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Introduction

From your first client meeting to final sign-off, CET helps to clarify and communicate the 

budget and options for a project.  Emily and Lisa will share their processes in using Calculation 

View and other tools in the program to simplify the project and stick to the budget.
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WHAT IS A 

CET BUDGET?



A CET Budget is created using the Calculation View in 

CET

They ARE:

- High and Mid level budgets

- Pulse Points on a project

- A fast way to show cost implications

They ARE NOT:

- Final Specifications

- Final Pricing

- Something the client can take to the bank

WHAT IS A 

CET BUDGET?



Designer creates an initial layout and /or 

furniture design typicals.   Designer provides 

client a high level CET budget based off of 

the floorplan or furniture designs.

HIGH LEVEL CET BUDGET

The client reviews the layouts and furniture 

designs.  Gives feedback to the team.

CLIENT REVIEWS

Basic facts are gathered about the project.  

Schematic layouts and furniture designs are 

discussed.

FIRST MEETING(S) WITH CLIENT

WHEN TO USE A CET BUDGET

W H AT  I S  A  C E T  B U D G E T ?



This cycle can continue for as many 

iterations as needed!

ETC.

Final quote is given to the client.  This is 

created in your ordering program.  NOT from 

CET.

FINAL QUOTE IS PRODUCED – FROM 

ORDERING PROGRAM

Designer makes the requested changes, and, 

again, is able to provide a high level CET 

Budget

REVISIONS ARE MADE

WHEN TO USE A CET BUDGET

W H AT  I S  A  C E T  B U D G E T ?



GETTING “MOSTLY

COMPLETE” SPECS

QUICKLY



WHY DO I WANT “MOSTLY

COMPLETE” SPECS?

In order to use CET  to provide budget pricing on a Project, there needs to 

be a basic level of detail in the drawings and specifications.  The closer to 

complete the specs are – the more accurate the budget will be.  But, as 

CET budgets are used at the beginning of the design process, there 

shouldn’t be too much time spent in the details just yet.  So, here are 

some tips to make getting “mostly complete” specs easier and faster.



USE 
SCHEMES
Many “Smart” objects in CET have Schemes that can be

created, saved, and re-used. Schemes allow for inserted

drawing objects to be optioned out at first click.



CREATING A NEW SCHEME

1) Click on a Scheme box under a “Smart” product tab

2) Click “New”

3) Name your Scheme

4) Choose the product options you want

5) Click “Save”

EXPORTING A SCHEME FOR OTHERS TO USE

1) Click “Export”

2) Choose the Scheme(s) you wish to export

3) Navigate to a project folder or shared drive

4) Name and save your file  

CREATING AND

EXPORTING A

NEW SCHEME



1) Click “Import”

2) Navigate to the saved Scheme

3) Click Open

4) Your Scheme will load into CET!

HINT: Create and save basic schemes your company at large can use.  

For Example:

- Warm Colors

- Cool Colors

- Base Bid Options

IMPORTING A

SAVED SCHEME



1) Before you apply a scheme,  

objects will come in with no 

options or materials applied.

2) Choose the scheme(s)  to apply 

from the drop down menu

3) Place an object in the drawing –

it will now have the materials 

and options from that Scheme 

applied!

APPLYING

A SCHEME



USE

STANDARD OPTIONS

When creating a floorplan using “related” Project Symbols (aka – more than one part number from a single product type), Standard

Options enable applying repeated options with fewer clicks. 



1) Open to Project Symbols

2) Navigate to the part number and apply options.

3) Once optioned – right click in the upper box that 

shows the selected options

4) A dialogue box will appear – click “Add all to 

Standard Options”

5) The Standard options dialogue box will appear.  

Click on the entry just created to see all the 

options selected.  

CREATING

STANDARD

OPTIONS



1) Turn ON the “Auto” and “Std” toggles – these 

can be found at bottom center and top left. 

2) Navigate to a product related to the one created 

with the Standard Options (Ex: A desk, and a 

pedestal from the same line.)

3) Click on the part number, all shared options 

should auto populate – leaving only the options 

unique to that part number. 

APPLYING 

STANDARD 

OPTIONS



EXPORTING STANDARD OPTIONS

1) Navigate to the Standard Options dialogue box by clicking 

“Edit” – “Standard Options Edit”

2) Click “Save” to save the Standard Options to a project 

folder or shared drive

IMPORTING STANDARD OPTIONS

1) Click “Open” to load in a previously created Standard 

Options set

CLEARING STANDARD OPTIONS

1) Click “Clear” to remove the Standard Options 

NOTE:  The Catalogue Viewer must be closed and re-opened 

for “Clear” to have applied 

EXPORTING

IMPORTING

& CLEARING



BUDGETING USING

CET



BUDGETING IN THE CET 

CALCULATION TOOL

Use the Article Views in the Calculation tool to apply Discounting and Markup. We will be creating two Views today:

- Internal Pricing

- Client Budget



PRICING BASICS

List, Buy, Margin, Sell –what does it all mean?

