Consolidating in Worksheet
Kimball Office

Removing unnecessary tags and consolidating your file will benefit everyone. Here is one way
to think if it; if each line item in your specification represents a box of product, it would mean
fewer boxes for us to ship and fewer boxes for you to handle on the job site. It would also
reduce the amount of packaging required which would benefit the environment as well.

Remember the 3 R’s: Reduce, Reuse & Recycle.

Have you ever been working on a specification and the same item is listed several times in your
worksheet file?

In my example below; line items 7 thru 9 are the same item, 10 thru 12 show another item and 13 thru 15
are yet another item. The most likely culprit in causing this is a tag. Not the tag that appears in the Tag
column but one that exists in another column such as the Alias 1, Alias 2 or Alias 3.

ltem| Cat | Gty | Part Humber Fart Description Taq List
7 EL& 15 [IBRWSEL FOOTPRINT, INTERW RS, 2L RFACE L 3 1200
J ERACKET,EDGE,LEFT HAND
& EL& 16 [IBRWSEL FOOTPRINT, INTERW RS, 28U RFACE L 3 1200
J BRACKET,EDGE,LEFT HAND
2 EL& | 15 [IBRWSEL FOOTPRINT, INTERW CRKS, 2L RFACE L 3 1200
J BRACKET,EDGE,LEFT HAND
10 | KL& | 15 IBRWSER FOOTPRINT, INTERW CRKS, 2L RFACE R 3 1200
J ERACKET,EDGE,RIGHT HAMD
l1 FLE |5 IBR¥ SER. FOCTPRIMT, INTERW ORRS, SURFACE E. b | 2.00
v ERACKET,EDGE,RIGHT HAMD
12 FLE |5 IBR¥ SER. FOCTPRIMT, INTERW ORRS, SURFACE E. b | 2.00
v ERACKET,EDGE,RIGHT HAMD
13 FLE |2 IBF I FOCTPRINT, 2URFACE FLAT BRACKET = i 2.00
ol
14 FLE |2 IBF I FOCTPRINT, 2URFACE FLAT BRACKET = i 2.00
o
15 FLE & |2 IBF I FOCTRRINT, SURFACE FLAT BRACKET = $ 2.00
o
B ANERAN: .
& . N:[F] )J Al 0 B _
e HER A s To check these columns all you need to do is open the
. Customize Columns window.
5 Customize Columns |

Customize columns

escription
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o
Worksheet Properties

“f General | (' Order [ Columns | A3
[]Tag Then place a check mark in the box for each and select OK.

Additional columns to check would be Building, Floor,
Department and Person.

[#]Alias 2
[#] Alias 3
[ 1Brtitdig
[ JFlacr

[ ]Department

Now, when | get back into my file | can see that there is an area tag included in the Alias 1 column. Area
tags can be very useful when it comes time to determine cost by area or during the plan check process, but
they are not always necessary once it is time to submit an order. It is this information that is not allowing
these like items to be combined together.

