EXCEL QUANTITY TRANSFER USING V-LOOKUP

1. Open the old estimate. ]

2. Open a copy of the latest Avg Bid Price Excel Spreadsheet. Save-As. ]

(&

4 N
3. Highlight all Item Numbers and Quantities in the old spreadsheet. (The only relevant

data in the old spreadsheet is the Item Number and Quantity.)
-

-
4. Under the HOME ribbon, all the way to the right, click Find and Select, and then
click Go To Special. Then select Visible Cells Only. Click OK.

. J
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5. With the cells still highlighted, now Copy and Paste to a blank area on the NEW
spreadsheet. This will become your reference data. (This can be done off to the side or at the
bottom of the estimate.)

2218 Project Average Finish Top Width Feet
2219 Cost per Mile (Uses Construction Total)

2220 Cost per Sq. Yards {Uses Construction Total)

2221

2222

2223 User: u2979 File Name: C:\Docume
2224

2225

2226

2227 104030010 10000

2228 » 210020170 200 -

2229 301020416 8216 -

2230 301020718 208545

2231 401020045 29326

2232 401020300 411

2233 402020092 1364.5
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Al12 ~ (o == fe | =VLOOKUP(B12, $B$2227:$C$2253,2,FALSE)

V| i B C D E
BIC PRICES Prelimi E4
1 | Load Feb. '09 - Dec. '09 reliminary s
2 Tools
3 Project Number:
4 Project Name:
5 UPM Number:
“ Project Length: Miles
7 Design Stage:
a8
- |
9
10 Item Number Quantity Description Unit
11
12 | #NjA <& 050110010 TRAINING PROGRAM HOUR
13 I 103500010 CRITICAL PATH SCHEDULE LS

6. Click on Cell A12. This is where you will enter the VLOOKUP formula. Begin to enter the
formula, as shown in the example above. Inside the parentheses, there are 4 operations:

First Operation: This will be the “Lookup Value” which is the Item Number adjacent to cell A12.
Enter: B12

Second Operation: This is the data range that stores the desired data. In this case, the data is the
copied data that is located at the bottom (or side) of the spreadsheet. You will need to highlight (or
manually enter) the range of the data table. In this case, the data was two columns wide and extended
from cell B2328 to C2364. You will need to enter $ signs so that the viookup reference is always
made to that specific data table.

In this example, | entered: $B$2227:$C$2253 “Note: Your data will have a different range.”

Third Operation: This is the column number that contains the desired output data (Quantity) after the
vlookup (Item Number) is performed. In our case, the data table has two columns, 1 and 2. The
Quantity column is Column 2.

Enter: 2

Fourth Operation: This is the range lookup. Type the word “FALSE” if you want an exact match of
the lookup value (Item Number).
Enter: FALSE

-

7. Once this formula is complete (make sure you have $ signs in the second reference) then
Copy and Paste the formula from Cell A13 all the way down to the last Item Number.

-

p
8. After you Paste the formula, do a quick check to make sure that the formula worked and

correctly inserted the proper quantities in the proper locations.
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-
9. Now Highlight all of the cells you just copied in Column A. Then Copy and Paste
Special. (This will allow you to move all of the data in column A to the proper location in

\Column C)

In Paste Special, select VValues and then click OK.

-
10. Now click Cell C12, then hit ENTER. The data from Column A should now be in
Column C. The difference is that Column A data is in formula form, and the Column C data is

in value form.

o J
[ . !
9 " Paste § L
10 ltem Number | Qua/ """ "M A A8 I — s
BIEE-O-A- 388 o
11 — = [@F] () all using Source theme
12 #N/A 050110010 '"T" SR DTS T | ) Formulas () all except borders
137 #NjA 103500010 & | ct ©alues! tp— © Colurn widths
14 10000 104030010 53| Copy N () Formats (" Formulas and number Formats
15 N/A 'TE 0 EEE:" B Paste - () Comments () values and number formats
#N 104030011 4 o
16 NJA S MAMARAAE Paste Spedial... ] © validation
#N/ 104040025 % i Cosration
17 [ #NjA 104040040 Insert.. e
18 'Nl"A 104040045 Delete | © fare Oty
#N/ 104040045 LS E e L O add O Divide
19 #N/A 104040050 Clear Cantents i © subtract
200 #N/A 104040090 Fiter al _
21 #NA 104040105 Sort ul [ sidp anks [ ranspose
22  #Nj/A 104040111 | incert comment a [ o ,\J | cancel
o] ZhIUA 1000114 L 12}
9 9
10 Item Number | Quantity 10 Item Number | Quantity
11 11
i r . 1
12 #N/A 050110010 12 ZMfA 050110010 #\]f.ﬂ.
13 #N/A 103300010 13 [ 4"[‘-]_.".}:'*. 103300010 ?‘.‘\]fﬁ.
14 10000 104030010 14 10000 104030010 10000
15 :}l,"ﬁ. 104030011 15 [ #N/A 104030011 HNA
16 #N/A 104040025 16 [ # HH:'*. 104040023 &N jrﬂ'.
17 # H“ﬂ' 104040040 17 [ /A 104040040 #N/A
) r ) -
18 #MN/A 104040045 18 #N/A 104040045 BMN/A
19 :"”.'1'5*. 104040050 q 19 [ =.‘"|L'-J_.".}:". 104040050 #\]jrﬂ.
) r . -
20 #MN/A 104040090 20 ZN/A 104040030 EN/A
) r ) -
21 ZM/A 104040105 21 ZMfA 104040105 HMSA
) r ) -
22 #MN/A 104040111 22 ZMfA 104040111 EN/A
) r ) -
23 #N/A 104040114 23 ZN/A 104040114 EMNJA
) r ) -
24 #N/A 104040115 24 ZMNfA 104040115 M A
r ) -
25 #N/A 104040116 25 ZMNfA 104040116 EMSA
F .
26 :."'r'-]_.".n't'*. 104040118 26 ZMNfA 104040118 #\]jr.ﬂ.
r . r
27 :."'r'-]_.".;'t". 104040119 27 ZMNfA 104040119 NS A
r ) -
28 #N/A 104080000 28 ZMNfA 104080000 BM/A
r . '
29 #N/A 105070000 29 ZMN/A 105070000 ENSA
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11. The #N/A values can now be deleted. Click Column C to highlight the entire column. Now
hit “Control H” (or Edit — Replace). In the Find What area, Type #N/A. Do not type anything in
the Replace With area. Hit Replace All. You can then Close the Find and Replace box.

Find and Replace @@

Find Replace
Find what; #MA L
Replace with: w
I Replace all I\J& [ Replace ] [ Find all ] [ Find Mexk ] [ Close ]

-
12. Now Delete the unnecessary data in Column A. You can also Delete the Item Number and
Quantity Table that you added at the bottom of the spreadsheet.

&

ﬁ& Compare the old estimate with the new estimate to make sure that ALL quantities anh
bid items were properly transferred.

It is very possible that a Bid Item in an old estimate could be obsolete in the new estimate.
If this is the case, the old Bid Item will not show up in the new estimate and you will need
to use a current bid item.

If you had bid items in the old estimate that did not have Item Numbers, you will need to
(nanually transfer/insert that data onto the new estimate. /
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