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Estimates in Jobs 
 
 
With CLIPxe, we have included a new series of functions that help you create estimates 
from your Jobs straight into Microsoft Excel and then to Microsoft Word.  This gives you 
lots of flexibility with estimating and creating your own proposals. 
 
For this function to work properly we are depending on the data in CLIP to be correct. 
Items that must be filled in correctly are the “Charge” and “Max” 
 
 
 

This can be combined with the new Projects Module (Projects is an extra module that can 
purchased for the Pro version) function that allows materials in jobs to create Lightning 
fast proposals and estimates. 
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SETUP 
 
You will first have to create some Word templates that you will use for your estimates. 
You will create a Word document that contains your estimate information and wording. 
Instead of putting in the prices or descriptions you will add a merge field from CLIP. 
When you make the estimate the merged fields will be automatically filled in from the 
customer’s information. 
 
To make a template pick any customer that you want to make an estimate for. 
 
Make sure the customer has at least one job. 
 
In the Job Details Screen you have an option to include or not include the job in the 
estimating function.  Make sure that at least one job is marked as “Include”. 
  
 

Click the “Create Estimate” button 
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Click Add/Edit Templates 
 

 
Click Add 
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In the “Code” enter a short description of the new estimate form. In the “Description” 
enter a long description. In the “File” enter in the name of the Word document you want 
to create. 

 
 
 
Once you SAVE it, you will see it as one of the options: 

 
 
 
 

 
 
Select “Yes” to create the new template 
 
Depending on your computer this will take up to a minute. First you will see Word open 
up then Excel will open, after which you may get the following message 
 
 
Select Yes. 
 

 
You will now have access to the mail merge tool bar. 
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Type out all the wording of your estimate.  
 

 
When you get to a spot where you will want information from CLIP select the “Insert 
Merge Field” button 
 

 
You will see a list of fields you can use. (Field meaning listed below)  
 
Select the one you want and select “Insert” 
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Example: 

 
 
Here are the fields and what they mean: 
 
NUM= Customer Number 
NAME= Customer Property Name 
PADDRESS= Customer Property Address 
PCITY= Customer Property City 
PSTATE= Customer Property State 
PZIP= Customer Property Zip 
BWTEL= Work Telephone 
BHTEL= Home Telephone 
BILL_NAME= Customer Billing Name 
GREETING= Customer Greeting 
BILL_C_O= Customer Care Of 
BILL_ADDR= Customer Billing Address 
BILLCITYST= Customer Property City & State 
BILL_ZIP= Customer Property Zip 
ESTIMATENOTES= 
TOTALCONTRACT = the total price for the contract, including the discounts. 
CONTRACTTAX = Sales Tax on the contract, if any. 
TOTALCONTRACTWITHTAX = Total with the tax 
TOTALCONTRACTWITHOUTDISCOUNT= Total price without a discount  
CONTRACTLENGTH = Number of months that this contract will go. 
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MONTHLYPAYMENT = Monthly Payment for the customer. 
MONTHLYDISCOUNTPCT = Percentage of discount if the customer chooses the 
MONTHLY= (2 = 2%) 
MONTHLYDISCOUNTSAVINGS = Dollar amount of the savings. 
TOTALNONCONTRACT = the total for the non-contract jobs 
NONCONTRACTTAX = Tax on the non-contract jobs 
TOTALNONCONTRACTWITHTAX = Total with tax 
EARLYPAYDISCOUNT = the discount if the customer pays early. (In percent – 5 = 5%) 
EARLYPAYDEADLINE = The date that the early pay is due. 
EARLYPAYDISCOUNTAMOUNT = The dollar amount of savings. 
TOTALPRICE = Totals for all of the jobs. 
TOTALTAX = The tax for the whole contract 
TOTALWITHTAX = Total for contract with Tax 
A_JOBNUMBER = Job number for the first job 
A_JOBNAME = Job Name of the first job 
A_MINIMUM= Minimum for the first job 
A_MAXIMUM = Max for the first job 
A_AMOUNT = Charge per job for the first job 
A_ADJUST = Charge over max for the first job 
A_AREA = Area for the first job 
B_JOBNUMBER = Job number for the second job. 
 
The jobs go up to FF_JOBNUMBER which means a total of 36 jobs can be included in 
the estimate. 
 
