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RSMeans Online  
Quick Tip:   
Managing your estimates

Managing your estimates in RSMeans Online is quick 
and easy! Use this Quick Tip to help you get started with 
managing your estimates. 
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Accessing your estimates 
Before you get started, it’s helpful to understand the window where you access your 
estimates.    

Once you log on to RSMeans Online,   
 n click the Manage Estimates tab:

This opens the window where you access your estimates:

 
Use the following table to help you understand the different sections of the window:
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Section Description
A This is the Estimate List menu. Here you access your saved, shared and recycled 

estimates. You can also start creating new estimates here. 

B This is where the estimates in the selected folder are displayed. By default, the estimates 
in your Personal folder are displayed.  

C This is the menu you can use for moving, merging, copying, and deleted estimates.  

D This is where you search for saved estimates using regular and advanced search.

A B

C

D
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Opening estimates
The Estimate List menu is where you access the saved estimates in your Personal and 
Shared directories, as well as any deleted estimates in your Recycle directory.

To open estimates,
1. Locate the Estimate List menu on the left side of the page:

2. Click on a directory to display the folders inside the directory:

The Personal directory contains estimates 
that you have created and that only you can 
access. Note that your personal estimates are 
displayed by default. 
The Shared directory contains the estimates 
shared by other company members.
The Recycle directory contains the estimates 
that you have deleted. 
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3. Click on a folder to display the associated estimates in the middle pane: 

4. Click on the estimate in the middle pane to open the estimate and   
 associated cost data.

Searching for estimates
You can locate saved estimates in both your personal and shared folders using 
the estimate search menu located at the top of the page:

 n Enter a term used in the title of the estimate and then click Search. The   
 menu refreshes with the results.
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Using advanced estimate search
The Advanced Search menu lets you use specific information for locating estimates 
in both your personal and shared folders:  

The following table describes the options for using the Advanced Search menu to 
locate estimates.

Option Description
Estimate Type Select one of the following: 

 n Unit
 n Assembly
 n Square Foot

Estimate Name Enter either a full or partial name. 

Client Name Enter either the full or partial name of the client. You can use the 
following selections to refine your search: 

 n Exact - Select when you enter the exact name of the client. 
 n Begins With - Select if you only know the first few letters of 

 the client name.

Folder Select the folder location where the estimate is stored. The default 
selection is All.

Last Update Use the calendars to select the date of the most recent update to 
the estimate. You can select either a beginning or ending date, or 
you can select both for a range of dates.

Zip/Postal Code Enter the Zip code (U.S.) or Postal Code (Canada) for  
the estimate.

Value Enter a range of dollar values.
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Moving, copying, merging, and deleting estimates
1. Using the steps in the previous section, access the Estimate List menu and click 

 on the directory and folder locations to display the selected estimate in the  
 middle pane. 
2. Check the box for the estimate and then click the Select from List menu. 
3. Choose from the following to continue.

If you select… Then…
Move  n from the Select Folder list, select the folder where you want to    

 move the estimate.
 n click Go.

Copy  n from the Select Folder list, select the folder where you want to   
 copy the estimate

 n click Go. 

Result: The estimate is copied to the new location. 

Tip: Open the destination folder to verify that the estimate is in the 
correct folder. You can also modify the estimate name if required. 

Merge  n select the second estimate to merge  
  
 Note: Merged estimates must be identical in data type (unit,   
 assembly, square foot), and use the same cost data release  
 and city.  
 

 n click Go. 
  
 Result: The Merge Estimate dialogue box is displayed.
 

 n In the dialogue box,  
  1. verify that you are merging the correct estimates  
  2. in the New Merged Estimate section, complete 
   the information for the new estimate  
  3. click Save. 

Result: The new estimate is displayed in the estimate list. Note 
that the merged estimate is considered a new estimate and that 
the source estimates are still in the folder.

Recycle select the folder location where the estimate is stored. The default 
selection is All.
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For a full description of all the features and functions  
of RSMeans Online, please refer to the Online Help:

Please take a moment to explore these great search options to fully maximize the 
potential of RSMeans Online!   

Permanently deleting estimates
You can permanently delete estimates from your Recycle folder when you no longer 
need them. 

Caution! This procedure permanently removes the selected estimate from your account 
and the database. There is no recovery from this procedure. 

To permanently remove an estimate from your account, 
1. Click to display the Recycle:Trash Bin estimate list. 
2. Select the estimate you want to delete.
3. Select Go from the list. 
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