

This feature allows a line to be broken up into one or more lines.
To split aline:
1. Single click on the line to be split to highlight it.
2. Click on the Split Line button.

3. A small screen appears to enter the new area name and quantity or length for the NEW
line.

Area
Enter the area description for the NEW line. The original line will retain the area name already entered.
Length or Quantity

Enter the length or quantity that should be transferred to the NEW line. This amount will be subtracted
from the original line. The new line plus the modified original line will equal the total of the original line
before the split.

Split Estimate Line M=
— Original Line
Line#: 1 “width: 12.00
Product Code: 01 Length: 417
Style: 1366 Guantity: 50.04
Calor: HYDRANGEA B —
Unit; 5% Line Total: 353.28
—Mew Line
Area I aﬁ] EI
Length I—DDD
Quantity I—DDD
W Ok X Cancel |

Figure: Split Estimate Line Screen
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Renumbering Lines

123 Renumlines | Tpg option allows quickly renumbering lines so that all lines on an estimate are in
sequential order. For instance, an estimate has 4 lines and to create a template based on this estimate
but only wish to use lines 1, 2 and 4. When you create this new template, the lines will appear on the
new estimate as lines 1, 2 and 4. If to reorder these to read 1, 2 and 3, click the renumber lines button.

% MNotes:
o e Lines with notes cannot be renumbered.

To insert space between lines, edit a line and use F8 to increment it to the next available line number.
This will leave a space in the numbering to insert a line.

Copy Info (Copy Line Info)

Copnfa | This option allows copying information onto all tagged or specified lines. Select the
appropriate parameters and destination lines and click the OK button to continue. Once this change
has been made it cannot be undone.

RTETE

Description
Thiz function will copy aty or all of the following fields to ALL TAGGED LIMES or ALL LIMES IM THE SELECTED
ARE& on the estimate. recalculating lines and estimate totals when needed. Thiz change cannat be undone.
It iz recomrmended that you use discretion in copying finrarmation - copy some infatmation acros: product codes may result
in unpredictable results.

— Select par. k to copy
re i [o5 I Copywidth [ 1200
I CopyStyle/Mame [ACCENT GALLERY 272 I Copulergth [ 000
[¥ Copy Color/Desc [J&VA BLEND I CopyQuantty [ 100
¥ Capy Item Humber [MANI23 [~ Copy Freight Iw
™ Copy frea: |B.t'-\TH 1 ™ Copy Load Iw
[~ Copy Urit Ia [~ Copy OH Percent Iw
[~ Copy Price IW [~ Copy GP Perc IW
[~ Copy Cost IW
— Destination lines: Copy quantities to
" Tagoed|lines Only A gt e AapRadf ’7 v Actual fields v Allowed figlds
" The following Lines:
I™ Lines in Area [BATH =]
I™ Lines with Prod Codh[0F | F&|

0K I X Cancel

Figure: Copy Line Screen
| Select Parameters to copy

The Information will be pulled in from the highlighted line, but can be edited.
| Destination lines

Either tag lines to be changed or select lines of a certain area or product code or use a combination.
| Copy Quantities to

Select either Actual, Allowed or both.
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Notes

Clicking this button allows you to add a note to the highlighted line. The line now has a small note
icon in the far left-hand column. =4

Attachment

% This allows you to attaching files to the individual lines. The steps for doing this are the same as
for attaching files to the bid.

Product Templates

ﬁ. |ngert from Product Templates

As of version 10.6.1, BidPro has the capability of using Product Templates which previously had been
available only in order entry.

Associated Product Bundles
As of version 10.6.1, BidPro has the capability of using Associated Product Bundles.

An Associated Product Bundle Button has been added to the add/edit screen. When the main product
in a bundle is highlighted, the button is active allowing viewing and selecting bundle members.
Line Number |Area |Style |EOI0r| ) By : 4

PC| Line | &rea

Style/Mame

Difference| Curent Cost Actual Cost]  Allowed Cost| Actual Frt | Actual Loa

18TH HOLE - 12

01 24 DEM

04| 25 000) 599939302 | 9.933.9302 | 99933302 0.0000 0.0000

81| = FRIVATE CARPET INST’ 3| oo 10000 1.0000 10000 | 00000 0.0000
e mn] 4] | I -
CopyLine | £ Insett | ) Change | ) Delete | Ll Y SplitLine | 123 Renumber Lines | Ba Copplnfo | B Notes | ) attachmerts |
4 Inset fom Product Templates (@ Associsled Buncle ) Gl s | } Linss 12 TotslDiffsrence: 0,00
B t ) & Print Estimate | ,m |

A member of the bundle can also be a main product of another bundle which will cause it to highlight
the button.

Click here for details.

Kits
Kits are a function of the Property Connect module used for placing property management orders
online.

Click here for information on that module.

Print Estimate

The same directions apply here as they do for printing from the estimates browse screen. See
directions.

Save or Cancel
Save or Cancel the changes made and exit back to the Estimate Browse Screen.
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Save Estimate as a Template

&

Templates can be created and then exported to an estimate or directly to Order Entry.
To create a template from an estimate:

1. Create an estimate following the instructions given in the previous section.

2. Highlight the estimate and click on the Template icon @ located on the toolbar.

3. The estimate is now considered a template, indicated by the Template icon in the far left-

i
(= |

hand column of the list screen. ==

<4
%1 Notes:

e You can only create one template at a time from an existing estimate.

e You can export lines from different templates to one estimate.

¢ You can export templates directly to order entry, without creating an estimate.

¢ You can create estimates from existing templates by clicking on the Create New

&=

Estimate icon.

Template Export to an Estimate

&

Click the Template Export icon that is located on the Estimate Browse Screen.
This screen allows you to create a new estimate from a template.

Remember that once the export is done, the template exported will not appear on the Job Estimate
screen. You must click on the right hand buttons that displays Templates or All and Exported or All on
the Job Estimate screen in order to view any items that have been exported to order entry. Bid-Pro
does not default to show those items.

