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CREATING A LAYOUT TO EXPORT TO EXCEL 
Before exporting your Bill of Quantities to Excel, create a layout that includes the columns of data you wish to 
export. 

• Load the CCS System 
• From the Main Menu, go to the 

Candy System Menu 
Estimating Menu 
Bill Of Quantities 

• Create a new layout by moving the cursor down to a new line, entering a code and typing in a name for the 
new layout. Give the layout a descriptive name such as EXPORT TO EXCEL. The name is not important for 
the export but it will assist you in finding the layout in future. 
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• Once you have entered the name of the new layout, hit Enter to create the document and then Enter again 
to open the document. 

CCS will display a standard Bill of Quantities document with the default columns selected and in single page 
mode. 

• In this mode, CCS will only export the current page to Excel. Change the format of the document to Multi 
Page by clicking on the Multi-page SoftKey. 

 

• In the current layout, CCS will export the following columns, 

Page 
Item 
Op Code 
Description 
Unit 
Billed Quantity 
Nett Rate 
Amount 
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CHANGE THE LAYOUT TO EXPORT THE COLUMNS YOU WANT 
When exporting to Excel, CCS will export all of the columns that you have displayed in the current layout. If you 
would like to include or exclude particular columns, you will need to change the layout of the document. 

• With the document visible on your screen, press CTRL + F1 on your keyboard. 

This will display the CCS Layout Pick List which allows you to choose which columns to display in the layout 
you created earlier. 

 

• The columns visible on the left hand side of the document are all of the columns that are available in the 
Estimating side of Candy. The columns on the right hand side of the document are the columns that will be 
displayed in the Bill of Quantities document. 

• You can remove columns from the right hand side of the Pick List by selecting the item and clicking on the 
remove button which is depicted with a red arrow pointing to the left. 

 

• You can add available columns by selecting them from the left hand side of the Pick List and clicking on the 
Add button which is depicted by a green arrow pointing to the right. 

 

• To change the order of the columns, use the blue up and down arrows. Note that the top most column will 
be displayed on the left hand side of your document and the bottom most column will be displayed on the 
right hand side. 

  

• Once you have selected your columns, save the layout by clicking on the Save button. 
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EXPORTING TO EXCEL 
• With the document visible on your screen, click on the More Keys SoftKey. 

 

• Click on the Export to Excel SoftKey. 

 

CCS will display a confirmation message asking you whether you wish to Export the contents of your Bill of 
Quantities into Excel. 

 

• Click on Yes to continue. 

 

CCS will directly export the contents of the Bill of Quantities to Microsoft Excel. 

 


