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System Overview

Contract Management Tracking Software offers contract managers, administrators, and professionals the ability
to easily track, renew, cancel or report on their contracts. Oftentimes, organizations have to engage in many
contracts, such as, elevator maintenance, software license, telephone service, or sub-contractor contracts.
Overtime it may be difficult to keep track of the renewal, review, or cancellation dates that make up the
individual contracts. Moreover, a loss of productivity and increase expenses may arise from an inefficient
contract administration process. Contract administrators may find that they are overwhelmed with the number
of contracts they must track, report on, renew and cancel. They may find that it is inefficient to use a standard
filing system via filing cabinets. Contract Management Tracking Software provides a simple solution to solve
these problems.

CobbleStone Systems Contract Management Tracking Software provides a client-server and Windows-based
contract management software solutions. For a web-based, enterprise contract management solution, please visit
our website at http://www.CobbleStoneSytems.com and select ‘Enterprise Edition’.

Contract Management Tracking Software can run on a single desktop, laptop computer or be used on a Local
Area Network (LAN) in a multi-user environment. It can track important information pertaining to contracts
such as: dates, notes, titles, employees, income, expenses, vendors, digital image of the actual contract (scanner
not included), voice message, auto dial, early notification of expiring contract, and offers an automatic renewal
feature.

In the sections to follow you will find the System Requirements, Installation Procedures, as well as the User
Guide.
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Contract Insight System Requirements

Typical Installation Operating System Requirements

e Microsoft Windows® 98
Microsoft Windows NT® 4.0 (SP 6a required)
Microsoft Windows Millennium Edition (Windows Me)
Microsoft Windows 2000 (SP2 Recommended)
Microsoft Windows XP Professional
Microsoft Windows XP Home Edition

PC Hardware System Requirements
e Microsoft Windows 98/2000/XP (or better) operating system.
e A personal computer with a 486DX 66 megahertz (MHz) or faster processor (Pentium central processing
unit recommended).
64 megabytes (MB) of memory (128 MB recommended).
hard disk space requires 500 MB of free hard disk space (at least 200 MB of free disk space)
VGA or higher resolution (16-bit or 24-bit color SVGA recommended).
Mouse or compatible pointing device.
Computer capable of supporting the Microsoft .NET Framework 1.0 and 2.0

Optional
e Scanner with Scanner Software
e Soundcard with audio recording and playback device
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Installation Procedures
Installing Contract Management Software from the Internet at http://www.cobblestonesystems.com
1. Create a temporary Folder on your hard drive.
2. Download installation file to a temporary location on your hard drive or select ‘Run’ to start the
installation.
i CMInsight

Welcome to the CMInsight Setup Wizard

The ingtaller will quide vau thraugh the steps required tainstall Chinzight on vour computer.

WARMIMG: This computer program i protected by copyright law and international treaties.
Ilnauthorized duplication or distibution of thiz program, or any portion of i, may rezult in severe civil
ar criminal penalties, and will be prozecuted to the magimunm extent pozzible under the law.

Cancel < Back

3. Select ‘Next,
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fii CMInsight

Select Installation Folder

The ingtaller will ingtall Chlnzight ta the following folder.

T o inztall in thiz folder, click "Mext”. Taoinstall to a different folder, enter it below or click "Browse"',

Folder:
C:MProgram Filez\CobbleStoneh\Chd Insight, Browse. ..

Diizk Cost...

Ingtall CMInsight for yourself, or for amyone who uses this computer:

* Eveyone

= Just me

Cancel | < Back

4. Modify the installation path if needed and select ‘Next’,

—iEix

Confirm Installation

The ingtaller iz ready to install Cklnsight on your computer.

Click, "Mext" to ztart the installation.

Cancel < Back

5. Select ‘Next’ to confirm the installation,

Page 6 of 67



fii CMInsight

Installation Complete

Chdlnzight haz been successfully installed.

Click. "Cloze" to exit.

Fleaze uze Windows pdate to check for any critical updates to the MET Framework.

[Cancel < Back

6. Select ‘Close’ to complete the installation or follow the Installation Wizard to complete the
installation process.

Uninstalling (Removing) Contract Management Software

Prior to un-installing or upgrading Contractinsight, be sure to backup the Contract.mdb file in the
“C:\Program Files\CobbleStone\Contractinsight\” file directory (or the selected installation
directory when installed). This will ensure that you do not lose any data entered into the system
prior to an update.

To uninstall, be sure to backup as per the instructions above. Next, select "Add/Remove
Programs" in the Windows Control Panel. Select "Contract Management Software™ from the list
and select "Add/Remove". Follow the uninstall wizard.

Note: All data will be removed upon uninstalling Contract Management Software.
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% Add or Remoye Programs

=15
Currantly installed programs: [T show updates Sort by IName -

|'|i,nEL ContractInsightDesktop

To change this

F_-» A0L Uninstaller (Choose which Products ko Remowve)

Ey Cisco Systems YPN Client 4.0.4 (Rel) Size &, 90MB
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Multi-User Environment

Working in a Multi-User Environment

To use Contract Management Tracking System in a multi-user environment there are several
configuration steps.

1. Purchase and install the system on each computer (select the default options upon installation). Do
not add any data until the configuration is complete.

2. Next, select a shared network folder or directory and a copy and paste the "Contract.mdb™ file in the
shared folder (not the full path to this directory). The Contract.mdb file can be found among the
installations files (typically in the C:\Program Files\CobbleStone Systems\ folder — path may vary).

. .. ) . i =3 ContractInsightDE.exe.config )
3. Locate and edit the application configuration file [ ] (using Notepad)

found in the installation path of each PC that the system in installed on. Modify the “Data Source”
string as follows:

Replace the |DataDirectory| text seen below with the full network path to the Contract. MDB file that
was moved in Step 2 above.

:Microsott.Jet. OLEDB.4.0; Data Source=| DataDirectory|\Contract.mdb; Persist Security Info=True"

In the example below we moved the Contract.mdb file to a network path of
w:\Data\SharedFiles\Contract.mdb (your path will vary depending on the network path your network
administrator set up).

:Microsoft.Jet. OLEDB.4.0; Data Source=W:\Data\Shared El;tsr~C:‘antr'act. mdb;Persist Seeurity Info=True" -

Be sure to modify the Data Source network path (above) from
“|DataDirectory|\Contract.mdb” (or “contract.mdb”)
to
“\ServerNameOrDriveLetter\path\contract. mdb” (without the quotes).

L. = ContractlnsightDE.exe.config ) . .
4. Next, locate the DBPath setting in the configuration file and enter

the correct network path to the Contract.mdb file (this will be the path ONLY and will NOT
include the Contract.mdb file as part of the path)

Page 9 of 67



<!--Access DB Connection String--»

<add key="DBProvider” value="Microsoft,Jet OLEDB.4.0" />
<!--leave empty quotes it the file are to be stored in the application installation directory”--»
<add key="DBUser]D" value="Admin" />

<!--leave empty quotes if the file are to be stored in the application installation directory”--»
<add kev="DBPath" value=""/>

<!--leave empty if database is local, use UNC or shared directory it on network”-->

<add key="DBFileName" value="Contract.mdb" /»

<!--do not change-->

<add key="FilePath” value="" />

<!--for document and images”--»

<!--MS5 SQL DB Connection String

5. Next, locate the FilePath setting (seen above). Enter the full network path here as well. This will
tell the system where to move attached files when they are attached.

To use a network version of the system, you must alter the “Data Source” string.

For example, if you have a network shared drive entitled "N" for N drive and the "Contract.mdb" file is
on the following path "N:\contracts \contract.mdb".

NOTE: You can also use the UNC. For example, "\\servername\path\contract.mdb". Also, be careful and
make sure all of the string is type properly. The application configuration file should be modified on all
user’s computers that need to share the database.

Location of Scanned Files and Tracked Documents:

Configuring the location of scanned documents and files.
To change the configuration of where documents and files are stored, located the Config file in the
systems installation directory (noted in the installation section of this manual). Open the .config file
with notepad. Locate the FilePath key value (seen below). To modify the location of where scanned
files and documents are stored, enter the path (or network path) to the location. NOTE: It is not
recommended to change this location after the first documented is scanned or file is attached.