Export Options
Export entire template to a new estimate - creates a new estimate using all information from this
template, including all lines and customer information.

Export template header information and selected lines to a new estimate - creates a new estimate
using the customer information and only the tagged lines.

Export selected lines only to an existing estimate or template - adds the tagged line information to
an existing estimate or template. If you leave the estimate number field blank, you will be prompted to
specify an existing estimate number on the Estimate Lookup screen. Clicking F8 will allow you to see
a listing of existing estimates and templates

You must click on the Export button to complete this process. Once this is done, a message box will
appear to let you know whether or not the export attempt was successful.
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You can click on close m to exit without exporting

Delete Estimate/Template

B

Clicking this icon allows deleting the highlighted estimate or the tagged estimate.

Note: If an estimate with sub-estimates is deleted the sub-estimates will be deleted also.

Tagging Options
o an

Select (tag) and unselect (untag) estimates singularly or all with these icons. Estimates can also be
tagged and untagged by right clicking next to them in the browse estimates list.

Viewing Estimate/Template Lines

This screen displays all lines entered on the highlighted estimate.

To view lines:

1. From the Estimate listing screen, single click on the estimate to highlight it.
2. Click on the View Lines icon located on the toolbar.

3. The lines entered for the estimate display.

4. Use the up and down arrow keys to scroll through multiple lines.

Estimate/Template Notes

If a note exists there will be a note icon next to the record.

Clicking this button allows adding or editing notes on the Estimate. The note to process box will come
up allowing a choice of which type of note to enter or edit. If a note exists the words on the note to
process box will appear in red indicating the type of note.

&' Select Hote to Process
‘ Note |
Standard |
Custom |
Cancel |

Figure: Note to process box
The note options are the same as in order entry.
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Additional Information Tab

This tab contains Ad Source, Contract Type, Order Type and Service Offering marketing fields. The
Customer Email, Publish To Web, and Origination Code are also on this screen.

Changing Record Zh AEL
Job Estimate Estmete b JE100041 | (D01 (U Esteate Dale | 0WZIA5 2 R Saart Dot L
Swe Un Fg Mrgsue Date 2 ra ErdDote Sl
AdSouce Fa & Ordder Type T 4
Corkiact Type i & Servicn Dbty o #

Cuasbomes Emad | bloeGntrnt comdimbedy b leeomal com
Futish To'wen

Orignation B

n-.m@ B Noier | [ piEaan| [ S | [ X Ganedl

Figure Additional Information Tab

Export or Append to Order Entry

@ This screen allows specifying certain information when exporting estimates or templates to Order
Entry.

" Best Practice: Password protect this button allowing someone in a management position to review
the data before it is exported.

é%‘ """ As of version 10.6, model will automatically be exported to order entry.

+| Export Estimate to Order Entry =] = |[=E3=
Estimate #: JE100130 E stimate Date: 040113
Order Murmber F5
Order D ate 1041012 (= [Fa] Estimated Delivery =/ [Fa]
Customer Tepe CASH & CARRY F2 Custorner PO#H
Customer CUSTOMER. TEST Project CUSTOMER. TEST Dwerage
TEST ADDRESS 1 SOLD TEST ADDRESS 1 SHIP
TEST ADDRESS 2 SOLD TEST ADDRESS 2 SHIP Salesperson(s] AMNDREW
TEST. AL 35452 TEST. AL 35452
Lire Area PC  Stwle Caolor wwidth ke # Guantity Price Total
=]
=N
)
EI[CT)EN 3083 COURE ,
Export Options
| Export Custom Mote to Order Combine and Append Similar Lines for Order [*“Line Notes will be lost when this option is enabled)
V| Export Custom Hote to “work Order Do Mot Export Prices & Totals [Prices and Totals will be set to 0]
Export Internal Mote to Order
| Export Line Motes to “work Order Lines
V| Export Line Motes to Order Lines
T Ezport | | X Close

Figure: Export to order entry screen

Order Number
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Press the F8 key for a computer generated number, or enter one (only if the option “Only Allow
Computer Generated Invoices and Quotes" is not set to yes).

To append estimate lines to an existing order, type in an existing invoice number. The exported lines
will be added to that order.

Order Date
Enter the date to use for the Order Date. Order date defaults to today's date.
Customer Type

Click on the F8 button to display the Customer Type pick list. Double-click on a customer type to select
it. The customer type will default as it was set in order entry. This field displays a customer description.

Estimated Delivery Date

Enter the estimated delivery date. Click on the F8 button for an on-line calendar or press "D" for
today's date.

If the Auto post Estimated Delivery Date is not set to yes (>Utilities>System Options>Order
Entry>Order Entry>Automatically Post Estimated Delivery Dates in Order Header and Lines), when
exporting a bid to Order Entry if the Estimated Delivery Date (this is a user definable label from
>Utilities>System Options>System Wide>Order Entry >Estimate Delivery Date Prompt) is earlier than
the order date then the quote cannot be exported. A message will give the reason.

Also if the Estimated Delivery Date is blank and require Estimated Delivery Date option is set to yes
then also warn user and stop export. This could happen when option was set after the quote was
created

If Auto post is checked, Estimated Delivery date on the order automatically populates with the line
estimated delivery date.

Customer PO #

Enter up to 12 alphanumeric characters for the customer purchase order.

Tag Lines

To tag all lines on the template or estimate, click on the tag-all icon. To tag individual lines, click in
the far-left column or the single tag icon while that line is highlighted

Export Custom Note to Order

Click here to automatically export the estimate custom note to the ORDER custom note in Order Entry

Export Custom Note to Work Order

Click here to automatically export the estimate custom note to the WORK ORDER custom note in
Order Entry.

