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Preparing the Bill of Quantities in Excel before importing into the CCS system

The client may require the contractor to enter his rates in the original Excel Bill and include this Excel file with his

tender submission. CCS provides an easy way to enter the selling rates automatically in the client’s original Excel
Bill.

Certain steps must be followed when importing the Bill of Quantities from Excel, in order to take advantage of the
facility to automatically export the Selling rates.

o Select all the information, Copy, Open a new file and Paste the information using the function Paste Special,
Values.
o Insert two columns on the left side and write the number 1 on the top right side of the 1st (first) column
(Column A);
. Create a new block on column A between the first and last line of the text and choose Edit, Fill and Series, to
number all lines in number sequence.
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. ...now, complete the dialog box that appears:

. Select all the information (including the numbered sequence column) and click on Data, Sort.

The sort dialogue that appears will enable you to select the column that corresponds to the Quantity column
(in this case , is column F).
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Select a block that will cover only the lines with the quantities, and click again on Data, Sort. On the dialogue that
appears now, select column A.
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o Type the number 7 on the first line of column Band choose function Ediit, Fill, Series, to be able to number
all the lines in consecutive order.
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Select all the information, click on Data, Sort and choose column A:
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Insert a new column (column C) and define which Trades codes will be used in the CCS OpCode column.
When importing the bill, CCS allocates a unique OpCode to each item. Using the Trade code during the
import process will reduce the re-coding required once the bill has been imported. (Refer to column C,

below).
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o Import the text through the Menus Candy System > Bill Preparation Menu > Bill Importation > Bjll Importers
(Delimited Files) and define the column with new codes (Co/umn B) as the External Link field.
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To export the selling rates from the CCS system to
o Open the Client’s Excel file, which was used to import the Bill

the client’s Excel file.
of Quantities...
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o Select all the information and click on Data, Sort and choose column B.
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o Save this file with all the information sorted according with External Link.
. In CCSclick on Candy System, Candy Utilities Menu, and Candy General Download Menu and select the
option Export to Linked Excel Bill.
. In the Dialog Box that appears now select the option Sefling Rates and, in the available field, define the

number (or the letter) of the column (A=1; B=2; etc.) related to the Excel file where we want to export the

selling rate: In our example column 8.
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Used to download selling rates into an
existing Microsoft Excel file.
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Select Excel File for Update
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Select the Excel file into which you want to export the selling rates and click on@.

o After exporting the selling rates from CCS to the client’s list, we should select all the information and do

Data, Sortthen choose column A.
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NOTE: Verify all the information has been correctly transferred and, check if the Total value in Excel is the same as

the one obtained in the CCS system.
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