
 

  

Estimator Training:                                          

Floor by Floor Take-Off on Unit Matrix (Excel) 



 

 

 

1. Select Groups (G:)drive 

  

Floor by Floor Take-Off on Unit Matrix (Excel) 



 

2. Select Sales folder 

  



 

3. Select Public Folder 

  



 

4. Select _Templates 

  



 

5. Select excel template 

  



 

6. Select unit matrix “(Template 1) Unit Matrix – job name” 

  



 

7. Copy unit matrix “(Template 1) Unit Matrix – job name” 

  



 

8. Navigate back to the Sales folder 

  



 

 

9. Select Day to Day take Offs folder 

  



 

 

10.  Select Project folder 

  



 

11.   Select the Project Shortcut folder 

  



 

12. Select the trade you are working with (example: _Plumbing) 

  



 

13.  Place the Unite Matrix template into the folder 

  



 

14. Open Unit Matrix 

  



 

 

15. Select the Contact List file in the Project folder 

  



 

16. Open Contact List and copy information 

  

RIGHT-Click “Copy”  



 

17. Copy project information from the Contact List and paste it in the unit matrix on 
ALL tabs (example: Job Name, Address, Engineer, Plan set Name and Date, etc.) 

  

RIGHT-Click “Paste”  



 

18. Go to Architectural Plans and note the unit type names                                   
(example: Unit A.1, Unit A.2, etc.)  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

19. Go to Floor-by-Floor tab in the Unit Matrix and label the far-left column with the 
unit type names found in the plans (example: Unit A.1, Unit A.2, etc.) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 



 

20. Go to Architectural Plans and note the number of floors/levels on the plans 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



 

21. Adjust and name the columns in the Unit Matrix to the correct number of 
floors/levels on the plans 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 



 

22. Open the Floor-by-Floor Takeoff PDF 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

23. Go to the first level we did the take offs (first level of units) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

24. Select Ctrl + A (or go to Edit > Select All) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 



 

25. Hover over one of the unit type labels we created and RIGHT click 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

RIGHT-Click  



 

26. Select Legends > Create New Legend > Select Ok 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

27. Copy information from Legend we created into the Unit Matrix > Floor by Floor 
tab 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

28. Do this for every level (Note: if there are multiple buildings per site, then do 
steps 12-20 (or copy information from Floor by Floor into Bldgs. Per Site) 

 

 

(CONTINUE ON NEXT PAGE)  



 

29. Go to Unit Matrix tab and copy the unit type name and totals from Floor by Floor 
(far left column) to the unit matrix column on the top of the page 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

30. Go to the “Units” or “Enlarged Units” in the Plumbing Plans and count the waste 
outlets in each unit type 

  



 

31. For each unit type, we document the number of each waste outlet type 
(example: Water Closet, Lavatory, Tub, Shower) in the Unit Matrix 

  



 

32. Do this for each unit type 


