
How to create a Worksheet from a cdb file 

 

Step 1. Tag your drawing  

 

 Select the products you want to tag together.   

*Tags are used to make the quote easy to organize the quote and make easy to read for the client 

*Groupings may be by area, type of furniture, manufacturer etc. depending on the project 

 

 Right click, select “Change” then “Tag” 

 
 

 Name the tag in the “Department “section. 

                
For example; 

 Reception / Waiting Area 

 Workstations 

 Offices by type (Manager’s, Executive, Etc..) 

 Conference Room 

 Misc. (Files) 
  



Step 2. Creating a worksheet from your drawing 

 

 Select your drawing.    
*This can take a few minutes 

  
 

 Click on the worksheet icon, then select the “Selected Items” option.  

 Select “Browse” and save the worksheet in the customer folder.   

*At this time you can use the customer’s name 

    
 

 If you get this pop up, close it… 

                  
 Worksheet software will open. 

  



Step 3. Setting up your worksheet.  

 

 In the menu bar select “Apply Template”, then “STANDARD”.  

 

        
*This will organize the worksheet with all necessary columns for us to make a quote 

*By default, the STANDARD template is used 

 

 Now you will sort (3) columns to organize your information.   

 Click on the icon with the “AZ” letters.   

 Sort the worksheet by the following priorities (check the boxes and move them up to the top of the list) 

 

1. Department 

2. Category 

3. Part Number 

 

                                                       
 Click “OK” to take effect. 

*You will need to revisit this function each time you edit your worksheet and wish to see it rearranged 

 

  



Step 4. Look up discounts on Sales Force 

 

 Go to www.salesforce.com 

*Sales Force is a directory of all the manufactures we use 

               
 

 Log in as username – design@cubicles.com   

 Password: cube4orce11 

 
  

http://www.salesforce.com/
mailto:design@cubicles.com


Step 5. Sales Force manufacture search 

 

 Select “Accounts” ……………………………………..then select the manufacture. 

*Find the discount information that you will be applying to the worksheet 

*Cubicles.com receives a discount from the manufacturer list price 

*You will search all your manufactures for their discounts 

          
 Manufacturer information page.   

 Based on what you specified you will select the “Discount %” for your worksheet.   

*You’ll have to dig through numbers to find the right one 

                                
 Find information on shipping. 

*usually found at bottom of the page 

 There will usually be a minimum list or net cost for free shipping.  

*be sure to check whether the manufacturer requires list or net cost for reduced/free shipping 

*The shipping will usually be to a warehouse near the project site 

*There are usually 2 steps to shipping in a project.  Manufacturer to Warehouse, and Warehouse to Project Site 

  



Step 6. Apply Discount 

 

 Select “Apply Discount” (the circular icon with the “fx” letters). 

 

  

 

 

 

 

 

 You will insert 

numbers into the 

Purchase% and Sell+% 

columns.   

*The purchase% is the discount percentage you found on salesforce, and the sell+% is the profit for cubicles.com 

*The default sell+% is 35% 

 To apply discounts to specific manufacturer in one shot, check the “Mfg” column under “Discount Criteria”, and 

type in the 3 letter manufacturer code into the value column.    

*Typically, the same discount is applied to the same manufacturer line 

                                                   
 After discount is applied. 

 
  



Step 7. Adding “Additional Services & Fees”  

 

 Create 3-4  (or perhaps more) additional rows by right clicking on your mouse -> Insert -> Product 

*Or you can press Ctrl + Shift + P for shortcut 

 

 Under the Departments column, type in “XXX Additional Services & Fees XXX”.    

*Always add “XXX” to insure that this section is always at the bottom of your worksheet 

 

 
 

 Under the Part Description column, type in (or copy) the fees and services for your project.  The below examples 

are for reference. 

*Sales tax only applies in NY, with few exceptions 

 

FREE DESIGN SERVICE:  Up to 3 revisions of free space planning and design services for furniture products.  Design fee 

may apply for further revisions. 

SHIPPING TO WAREHOUSE 

DELIVERY & INSTALLATION: For the above qty. during normal business hours. Includes use of an elevator; stair at extra 

cost. NON-UNION RATES 

NY SALES TAX:  8.875% 

 

 

 Sort in alphabetical order.  The “XXX Additional Services & Fees XXX” columns will display at the end of the 

quote. 

 

  



Step 8.  Figuring Out the Fees 

 

 We provide design services for free, up to 3 revisions in standard cases.  This can be quoted initially as $0.00 

 

 Shipping fee from manufacturer to warehouse is figured out by going to the manufacture pages on Sales Force.  

* Most manufacturers will provide free shipping if criteria are met 

 
 

 Delivery & Installation is calculated using this chart on the cubicles.com website.   

http://dev.cubicles.com/office-furniture-services/office-installation/ 

* You can mark up this number 5~10% to be on the safe side 

 
 

 Sales tax is calculated last, if applicable. 

*Sales tax is to be applied against all furniture/fees 

 

 

 

  

http://dev.cubicles.com/office-furniture-services/office-installation/


Step 9.  Add descriptions 

 

 

 
 

 

 You can put in numbers under the “categories” column to sort the descriptions. 

*You can press Ctrl + Shift + P for shortcut 

 

  



Step 10. Add contacts 

 

 Click the “Worksheet Properties” icon (the one with the yellow hand pointing to a white box), or “Alt + Enter” 

for shortcut. 

 There are 5 tabs on the left hand side, and we will insert information for the “General” and “Order” tabs. 

Under the “General” tab, you will fill in contact information.   

Click on the colorful icon with a person next to the “Prepared By”.  Your contact information will go here. 

Select your name from the list. 

If you have not entered your information yet, click on “Add New”, and enter your name and contact information. 

 

Next, you will enter the client information for “Prepared For”, “Ship To”, and “Bill To”. 

Find the client from the list.  If this is a new client, enter his/her information. 

 

 
 

 

 

Sometimes the billing address and shipping address for a client will be different.   

Unfortunately, Giza Worksheet can’t remember two addresses for one contact name. 

A typical way 

Is to add a space in front, or add a period at the end of the client’s name when entering the second address. 

Not the cleanest solution, but the best we know now.  

 

  



Step 11.  Review your Worksheet 

 

 Print out the worksheet, and use it to check against your Giza drawing. 

*It is better to print out landscape rather than portrait, otherwise the letters will come out very small. 

*The numbers can be different, especially when you have to make revisions to your drawing after you created a worksheet. 

*Make sure to count the numbers of the connectors.  Most likely you will use “Auto Hardware” to put in the connectors, 

and this can cause complications on your drawing/worksheet if the panels of your cubicles aren’t aligned exactly. 

 
 

 Check if the discounts are applied correctly. 

*Make sure you applied the correct discounts.  The same manufacturer can have different discounts depending on series or 

furniture type. 

 

  



Step 12. Generating a Report 

 

You can switch to the Report page from the red tab at the bottom of the screen. 

Remember to regenerate the report when you make changes to your worksheet.    

 

 Update the report each time you edit your worksheet. 

*The report won’t update itself! 

 

  



Additional tips 
*To highlight an entire row, you can click on the numbers on the Item column. 

*If you hold down Ctrl while you click the numbers on the Item column, you can select multiple rows at once. 

*You can press Ctrl + Shift + Delete to delete rows. 

 