If you are showing a list of jobs the easiest way to get things to line up is to insert a table 
and then put the merge fields into the table. (Consult Word’s help for instructions) 

 
 
If your fields are not formatting correctly, i.e.: They do not show the proper decimal 
places or the dollar sign; follow the instructions below before doing the merge. 
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Use Dynamic Data Exchange 

Dynamic Data Exchange (DDE) is one method available in the Microsoft 
Windows® operating system for transferring data between applications. It uses 
shared memory to exchange the data. If you use other data transfer methods, you 
run into a problem: Data from the worksheet is transferred in the native format in 
which Excel stores it rather than with the formatting that you applied in the 
worksheet cells. 

To choose the DDE data transfer method when you're connecting to an Excel 
worksheet during a mail merge, all you have to do is select one check box in 
Word: 

1. On the Tools menu, click Options, and then click the General tab. 
2. Click Confirm conversion at Open. 

At the step in the mail-merge process when you connect to your data file, after 
you locate the Excel worksheet you want to connect to, the Confirm Data Source 
dialog box opens. Click MS Excel Worksheets via DDE (*.xls), and then click 
OK. In the Microsoft Excel dialog box, for Named or cell range, select the cell 
range or worksheet that contains the information you want to merge, and then 
click OK. The numbers from the Excel spreadsheet will now look exactly the 
same in your merged documents as they look in the worksheet cells. 

Note:  It's probably a good idea to turn off the Confirm conversion at Open 
option after you finish your mail merge. Otherwise, you might be prompted to 
confirm your data source at times when that's the last thing you want to worry 
about. 

(This information was taken from the Micrsoft Help Website.) 
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You can add some color and maybe a logo or picture. 
 
Save your estimate. 
 
Close Word and Excel 
 
Go back into CLIP 
 

 
Select “Return” 
 
You can repeat this process for each type of estimate you want to make. 
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MAKING AN ESTIMATE 
 
In the Job Details Screen you have an option to include or not include the job in the 
estimating function.  Make sure that at least one job is marked as “Include”. 

  
 
Select “Create Estimate” button  
 

 
 
Select the template you want to use. 
 



Revised 11/29/2007  Page 11 of 17 

 
Enter in a description for the individual estimate 
 

Select the Information   button. 

 
CLIP will gather the information from the job list, summarize it and allow you to choose 
what jobs you want to include. 
 

 
If you assigned the job an “Estimate Code” in the Job Details tab it will already be 
checked off to be “Included” otherwise you can select the jobs you want. 
 
Select the Number of  Months (Installment), Discount for Monthly or Discount for Early 
Pay (prepay discount) 
 
Select the “Continue” button. 
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If you want to see the Excel spreadsheet with the data that CLIP created, click Yes on the 
following dialog: 
 
 

 
Depending on your version of Word, you might see the following: 
 
Select “YES” 
 
A new estimate will appear: 
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Select the “View” button. 
 
 

 
Word will open and display the estimate. 
 
You can make any manual changes you like. Make sure to “Save” if you make changes. 
 
You can print it or email it as necessary. 
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CLIP will keep a reference to this Word file and you can go back and see what you 
estimated before.  That way, if a customer calls you with questions, you can go back and 
look at it. 
 
If prices change, change the price in Job details and then Re-Create the estimate. 
 

Set up your Pattern Jobs 
The easiest way to use this would be to setup your pattern jobs with the correct Estimate 
Codes. Then you would just change the “Charge” and make the estimate. 
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Doing estimates on a massive scale 
 
Once you are comfortable with this process and you have created a good template for 
your customers, you will want to be able to create estimates for all of your customers.  
You can do that from the menu: 
 

 
 
From here you have four options: 
Edit Estimate Templates: this gives you the opportunity to edit the estimate templates that 
you have created.   

 
 
Edit Estimate Status: 
This gives you the ability to change the status of an estimate, as they come back to you: 

 
You can add notes that tell you where the process is at the moment. 
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Create Mass Estimates/Proposals 
This allows you to actually run the Estimate builder for a set of customers.  Helping you 
to create massive amounts of estimates in minutes. 
 

 
 
Please note that only the customers that have jobs that have the Estimate code in them 
will be listed in the second step: 
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Reports: 
The reports function will allow you to follow the progress of the estimate. 

 
 
 
 
 