<?¥ml wverzsion="1.0" encoding="utf-ST7>
<oonfiguration>
<appiettings:
<!——hooess DE Connection String-—-
<add key="DatsbhazseConnection3tri:

<ZaAd key="FilePath” valus=""73 "=
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Starting the Program

Starting Contract Management Software (After the Installation is Complete)

Select "Start™" on your Windows Desktop, select "Programs”, "Contract Insight", "Contract
Insight™. This is the preferred method of starting Contract Management Software.

Navigating through the Interface

The Main File Menu is the best way to navigate through Contract Management. It features buttons that
correspond to each topic of Contract Management. For example, the Employee button will allow the
user to view the Employee information, such as, entering a new employee or finding/editing an existing
employee. A screen shot of the main file menu is below:

ﬁ ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]
ol Fil Ei = Wendors/Customers  Contracts  Reports  Setup Help  Exit

ew Conkrack _.LFiru:I Contract | o0 Add Company -0 Add Emploves | =) 'u'enu:h:urs,l'Custu:umers @Emplwees

: e . 1 3
i [alendar Wiew :I Mz izm | Canbeznt Alate | T aob Alada 1t

Main Menu Options

1. The Contracts, Vendors, Employees, Setup, Actions, Help, and Exit menu options will display
their respective sub menus.

2. Selecting the Contracts menu item, and next selecting the Add New item will bring the user to
the Contract Input Form (see Contract Input Form).

ﬁ ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

o~ File Employees  Vendors/Customers | Contracks | Reparts  Setup  Help  Exit

_] Mew Contrack 3 Find Contract o .ﬂ.dc| Add New ee = @ vendors/Customers €7 Employess
Find

I Dray ‘-.-’iewl Contract .-’-'-.Iertsl Ta

3. The Find menu item will bring the user to the Find a Contract Form (See Find a Contract Form).

4. The Contract Expiring tabs (seen above) will show the user all the Contracts that are currently
expiring based on the tab selected.

5. The Setup menu will bring the user to the various setup files such as Departments, Contract
Types, Locations, Categories and more. This will be discussed about in greater detail later (seen
below).

ﬁ ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

ol File  Employees  Vendors/Customers  Contracks  Reports | Setup | Help  Exi

_] Mew Contract || Find Contract | 50 Add Company 57 Add Empl Employees 7 Employvess
g Wendors)Customers
| Dray \-"iewl Contract .&Iertsl Task .-“-‘-.Iertsl /
| Setup 4 | Deparkrnents
Got: I Saturday . Movember 17, 2007 | Today Locati
ocations
Sunday | Monday | Tuesday
Conkrack Skakus Lisk —
107282007 10/28/2007 10/30/2007 FrEract Statuis L

Categories

Conkrack Types
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Contract Warning System:

Every time the system is opened the contract management system will scan all expiring contracts based
on the "End Date" and the "Notify Days" that was entered into your contract records. To open the
contract, just double-click the line item with your mouse.

ﬁ, ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

o' File Employees  Vendors/Customers  Contracts  Reports  Setup Help  Exit

_) Mew Contract || 3 Find Contract | 5 Add Company o7 Add Employes | (=) vendors/Customers ¥77% Employess
H Day Viewl Cantract ﬂlertsl Tazk ﬂlertsl
Gio ko I Satuday , Movember 17, 2007 = | Teday

Sunday Monday Tuesday Wiednesday Thursday
1002802007 1002952007 10030/2007 10031 2007 114 2007
114452007 1182007 1182007 11072007 114852007
11412007 114202007 111 352007 110 472007 111 552007
11M8r2007 11192007 1152002007 102172007 1152202007

Alerts will be displayed on the calendar based on the contact or task end date; and based on the notify days
prior to the contract and task end date (seen below). To view a contract that is displayed on the calendar,
double click on the Contract Title (seen below)—this will open the contract detail screen.

Calendar View | Day Viewl Contract Alertsl Task Alertsl

G to: I Saturday . Movember 17,2007 | Todau

Sunday Maoncay Tuesday Wiednesday Thursday
1oi2g2007 0i2ar2007 1043002007 1043152007 114 2007
11452007 1152007 11852007 1147 2007 11iGf2007
1141142007 1141262007 114132007 1141 42007 |1atst2mr
Sample Contract 4 Benards Buffet...
11 AELINT 11 ManT 1402052007 1102402007 111220007

To refresh the calendar view, select the refresh icon (on the calendar page tool menu).
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,. ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

ol File  Employees  Yendors/Customers  Contracks  Reports Setup Help  Exit

~ ] Mew Conkract 3 Find Contract | <7 Add Company -7 Add Employes =4 3] vendors/Customers €5 Employees @
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Vendors and Customers (Companies) Management and Setup

| ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerks]

ol File  Employvess | YendorsfCustomers | Contracks  Feports  Setup Help  Exit

] Mew Contract 3 F @""E”dms-ﬂl‘_ﬂ@ nployes | =i '-.-'enu:lu:urs,l'Custcumers % Emplovees

1. The Manage Vendors and Customers (Companies) menu item will bring the user to the
Vendor/Customer Input Form (see Vendor Input Form for more details).

2. To find or view an existing vendor or customer, select ‘Manage Vendors’ then click the vendor in the
vendor list (seen below). This will allow the user to find a previously entered VVendor.

3. to Add an new vendor or customer select the add button
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Employees Management and Setup

ﬂi ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

o= File | Emplovees | Vendors)Customers  Conkracts Reports  Setup Help  Exit

] MewC @E’ Empluy@ d Company o Add Emplovee | =4 |'u'enu:|u:ur5,l'Custu:ume Employees

1. The Manage Employees option will allow the user to view or add Employees (see Employee Input
Form). This is used to enter a new Employee into the database. Start off by entering all Employees first.

2. The find or view Employees, select the Manage Employee option, click on the Employee list seen
below. This will permit the user to view and edit previously entered Employees.

& Employee Manager & Setup

S 4 o af {0+ | b bl | 5F Addnew X Delete |m Save | select an emplayee from the list to manage

Emplayee |D: EmployeslD | LaztM ame | f

Lagt Marme:

Firgt Marme:

Title:

[
[

b v

Comments:

|
|
|
|
Department: |
|
|
|

E mail:

3. to add a new employee, select the add button .
4. to save changes, select the save button =

5. to delete an employee, select the delete button X
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Setting Up Departments, Locations, Contract Status, Categories, and
Contract Types

It is recommended to add as many Department, Locations, Status, Categories, and Contract Types prior
to entering your first contract record.

ﬁ ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

o-l File  Employees  Yendors)Customers  Contracks  Reports | Setup | Help  Exik

e Contrac ). Find Contract | o ormpany o mpl mployees
Mew Contrack Find Contract | b Add© o5 Add Empl Employees Empl
-— — - Yendors/Cuskarners
§__!;_ﬁ_'_?ﬂ#ﬁ_{_f‘f!ﬁﬂ_;l Dray "v"lewl Contract .-'f-.lertsl Tazk .-'f-.lertsl
‘ Setup J | Departments
Goto: I Saturday . Movember 17,2007 = | Today Locati
ocations
Sunday Monday Tuesday _
10/28/2007 10/28/2007 10/30/2007 Contract Status List
Cateqgaries
Contrack Types

To set up Departments, select the Departments sub menu displayed above.

The Departments Management form will appear.

Departments

[4 4 |0 of {0r | B | | 9F Addrew X Delete | Save

| | Department| D | Departrment - '

1. To add a Department, select the Add button = , enter the Department name, and be sure to
select the Save button.

2. To edit or view a Department, click on the Department in the grid (seen above). Modify the
Department name if needed, and select Save =
3. To delete a Department (not recommended if there are contracts assigned to a Department),

select Delete X )

To manage Departments, Locations, Status, Categories, and Contract Types follow the same
instructions as above except select the appropriate menu item for Locations, Status, Categories, or
Contract Types. Be sure to set these items (lists) up prior to entering in Contracts.
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101

I of 7 | b bl | ok Addnew X Delete | Save |

Department|D | Department

Department [D: I'I

Accounting

Finahce Department; I.-’-'-.u:u:u:uuntlng

b arketing

Adrninistrative

Tranzportation

Information Tech...

bt I o o I P Y LN

Sales
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Contract Expiring Message and Notifications

If there are Contracts expiring alerts or Task expiring alerts, you will be notified when you start the
program. At this point you may choose either to view the contracts or not. You can view the contract by
double clicking the row of any contract item showing in the expiring grid (seen below). You can select
from the various tabs (seen below) to view contracts expiring by a Calendar (Month) View, Day View,

or various list views.