Export Internal Note to Order

Click here to automatically export the estimate Internal note to the ORDER custom note in Order Entry
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Export Line Notes to Work Order Lines

Click here to automatically export all notes that were entered on the estimate lines to the WORK
ORDER lines in Order Entry.

Export Line Notes to Order Lines

Click here to transfer line notes from the estimate to the lines on the customer order. If this option is
checked, similar lines will not be combined in Order Entry.

Combine and append to similar lines (line notes will be lost when this option is
enabled).

Selecting this option will combine all similar lines on the customer order. The lines will be combined for
the creation of the customer order, but not the work order

Do Not Export Prices & Totals (Price and Totals will be set to 0)
If this box is checked the prices and totals will go over as 0. If checked, overage will not be allowed.

When exporting an Estimate with an Overage

When an estimate is exported to order entry and there is an overage attached, the following dialog box
will appear. Read the text carefully and click Create Overage if that is what to do. If you elect to create
an overage, you can specify a different customer name to be used for the overage. That way, you can
have an original order that is billed to one company or person, and have the additional amounts billed
to a second company or person (builder upgrades, for example).You also have the option to cancel the
export. This will give you a chance to make sure the difference was intentional.

If you do not opt to create an overage, the entire Actual Costs amount will be exported to the order.

ik Specify Dverage Parameters 1 =i B

The actual amount of at least one of the lines exceeds the allowed amount. Please check the create overage box if
you would like to have the syster automatically create an overage order for the excess amaunt. You can also enter
new bill-to information if needed, othenwize just click OK to keep the curment information,

Custamer Name [PARKER, JAMES )i
Address [E5116 EDWGEWDOD ROAD

City |SAND DESTIN
State |FL Zip |851‘I2

o OE I & Cancel |

If you choose to create an overage, it will automatically be added and associated with the main order.

Then, a message box will confirm if the export attempt was successful.

Export Complete |

] Eztimate zucceszsfully exported
[ to Ordertt CGE00104
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é\l Notes:

After the export is complete, it may appear on the Job Estimates screen as if the exported estimate has
been removed completely from Bid-Pro, however no estimates are deleted. Make sure to adjust the
right hand display buttons accordingly. Only non-exported estimates are defaulted to appear on the
Job Estimate screen. Remember to click on the all button to view all estimates.

With Version 10.5.3 BCOE was adjusted so that freight, overhead and load are separated in order lines
on a per unit amount. Bids exported to Order Entry as of Version 10.5.4 automatically break out freight
and load to be exported appropriately into Order Entry.

Enter Item Color

To choose the color of material at the time of exporting, leave the item number as a ? or a blank. A
prompt will allow choosing the color before exporting to order entry.

EJ Enter Item Color ) x|
Area PC |tern Mumber Supplier Style Color Quantity Price Total
0014 05 7 BP-BORAL BRICKS-BOURBOL | Fa| 311.46 11.75 3659.66
I Use this Colar for ALL subsequent lines with '?' as their Color Ok

Entering a check in the box on the bottom right of the screen will use the color entered for all the other
lines in the estimate with ? or blank as the color.

Importing RFMS DOS Estimates (Not available with version 10)

[Er]

This feature imports estimates from the RFMS Legacy (DOS) program based upon the selection
criteria entered.

Import What

Estimates - import only Legacy estimates
Templates - import only Legacy templates
Starting and Ending Dates

Enter the framing dates to import. These two dates refer to the estimate or template date. The dates
can be left blank to import all records.

Customer Name

Press F8 to select a customer name from the customer list. The customer name can be left blank to
import records for more than one customer at a time.

Model

This field allows typing in a model description to import only records with the same model entry.
Otherwise, leave Model blank to select from all records.

Omit Duplicates
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If you do not want to import estimates from Legacy that share the same estimate nhumber as an
estimate in Bid-Pro, click in this box. The Import Options would not apply; the import would simply
ignore those estimates with duplicate numbers.

Stores
Select the appropriate stores by tagging.

Build List

After you have entered the selection criteria and Import Options, click on the Build List button. The
gualified records will be displayed in the list area on this screen. From there, either tag individual
estimates to import or tag all estimates to import.

Import Options

If using Bid-Pro and have entered estimates and templates prior to importing from Legacy, estimate
numbers may be the same. If a duplicate is found during the import, you can:

Skip the import - do not import estimates with duplicate numbers.

Replace the existing estimate with the imported one.

Re-number the imported estimate - creates a new estimate in Bid-Pro using the imported estimate.
Prompt for action each time a duplicate is encountered - decide as you go.

Import Selected Estimates Button

After building the import list and tagging estimates, click on this button to begin the import process.

Then, a message box will confirm if the import attempt was successful.

1]
Import DOS Estimates

Selection Criteria  (* Estimates ( Templates

Start Dats. [ 07707780 =] Fa | End Date[ T2/06/04 =] Fo

Customer Name. | Fa |

Model |
[~ Omit duplicates & Buid |

Import Options Action when an estimate being imported has the same number az an existing estimate:

' Skip the estimate and do not impart it

" Replace the existing estimate with the imported one

' Renumber the imported estimate [sffectively creating a new estimate based on the DOS estimate]
" Prompt for action each time a duplicate is encountered

By Estimate Mumber |b_l,l E stimate Date I by Job Mumber I by Customer Mame | by Project Mame I
| Estimate | Est Date | Sto] Job Mumber | Customer Name Customer City Prajn

B

« o

Elmport | o Cloze |
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Updating Estimate/Template Line Costs

sB This selection allows updating the selling price or profit margin on estimate lines if the costs of
products or services change. It is an easy way to ensure the estimates are up to date when price
modifications are received from suppliers or manufacturers. This feature is especially useful if
electronic product update files are received regularly.

This feature can also be used to change the cost selection on lines. For example, when entering the
estimate lines, roll costs were used. Later, it is decided that rolls will not be feasible and the lines need
to be adjusted to use the cut cost factors. Highlight the affected estimates and click Update Costs and
select cut cost as the cost to use. All tagged estimate lines would then be adjusted by replacing the
cost for each product with the cut cost.