Our main focus as designers is NOT pricing, but if

we are working with customers early in the sales

cycle we need a basic understanding of pricing.

LIST – Manufacturer’s published price

BUY –Dealer’s cost

SELL –Customer’s price

MARGIN –Difference between dealer’s cost and

customer’s price

The manufacturer provides the discounting

typically in a percentage off List.

The dealer decides on margin and that percentage

is added to the Buy.



1) Create a new Article View

2) Click on the Setting button (the yellow 

folder)

3) Name the view “Internal Pricing”

4) Under the Columns tab, make sure 

the following options are selected:

Catalogue | Quantity | Part Number | 

Description | List | Ext. List | Buy % | 

Ext. Buy | Margin % | Ext. Sell

5)  Under the Grouping tab, select 

Catalogue.  This will group your products 

by Catalogue – which is often how 

discounting is applied

INTERNAL

BUDGET

SETTING UP

THE VIEW



1) Buy % is the Discounting column.  Apply 

discounting by clicking in the column and 

typing a number.  Discounting can be 

applied to a whole group of product, or 

to individual lines

2) Margin % is the Markup column – apply 

markup in the same way

3) Deleting Discounting or Markup.  To 

delete it from a group, double click on 

the group title line and click the red “X in 

the dialogue box.  To delete it from a 

line, click on the line – then the red “X”

INTERNAL

BUDGET

APPLYING

PRICING



SAVING AN ARTICLE VIEW TEMPLATE

1) Click on the Settings button (the yellow 

folder).  Hit “Save As” and save to a 

project folder or shared drive

LOADING AN ARTICLE VIEW TEMPLATE

1) Create new Article View, then click on the 

Settings button (the yellow folder).  Click 

“Load” and choose the saved view 

required.

SAVING &

LOADING

ARTICLE

VIEW



1) Create a new Article View

2) Click on the Setting button (the yellow 

folder)

3) Name the view “Client Budget”

4) Under the Columns tab, make sure the 

following options are selected:

Quantity | Part Number | Description | Sell | 

Ext. Sell

5)  There is the option of moving to the 

Grouping tab to group products by Tag, etc.  In 

our example, we are grouping by Tag 1

CLIENT

BUDGET

SETTING UP

THE VIEW



TAKING DATA 

TO EXCEL
If the BOM/Calculation View from CET is not desirable for a customer facing

document we can use Microsoft Excel.



1) Click on “Edit”

2) Click “Select All Cells”

3) Click “Edit” – “Copy All Cells”

4) Open up a blank Excel document

5) Click “Paste”

6) All the raw pricing data from CET will 

be copied into Excel

NOTE: No formulas are copied over – it is 

raw data only that the user will need to 

format as they wish

COPY AND

PASTE TO

EXCEL



PRINTING BUDGETS

FROM CET



DISCLAIMERS AND LOGOS

In the upper right-hand corner of any article view printed from CET a  

logo or a disclaimer can be inserted.

OfficeScapes chooses to include a disclaimer that states that the pricing 

from CET is not final, and that firm pricing will be provided when all 

options are finalized.



The disclaimer or logo needs to be a JPEG file or similar to insert into 

CET.

HINT: If you are writing a disclaimer – type it up in Word, and take a 

screenshot of the writing.

1) Go to the Print Reports dialogue box

2) Make sure you are on the “Report Settings” Tab

3) Click on “Document Contents”

4) Click on the “…” next to Logotype, and choose your JPEG

INSERTING A

DISCLAIMER

OR LOGO



Print the Internal Budget article view  

and save it for your records.

1) Click on Article Views

2) Choose “Use the columns chosen in 

each view

3) Turn off Show Product in Header | 

Show “Sold To” in header | Show 

“Distributor” in header | Show file 

Location in Footer

4) Make sure the Internal Pricing article 

view selected, and hit print

PRINT

REPORTS

INTERNAL

BUDGET



SAVING A PRINT REPORT

1) Go to the Reports tab

2) Click “Save As”

3) Navigate to a project folder or shared drive and 

save

LOADING A PRINT REPORT

1) Click “Choose Directory”

2) Navigate to your saved Reports and click “Open”

NOTE:  When switching between reports, CET 

always askes you if you want to save.  Only hit yes if 

you want to write over something!

PRINT

REPORTS

SAVING AND

LOADING



1) Navigate back to the Report Settings 

tab

2) Click on Article Views

3) Choose “Use the columns chosen in 

each view

4) Turn off Show Product in Header | 

Show “Sold To” in header | Show 

“Distributor” in header | Show file 

Location in Footer | Expand List | 

Show Detailed Information

5) Make sure you have the Client 

Budget article view selected, and hit 

print

PRINT

REPORTS

CLIENT 

BUDGET



QUESTIONS?



THANK

YOU