ﬁ ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

Calendar Wiew | Day View | Contract &lerts | Task Alerts |

o-! File Emplovess  Mendors/Customers — Contracts  Reporks  Setup Help  Exit
_] Mew Contract _._LFinu:I Contrack | op Add Company o0 Add Employes | =) '-.-'enu:h:urs,l'Custu:umers @Empluyees

Gote: I Saturday . Movember 17,2007 x| Toda
Sunday Monday Tuesday Wednesday
100252007 104292007 1043002007 10431 2007

Calendar View: ContractInsight includes several views for displaying Contract and Task alerts. The
Calendar View is the default view and will display alerts based on the month selected in the Calendar
View tab. To move and view another month, select the calendar box and navigate to the month, day, and
year desired. To open or view an expiring contract or task, double click on the Contract or Task title

displayed on the calendar.

ﬁ, ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

Yendors/Customers

ol File  Employees

Contracts

Reports

Setup  Help  Exit

=1 x]

Calendar View |DayV|aw| EontractAIertsI TaskA\ertsI

] Mew Contract | 3 Find Contract < Add Company -7 Add Employes

= | Vendors;’Customers €5 Employees

Go to: I Saturday . November 17, 2007 LI Todaw
Sunday Mondary Tuesday Wednesday Thursday FriSa
1002852007 10/29:2007 1003072007 10i31/2007 1141/2007 410202007
117372007
1154/2007 111502007 A1iBi2007 AIFi2007 11/8/2007 410902007
11052007
111172007 111262007 111372007 111 452007 111572007 111602007
111742007
Sample Cortract 4 Benards Butfet
11182007 1M 952007 1102072007 1102102007 1102272007 1102362007
1172452007
112552007 12652007 272007 10282007 11,29/2007 11/3042007
1 2Mi2007

st @ I B EAHEAY E@E IO HND
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Employee Input Form and Employee Management

To navigate to the employee input and management form, select the Employee menu item, next select
the Manage Employees sub-menu item (seen below).

Ei ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]
o= File | Employees | Vendors/Customers — Contracks  Reparts Setup Help  Exit

Manage Employess d Compary -~ Add Employee | =4 £ vendorsiCustomerd €7 Employees

I BE "-.-"iewl Caontract .-“-‘-.Iertsl Task Alerts I

The Employee input and management form will appear in a separate window.

&) Employee Manager & Setup — |D|i|
Pl 41 of 7 | b Bl | 4F Addnew X Delete | Save | select an employes From the list ko manage
Employes |D; IE Ermployeel [ Last ame FirstM amne: M amnelnit Title [
Lazt Mame: IHegaI b_ Regal Mike dds A
9 Smith Robert WP of Finance S
First Mame: IMike
13 Adamns Ada test A
Title:

e IddS 17 Beachwood M ater WP Sales 5
Departmet: Jecaunting =] 13 Palmtres Riick WP of Development | &
Marlwb: IHegal j 20 Segling Benny WP of Music A
Comments: |test g | Adamz lda WP of Development | Fi

Email: Isdasd

The Employee Input Form allows the user to enter (add) or edit information pertaining to employees. (It
is recommended that the user enter all Employee and Vendor information before entering contract
information)

e To add a new employee, select the Add button % Next, enter in the information about the
Employee. Next, select the Save button.

e To edit an employee, select the employee from the Employee List grid (seen above) by double
clicking on the employee row. Next, modify the data in the fields provided. Next, select the Save
button.

e To delete an existing employee (although not recommended unless it was entered by mistake),
select the employee from the Employee List grid (seen above) by clicking on the employee row.

Next, select the Delete button . You will be prompted to confirm or cancel the deletion.
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warning i

Are you sure you want to delete this record?

Find, View, and Edit Employees

1. To edit or view and employee, navigate to the employee input and management form, select the
Employee menu item, next select the Manage Employees sub-menu item (seen below).
ﬂi ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

ol File | Employees | Yendors/Customers  Contracks  Reports Sebup Help  Exit

Manage Employees d Company p Add Emplayee =) i vendors/Customery €07 Employees

I N \-’iewl Contract .-’-'-.Iertsl Tazk Alerts I

2. The Employee input and management form will appear in a separate window.

W _Employee Manager & Setup - |D|ﬂ
i 4! of 7 | b Pl | 9F Addnew X Delete | Save | select an employes from the list to manage
Emplovee 1D: IE Employes|D Lazth ame FirgtM ame M amelnit Title [
Lazt Mame: IHegaI _' Fiegal Mike dds -
9 Sith Raobert WP of Finance S
First Mame: IMike
13 Adams Ada test A
Title:

e I':ldS 17 Beachwood M ater WP Sales 5
Departmet: |Aooaurting =l 13 Palmtres Riick WP of Development | &
Marlvb: IHegal j 20 Segling Benny WP of Music 2,
Corments: |test g 21 Adamz lda WP of Development | Fi

Email: Isdasd

3. Tofind, view, or edit an employee, select the employee from the Employee List grid (seen above) by
double clicking on the employee row.
4. Next, modify the data in the fields provided. Next, select the Save button.
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Vendor and Customer Management

To enter, add, and manage Companies , select the Manage Vendors submenu from the Vendor main
menu bar (seen below).

Ei ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

o~ File Employees | Yendors/Customers | Contracts  Reporks  Setup Help  Exik

~ ] Mew Contract | Fe'l anage Yendors{Customers nployee | =4 Yendors/iCustamers Employe

The Vendor Management form will appear (seen below).

%4 ¥Yender,/Customer Information & Setup =10 x|
Pl 4 |1 ofg | b Bl |k addnew X Delete |H Save | =4 | Select a vendor below ta manage |
ID: Wendorl D WENDMAME ADDRESS CITy
4 Fencon Erviron... | 23717 Route 70 ... | Cherny Hill
NAME: IKencon Environmental, Inc. D 264 Danmark Contrac... | 924 Main Strest Williamsville
ADDRESS: |2311 Rloute 70 'west 265 Inter-Office Suppl... | 456 Landslide Ro... | Dataville
CITY: |Ehen_|,u Hill 268 Buginess Manag... | 924 Hampton way | 924 Hampton
CTATE: IN‘J 269 Benards Buffet 107 Kingz Highweay | 1070 Kingz High
T IDSDSE 270 American Applian. .
272 American Leasing
o |ED 273 Lions Gate
PHOME: |[EDE|] EES-4575
Fée: |[EDE|] EE5-3393
MNOTES: |Kencnn Erwironmental specializes in shart en
"WER: Ihttp:x’x’www.kencon.cumx’
COMTACT: M. Kencan
EMAIL: |
4 4

=

The Vendor Input Forms allows the user to enter or edit Companies information.

To add a new Vendor or Customer select the Add button (see above).

1. next enter in the company information in the fields provided and select Save.

3. To view or edit an existing Company, double click the Company in the grid seen above. Their data
will fill in the form. You may modify the data and select Save to save the changes.

To delete a Company, select the Delete button.

To close the Vendor screen, select the Close button.

N

ok~

Find Vendor Form

To find and mange Vendors or Customers, select the Manage Vendors submenu from the Vendor main
menu bar (seen below).

Ei ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

o=l File Employees | Yendors/Customers | Contracts  Reporks  Setup Help  Exik

_] Mew Cartrack | Fe'l anage Yendors{Customers nployes | = Yendors iCustarmets Ernploye
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The Vendor Management form will appear (seen below).

HAME:

ADDRESS:

CITY:
STATE:
ZIF:

COUMTRY:

PHOME:
Fa:
MOTES:
WEB:
COMTALT:
EaIL:

~
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ofs | b M+ XS

Wendorl D WEMDMNAME ADDRESS CITY
t Fencon Ernviron... | 2311 Route Y0 ... | Chery Hill

IKenu:u:un Environmental, Inc. e 264 Danmark. Contrac... | 924 bain Street Williarmnzville
|23'|'I Route 70 WwWest 265 Inter-Office Suppl... | 456 Landslide Fo... | Datavile
IEhE”-"' Hill 268 Buziness Manag... | 924 Hamptonway | 924 Hampton
INJ 264 Benardz Buffet 101 Kingz Highwsay | 107 Kings High
IEIBEIEIE 270 Amenican Spplian...