To update selling prices:

1. First, decide on updating all estimates or only individual estimates. To update all
estimates, tag-all records and continue on to step 2. To update specific estimates,
highlight the correct estimate and single click in the far left-hand column. A tag icon
appears. The record is now tagged. Continue until all estimates to be updated have
been tagged.

2. From the estimate-listing screen click the Update Costs button from the toolbar.

3. The Update Estimate Line Costs screen appears:

&' Update E stimate Line Costs X

Thiz will update the costz on all Tagged E stimates.
Thiz will only work, on lines that were imported
from the products files. After cost is updated

each estimate will be recalculated.

Update: ' Price & Profit %
Uze: & Roll Cost from Products
" Cut Cost from Products

" Current Cost on Estimate Line

o Ok | A& Cancel |

Update

Decide whether the estimate will reflect any cost increases or decreases. The choices are to adjust the
selling price (pass it along) or adjust the profit percentage (don't pass it along and make less or more
profit).

Price

The selling price on the estimate line will be changed to reflect the change in cost. If the cost
went up, the selling price will go up and vice versa. To not change the selling price to the
customer, select Profit % instead of Price.

Profit %

The profit percentage on the estimate will be changed to reflect the change in cost. If cost went
up, profit percentage will go down and vice versa.
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Use

Roll Cost from Products: Cut Cost from Products:
Select one. The selected cost will be inserted into the Cost field on the estimate line.

Current Cost on Estimate Line: Does not pull new pricing from the products file.
When finished the number of lines updated screen will show:
IJpdated 8 of 9 lines.
Lines MOT updated may not have been

imported from products or the product
may hio longer be prezent.

Figure: Number of lines updated screen

If lines are present which were unable to be updated, this screen will display.

Pant Reporz

P “whould you like to print a repart
.{J of all lines that could nat be
updated =0 that wow can update them manually?

Here is a sample report.

71712009 3:58 PM
Unreferenced or Un-Updated Estimate Lines

BidPro Cost Update Utility

Estimate-Sub # Line # Area Supplier Manufacturer

JEO00003 1 3 BR-1 BEAULIEY

FC 01 Style ARUBA Mum Desc ARUBA Cost  $6.390
JEO00DO3 1 4 BR-2

FC 01 Style STUFF Mum Desc OTHER Cost  $5.000

If updates are made to lines, this will be indicated on the individual lines as well. For details on this see
Cost Changes on Lines.

Quick Copy Estimate/Template

Edit>Copy Utilities or E%
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= Copy and Move Utilities =R
Select Estimate/Template to Copy From
Estmate |JE100214 | [001] [F8 Estmate Date | 07/25/14

CUSTOMER LAST. CUSTOMER FIRST
TEST ADDRESS 150LD TEST ADDRESS 150LD
TEST ADDRESS 2 SOLD TEST ADDRESS 2 S0LD
Mede! | CONTRACT PRICE Total 5,526.30 TEST. AL 35452 TEST, AL 35452

Salesperson 1 [BEN 6P Y% 19.29% 0000000171

Copy Options

Copy To
(®) TO NEW: Copy Estimate/Template and Selected Lines into New Estimate/Template
() TO NEW SUB: Copy Estimate/Template and Selected Lines into New Sub Estimate/Template
() TO EXISTING: Copy Selected Lines to Existing Estimate. Template

[] Move Lines (Deletes Driginal Lines alter Copying)

[[]Capy Estimale intemai Notes  [] Copy E stimate Attachments
[] Copy Estimate Custom Motes [ Copy Line Attachments

opy Line Notes opy Print Groups
] Copy Lina M ] Copy Print i
Select Lines Ta Dopy
Btal Vahios
area FC Shie Colar bembutber ik Longh D _— -

s} {1 CAMERON ARIUS COLORS 7201 S0 BO00) 30000 455
01 | PRIVATE GTYLE 1200

H 44 4 2 » B 0 < >
Select Destination Estimate.T srplate

Estimate |JEESTE - 001 [F8 @ S Mo st F8

] Creste a5 Template Charge Praject Infamation F Doy  Esit

Figure: Quick Copy Screen

This option allows copying the selected estimate to create a new estimate or a sub-estimate. A sub-
estimate is connected to the original estimate but does not affect the original estimate in any way.

For example, an estimate has been created that has many lines of product for a specific job. The
customer decides that they would like to see what the price would be if they put ceramic tile in the
kitchen instead of the vinyl that is on the original estimate. Instead of modifying the original estimate,
create a sub-estimate and enter the ceramic information without changing anything on the original.

A sub-estimate has the same estimate number as the original with an additional three-digit number
assigned in sequential order (002, 003, 004, etc.) The sub-estimate numbers can be seen on the
estimate list screen.

Copy Options

Copy to New Estimate: creates an entirely new estimate. Press F8 at the New Estimate Number field
to assign a new estimate number, or type one in manually.

Create Sub-Estimate: creates an estimate that is linked to the original estimate. A sub-estimate uses
the original estimate number, and a three-digit sequential number to designate it as a sub-estimate.

Create Sub-Template: creates a template that is linked to the original template. A sub-template
uses the original estimate number, and a three-digit sequential number to designate it as a sub-
template. This option is only available when copying a template or sub-template. (Added in version
10.6.2)

Select Lines to Copy

When copying estimates to either a new estimate or to a sub-estimate, choose to copy all lines or copy
individual lines. All lines default to being tagged, by un-tagging lines, those will not be copied.

Check to Copy Estimate Notes/Custom Message
Check to Copy Line Notes

Check to Copy Estimate Attachments

Check to Copy Print Groups

Check to Copy Line Attachments
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New Estimate Number
Enter the new number before proceeding by clicking F8 or typing in a number.

