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Overview To take an Item in your schedule and apply it to One or Many selected Items in your schedule  

 Or to Append or Insert the selected item to create a new Item with a different quantity  

We advise that you have some test sessions with some old or duplicated Jobs before 

trying this function. 

 

Procedure Select an Item and using CTRL+F4 or the other options duplicated below, duplicate the built-up 

item into other Items with the correct resourcing. You also have additional options to add to the 

existing records or change Source and Destination information such as descriptions and units.  

Controls  

Keyboard 

Shortcut 

CTRL +F4 

Toolbar icon 

 

Menu 

 

Clarification of 

existing 

function 

This is different to the existing function F4 or the menu Icon to Duplicate an Item.  

F4 simply duplicates the current Item. 

CTRL+F4 allows you to duplicate with a different quantity and all the component resources are 

increased or decreased relatively to the new quantity. The F4 function (as opposed to the 

CTRL+F4 function also has similar toolbar icon and menu shortcuts 
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Detailed Procedure 

Select Source The source is the built-up item that you are going to use to duplicate into (merge) other selected 

Items in your job. You will also be given an option of Insert or Append. 

 

 

 The above view shows the Source item selected and the Destination Items identified that you 

intend to merge into.  

 Just to clarify you are only selecting the Source Item. The Destination is selected in the next step 

Start the 

procedure 

Now Click CTRL+F4 on your keyboard or one of the other options shown above. Click Next 
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Select the 

destination 

Items 

 
Select the destination Items via the tick boxes on the Left-hand side 

 Click Finish on the bottom corner 

 After a short delay, depending on how many items you have selected as Destinations the Source 

will be resourced into the Destinations.  

  

 

 

Cont’d…. 
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If the 

Destination 

Items already 

contain 

resources 

You will receive this warning to let you know. 

 
You can then choose whether you wish to delete the existing resources as shown above in 24.01 

or if you wish to add to them. 

Options If you choose one of the non-standard options you will get colour coded warnings. 

 

Quantity and 

Unit 

You can also vary the quantity and Unit – so for example if you are resourcing a m3 rate into a 

m2 area. 

 

 


