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Accubid Office Building
Activity #5 – Job Report Styles
Report Styles

In order to print a Job Report in Accubid a report style must be selected. A report style determines which job components are included in the report, and controls the layout of the report, including headers, footers, margins, and page orientation. You can create as many report styles as you wish, each with its own combination of job components and report parameters.

Report styles are used to control which columns are included in a particular job report. You can include or exclude entire job screens. You can also control the order in which columns are printed. As part of a report style, you can also control the font used for your report, as well as headers and footers, page margins, and page orientation. ​Until you create your own report style, the default style is used. The default report style includes all columns from all job screens. Report styles can only be used when printing job reports.

Procedure

To create a report style, follow these steps:

1. With an open job, click on the Settings menu, and select the Report Styles option.

2. Press the Caps Lock Key to turn on CAPS.

3. From the Style name: drop down list select 01-default style.

4. Verify that all job screens are in the Report Elements tab and in the same order as shown in Fig. 1. If they are in a different order use the Move Up (or Move Down) buttons to rearrange the screens. Note: they are in the same order as they appear along the bottom of the screen in the screen tabs. Click the select all button if all screens are not selected.
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Fig. 1

5. To create the CMGT352 Final Report style, click on the Add button.
6. In the Add Style box enter the new style name and select the style to copy from (see Fig. 2).

Enter a new style name: CMGT352 FINAL REPORT
Select a style to copy from: select 01-default style
7. Click OK.
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Fig. 2

8. Click the Column Setup tab in the Report Style Setup window.
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Fig. 3

9. Click the Remove All button to move all of job screens to the Columns to choose from: list.
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Fig. 4

10. Click on Job Info from the Columns to choose from: list and click the Add -> button. The Job Info screen is now listed in the Columns in the style: list. Be sure that the Page break option under Job info is not selected as shown in Fig. 5.

[image: image6.png]Style name: (CMGT 352 FINAL REPORT

) [Cadd ] [Deite | [Rename

Report Bemerts | Colomn Setup [ Forts | Page Setup|
Columns to choose from: Columns in the style:
5] Notes - &5 kb o
2) Desgnations 1 Pagebresk
2 Audit Trail
<Remove
Remove Al
Vove Up
Vove Down
Fresze Cas
UnFroeze
Reset Vidhs
| [ResetOmer

ok (omen ]





Fig. 5

11. Add the Columns shown in Fig 6 (in the same order) to the Columns in the style: list.
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Fig. 6

12. Click the + next to Extension – Consolidated Items in the Columns in the style: list and make the following changes using the Remove, Move Up, and Move Down buttons.
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Fig. 7

13. Continue editing the Columns in the style: list as shown in Fig. 8 through Fig 13.
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Fig. 8

[image: image10.png]St name: (CHGT 352 FIVALREPGRT

Repot Blements | Column Setup [ Fonts

Columns to choose from:

Notes
Desgnations

At Tl
Etension - Breskdown Vew
Extension - Lnt Price:
Btension -Consoldated ems.
' Price Date.

T Trade Price

F Dcn

Lk Price.

F Cotagn

5" DB Labor

F bagn

T weight

& Weioht Unit

' Total Weight

" Morfocturer Name:
Ef Catalog Number
' Price Code.

5" Reference Number

Fresze Cols
Unfreeze

Reset Widhs.





Fig. 9

[image: image11.png]St name: (CHGT 352 FIVALREPGRT

Report Bements | Column Setup.

Fonts | Page Setup|

Columns to choose from:

T Trade Price

F Dcn

Lk Price.

F Cotagn

5" DB Labor

E LebAgn

T weight

& Weioht Unit

' Total Weight

" Morfocturer Name:
Ef Catalog Number
' Price Code.

5" Reference Number

Move Down
Fresze Cols
Unfreeze

Reset Widhs.