Click on the Copy button to complete the process or exit to abandon the process.

Quick Copy Estimate

Capy Dptian

" Copy to NewEstinate " Creals SubEstimate (= {sais SubeT splate ‘

Customer
PRO-BUILT CONSTRUCTION INC.

Project Estimate f: JEODOOZ Materials: ~ 27.051.61
1.323.00

Estimate Date Ingtal Service:
todel: K4 FLOOR PL&N Misc Charge: 0.00
Salespeople: HOUSE Sales Taw: 0.00

Taw
Estimate Total. 28,990,
Giroess Profit 46,523

Ack Total
955,35

) 8221
8221
514
= 5 b
44.29J
433
45.34
382
027
235
A4
I¥ Copy Estimate Motes/Custom Message New Estimate # [ 1000021 -[5 | 7a
B3 Copy o Eit
¥ Copy Lins Notes

Figure: Quick copy estimate screen.

“ Thisis a great way to make a master estimate that contains standard items. Then for each unique
project copy and edit as needed.

Sub-estimates can be used for Property Management and New Home Construction with multiple floor
plans for the same development.

Custom Filters

MThis screen allows you to control what estimates or templates appear in the list at any given time.
Use this feature when you want to work with only a select group of records.

If you have a large number of bids on file, and the desired filter would result in very few of these records
being displayed, there can be a lengthy delay as the records are being filtered. In order to improve
performance, turn the filter off once it is no longer needed. Also you can purge bids that are of no
further use, this will also improve the filtered display performance.
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Define Custom Filter

Fields you can filter by:

Customer Name - click on F8 to select a customer from the customer list.

Customer Zip - zip code (not maintained in a list).

Project - click F8 to select a project from the customer name/project as entered on the estimate.
Project Zip - the zip code entered on the project screen.

Model

Salesperson - click F8 to select from the sales rep file.

Start & Ending Dates - enter a date or press F8 for the on-line calendar. These are the dates as
entered on the estimate.

=/
RoTS Motes:
g If you filter using a date an estimate with a blank date will not be included.

Store - enter an existing store code or press F8 to select from the store code list.
Some Filter Uses:

You want to work with estimates for store code 2 only: leave all fields blank except for the store code
field. Enter store code 2 and click OK.

You want to work with estimates for Project Name Windsong and only for sales rep Bob James: press
F8 at the project field and select Windsong. Press F8 at the First Sales rep field and select Bob James
from the list.
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As of version 10.5.6, the filter in Bidpro has the ability to use fuzzy searches. You can perform a ‘fuzzy’
search in text fields by placing a % (percent sign) before the search text. Example: ABC will find all the
text STARTING with ABC; while %ABC will find all text CONTAINING ‘ABC'.

To Reset the Filter

o

Click on the Reset icon to clear the custom filter and display all records in the file.

Purging Bids
&
This option allows you to delete estimates that are no longer needed. Before purging any data files,
be sure to have a valid, current backup. Purging records speeds up the processing and
performance of the program. To purge records, you must specify which records to delete by filling in
the selection fields. The fields can be filled using any combination. For example, to delete all bids from
before 2005 for the project Windsong, you would type in Estimate Date from 01/01/80 and to 12/31/04
and select Windsong in the Project Name field.
<4

él e If you leave all the fields blank, all records will be available for deletion.
To purge records:

Click on the Purge Bids icon from the toolbar.

Fill in the selection criteria, as described above.

3. After filling in the selection fields click on the Build List button. Bid-Pro will go through the
entire database of records and display the ones that meet the criteria. From there, you have a
second opportunity to pick and choose which estimates and/or template to purge from the file.
To select all records, click on the Tag All button. To select individual records, click in the far left-
hand column. The line will change color to indicate that it has been selected.

4. When you tag an estimate with sub-estimates they are selected also.
You can either print the list of bids to be purged or export the list to a .csv file.

6. When all records have been selected and you have list saved as you wish, click on the Purge
button to purge the records from the file.

7. Click on the close button to go back to the Estimate browse screen.

Printing Estimates/Templates
&b

An estimate can be printed from two places in Bid-Pro.

1. From the Estimate Browse screen, highlight the correct estimate and click the Printer button located
on the toolbar at the top of the screen.
2. Or, while in the Add/Edit Estimate screen and click on the Print Estimate button.
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Either way the Print Estimate screen displays.

=]
General

Report Style | Blue Boxes  |w [[] Use Lines to Separate Estimate Lines

Report Header - Section 1

Lettethead [None |y Logo | None

[[] Vettical Estimate # on Right Title | None

Report Header - Scction 2

Estimate Date | Left ) Second Tile | Right v

Report Header - Section 3
Customer & Project Ttles Customer Title | User Defined Customer Tle
Report Header - Section 4

Field 1 [jor .

Field 2 | Job Phone v

Field 3 [UD JOB # v
Field 4 | UD MODEL v

Detail to Print

Line Detail Area

‘ero Total Lines Price

| | V:\Bbbb31e7c1¥a19996092106be1

w| Tile Format | Estmate JE333333-001 12/12/Z |»

User Defined-Second Title

Printing Estimate JE100241 - 001

[] Save Cument Format Settings as the Default

4 Company Addresses | None | Addr1[Sore Ship e |

Addr 2| User Defined v
Horizontal Estimate # | Centered |w
Project Title | User Defined-Project Title

Field 5 [ESTIMATE Number |v Field 7 [ D HEADER LABEL [w

Field 6 | Salesperson 2 v Field 8 | UD HEADER LABEL w

Select Lines ta Print Grouping
Sort Grouping [NONE

Sublotal By Area

[] Tagged Lines Only Select Lines

Line Motes Total Length = Width Manufacturer
Estimate Totals to Print Faoter
[] Hide Al Totas Total Detais ] Combine Labor/Material/Misc Totals [ Product Code Totals Footer Text [ User Defined v
Additional Items to Print EMail Options
[] Estimate: Pictures [] Line Fictures Attachments Fg| ¢ Message
Custom Note Standard Note - -
(] Cover Page [Rich Text Format Document) =
. 78| 4

[] Approval Sianaturs (Rich Test Famat Document) -

= gﬁ ’T Subject
Printer Options File Name
P Capies 3] PaperSize|Lelter Portiai
eview pies |1 P etter Portrail = Configue —
Piifiter |hp Laserdet 1320 PCL 5 F3 EMail PDF

User Defined Felds
User Defined Company Address 1
Test Company
123 Main Street
Main, USA 12345
Phone

Email

User Defined Company Address 2
Test Company 2

123 Mot Main Street

Main, USA 12345

Phone

Email

User Defined Footer Text

This s the user defined footer text.

