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Excel Preferences

1. Tools > Add Ins > Check on Analysis ToolPak VBA – Without this checked on you will have an error of #NAME? in some cells.

2. Tools > Macro > Security and choose the Low setting – This spreadsheet utilizes Macros and having the security set to high will not allow your computer to use them.  The low setting will have your Excel use any macros on any spreadsheet you use.  If this concerns you, put the setting to Medium and it will ask you every time you get into an Excel document with Macros if you want to use them.  Make sure you click yes when using this spreadsheet.
Instructions for Eng Est, EDQ, TBC
1. Install the font “DOT-1 JLP (PROPOSED).ttf” into your font folder.  

a. Go to F:\CADD Standards\SpreadSheets\Eng Est - EDQ - TBC and copy the file.

b. Go to Control Panel > Fonts and paste the font file in this folder.

* The spreadsheet will not work correctly without doing this step.
2. Copy and paste the Excel spreadsheet into your Estimate and Specs folder within the project folder.

3. Fill out the eng est tab as you would normally fill out your engineers estimate.
4. All appropriate information will be automatically transferred to the other tabs.

5. All the sheets in this file are password protected so you can only enter information into the correct cells on the first tab.

6. Do not delete rows or columns anywhere in this worksheet.  With the extensive use of formulas in this worksheet, this will likely create more problems than it’s worth.  To get around this, simply hide the row or column you don’t want to see.
7. Once you have copied and pasted any part of the Excel sheet into Microstation, DO NOT RENAME OR MOVE THE EXCEL FILE.  The link is based on the file path and file name and you will not be able to update the links if it changes.  If you must change the path or name, make sure that you re-copy/paste everything.

General steps to put an Excel sheet into Microstation

1. Open your Microstation drawing and Excel file.

2. Highlight the entire area in Excel that you want seen in Microstation and copy it.

3. In Microstation: Edit > Paste Special > Linked Microsoft Office Excel Worksheet > Paste > Method: By Size > Click ( > Enter Appropriate scale > Click in the Microstation drawing where you want the Excel worksheet.
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4. Whenever the Excel worksheet is updated, make sure to update all the appropriate links: Edit > Update Links

Engineer’s Estimate

1. Make sure that the headings for the construction drawings, traffic drawings, etc. are correct.  Change them if necessary.  If you don’t have 23 sheets, delete the headings you don’t need but do not delete the columns.
2. Do not delete any rows or columns.  This will mess things up on other tabs.  Only hide rows or columns that you are not using.  This will also allow you to get them back easily if anything is added.  To hide a row or column, click on the row or column > right click > Hide.  To unhide a row/column, highlight the row/column above/left and below/right by dragging > right click > unhide.
3. NON-OVERLAY PROJECTS
a. Delete the purple headings.

b. Change the C01-C23 headings to the appropriate headings, i.e. TSS01, L01, etc.  You will not have multiple sheets in the same columns.

4. OVERLAY PROJECTS
a. Fill out the engineer’s estimate as the headings show: Put C01 and TSS01 items in the same column.

b. You can make the purple headings so that the cells have no fill color.

EDQ
1. NON-OVERLAY PROJECTS
a. No work has to be done to make these tabs look correct.  If you have more than 74 items, EDQ02 will be used, otherwise ignore EDQ02.

b. Only use the top EDQ box on both sheets, ignore the one on the bottom.
c. Do not hide any rows or columns.

2. OVERLAY PROJECTS
a. The top EDQ box is for your construction sheets and the bottom EDQ box is for your traffic sheets.

b. In the top EDQ box, hide any rows that have traffic items or are blank.

c. In the bottom EDQ box, hide any rows that have construction items.

d. In order for the spacing to be correct when you paste this into Microstation, make sure that there are exactly 70 rows for items.  Hide the appropriate number of rows on the bottom (traffic) EDQ box to ensure having 70 rows.

e. If you have more than 70 items, you will use two EDQ sheets.

3. Highlight the entire EDQ table.  Make sure you highlight all the cells so that the exterior border is along all the edges.  Do not go beyond the borders.  Copy the highlighted area.

4. In Microstation, use the Quant.dgn seed file and paste special as a linked Excel worksheet. Use 10 as the scale for the EDQ sheet.  Snap to the guide line in the seed file to properly place the EDQ table.  The guide line will not plot; do not delete the guideline.  If the EDQ box gets moved at any time, you can snap the upper left hand corner to the line to get it back in the correct location.
5. Don’t forget to update the links whenever changes are made to the Engineer’s Estimate!

Construction Drawings – To Be Constructed Boxes
1. Each Construction Drawing has its own sheet for the To Be Constructed Boxes.

2. Hide the rows by clicking the large green button in the upper right hand corner labeled “HIDE BLANK ROWS.”
3. If you need two To Be Constructed Boxes on the same sheet, you must hide the rows manually in both To Be Constructed Boxes instead of using the HIDE BLANK ROWS button.  Do not hide rows 4, 153, 160, or 309 as they are used for spacing and ease.

4. Highlight the entire To Be Constructed Box.  Make sure you highlight all the cells so that the exterior border is along all the edges.  Do not go beyond the border and make sure that you have the bottom spacer row (153 and 309).  Copy the highlighted area.

5. In Microstation, paste special as a linked Excel worksheet into the appropriate construction drawing.  For the scale, use four times the scale you are printing at.  For example, on our normal 30 scale drawings, the scale used would be 4*30 = 120.  The spreadsheet is designed so that the box will look the same size no matter what scale you are printing at.

6. Don’t forget to update the links whenever changes are made to the Engineer’s Estimate!

7. If space requires the use of two To Be Constructed boxes, there is a duplicate on each tab.  Simply hide the correct rows so that you have the first half of the items in the first box and half the items in the second box.  Paste both of them into the Construction Drawing.  When you update the links, both boxes will be updated.  If you do not need the second To Be Constructed box, just ignore it.

8. After pasting the To Be Constructed box into Microstation, put the box in the C01 seed file around the box snapping to the corners.  Change the size of the Microstation box to be the same size as the Excel box.

9. Do not delete any rows.  With the extensive use of formulas in this worksheet, this will likely create more problems than it’s worth.

10. If you copied and pasted the To Be Constructed box properly, if you decide to add an item on a Construction Drawing, when you unhide that particular row and update the link in Microstation, it will appear without having to copy and paste again.  If you didn’t copy the entire To Be Constructed box, it may not appear.

11. NON-OVERLAY PROJECTS
a. You can delete the purple TSS tabs.  There is no harm to leaving them but you will never use them.
b. Rename the green C tabs to the appropriate headings from the engineer’s estimate.

12. OVERLAY PROJECTS
a. Use the purple tabs for your traffic sheets.

b. Change the tab names if necessary.

CHANGE SCALE TO 4x THE PRINT SCALE








