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Cost Estimating 

Frequently used projects can be saved to “My 
Projects” to easily be accessed in the future. This 
is done by clicking on “Add” for the projects you 
would like save. The project will now be shown 
under the “My Projects” section of the Estimating 
Dashboard. Projects can also be removed from 
“My Projects” by selecting the “Remove” link as 
shown on the table on the right. 
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Filters: 
 

 
 
 

 
 
 

 

This will open the “My Filter” pop up screen. This screen displays the various options for the filters and is 
broken down into the following areas: 

1. Select Filter: choose an existing filter to edit.  

2. Add: create a new filter 

3 Delete: remove filter 

Custom filters can be created to limit the list of available 
projects that display in the “Estimating Dashboard”. The 
active filter, if any, can be viewed by clicking on “Current 
Filters:” link. This will pull up a box showing the details of 
the active filter. If no filter has been applied, then clicking 
on the link will have no effect and nothing will be displayed. 

To access the filters, click on the “Edit Filter” button. 
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4. Name: filter name  

5. Description: description of the filter 

6. Default Filter: one filter may be selected to be the “Default Filter” by checking the box. 

7. Show Favorite Projects Only: sets the filter to only show projects listed under the “My Projects” 
section of the estimating dashboard. This is useful if you have an extensive list in “My Projects”. 

8. Filter Logic: this applies to all filters selected in the current filter and when more than one “Filter Type” 
is set by the user.  

9. Begin Letting Data and End Letting Date: filter by a range of letting dates 

10. Filter Types: large range of filters. 

11. Applied Filters: shows the various subcategories from the Filter Types. Multiple filters can be 
selected using the “Ctrl” and “Shift” keys in combination with the clicking the mouse. 

12. Show Filter: clicking this will list all filters that have been applied to the current filter. 

13. Clear All: removes all filters from current filter. 

14. Save As: creates a copy of the current filter. The name of the copied filter will begin with “Copy of” 
followed by the name of the copied filter. 

15. Save & Close: closes the “My Filter” screen and saves filter. 

16. Cancel: closes the “My Filter” screen cancelling all changes. 

Example: Create a filter  

 
 

Start by clicking on “Add” then 
put in the name and description.   
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Select County in the “Filler 
Types” and Pottawattamie 
in the “Applied Filters”.   

Select Project Work Type from the 
“Filter Types” and while holding down 
“Ctrl” select the Bridge New and 
Bridge Replacement items. Once 
finished applying filters, click on 
“Show Filter” to see applied filters.  
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Verify that filters are correct, 
then click “Save & Close”.   

Projects will now be shown 
with the applied filter.   
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