=, Brint f Close

Figure: Print Parameters Screen

Field Explanations
Click here

Print Groupings

Sy

BidPro>Print Group Button

This screen allows viewing all lines of an estimate by user-defined areas. From this screen you may
sort and label the estimate lines to suit the specific printing purposes using the Layout Names and
Groups for subtotaling fields. This screen also displays areas of assigned and unassigned estimate

lines.
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https://rfmsinc.zendesk.com/hc/en-us/articles/203807966-BidPro-Estimate-Report-Writer

HDeﬁne Print Groups x|
Print Groupings
Estimate #: JE100141 Customer Name: BIGHAM CONSTRUCTION COMPANY IN Project Mame:

Sub #: 001 Address: 2745 SOUTHSIDE DR Address:
Estimate Date: 08/02/11 . 5

Printing Lapouts Unassigned Estimate Lines  Sort By % Line # " Area i PC 0 Shle i Colar i Jtem ‘
Line | Area FC| Stle Colar Act Qe | Ttem # [«]
4 I I 3 I vI
Line Groupings E 3 Bemave Line from Group | Assign Line to Group W |
-
WVCT Ea Lines Assighed to Selected Group
WD 9
3 |ALL CPT AREAS |02 |HOME SHO SILVER AREZZD MORBNIN 0.00
[}
+ | Set Print Qider & | Sart Alphal 4 _’I

[Groups will print in the order they are listed above)

Figure: Define Print Groupings

Group-Layouts

g

Click on the Insert button to create a new set of sorts (Layout). This option allows you to customize the
user-defined areas for printing. You may also change or delete a previously existing LAYOUT name.
By setting up these sorts, you will have the option to print a more specific estimate. You may enter as
many Layouts as necessary.

& Create a Set of Sorts x|

Sort Mame: ||

o 0K I A Cancel |

Groups

Click on the insert, change or delete buttons under the Groups heading. Using this option will allow you
to create, alter or delete group names that will be used along with Layouts. Once created, select a
group, then drag and drop the lines you want in that group from the top browse box to the bottom box.
Continue this process until all lines are assigned to a group.
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x|
Print Groupings

Estimate #: JEOOOOS?
Sub #: 001
Estimate Date: 12/06/04

Customer Name: JACKSOM, MARY
Addreszs: ANTWHERE LANE
anvwHERE, US 22222

Project Mame: JACKSOM, MARY
Address: ANvWHERE LAME
arvwHERE, US 22222

DOwHETAIRS

Frinting lavouts Unassigned estimate lines. soitby: & Line# ¢ Area © PC C Stle O Color ¢ [tem Mun
Layout Mame Line | Area PC] Shle Color Itermn Mum |
&+ Remove line from group Assign line to group
Line groupings Lines aszigned to zelected group
Line | Area PC ] Shyla Calor [kern num

1 |MASTER BED 01

RARNES|

BEAUTIFUL

PLIMFERMICKEL

W Close |

For example, on LAYOUT 1, if you wish to group all material into two different Groups for Subtotaling

called; Upstairs and Downstairs, select the areas that correspond with that part of the house and assign
them to a group. In the example above you can see that the Den and the Study are together under the

Downstairs group. If you were to click the Upstairs group (to the left of the screen under Groups for

Subtotaling) you would see that the Master Bedroom and Hallway are there. (Shown below) As many
Layouts and Groups can be created as needed in order to create more diverse and user defined

estimates. The ability to set line group sorting was added in version 11.1, before they printed only in

alphabetical order. This is still an option. To change the order of a line grouping, highlight it in the line

group box and click either the up or down arrow.

Line groupings

Lines aszigned to zelected group

B OIS TAIRS

Line | Area FLC

1 |MASTER EED 01

RARVES|

Shyle Caolor Item rum
EEALTIFUL FLIMPERNICKEL D513
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Coverpage/Signature Creator

Use to create a cover page and approval signature for use while printing the Bid
Cain — = = e

T JUMED
-,DI-@E|@M ':’;-’B|$@|n |[=] qu [M5 5ans Se =l = Bl: g”g]z
-
Save .7}
Save i I\-‘ Local Disk [C:) j - = B2

.5 82235 2d5971a52d53190  [5) Program Files o) wip
| alGaldBa7bdalaT41adh (D psg () erox
|2 Backups I Reports :Bi 1

) CanaScan [CIRFMS @Signatule.lll

@. | om108 (2 RFMEnew
) del I RFMSql
Desktop | Documents and Setfings () RFMSREMOTE

|5 drivers 1= RimsS0L
|2 396 I3 RoboHelp7Data

1 MS0Cache 153 spoclerogs
|2 My Downloads 12501 Management Tools
|25 M WebEx Documents 1) 50LEXPRESS 2005
|2 New Folder 2 TEMP
|2 NewChart IUPs
|5 pdfa9s [EWINDOWS

1| | i

File name: IBld cover.rtf j Save I
Saveastype:  [Rich Test Fomat [t | Cancel

7
1 I

‘ 2 UNKMOWH 33 |Line: Sofs cal 10

Reports

Bidpro>Reports

Estimates Report

Bidpro>Reports>Estimates Report
Based on the parameters chosen, a variety of reports can be created from the estimates and templates.