272 American Leazing
IUS'&' 273 Liar Gate

|505) £65-4575

f1509) 665-3993

|Ken|:|:|n Ervironmental zpecializes in short en

|htt|:|: vk encon. cond

|Mr. Kencon

b

4

To view or edit an existing Company, double click the Company in the grid seen above. Their data
will fill in the form. You may modify the data and select Save to save the changes.
To delete a Company, select the Delete button.

To close the Vendor screen, select the Close button.



Contract Entry & Edit Form

To enter in (add) a new contract record, select the Contracts menu item, then select the Add New

submenu item.

ﬁ ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

o-l File  Emplovess  Mendors/Customers | Conkracks | Reporks  Setup

@ Mew Contract) | b Find Conkrack | o0 Adg Add Mew ee
=

e Firid

The Contract record entry will appear.

Next the Contract Input form will display. Enter the Contract Title, select a Vendor (if a vendor is not in
the list, close the screen and add a new vendor (see Vendor Management for more info), enter the
Contract Start Date, enter the Contract End Date, enter the Notify Days (the system will notify you via
the list box on the main system page based on the number of days entered before the Contract End

Date), enter a description and additional information.

«* Contract Detail Manager

=10l x|

L Led

1 of 1 ob Addrew % Delete | Save Data |
Contract Title: ISampIe Contract Start Drate: I‘I‘I.-"‘I F42007 ;I Contract [D: |4
Vendar/LUSIOMer: [k onards Bulfet = @ endvae [772000 =] Conact Type: |
Ermplayes: = ) Status:
|Adams, Ada J E Iotify D aps: ID e I
Signed by IAdams, Ada j Contract Amount: ID Invoice/Contract: |
| Termsl Mizc. License | ‘Warranty Eonfidentialyl Indem.-"GeneraII FiIes.-"Doc:umentsI Financialsl Tasksl
epartment: I j Maotify D ays
. Annual Review D ate: I‘I‘I.-"‘I FA2007 ha 11!
Location: I j
Price Review Date: | 11/17/2007 =l o
Categony: I j
Insurance Cert Date: | 11/17/2007 =] |o
Monthly Cost: ID.DDDD

Renewed: 'l

Current Cost: ID.DDDD

Drescription: Motes:

1. The user can enter the following information: The Contract Title, Vendor (select from list), The
Product, The Contract Start and End Date (Year 2000 Compliant), Employee Contact (select

from list) and Signed By information.

2. The Type list box can be used to track various types of agreements, such as: leases, licenses,
maintenance, health care agreement, filings, and other committals.
3. The Contract Code can be used to track Contracts by specific codes. You may also print

Contracts by Code.
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o

The Confidential, Term, Terminal, Warranty, Payments, and General tabs enable users to track
large amounts of text about the contract.
The Notify Days field informs the database of when to notify you when the contract is expiring.
The Financials Tab will show the Income/Expense Tracking screen to enable your users to track
financial transactions.

1. You may enter Deposit and Withdraw information in the Income/Expense Tracking

Screens. Contract Balance is automatically calculated.

The Tasks/Alerts tab enables users to add and track multiple tasks and assign the tasks to other
employees.
The File/Documents tab allows the user to add or view the files, documents, and scanned images
of a Contract.
Action buttons: the Save button will save your entry, the Close button will cancel the entry or
changes and close the entry screen, and the Delete button will permanently delete the contract
record.

«* Contract Detail Manager

1 of 1 oF Addnew X Delete |wf Save Data | (=



Contract Task Alerts and Task Management

The Tasks/Alerts tab enables users to add and track multiple tasks and assign the tasks to other employees.

=% Contract Detail Manager

4 | 1 af 1 | L | | db add new % Delete H Save Data | = |
Contract Title: ISampIe Contract Start [ ate: I'I'I.-"'I 2007 LI Caontract IO |4
R REER |Benard$ Buiffet j % End Diate: |-|-|,.'-| 2/2007 x| Contract Type: |
Employee: I.-'l'«dams, Ada j g Moty Days: ||:| Status: |
Sigried by: [icdams, Ads ~| Contract Amount: [o Invoice/Contracté: |

Detailsl Termsl Misu:.x'Lic:enseI Warrant_l,ll Ennfidentialyl Indem.-"GeneraIl Files/Documents | Financials-

P 4 |D of 0 | b Pl dtask - Delete task [ Savetask  select a task from the grid to edit

Task Marne: I TaskiD T azkM ame | TaskEndD ate | MatituD ays Ernp

Task End Date: |11/17/2007 =l |*
Notify Days: g =
Employee ID:  [4dams, 4da |
Motes: |

Status: IDpen |
Completed: | |

Note: before entering tasks into a contract, be sure to select the ‘Save Data’ button on the contract entry
screen.

1. Toadd a new task for a contract, select the Tasks/Alerts tab on an existing contract record.

2. Next, select the ‘Add Task’ button on the Task menu control.

3. Next, enter in the Task Name, select an Employee, enter in the task start date and task end date,
enter in the notify days, enter in notes if needed, and be sure to select the ‘Add task’ button (seen
above).

4. The new tasks we be displayed in the grid (seen above).

To view an existing Task, select the task in the grid (seen above) and click the row.
6. The Task edit screen will appear (seen below). Edit the values and select ‘Save task’ to save your
changes. Select the ‘Delete task’ button to delete the task.

o

Page 25 of 67



** Contract Detail Manager

T af 1 | b | 4k Addnew X Delete |of Save Data | (5
Cantract Title: |Sample Cantract Start Drate: I'I'I.-"'I 72007 LI Contract (D |4
Vendor/Customet. 5 o ords Buffet ] @ Endpae [111772007 ] Eontract Type: |
Employes: |.-'1'-.dams, Ada j @ Moty Days: ||:| Statusg: |
Signed by I.ﬁ.dams, Ada j Camliest Amisurt ||:| |vniceContractt: |

Detailal Termsl Miac.;"LicenaeI Warrant_l,ll Eunfidential_l,ll Indemx’GeneraIl Files/Docurnents | Financiald

P 4 |IZ| of 0 | b M d kask Delete bask g Save task  select a task from the grid to edit

Task Mame: I TazklD T azkMame TaskEndD ate MatituD ays Emp

Task End Date: | 11/17/2007 = |*
Notify Days: g =
Employee D [Adams, Ada |
Notes: |

Status: IDpen |
Completed | |

Contract Notes

The Notes tab enables users to add and track multiple notes per contract record.

+* Contract Detail Manager

P4 4 |1 aft | » bl |40 Addnew X Delste [ SaveData | =
Cantract Title: ISampIe Caontract Start [ ate: I'I'I.-"'I 8/2007 ﬂ Contract 10 |-|_
Ve o LURlETE: I.ﬁ.merican Appliance j % End Date: |1-|,.'1 2,007 ;I Contract Type: Ii
Erslse: [, =18 oy oo P s [N
Signed by |Adams, i da j Cartract Amaunt: ||:| IrevoiceContract: I_

Detailsl Termsl Misc.x’LicenseI Warrant_l,ll Eu:unfidential_l,ll Indem;"GeneraII FiIess’Du:u:umentsI Financialsl Tasks/tlers!:

P4 4 |IC| of 0 | b @ Delete note o] Save note  select a nate fram th%

M ote:

EntrpDate | Mote

Note: before entering Notes into a contract, be sure to select the ‘Save Data’ button on the contract entry
screen.

1. Toadd a new note for a contract, select the Notes tab on an existing contract record.

2. Next, select the ‘Add note’ button on the Notes tab menu control.

3. Next, enter in the Notes text and enter in the date, enter in notes if needed, and be sure to select
the Add note button (seen above).
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4. The new notes we be displayed in the grid (seen above).
To view an existing note, select the Notes tab and select a Note item in the grid (seen above).
The Note edit screen will appear (seen above). Edit the values and select ‘Save note’ to save your changes.
Select the ‘Delete note’ button to delete the selected note.
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Find Contract Form

,‘ ContractInsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

o~ File Employees  Vendors/Customers | Contracks | Reparts  Setup  Help  Exit

© ] Mew Contract

Add g2 o) B vendors/Customers €7 Employees

Find

3 Find Contract

Calendar VYiew I Day View | Contract Alerts | Ta

I
Gio to I Saturday | Movember 17,2007 w| Toda

I 1 |
To begin the process of finding or locating an existing contract record, select the Contracts menu, next
select the Find submenu item. The Find Contract screen will appear.

