
 

  

Estimator Training: Extract PDFs for Take-Offs 



 

 

 

1. Select Groups (G:)drive 

  

Extracting PDFs for Take-Offs 



 

2. Select Sales folder 

  



 

3. Select Day to day take off’s folder 

  



 

4. Select Project folder 

  



 

5. Select the Project Shortcut folder 

 

  



 

6. Open “Download” folder 

  



 

7. Locate “Architectural Plans” 

  



 

8. Open Plans 

 

  



 

9. Go to “bookmarks” icon 

  

Click “bookmarks” icon 



 

10.  Select “Overall Floor Plan” for each level 

 

  

Click/Select “Floor Plan” for EACH LEVEL 



 

11. Hold                      key and select each level 

 

 

  

Click “Upcoming Deliverables”  

Hold CTRL key while clicking each floor plan 



 

12. Once all levels are selected, hold                       +                                      + X 

 

  

After holding CTRL + SHIFT + X, Click “OK”  



 

13. Select “OK” when prompted to extract pages 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

14. Name file the current date & “take-offs” (example: 2026-01-22 Take-offs) 

 

  

Name file: the “current date & Take-offs”  



 

15. Save file in the plumbing subfolder > Misc > Takeoffs 

 

_Plumbing > Misc > Takeoffs  


