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1
Open Budget Import File  on the P-Drive

Go to the R: Drive-->CMIC-->Budget Import Utility

Save file to desktop or appropriate folder
*NOTE: Your Excel file will say that it has Macros - these must
be enabled

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
https://appriver3651010989-my.sharepoint.com/:x:/g/personal/jbooras_leekennedy_com/ESmZ4b94zilLjBXZdaAq9K0BrUK97e5AHfjt8o4ntgiKJw?e=fOKNks
https://appriver3651010989-my.sharepoint.com/:x:/g/personal/jbooras_leekennedy_com/EZTsdHyDigxEpXeTsR2aSYwBYFEJp6VeElOFjGu1TB5d1A?e=6RGDNy
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Use the scope
sheet from
preconstuction
to complete
the cost code,
description,
category, and
budget cost

Click on “Translation Tables”
to find the CMiC Cost Code
and the Description

Click “Enable Editing”
to disable Macros

Press “Control F” at the
same time to search the
translation table

Budget Import Utility
Quick Guide

To access, go
to the R:
Drive. Click
on the CMiC
folder, and
click on
“Budget
Import
Utility”

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
https://lkco.egnyte.com/navigate/folder/eea66b86-f4af-42fd-8d55-20e6fc246b4f
https://lkco.egnyte.com/navigate/folder/eea66b86-f4af-42fd-8d55-20e6fc246b4f


Verify that everything in orange is correct

Click "Manually Refresh CMIC Translated Values" to
populate the "CMiC Job Code", "CMiC Cost Code", and
"CMiC Category" columns

Save the Import Utility as a .xlsm file so that you can later
upload as an attachment
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2
Paste the SOV into the excel sheet and confirm that the
required budget columns are completed

Required fields are highlighted in yellow
Cost Code, Description, Category, Budget Cost

                            *NOTE: You should begin entering the budget in 
                              cell B11

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


3
Click "Create PCI (Enterprise) Import File

4
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Log in to CMiC, click on
blue "field" button

Search for the job
number

Save as a .csv file

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


6
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5

Click on Change
Management

Click on PCI Import

To browse for file,
click on "Import
File"

Click "Choose
File"

Select the utility
.csv file

Click "Import" 

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
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7

8

Click Close

Click "Validate Imported Data"
           *NOTE: There will be errors

Click "Edit Imported Data"
This will bring you to a new screen

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
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9

Check "Validate All Records"

Check "Create Phase/ Category"

Click "Re-Validate"

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


10

To confirm that all records are valid, click on the
Filter icon to turn on the filter.

Type a "N" in the Valid column and click "Enter" to
run the filter.  The filter should show no records.  
Any records shown are invalid and must be fixed.

If you have errors, 
Go back to the original Excel budget and fix the
lines with errors. 
Import the file again--> If you do this, make sure
to delete the first imported file. 
If there are no invalid errors - Click "Close"
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https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
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Once all records are valid, go back to the main
Import screen and click "Build Change Orders"

Click "Create Change Orders"
The unposted PCI will now be in your project.

Click on "Change
Management" 

Click on "Potential
Change Items"

Click on your
Change Item

12

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
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Review the budget and confirm that the "Total
Budget Amount and the Total Billing Amount
are equal to the contract value

Click on "Post"
 Choose the Proposal Execution date as the
post date.

Click "Proceed"

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
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To enable macros, right-click on the file 
Check your downloads if you don't know
where you've saved the file

Click on "Properties"

Check the unblock box bottom next to Security

Troubleshooting

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


Go back to the Budget Import Utility File

Click "Manually Refresh CMiC Translated Values".
Look at the translated fields on the right side of the
table to ensure that the values were all translated
correctly.
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Troubleshooting

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93
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Troubleshooting
Make sure that the company code, job number, and all
items in the orange section are correct.

Make sure that the PCI Code is correct and not
already in the Project

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93


Upload Original Budget Import File (.xlms file)
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14 - Add Attachments

Click on "Attachment" tab

Click on upload multiples

15

Click "Proceed" 
     *NOTE: When uploading the attachment, the 
       .xlms file cannot be saved on OneDrive

https://app.vidcast.io/share/f1e53418-e68a-4b70-a126-681a6972cd93

