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About 
The CSI Codes application serves as the list to pick Project CSI Codes from the Submittals and SOV Breakdown apps.  

While it is possible to manually add/update the Project's CSI Codes, the easiest method to populate the Project's CSI 

Codes is to import from a formatted Excel template that will be provided by SCA. 

Step-by-Step Instructions 
Update CSI Codes Import Spreadsheet 

Steps 

1. Open the Spreadsheet provide by SCA > Go to the CSI tab > Delete rows that are not needed and add new 
rows by entering the Code and Description. 
Note.  Do not change the headings or format. This will result in the spreadsheet being unusable for import. 
 

 

 

 

 
     
Role  Preceding Steps  Outcome 

AE Plans Desk, CM Firm, CM 
Facilitator  

CSI Codes are known. 
 

Excel Spreadsheet is ready to 
import. 
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Import CSI Codes 

Steps 

1. Go to 'Project Finder' > Navigate to the desired Program > Select the desired Subproject 

 
 

2. Go to 'Apps' > Select 'CSI Codes' 
 

 

 
     
Role  Preceding Steps  Outcome 

AE Plans Desk, CM Firm, CM 
Facilitator  

Excel Spreadsheet is updated 
and ready to import.  

CSI Codes are populated 
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3. Select 'More' > 'Import' 
 

 
 

4. Select File > Click 'Open' 
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5. Click 'Ok' 
 

 
 

6. Click 'OK' to finish 
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Manually Enter CSI Code 

Steps 

Note.  In the following images, the green check indicates the correct way to add a CSI Code.  You should see 
CSI codes in the right panel.  After we show you the correct way, we will show you the wrong way, indicated 
by a red x.  You know you are headed the wrong direction when the right panel is blank.  In case you continue 
to go the wrong way and accidentally add a CSI Code at the wrong level, we'll show you how to delete it. 
 

1. Making sure there are no CSI Codes selected, click 'NEW' 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
     
Role  Preceding Steps  Outcome 

AEoR 
 

CSI Codes are known. 
 

CSI Codes are entered 
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2. Enter the Code and the Description > Click 'Save' 
 

 
 
The following images show the wrong way to add a CSI Code.  Notice the Code 16140 is selected in this image 
and the right panel is blank.  You are headed for trouble. 
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We tried to warn you but you continued to head for trouble. 
 

 
 

You may not realize this until later, but the Code you just entered is under Code 16140. 
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You now need to Delete the Code that was inserted at the wrong level.  Select the parent record, 16140 >  
Select the child record, 16141 > Select 'MORE' > Click 'DELETE' 
 

 
 

Manually Update CSI Code 

Steps 

1. Select the desired CSI Code to update in the right-most panel (you will be able to see the CSI Code details 

appearing on the right side of the screen) > Select ‘Edit’ 

 

 
 

 
     
Role  Preceding Steps  Outcome 

AEoR 
 

CSI Codes are known. 
 

CSI Codes are entered 
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2. Edit the details of the CSI Code > Select ‘Save’ 

 

 

 