Reset Order

ok (omen ]





Fig. 10
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Fig. 11
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Fig. 12
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Fig. 13

14. In the Reports Style Setup window click the Fonts tab and make sure the settings are:

Font: Arial

Style: Normal

Size: 8
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Fig. 14

15. In the Report Style Setup window click the Page Setup tab and make sure the settings are:
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Fig. 15

16. In the Report Style Setup window click on the Report Elements tab. Make sure the boxes shown are selected (Green Check)

[image: image17.png]ek e

o ) (e ] (o) e

Report Bemerts | Column Setup | Forts | Page Setup|

S )
o )

Skt Al





Fig. 16

17. Click OK to close the Report Style Setup window.

18. Click the Extension screen tab and select the View Using Report Styles option and select CMGT352 Final Report from the drop down list next to the Report Style Setup button.
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Fig. 17
19. Adjust each of the column widths to “best fit” by moving the mouse near the column heading between each of the columns until a double-headed arrow mouse pointer appears and then double-clicking to fit the data to the column as shown in Fig. 17. This is important to do otherwise the printed report will not fit on one page width.
20. Toggle back using the same button to View Using Screen Styles and select the 01-default style.

21. Right click in the Extension window and select the command Group.

22. In the Quick View window under Group Options: select System and click Add to move it to the Group Order: list. Double Click Phase to move it to the Group Order: list.
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Fig. 18
23. Click OK.

24. The Extension screen is now grouped by System.

25. From the Job menu select Print Preview.

26. In the Print Preview window select the Report Style: CMGT352 Final Report and click OK.
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Fig. 19

27. The Report must be in Landscape orientation, all columns fit across one page and it is grouped by System and Phase. See Fig 20. If correct, click Print.
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Job Name - Accubid Office Building || Job # - Accubid Office Building - Lori Brown - ACT3
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1

Job Name:
Job Number: - Lori Brown - ACT3
Job Path: D:\Accubid\JOBDATA

Job Category:

Bid Due Date: 12/9/2021 5:00 PM

Estimator: Lori Brown

Telephone:

Cell: 530.519.1147

Fax:

Email: Iabrown2@csuchico.edu

Starting date: 12/20/2021

Completion date:  4/25/2022

Duration: 417 Months

Job address:

Accubid Office Building

Attn: Lori Brown

1010 Marauder Street

Chico, CA 95973

us

Cell: 530.519.1147

E-mail: labrown2@csuchico.edu

Client address:

Job Attachments

|nttps://www.google.com/maps/place/1010+Marauder+St, +Chico,+CA+95973/@39.8011347 -121.8502143,3a, 75y, 56.66h, 90t/data=13m81 1e 113m6!1SATF TO-8B94dX 1gyalkOF8AI2e013e11165%2F%2F geot.ggph
06 FIXTURES
06 FIXTURES / BASEMENT
Description Quantity  [NetCost  Unit |Total Material Labor  Unit Total Hours|Material Condi Labor Conditior
1 A-2X4 FL4L T-BAR LAY-IN 1 0.00 E 000 060E 060 Quoted Normal
2 A2-2X4 FL2L T-BARLAY-IN 2 0.00 E 000 060E 1320  Quoted Normal
3 B-2X2 FL2UL T-BAR LAY-IN 1 0.00 E 000 055E 055  Quoted Normal
4 F-4'FL2LSTRIP CHAIN HUNG 20 0.00 E 000 040E 8.00| Quoted Normal
5 G- 100W VP INC ELEVATOR PIT 1 0.00 E 000 060E 060 Quoted Normal
6 H-4'FL2L SURF STAIRWELL 2 0.00 E 000 075E 1.50|  Quoted Normal
7 M-175W MH HID WALL PACK 1 0.00 E 000 100E 1.00]  Quoted Normal
8 X-LED EXIT/EM UNIT T-BAR 5 0.00 E 000 075E 375 Quoted Normal
9 Y-EMBATTERY UNIT - SINGLE HEAD 5 0.00 E 000 120E 7.20|  Quoted Normal
10 1/2" CONDUIT -EMT 80 2540 C 2032 288C 2.30]  Normal Normal
11 1/2" CONN SS DC-EMT 12| 5299 C 636 800C 0.96 Normal Normal
12 1/2" CONN SS STL-EMT 2 98.10C 19  800C 0.16|  Normal Normal
13 1/2" COUPLING SS STL- EMT 1 120.18 C 130 0.00C 0.00] Normal No Labor
14 1/21-HSTRAP -EMT-STEEL 12| 2002C 240 490C 059  Normal Normal
15 1/2" CONDUIT SUPPORT FOR ROD OR FLNG 5 2380 C 119 460C 023 Normal Normal





Fig. 20
28. Click on the Extension tab. Right click in the Extension screen and select Clear View.

29. Click the Save Job icon on the toolbar.

30. Staple your printed Job Report in the upper left corner and hand in your print-out.

Toggle Button for View by Report Style or View by Screen Style.
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