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Section A: The Excel File 
Find and open your Bill of Quantities in Excel 

 

Try in Excel to edit the bill into its simplest format i.e. Unhide columns, normal view, cell formatting, auto fit 
column selection etc, which may adversely affect the import into CCS. 

Now from your File menu select Save As and save as type: Text (Tab delimited) (* .txt). 

 

 



Section B: Importing Into CCS 
Create a new job in CCS and select Candy System, Bill Preparation menu, Bill importation, Bill importers. 

 

If you have a master or any previous job with trade and resource definitions, it is advised to select a master when 
prompted by the system as all the necessary definitions will be copied from your selected master job.  

The system now prompts you for the type of file that you would like to import. 

 

Once the delimited files have been selected you now need to specify the type of information that you are 
importing. 

I.e. is the page numbering on the original Excel file the numbering on the hard copy or system numbering? 
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You will be prompted to browse for the (*txt) file to be imported using  and then select Start Import to begin 
the importing process. 

 

Once imported successfully the column heading specification dialog will appear.  

Now simply left click on the column heading and select the appropriate headings for each column. Once the 
headings have been selected hit the continue button.  
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The client’s bill is imported directly into the Candy Bill of Quantities. One can view this using the Bill of quantities 

tool bar button   on the candy tool bar at the bottom of your 
screen. 

 

Note the system has generated the Op code; hence they all start with A or the first trade that you have defined in 
trade definitions. 

Section C: Editing the Bill Lines 
When viewing the bill, page breaks may not be in the correct position. CCS Bill Writer can be used to correct the 
page breaks and remove unwanted lines such as column headings i.e. Item, Description, Unit and Quantity. These 
could also have been edited out in the original Excel document before importing the file. 
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In Bill Writer the Bill of Quantities is imported by selecting the soft keys [More Keys] and the [Copy from bill]. Clear 
Bill Writer first if data exists in Bill Writer. 

 

The new page breaks can be inserted by selecting the following soft keys   the page 
break will be represented by a ‘ + ‘ on the vertical lines and is set at the current line cursor position. 

 

Note that when you select {Shift} [Page break] the dialog below appears. Here the user specifies the criteria to set 
the new page breaks i.e. where “ITEM.” is found. Other common lines to page on are page totals and print control 
characters like dates and times. 
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The lines that are not required such as Item, Description, and Unit can be removed in a similar manner by 

selecting   this will delete all occurrences of a line with ‘ITEM’ in the item number 
column. 

 

 

After inserting the new page breaks and deleting the unwanted items the Bill is copied back to Candy by selecting 

  and select Delete the bill pages first and Break on page markers. 

 



CCS TechNote Document 

Importing a Bill of Quantities from Excel Page 7 of 10 CANDY 
 

Section D: Re-Coding the Op Codes  
Op codes can be re-coded to match master Op codes and / or into predefined trades, using two methods: 

Re-coding Op codes in Op code order. 

Re-coding Op codes in Bill order. 

Re-Coding Method A 
 Select Candy System, Candy Utilities Menu, Candy Re-coder Menu, Re-code Op Codes. 

 

If the Op code re-coder contains previous entries when entering for the first time clear the file by selecting 

  once the document is blank, import the current Op Codes from the Candy Bill of 

Quantities by selecting  Please note this document re-codes Op codes in alphabetic order once they 
have been imported. The system-generated codes are displayed on the left hand side under the heading ‘Old 

codes’. Using shift  on the candy toolbar menu  will enable you to 
view the master Op code list (if a master has been selected) for easy reference and the new codes can be typed 
into the ‘New code’ column. 

Once the Op Codes have been re-coded the  softkey should be selected to ensure no duplications. 
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Re-Coding Method B  
By selecting Re-code in bill order from the Candy Re-coders menu the codes can be re-coded in original bill order. 
For quick re-coding in bill order type an * asterisk in the revised op code column followed by the relevant trade at 
each section heading i.e. *E at the start of earthworks and *C at the start of concrete  
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Now press the soft key [Auto recode] and your bill is re-coded in bill order with the correct trades, similar to the 
original bill importer instruction. 

Other options of multiple line re-coding are illustrated below. The first method is to hold down the Ctrl button and 
simultaneously left click on your mouse to make a random selection. The second method is to use shift left click to 
start and end a selected range. Both methods will highlight the selected lines in blue. You can now re-code the 

selected Op codes to a specific trade by using the  softkey. 

 

Note: changes made to either re-coding document will automatically make a change to the other 
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Once the Op Codes have been re-coded the [Check Codes] SoftKey should be selected to ensure no duplications. 

The Job can now be converted by selecting the softkey [Convert Job]. 

The old codes are now substituted with the revised new code in the bill. 

 