Iltem| Cat | Gty | Part Number Fart Description Tag Alas | Alas 2 Alhas 3 List
7 RLE § 15 |IBRMSEL FOOTFRINT, IMTERW QORE.S, 25U FFACE L Steph's $ | 2.00
Vs BREACKET,EDGE,LEFT HAND area
& KL& i 15 IBRMSEL FOOTPRINT, INTERW CRES, U RFACE L Cheryl's ] | 2.00
v BRACKET,EDGE,LEFT HAND area
2 FLE 15 IBRY¥SEL FOCTRRIMT, IMTERW OFRR.3, 2 RFACE L Don's area b 1 2.00
vy BRACKET,EDGE,LEFT HAND
10 FLE 15 IBRY SEF. FOCTREIMT,IMTERW OFF.S, S EFACE E. Steph's + 1 2.00
v BRACKET,EDGE,FIGHT HAKND area
11 RLE | 1B |IBRM SEFR. FOOTPRINT, INTERWORK.S, SURFACE R Cheryl's 3 | 2.00
v BRACKET,EDGE,RIGHT HAND area
12 FL& 15 |IBRM SER. FOOTRRINT, INTERW ORE S, 25U RFACE F. Don's area b | 2.00
v BRACKET,EDGE,RIGHT HAKD
13 FLE 12 IBF | FOOTRREIMT, SURFACE,FLAT BRACKET IBF | Steph's bl 2.00
f area
14 RLE | 12 IBF | FOOTPRINT, SURFACE,FLAT BRACKET IBF | Cheryl's E 2.00
o{ area
15 KL& © 12 IBF | FOOTFRINT, SURFACE,FLAT BRACKET IBF | Don's area E 2.00
ol
' : b
h Fleoli®2@ d
We will now walk thru the steps to remove this
-lf!l- F 3 i A N * ™ I 3 = . . . .
2l g lﬂ)b o | R eS el es @& E ! information and consolidate these items. As long
—— as this information exists, these line items will not
Gl Assign L consolidate.
Assign values, options and attribukes to
ikemns Step 1: Open the Assign window.
Tag | Alas T | Alas 2 | Alas 3
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1|

Assign rg| :

Trem Yalues
- - Step 2: Place a check mark in the Alias 1 box and
Column Heading _| As<ign Value | leave the Assign Value blank. Select the OK at
E;’m i the bottom of this window. This step completely
|:|Pa\:f1 S removes all the values that existed in the Alias 1
[]Part De=scription column.
< . y | Since this column, as well as Alias 2 & Alias 3 is
= completely blank, | will go back into the Customize
[ ias 3 Columns window and remove the check mark from
[ List 0.00 the boxes for each of these. There is no reason to
keep them open and visible.

Opkion and Attribuke Yalues

-Fleoliead ol velE
—d[ e e

\% Consolidate {Ctrl+0C)

Consolidate identical ikems in the current
wirkshest

List ] Ext List ]

Step 3: Open the Consolidate window.

. Consolidate

Consolidate will combine identical items in all lewvels. The items within [
Standards will not be consalidated. This will remowve all subkatals
fram the worksheet,
Consolidate Criteria:
il Flag A Select Al You may want to take note of two things before you
rMfg perform the next step; the total list price for your file
Alt MFg and the number of line items. In most cases the
I Cat total list price should not change. The only time it
Part Murnber may is if your file includes items that are sold in
il Option Group sets; i.e. Interworks EQ Side Rail End Caps which
Part Descripkian are sold in sets of 6. The number of line items will
il Category be reduced.
Tag
Generic Step 4: Select the Consolidate button at the
i Alias 1 bottom of this window.
alias 2
il Alias 5
Building
Floor
| M .
.
[F Consolidate D’ Edit DeFauIts] [SEI: Defaults] [ Cancel
e SO e
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Now, when | take a look at the three example items that are in my file they have all been combined. Before
there were nine line items, now there are three. Remember our opening statement; would you prefer to
handle nine boxes of product or three? And yes, even with the quantities for each of these items they can
all be placed in one box.

Item| Cat | Gty | Part Number Fart Description Tag List Ext List

3 kLS | 45 (IBPRWSEL FOOTPRIMT, IMTERWORRS, SURFACE L D 12.00 $ 855 .00
v BRACKET,EDGE,LEFT HAND

4 kLS | 45 (BRWSER FOOTPRINT, IMTERWORRS, SURFACE F. P 122.00 $ &55.00
v BREACKET,EDGE,RIGHT HAND

5 kL& | 36 IIBFI FOOTPRINT, U RFACE, FLAT BRACKET IBF I $ 9.00 $  3z400
ol

Here are some additional product items that can be packaged in larger quantities:

Top caps

Wire way covers
Connectors

Finish channels
Trim pieces
Electrical harnesses
Electrical jumpers
Duplexes

Lock cores
Brackets
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