Estimates Report
~ Sort by: Cost to Print| ~Print: ————— ~Soit lines by:
& Estimate Number " Salesperson  Model & TotalUnit | | Estimates Onlp{* Both @ Line Number
£ Store/Estimate Number  Store/S alesperson © Estimate Total € Line Cost £ Templates Only " Area
- Filter by: | " Product Codz
E stimate # From I Cust Name | £ Siylesltem Mame
Estimate # To I Cust C\lyl © Total
Mods! | Cust Zip I
Job Number | Fraj Name | - Sales People
i
Overage Mame | Proj City | =
" Exported " Un-ewported ¢ Bath Foizin[ =
 Dates: - Stores ~ Options
Estimate Date From [ 01/01/80 2] sl [¥ Print Line details
Estimate Date To [ 12/31/79 = Fa [v Prirt Subtotals
_I @ ¥ Page break after estimates
Est. Starting D ate From lﬁ EI ¥ Page break after subtotals
[ Export To C5W
Est. Starting Date T = 8|
¥ Include blank starting dates EstimateRpt-2-11-13
Est. Completion Date From ;I: El Cp FHNIF:E%
opies: =
Est. Completion Date To 3: F8| Printer:
¥ Include blank ending dates Adobe PDF J
&g Pint | X Cancel

Figure: Estimates Report Options
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Cost to Print
Total Unit = Unit Cost + Overhead

Line # Area PC Stylefltem Color/Desc Allowed Actual Over (Tot Unit Cost | GP%

1 LR 01 PROVINCIA 26 - 15 HONEY BEIGE 455.67 45567 0.00 78.83

2 DR 01 PROVINCIA 26 - 15 HONEY BEIGE 358.56 358.56 0.00 78.83

3 BR1 01 PROVINCIA 26 - 15 HOMEY BEIGE 448.20 448.20 0.00 78.83

4 CUTGROUP4 01 PROVINCIA 26 - 15 HOMNEY BEIGE 896.40 B896.40 0.00 78.83

Line Cost = (Unit Cost + Overhead) x Quantity

Line# Area PC Style/ltem Color/Desc Allowed Actual Ovwer (Tot Line Cost | GP%
1 LR 01 PROVINCIA 26 - 15 HONEY BEIGE 455.67 45567 0.00 78.83
2 DR 01 PROVINCIA 26 - 15 HONEY BEIGE 3568.55 358.56 0.00 78.83
3 BRI 01 PROVINCIA 26 - 15 HONEY BEIGE 448.20 44820 0.00 78.83
4 CUTGROUP4 01 PROVINCIA 26 - 15 HONEY BEIGE §96.40 896.40 0.00 78.83

% Notes:

A bug was fixed in this report in version 10.6, to correct that with the system set to square feet the
overhead amount was not calculating correctly. This is fixed only for estimates entered after loading
this update. Past estimates will have the defect.

Estimates Profitability Report

Bidpro>Reports>Estimates Profitability Report

This report added in version 10.5.6 has a detailed listing of estimate line information for both actual and
allowed fields as well as summary information for estimates, with subtotaling and a profit/cost bar graph
(see example circled in red). This report prints on legal sized Paper.

Estimate Profitability Report (Legal Size)

Sort by: Print: Sort lines by:
+ r " Salesperson " Model " EstimatesOnly & Both &+ Line Number
umber Store/Salesperson © Estimate Total " Templates Only " Area
Filter by: " Product Code
Estimate # From [ Cust Mame [ " Syle/ltem Mame
Estimatet Ta [ Cust City |  Total
Model | CustZip[
Jab Humber | Praj Harme [ Sales People
Overage Mame | Proj City | v 3
" Exported © Un-esported © Both Froj Zip @ s i
Dates: Stores DOptions
Estimate Date From | 07,/01/80 =] F8| ﬁ i'?”l ;i”‘? dElla"S
. — v Print Subtotals
Bl ,W E @ IV Page break after estimates
IV Page break after subtotals
Est. Starting Date Frorm ,7: E [~ Ewport Ta CSY
Est Starting Date Ta ,7: E Filename:r
v Include blank starting dates EstProfitRpt-2-11-13
¥ Print Preview
Est. Completion Date From ,7: E Copies: ﬁ
Ezt. Completion Date To ,7: E Piinter:
¥ Include blank ending dates Adobe PDF J

Qﬁ Print | X Cancel

Mate: Thiz report requires LEGAL zize paper

Version 17.0
58



Fage 1 Estimate Prnﬂtahiml—'\'epnn Qizaiz2011
ks and Templaes
FeportSored by Ectinge Namber
Lines Sored by Lie Namber
777 helicaes zero oot ey
Estimats # Gtore Customer ntarmation Froject nformation O e hibmaltion Mg
CONTRAGT ! B ~ Tye: Estinak
EstDat [ D BIR NG HAM HITY 05 56LE LANE B e ConTRacT
Zhl Zaki FRED LOVE
TanpEt Dak COTTONDALE NORTHPORT
35453 | 35453 AL I3
Estimate Total OIS MEc Clanges 3000 LatEparte OE: UszerHeackr Labe |1
- A F2550 Thnes Eporec. o
MakrllCoct w33 Mkc Tan Jo CurtmerTye: COMMERC AL UserHeackr Labe 12
—
PCEVEIER Tol @y FEKIT Lol Uge Ta
1 ALLCPT AREAS 01 AVONDALE- 12 950.05 483.38 fe-xk -] BRET 0000 0000 000
UserLlhe La=11 950.05 38358 96335 BEET 0000 0000 000
Tine fotalt Tlnes §550.05 [EEE]
$950.08 382,38 $0.00
JEI0I042 -0 1 B Tye: Estinak
EstDat 50810 05 586LE LANE T T
ShrtDae ak: FRED LOVE
TanpEt Dak TUSCAl NORTHPORT
35405 AL I3
Estimate Total F2= MEe Changes o0 LatEparts OE: UszerHeackr Labe |1
Zaks Tar o Thnes Exporka. [
Makrhl Cost w20 Mkc Tar o CutmerTye: REDC APARTMENTS UserHeackr Labe 12
Senks Cost 000 GP Percent 07 % = $54.08
PROFIT: 017%
Lhe Totl  Makrhls Total Total Tol Tol
Lie# Ara PESRMED Cobiesc Tobl Ll Coet Sevke Cost ot Fehit Lokl UseTar O OH%  GP% ot
1 ALLCPTAREAS 01 & BCULDER 1,082.00 1,030.20 9420 BRET 35000 0000 000 000 00000 -100.00
UserLlhe La=11 [ Uzl Lie La=|2 1,032.00 1,030.20 w420 BEET 36000 0000 000 000 00000 -100.00 000
Line fotals TLings 108020
41,030.20 $0.00

