Stand Alone PES Worksheet

· Create a project new project AND create a new category list afterwards.

· You may use this list to make sure you have all the columns properly filled.

· Always use capital letters when entering information in SAPW.
· Only columns that need to be displayed and their order. 
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1. Category Number

2. Breakdown ID

3. Item Number

4. Description

5. Breakdown Item Quantity

6. Units

7. Lump Sum Units

8. Supplemental Description Required  

9. Supplemental Description (up to 40                                              characters)

10. Supplemental Description Part Two  (up to 40 characters)

11. Breakdown Item Line Number

12. Project Item Line Number

13.  Alt Code

· The user MUST always assign Category Numbers (0001) and Breakdown Ids (001). You may highlight column and select “Range Fill Down” from the edit menu if you have filled in the top item with the number.

· Sort in ascending order by Item Number once you have entered all the pay items.

· Then assign Breakdown Item Line Numbers and Project Item Line Numbers with the Trns*port>Edit>Assign Line Numbers options.

· Print Projects Verification Reports NOW!

· Export Project Worksheet into .CSV file and save as TIP#.csv and submit it with the electronic file submittal under Estimates.

· Please refer to SAPW User Guide information on creating filters for pay items, re-arranging the columns and other neat little tricks.