,‘ ContractInsight DE - Copyright CobbleStone Systems Corp. - [Find / Search Contracts]

o=l File Employees  Vendors/Customers  Contracks  Reparts  Setup Help  Exit

Search by | Saglag=Ta = ~lon a E}Search | double click an raw to view conkract

Co Employes 2 Jual_Table.| EmployeslD | Signed by | Contract_Title | Product

4 Yendar 13 13 Sample Contract
Tvpe
Category
Lacation
Deparkment
Stark Date bl

To find a Contract by Vendor, select a Vendor from the Search By list, enter a value in the entry box
(seen above), and click the corresponding Search button. Repeat this process for search by other search
criteria. The contract search results will appear in the grid (seen above). To view a contract record,
double click on the row in the grid and the Contract Add/Edit screen will appear.

Examples:
e To find a Contract by Employee, select an Employee from the list and click the corresponding
button.

e To find a Contract by Product, select a Product from the list and click the corresponding button.
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Scanned Image, Scanning Documents, Attaching Files

The Files/Documents (images) tab allows the user to enter files and other objects such as Scanned
Images, Voice Messages, Word Documents, spreadsheets, PDF files, multi-page TIF files, or any other

supported Object File.

* Contract Detail Manager

4t of 1 | b b |9k Addnew X Delste [ SaveData | 5§
Contract Title: ISampIe Cantract Start D ate: |11.-’1 742007 :I Cantract [D:
Wendor/Custamer: IBenaldS Buffet j % End Date: |11.-’1?.-’2DU? ;I Caontract Type:
Employee: |Adams, Ada Statug:

ﬂ@ Hotify 0 ays: ID

Signed hy: [dams, Ada x| Eentract Amount: o

Detailsl Termsl Misc.a"LicenseI \-\-"anant_l,ll Eonfidential}ll Indem/General_Files/Documents | £ ancialsl Tasks.-’AIertsI

Invoice/Contracti:

a5 Add new file/document | >{ Delete File | double dlick on a row ta view a documenk

FileMame | FilePath | EntryDate | Filein ey

Look in: I 1) sample files

) ContractywebEmailbotice_files

Recent

W 64pages. doc

W 64Pages[1]. doc

W 204_Pages.doc

W] AcceptableUsePalicy, doc
W ConsultingAgreement .dac
Consultingagreement. pdf
W1 contract. doc

= conkract_training. pdf

W] ContractABC . doc

|4
| o
| [
H
= Q@
z ContractwebEmailMotice. pdf -/E Sarnj
z ContractwebPricing. pdf @ Samj
z C5_Customers, pdf samg
[ Emailsample.msg Sam[
EmployeeND.ﬁ..doc Sam[
2 EmploveshDa. pdf r;] samg
ExcelFiIeSampIe.xls -/E Sarnj
B ExportFile, v B 50ty
2 FireProtectionSampleContract. pdf -/E Safty

HealthCareProviderAgreement.doc W Test
2HeaIthCareProvider.ﬁ.greement.de E] test,

MeetingCover.doc

RFP L
B sample filesz0060921, 2ip
z sample_lease.pdf

W] Contract SampleRes1 . doc

W1 ContractWeb_MeetingCover.doc
W11 Contract WebEmailMotice, doc

WG ContractWebEmailMotice. htm

<

-1
, be sure to select the ‘Save Data’ button on the

File narne: |Eonsultinuﬁ.ureement.ndf Open

by et

Note: before entering files/documents into a contr
contract entry screen.

act

To insert a scanned file do the following:

1. First scan the image of a Contract using your scanner and scanner software (scanner not included
with they system). Save the scanned contract (or document) to a file location with a name you
are familiar with (apostrophes in the file name are not supported). Note: it is recommended to
scan images and document to the multi-page tiff (TIF) format. Please refer to you scanner
documentation to convert scanned documents to multi-page tif format or contact CobbleStone
support.

From the Images/Files tab (located on the Contract screen) select Add new File button, next, the
file dialog box will appear (seen above). Next, navigate to the folder location of the scanned file
(or other file), select the file, select Open. The file will be added to the contract record. The files
will be displayed in the data grid (seen above). Note: additional software or hardware may be
required.

To view or open a file, select a file in the data grid, next double click on the row selected. The
software will open the document.

To delete a file, select the file (in the data grid row), next select the Delete File button and
confirm the delete (this cannot be undone).
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To add a saved file (such as MS Word, Excel, Emails, or PDF files), follow the same steps.

Configuring the location of scanned documents and files.

To change the configuration of where documents and files are stored, located the Config file in the
systems installation directory (noted in the installation section of this manual). Open the .config file
with notepad. Locate the FilePath key value (seen below). To modify the location of where scanned
files and documents are stored, enter the path (or network path) to the location. NOTE: It is not

recommended to change this location after the first documented is scanned or file is attached.
<?¥ml wverzsion="1.0" encoding="utf-ST7>
<oonfiguration>

<appiettings:
<!——hooess DE Connection String-—-
<add key="DatabaseConnection3tcri:

<Zadd key="FilePath" value=""75
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Enter/Edit Income and Expense Transactions

Bl ~* Contract Detail Manager

Note: before entering tasks into a contract, be sure to select the ‘Save Data’ button on the contract entry

P4 1 af 1 | » bl | 4F Addnew X Delete | SaveData |
Contract Title: ISampIe Cortract Start D ate: |11.-"1 2007 ]
Vendar/LUSIBmEr. B onards Bufet ~l @ Endpae [Tmam [
SNREES I.-’-'-.dams, Ada j E Matify Oays:; ID
Signed by: [dams, Ada ~|  Contract Amount: [0

Detailsl Termsl Misu:..-"Liu:enseI Warrant_l,ll Ennfidential_l,ll Indema’GeneraII FiIes.-"Du:u:ume T:

P44 ||Z| of 0| b bl | <k Add new Delete |l Save  select a transaction below to edit

Tranzaction_ID | Contract_[D

Trans Mame:

Description:

Aoct Code;

afithdraw:

Hate:

Date: 11417/2007 x|

Haours:

|
|
|
Deposite: |
|
|
|
|

screen.

From the contract add or edit screen, select the Financials tab (seen above) to enter or edit financial
tracking information for a particular contract. This enables a user to track Income, Expense or Hourly
racking for a particular Contract go to the Contract you would like to edit or add transactions to and
select the Financials tab. The form above will appear. Enter each line item in the entry boxes seen
above. Be sure to select the ‘Add” button seen above. The totals will appear at the bottom. Note: This

T

can be found at the top of the Contract Form.
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Reports and Reporting

/‘ ContractInsight DE - Copyright CobbleStone Systems Corp. - [Find / Search Contracts]

ol File  Employees  Vendors/Customers  Contracts | Reporks | Sebup Help  Exik

¢ Search by: |Contract Title |v| on A Wendors * |on row ko view contract

Contract_MHum | Contractual Table.| EmployeelD Employees ¥ [Contract Title | Product | Contract_Ste

4 Conkracks L Conkracks By Wendor

ontracks By Employves
Zontracts By Conkract Tyvpe
Conkracts By Status
Contracts By Category
Contracts By Location
Conkracts By Stark Date
Conkracks By End Date
Exping in ¥ days

 w»

To run or view a standard reports, select a report from the Report menu.

2. Next, select corresponding report submenu and report name (seen above). Note: A default printer must
be specified before viewing reports from the Printer settings in the user’s Windows Control Panel..

3. The Report Page allows the user to view the selected report, print the report by selecting the printer icon,
and find specified text by selecting the binoculars icon. (seen below)

4. There are a number of standard reports included in the System. To create a custom report, please refer

to Creating a Custom Report in this manual.

|.=|3:| |\§.)Erint... ||:h |§%| S |,._ﬂ @m 100 % = |§ gl”z? 'E:;'ﬁackwald ';?,'Eorward |C’?
= T R SR R T T N NN TR

Contracts By Type

- o: 1 Title SAMPLE Cleaning Caontract! VendorCustomer: Danmark Contract

: StartDate: 1/1/1997 Type: Product Cleaning

! End Date: 1/1,002 Department: Accounting Employes: Palmtree, Rick
HotifyDays 120 Locatiore | ocation’ Status:

- Annual Review Date: 5,20,2005 Contractiny, Home Cateqory: Categoryl

) Price Review Date: 1,172 Insurance Date: 11/22/1999 12:00:00

2 A

Nescrintine Carvicac for Mlaaning
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Contract Insight Report Builder

Customized Reports with Report Builder

Contract Insight comes with a full Report Writer tool entitled Contract Insight Report Builder. Report Builder is a very
powerful end-user reporting tool and some reporting experience will be helpful. Knowledge of MS Access Reporting or
Crystal Reports will be helpful, as to the concepts of Report Builder are very similar. This document will not cover all
features of the Report Builder, however, a good summary is provided below.

