
 

  

Estimator Training:                                         
Complete Floor by Floor Take-Off 



 

 

 

1. Select Groups (G:)drive 

  

Complete Floor by Floor Take-Off 



 

2. Select Sales folder 

  



 

3. Select Day to day take off’s folder 

  



 

4. Select Project folder 

  



 

5. Select the Project Shortcut folder 

 

  



 

6. Select Misc folder 

  



 

7. Select Take Offs folder 

  



 

8. Select the most recent Take Offs folder (example: 2026-02-09)  

  



 

9. Copy the most recent PDF (example: 2026-01-22 Take-offs) 

  

RIGHT-Click 
“Copy”  

LEFT-Click “2026-10-22”  



 

10. Name file with the “current date” and “Floor by Floor Take-offs                        
(example: 2026-01-22 Floor by Floor Take-Offs) 

  

DOUBLE LEFT-Click to rename file  

RIGHT-Click “Paste”  



 

11. Rename the original PDF with current date and Public Take-offs                              
(example: 2026-01-22 Public Take-offs) 

 

 

 

  

DOUBLE LEFT-Click to rename original file  



 

12. Open Floor by Floor Take-offs 

  



 

13. Go to Architectural Plans (Plumbing > Misc > Plan Downloads _ latest plan set 
date > Project Name – Architectural                                                                             
(example: 531 College – Plans – 100_DD Architectural) 

  



 

 

14. Select “Bookmark” icon (if available) 

  



 

 

15. Select “Unit Plans” or Enlarged Plans” 

  



 

 

16. Identify the different types of units (example: Unite MA, Unite MB, Unit MC) 

  



 

 

17. Go to Tool Chest icon > Unit Counts > Select unit type icon that matches the 
unite types plan 

  



 

 

18. Using the unit type icon, label the floor-by-floor plans with the unit type 
selected 

  



 

  

19. Then, do the same for the next unit type selected until all units on that floor 
have been labeled 

  



 

 

20. Perform the same process for every floor 

 

 

 

 


