
 

  

Estimator Training:                                          

Document Public (Amenity) Area Take-Off (Excel) 



 

 

 

 

1. Select Groups (G:) drive 

 

 

  

Document Public (Amenity) Area Take-Off (Excel) 



 

 

2. Select Sales folder 

  



 

 

3. Select _Public folder 

  



 

 

4. Select _Templates 

  



 

 

5. Select “excel template” 
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6. Select Amenity Matrix “(template 2) Amenity Matrix – job name” 

  



 

 

7. Copy Amenity Matrix “(template 2) Amenity Matrix – job name” 

  



 

8. Navigate back to Sales folder 
9. 



 

9. Select Day to day take off’s folder 

  



 

10. Select Project folder 

  



 

11. Select the Project Shortcut folder 

  



 

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

  



 

13. Paste Amenity Matrix template in the folder 

  

RIGHT-Click “Paste”  



 

14. Open Amenity Matrix 

  



 

15. Select the Contact List file in the project folder 

  



 

16. Open Contact List 

  



 

17. Copy information from Contact list 

  

RIGHT-Click “Copy”  



 

18. Paste the Contact List information in the Amenity Matrix                                       
(example: Job Name, address, engineer, Plan Set Name, Date, etc.) 

  

RIGHT-Click “Paste”  



 

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

  



 

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

  



 

21. Open the Public (Amenity) Takeoff PDF 

  



 

22. Go to the first level we did the take offs (basement or level 1) 

  



 

23. Copy information from Legend we created into the Amenity Matrix 

  



 

24. Do this for every level 