Upon launching Report Builder from the Reports menu, the report designer page will be load and pre-set with the
Contract Data source.

Contractinsight DE - Copyright CobbleStone Systems Corp. - [Alerts]

ol File Employees Vendors/Customers  Contracts

_] Mew Contract 3 Find Contract <~ Add Company - Vendors |

Employees 2

Tod ’_ﬂ_g:m’rram [}
Go toe - Joday
oto: Tuesday . February 05, 2DDB| E “.__Report Builder -

With its various tools and features the Contract Insight Report Builder offers great flexibility in constructing report
projects.

Calendar View | Day View | Contract Aletts | Task Alerts |

a-' Contract Insight Report Builder E@
File Edit
BR[| s BREX (Mm% - [z
Arial -0 ~|B I U AR E=s==|=¢
HE = 9|0 fe | &
ActiveReports 3.0 RIS SR 2 I 3 I =-[ Repott -
= . i~= PageHeaderl
A Label TOOLBOX =) aieizmist . @-= Detall
TextBon I . =1 PageFooter] =
CheckBox T/ B Detaill EI Fields
| o o B Bound
RichTextBox | txiContract_Titl o FELD - Contract_Num
O Shape L O = MAMAGER  -EE Contractual_Table Vi
L © REPORT DESIGN SURFACE : ] EmployesID
=] Picture I REPORT [T Signed_by
/" Line . EXPLORER -EFH PRl
i .
H PageBraak L Product
I - Contract_Start_Date
M garcode L --[E Contract_End_Date
[& subReport C - [ Contract_Amourt
. --[EE Cument_Date
@ 0leObject [ -[EE] Contract_Type
[l ChantControl B 5 PageFooterl --[E Status
Reportinfo --[ZF| Contract_Description
C -[E Inwoice/Contract#
=1 w0
‘ n b
= Appearance -
Alinnment | eft i%
Appearance
. < I DESIGNER TABS
Data i3 Designer | o & |
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Report Designer Section:

Object Browser | Start Page | Form1.cs [Design] * | Forml.cs®™  NewActiveReportl.cs [Design]* | 1k X

[

£
_@ Designer f) Su:"':-'.| El :"E'."E\.l

The report design surface is made up of the following base components:

1. PageHeader section--This section can be used to print column headers, page numbers, page titles, or any
information that needs to be printed once at the top of each page. Bound controls in the PageHeader or
PageFooter are not supported. The data in such controls may not be in synch with the data displayed in other

sections on the page.

2. Detail section--This section is the body of the report that prints once for each record in the data source.
3. DataSource icon--This control can be used to connect the report's data source settings to an existing data source
4. PageFooter section--This section can be used to print page totals, page numbers or any other information that

needs to be printed once at the bottom of each page.

5. Designer/Script/Preview tabs--The Designer and Script tabs can be clicked to toggle between design and script
views, while the Preview tab allows for a fully functional design-time preview of how a report will look and

behave at run time.

The designer tabs located at the bottom of the Report Builder design surface allow you to quickly access various aspects of
Report Builder. The Report Builder designer is equipped with three tabs, the Designer tab, the Script tab, and the Preview

tab.

Designer Tab: By default, when you create or open a Report when the designer tab is selected. While in this tab of

the Report Builder, you can perform all design-time and run-time functions associated with your report, such as

creating a layout, binding to data sources, creating event-handling methods, and more.
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% wikCalculatedFields - Microsoft Visual C# .NET [design] - rptCalFields.cs [Design] M=

File Edit Wew Report Project Build Debug Data Format  Tools  Window Help

= v - p Debug » [ GetlnvoiceReport - [ 3 4 »

T .

rptCalFields.cs [Design] | rptCalFields. cs S > ]

% NEEEEEEEEEEEEEE R EE NN

- W

=8 IR

g _ SRR r.-_['.-
=| [E] ghProducts &
- tetCompanyMamet- - - - - - ..
o ProductName - - Quatity: - - -UnitPrice - Total Price o
=| B detail y Pl
- tetProductMamet. - - - - - .- - ixtQuantity! - - tetUnidPrice? - - - - - - - Total Prce .
- _ -
_ -
_ L e m
- [ textBox1: 1=
1 —_—
D & >
@ Designer @ -_'-:-'-_".| D, Preview
El output

Ready

° Script Tab: By selecting the Script tab, you open the script editor, which gives you the ability to easily and quickly

add scripting to your report. The script editor contains two comboboxes that allow you to select any section of
theReport Builder and all events associated with that section. When you select a section and an event, the script editor
generates a method stub for the event.
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@2 Scripting Trial - Microsoft Yisual C# .NET [design] - rptScripting.cs [Design]* |Z||E|[z|

File Edit Wew Report Project Build Debug Data Format  Tools  Window Help
= p Debug v | g GetInvoiceReport - a = @ LﬂEdit Documentation 2
o
rptScripting.cs [Design]* | MewActiveReportl.cs [Design] S > ]
% Object : |.'5|I:ﬁ‘-.I'ERE|:II:IFt ﬂ Event : |DataIni1J'aIi2E ﬂ
— =
3_ 17 public void ActiwveReport Datalnitialize() il g
g 18 [ =lia
19 rpt.Fields.Add ("CategoryID™) &
20 rpt.Fields.Add ("CategoryHame™)
21 rpt.Fields.Add ("ProductHame"™)
22 rpt.Fields.Add ("UnitsInStock™)
23 rpt.Fields.4dd ("Description™) ; ||
24 rpt.Fields.Add ("TotallLakel™) ; E
25 ¥ .
26 %
27 public bool ActiwveReport FetchData (bool eof) 3"
28 { m
=
29 try 1;_
30 { ~|| @
Kl b
@ H;'&'@Scriptm?'e £
El output
Ready
° Preview Tab: The Preview tab allows you to quickly view what your report looks like at run time without needing to

actually run your project. This makes it easy to quickly see the run-time impact of changes you make in the designer or
the code-behind. To gain a report preview, toggle from the Designer or Script tab to the Preview tab.
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In Report Builders the Report Explorer serves as the information focal point for your report. From it, you can gain a quick
overview of the elements that comprise the report, remove individual controls, add parameters and calculated fields, change
report settings, bind data fields to textbox controls, and modify properties and report behavior via the Properties grid.

The Report Explorer lays out in one place the sum total of the elements contained in your report.
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Report Bxplorer

J-[£] Report
= pageHeader
—l-= ghProducts
& tdCompanyName1
@ IblProductName
& IblUnitPrice
& |blTotalPrice
@ IblCuartity
== detail
4 tdtProductMName1
@ bdCuartity1
& tdUnitPricel
& tdTotalPrice
& textBoxl
—l-= groupFooter]
% reportinfo
= pageFooter
= Fields
- Bound
CompanyMame
ProductMame
Init Price
Cluantity
- LUnbound
Calculated
—-[E¢| Parameters
L5} parameter
[= Settings

The following demonstrates how you can quickly modify a report using the Report Explorer.

To remove individual controls

1. In the Report Explorer, expand the tree that contains the the control you wish to remove. For example, if you want
to remove a ReportInfo control from a group header, expand the group header that contains the control.

2. Right-click on the control and select Delete from the shortcut menu.

3. Click Yes in the Report Explorer dialog to confirm your decision.

Report Explorer

Do you want to delete reportinfol?

[ Do not display again.

fes Mo
}

To add parameters

1. In the Report Explorer, right-click on the Parameters node.

2. Select Add from the shortcut menu.

3. Set any desired properties or events for the parameter in the Properties grid.
4.

Drag the parameter from the Report Explorer onto the design surface of your report. This will create a textbox object
that is bound to the parameter.
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Report Explorer

=-[Z Report
= pagsHeader
= detail

= pageFooter
+ Fields

[# Settings

To add calculated fields

Report Explorer

= Report
= pageHeader
= detail

= pageFooter

+ Fields
—-[#| Parameters
g | parameter] [ —
[# Settings

E Solutio. ..