Exported Estimates Report

This new report added in Version 10.5.5 gives the export history of estimates and is similar to the
export report for current estimates. This report will not track previous history but will start from this
update forward.

Exported Estimates Report
Sort b - Sort linez by:
: " Sales person " Madel " Invoice # " Export Date = Line Mumber
" Store/E stimate Murber © Store/Salesperson © Estimate total © Storedrvoice B © Store/Ewport Date  fuea
Filter by: " Product Code
Inwaice # Fram Cust Mame | ™ Styledltem Name
Invoice # To Cuat City |  Total
Estimate # From Cust Zip
Estimate # To Proj Mame | Sales People

Model | Proj City |

Job # Beids )

Overage Mame |

Dates: Stores Options
I¥ Print Line detailz
Export Date From [ 01701780 =] F8| ~ ¥ Prirt Subtotals
Export Date To IW ﬂ % [ Page break after subtatals
™ Export To CSY
Filename:
Estimate Date From [ 01701780 2| F8| ExpEstRpt-2-11-13
= I¥ Piint Preview Copies |1 =
Estimate Date To IWJ?S. E Printer: a

Adobe PDF =

MOTE: Expaort history iz only available from version 106, forward @ Pint | & Cancel

Overage Analysis

Bidpro>Reports>0Overage Analysis

This report was added to allow analysis of overage lines in estimates. It requires legal sized paper and
prints in landscape mode. BidPro stores on the estimate line the product information assigned to a new
line and displays it as 'Original Product' on the line edit screen. This information will not change even
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when product information is edited on the line. The original product information and original cost are
now printed on the Overage Analysis report.

~ Print:
' Estimates Only
* CARPET
" Overage Amount " Line Total " Salesperson ¢ Prafit " Templates Only VINYL
~Filter by: |  Both éﬁgﬁlgﬁﬁs
Estimate # From I Cust Mame | WALL COVERIN
— Sales People ———— CERAMIC
Estimate # T Cust Cit
stimate # To I Ul |._u| HARDWOODD
Model | Cust Zip SUPPLIES
Jab Humber | Proj Name | =y SUNDRIES & CL|
IN STORE USE
Overage Name | Proj Elt_u|
- WINDODWS & DH
" Ewpoted ¢ Un-exparted % Both Praiip LAMIMNATES
SAMPLES
— Dates: — Stores ~Options ————————— EVERGUARD
; = ) TOOLS
Estimate Date From|  01/01/80 3. EI CARPET TILES

Estimate Date To | 12/31/79 3:

@ ¥ Prirt Subtotals REMNANTS
== UNDEFINED 7|
¥ Page break after subtotals == UNDEFINED 7

sl
EI =* UNDEFINED 7|
sl -

A

Est. Starting Date Fram 3
Est Starting Date Ta 3 ™" Export To LSY
Filenarne:
¥ Include blank starting dates |Esll:lvelages-2-11-l E]
[V Prirt Presiew

Est. Completion Date From 3 EI Copias:m
Est. Completion Date Ta H EI Frinter.
¥ Include blank ending dates Adobe PDF J

v

)

A

@ Print | X Cancel |

Figure: Estimate Overage Analysis Options

Estimate # / Styledtem [ ColorDesc § Total ;
Store Line# PC Supplier SalesPerson 1 Line Tatal Line Cost  (Lnit Cost Gty Profit  Overage GP%  Overace Amourt
L 1 @ OSrEE \CED MINT ALLOWED: 103005 1,083.50 1481 66.67 6345
TEDST = SHAWINDUSTRES  HOUSE ACTUAL 2,403.40 255145 1491 155,56 14805 0.oo 1,373.35
Original Product: 01 ABANDON- 12 TEEPEE Origingl Unit Cost: 1491
Page 6 Estimate OveraTge Analysis 6/22/2010
Estimates and Templstes
Report Sorted by Supplier/StyleiColoriGty
Estimate # Stuleittem ¢ ColoriDesc Total
ore Line# PC Suppler SelesPerson 1 Line Tetal Line Cost oty Praft  Overage GP%  Overade Amourt
3 1w ALLOWED: 17.00 1853 4.00 153
Jg‘gﬂm Gl e 1 TERRY E ACTUAL: 2476 18.53 400 623 2520 776
Cust Name: KYSER CONSTRUCTION Cverage hame: Froj Mame: ***CREDIT HOLD®* Modsl CAFETORILM RENCWATIONS CA FREL
Supplier: Subtotal total number of lin 1 Subtotal overage profit: 2520
stle Subtotal allowed line t 17.00  Subtotal average line GPY: 25.20
Color : Subtotal actual line totals: 2476 Subtotal overage amount: .16

Figure: Estimate Overage Analysis Sample

Help

An online help file is available from this menu option or by Pressing F1.
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