Report ...

—New Parameter

In the Report Explorer, expand the Fields tree.

Right-click on the Calculated node.

Set any desired properties or events for the field in the Properties grid.

1.
2
3. Select Add from the shortcut menu.
4
5

Drag the field from the Report Explorer onto the design surface of your report. This will create a textbox object that
is bound to the field.

Report Explorer Report Explorer
=-[Z] Feport =-[Z Report
= pageHeader = pageHeader
+- = detail +-- = detail
= pageFooter = pageFooter
= Fields = Fields
Bound Bound
tad = Calculated New
ol Pammmer% BT «——}—Calculated
[ Settings E+| Parameters :
R Setnge Field
To bind data fields to textbox controls
1. In the Report Explorer, select the data field you want to bind to a textbox control.
2. Drag the field onto the design surface of the report. A textbox control is created and bound to the field, which is

reflected in the textbox's DataField and Name properties. For example, if you dragged a field
named "EmployeelD," the DataField property of the textbox is set to EmployeelID and the textbox is named

"txtEmployeelD1."

To modify properties and report behavior

1. In the Report Explorer, select the report element you want to modify. The Properties grid displays all available
properties and events for the element.

2. In the Properties grid, change any properties or events to implement the changes.

Formatting a Report

[T  Normal v Arial
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The Report Builder formatting toolbar is made up of the following components:

. Font--Sets the typeface of the selected label, checkbox, or textbox control

° Size--Sets the font size of the selected label, checkbox, or textbox control

° Zoom Out--Incrementally reduces the magnification level of the design surface
o Zoom In--Incrementally increases the magnification level of the design surface
. Bold--Sets the bold typeface on or off

° Italic--Sets the italic typeface on or off

. Underline--Sets the underline typeface on or off

. Align Left--Aligns the text left in the control area

. Align Center--Aligns the text centered in the control area

o Align Right--Aligns the text right in the control area

. Justify--Justifies the text in the control area

. Bullets--Adds bullets to the text in the RichText control area

U Decrease Indent--Decreases the indent of the text in the RichText control area
U Increase Indent--Increases the indent of the text in the RichText control area

toolbox displays a variety of controls available for use in ActiveReports. The items available from the toolbox change
depending on the designer currently in use.

ActiveReports 3.0

k- Pointer

Il Barcode

ol ChartControl
CheckBox
Al Label

/ Line

@ OleObject

‘= PageBreak

(& Picture
ReportInfo
RichTextBox

[[] shape
@ subReport

avx| TextBox

To access the ActiveReports toolbox

1 Open a Visual Studio project.

2 Add an ActiveReport to the project.
3. Click on View > Toolbox.

4 Click on the ActiveReports 3.0 tab.

The Reports toolbox is made up of the following components:

. Pointer--Allows you to select controls or sections of the report

. Barcode--Allows you to insert an Reports Barcode control
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Field

ChartControl--Allows you to insert a chart in any of a variety of styles
Checkbox--Allows you to insert a checkbox, bound to a database field or unbound
Label--Allows you to insert a new static label control

Line--Allows you to insert a line control

OleObject--Allows you to insert an OLE object, bound to a database field or unbound
PageBreak--Allows you to insert a page break within a selection

Picture--Allows you to insert an image loaded from a file

ReportInfo--Allows you to display report info in a number of format strings such as {PageNumber} of {PageCount}
Textbox--Allows you to insert a textbox, bound to a database field or unbound
Shape--Allows you to insert a rectangle, circle or square shape

Subreport--Allows you to insert a Subreport control to link to another report

RichTextBox--Allows you to insert an RichTextBox control

Expressions

Field expressions can be used in the DataField property to specify textbox output in a report, such as date/time,
mathematical calculations or conditional values. Any field expression should begin with the equals (=) sign.

Properties o X

| textBox1 DataDynamics.ActiveReports. TextBox ﬂ

i

[&i[=] #

CanShrink False ﬂ
ClaszName Marmal
CountMullvalues False
=Quantity*UnitPrice v |
DistinctField
Font Arial, 10pt
ForeColor I ==
HyperLink
Location 5, 0.625
MultiLine True
QutputFormat
RightToLeft False ﬂ
DataField

Gets or
contral.

sets the field name fromthe data source to bind to the

Using Field Expressions

To use a mathematical expression

Change

the DataField property for the text box to the mathematical calculation desired.

Examples: =UnitPrice+5

=Quantity-5
=Quantity*UnitPrice
=UnitPrice/QuantityPerUnit

To use a substring
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Change the DataField property for the text box to the substring needed. If setting up grouping, change the GroupHeader's
DataField property to the same substring.

Example: =ProductName.Substring(0, 1)

To use date/time
Change the DataField property for the text box to the following.
Example: =System.DateTime.Now.ToString()

To create a conditional value
Change the DataField property for the text box to the conditional statement desired.

Example: =(UnitsInStock > 0)?"In Stock":"Backorder"

To concatenate fields
Change the DataField property for the text box to the following.
Examples: ="There are " + UnitsInStock + " units of " + ProductName + " in stock."

=TitleOfCourtesy + " " + FirstName + " " + LastName

To round a calculation
Change the DataField Property for the text box to the following.
Example: =(double)System.Math.Round(UnitPrice*UnitsOnOrder,2)

To use modular division
Change the DataField Property for the text box to the following to get the remainder (2 in this case).
Example: =22%(5)

To replace a null value
Change the DataField Property for the text box to the following to replace nulls with your own value.

=(Region == System.DBNull.Value) ? "No region specified" : Region

To add a hyperlink to a report at design time, click on the appropriate control within the ActiveReport designer and set the
HyperLink property for it in the Properties window.
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| tutWebsite DataDynamics.ActiveReports. TextBox j

2= &
(DynamicProperties) -
[Name) bctWebsite
Alignment Left
BackColar [ ]| Gainsboro
CanGrow True
Canshrink False
ClassMame Marmal
CountMullvalues Falze
DataField
DistinctField
Font Arial, 10pt
ForeColor I s
www.datadynamics.com
Location 0.208333328, 0.7291667 ﬂ
HyperLink
Gets or sets a hyperlink for the text control.

Viewing and Printing a report

To view or print a report, select ‘Preview’ tab at the bottom of the report designer, and select the print icon to
print (seen below):
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Grouping Data in a Report
To group data in a report
1. Right-click in the Detail section of the report design surface, select Insert, and click on Group Header/Footer.
2. This will insert a new group header/footer section into your report.
3. In the Properties window for the group header, change the DataField property to the field on which you want your
data grouped.
4. Change the name of the group header to reflect the field on which data is being grouped. For example,
"ghCategories" would be the name of the group header field with the DataField property of "CategoryID".

Exporting a Report
To export a report to MS Excel and other formats, first preview the report by selecting the ‘Preview’ tab. Next,
from the File menu, select ‘Export’.
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Next, select the format to export to and the file destination.

B- Export Ctrl+E

a5l Report Export Options & o ..

Export
Select the export file format options

omat | Microsoft Excel WorkSheet 04LS) W

Export Options:

AutoRowHeight False

[ DisplayGrdLines True
File Format He57Flus
MinCalumnWidth 0.1
Min FowHeight 01
MuttiSheet False

(] RemoveVericalSpace False
|UseCellMerging False

| |

AutoRowHeight
True f excel should set the height of the row based
on the conterts of that row. Ctherwise the XsBxpo...

u) | Cancel

Saving and opening a report

The report builder tool enables user to create and save multiple reports. To save a current report as an RPX file

1. While in the design view, select Save from the File menu.
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2.

Contractlnsight DE - Copynght CobbleStone Systems Co

ol File Employees Vendors/Customers Contracts
o
[ New  Ctrl+N X A GGl
& Open  Ctrl+0O | BIU .‘ﬂ‘u c-,‘|§_|
F i | B B2
o B Bpot CweE e
) Exit J [=] PageHeaderl
g Help I
CheckBaox =| EHity Detill
=] RichTeutBiox N EEESEESSESERSEE:
M e N BRI

Name the file appropriately and select the location in which to save it.

Save As
Savein: | ._,J My Computer ﬂ - Ed~
_-a- “eLocal Disk (C:);
4 25 DVD-RW Drive (D:)
My Recent |2 Local Disk (E:)
Documents
C
Desltop
Cy
My Documents
My Computer
My Netwo File name: |Hepnrt.rpx j Save |
Places
Save as type: |.ﬁ.|:ti1.reHepnrts for WET Formmat {“rpoec)

Cancel

Click Save to save the selected report layout.

To load an existing RPX file

While in the Report Builder, click File > Open.

Select the RPX file from the appropriate location.

Click Open to load the selected report layout.
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e Save Ctrl+5
W o | B By
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B Help -
CheckBoy =| i Detaill
RichTextBox i
O Shape B

4. The saved report will appear in the designer section.

Connecting to the database and other data sources:

The report designer is automatically connected to the contract database. However, the report builder enables a
report to be connected to the Contract Insight directly, which is normally located in the C:\Program
Files\CobbleStoneSystems\ContractinsightDE folder. Your installation path may vary depending on the path selected

during installation. The report builder may also be connected to any other datasource for reporting. To edit the
data source, select the Fields item, and then select ‘Edit Data Source’ seen below.

: =~ Report

.= PageHeader1
= Detaill
Footerl

--[E¢| Parameters
----- [ Settings

B Appearance -
ShowFParamete True | |
Watermare  [__| inone)
WatermarMligl Center
WatermarPrire
Watermarlk Size| Clip

B Behavior

[ m

Edit Data Source...
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° Data Source

The Data Source option allows access to add Data Source parameters or modify existing Data Source settings.

;w1 Pagetooter| =
=-[EZ] Fields
. @-E=] Bound
EI Calculated
..[EH Field1 -
)4 |
E Appearance -
ShowParameterl| True I
Watermark [ 1 inone)
Watermark Alignment Center
Watermark PrintOnFPages
Watermark SizeMode Clip
E Behavior
MaxFages 0
Frint\Width = )
Script Language CH 3
B Data
DataMembe Contractual Query
DataDynamics ActiveRepol |
30
Provider=Microsoft .Jet OLEDE
SaL select * from [contractual que
IzerData
B Design b
Tr—aeldmimb+ on

Report Builder makes it easy to bind your report to other data sources by using the gray DataSource icon located in the
Detail section of the report design surface or by accessing the DataSource dialog from the Report Settings menu.

To use the DataSource icon

1. From the report design surface.
2. Click on the gray DataSource icon in the Detail section of the report to open the Datasource dialog.
3. You will then be prompted to select your data source, connection string, and query.
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® Datasource
[51 oLe o8 | sou | it | unbound]

Connection String :

X

Query :

Command Timeout 3§30 El:

Build...

0K Cancel

To connect to Microsoft Access using Jet 4.0

v O N o bk W N

Click on the gray report DataSource icon in the Detail section to open the Datasource dialog.
Select the OLE DB tab.

Click on Build.

Select "Microsoft Jet 4.0 OLE DB Provider" and click Next.

Enter a database name or Click the ellipsis button to browse for the access path to a database.
Click Open once you have entered a database name or selected the appropriate access path.
Click OK to continue.

Enter a SQL statement in the Query box (e.g. "Select * from products").

Click OK to return to the report design surface.

To connect to SQL Server

N o un s wnN e

Click on the gray report DataSource icon in the Detail section to open the Datasource dialog.
Select the SQL tab.

Click on Build.

Select "Microsoft OLE DB Provider for SQL Server" and click Next.

Select a server.

Chose Windows integrated security or a specific username and password.

Choose the database for connection and click OK.
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8. Enter a SQL statement in the Query box (e.g. "Select * from products").

9. Click OK to return to the report design surface.

To connect to an XML database

Click on the gray report DataSource icon in the Detail section to open the Datasource dialog.
Select the XML tab.

Click the ellipsis button beside File URL to browse for the access path to Customer.xml.
Click Open once you have selected the appropriate access path.

In the Recordset Pattern field, enter a pattern (e.g. "//ITEM").

o u s wnN =

Click OK to return to the report design surface.

To use a dataset at design time, add the necessary data controls to the Report, set the report's DataSource and DataMember
properties, and bind the report's controls to the corresponding data fields

& o1f your project already contains a dataset that you want to use within the Report designer, drag the DataSet object from
the Data tab of the toolbox onto the report surface. This will open the Add Dataset dialog. To add your dataset, select
the Typed dataset option then choose your dataset.

Add Dataset X

Choosea typed oruntyped dataset to add to the designer.

i» Typed dataset
Mame: EmployeePerformance.DataSetl ﬂ

Creates an instance of atyped dataset class already in your project. Choosethis
option towark with a datasetthat has a built-in schema. See Help for details on
generating typed datasets.

(" Untyped dataset

Creates aninstance of an untyped dataset class of type System.Data.Dataset.
Choose this option when you want a dataset with no schema.

0K Cancel Help

To add data controls to the Report

1. While in an Report, click the Data toolbox tab. Select any available DataAdapter object and drag it onto the report
surface; the Data Adapter Configuration Wizard will open and you will see a visual representation of the DataAdapter
object in the Reports component tray.

2. Click Next.

3. Click New Connection, which will open the Data Link Properties dialog, and select the "Provider" tab.

4, Select the appropriate provider.

5. Select the "Connection" tab and enter or browse for the path to the desired database file and click OK to close the
dialog and return to the Configuration Wizard.

6. Click Next twice, enter the appropriate SQL Select statement and click the Next button again.
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7. Click Finish to close the wizard. A connection object will now reside with the DataAdapter object in the ActiveReports
component tray.

8. To generate the dataset, right-click the DataAdapter object, click on "Generate DataSet," select "Add this dataset the
the designer," and click OK.

To set the report's DataSource and DataMember properties

1. Click in the gray area of the design area to select the ActiveReport.
2. From the Properties grid, set the DataSource property to the newly generated dataset and the DataMember to the
DataTable.

NewActiveReportl DataDynamics.ActiveReports. ActiveRepors

=P ElIE2lE

{DynamicProperties)
{Name) HewActiveReportl
DataMember

DataSource
Document R

Language --igq Data Sets
Localizable ol daESetﬁ

MaxPages
PrintWidth
ScriptLanguage
ShowParameterl)]
TrayHeight
TrayLargelcan
UserData

Generate Dataset..., Preview Data..., Edit Data Source...

DataSource
Gets or sets the data source from which the report will retrieve data.

After setting the report's data source, all bound fields appear under the Bound node, which is accessed by expanding the
Fields node in the Report Explorer.
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Report Explorer

-2 Report
= pageHeader
+- 2= detail

= pageFooter
- Fields

-
Address
BithDate
City
Country
EmployeelD
Extension
FirstMame
HireDate
HomeFhone
LastMName
Motes
Photo
PostalCode
Region
ReportsTo
Title
TitleOfCourtesy

Unbound
[ Parameters
[ Settings

Report Explorer | E Solution Explorer

To bind the report's controls to the corresponding data fields

Adding Custom Code to a Report

Use the Script tab and AddCode method to inject code into the script.

The AddCode method allows actual code segments to be added to the script at run time. This is useful for allowing secure
information, such as a database connection string or SQL query string, to be used inside the script without having to save it
into the RPX file.

'Visual Basic
Public Function addThisCode() As String
Dim sCode As String = "Public Function ShowACMessage() As String"
+ Environment.NewLine + "ShowACMessage = ""my Added Code"""
+ Environment.NewLine + "End Function"
addThisCode = sCode

End Function

Private Sub rptAddCode ReportStart (ByVal sender As Object, ByVal e As System.EventArgs)
Handles MyBase.ReportStart
Me .AddCode (addThisCode () )

End Sub

'VB.NET Script
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Public Sub Detaill Format ()

CType (rpt.Sections ("Detaill") .Controls ("TextBox1l"), TextBox).Text = ShowACMessage ()
End Sub

Adding Parameters to a Report

In Report Designer, the Parameters dialog can be used to prompt for user input when reports are generated. If you add
"<%FieldName | PromptString | DefaultValue | Type %>" to the report's SQL string, the Parameters dialog appears when
the report opens.

This walkthrough illustrates the basics of using parameters in simple reports.
Connecting the report to a data source

To connect the report to a data source

1. Open Report builder, click on the gray report DataSource icon in the Detail section to open the report DataSource
dialog.
2.
7 L:_IE Report
~-= PageHeader1
---EI Dietaill

~—= PageFooter]
é -- Fi Wi

-- Bound

EI Calculated
Field1
=41 |
E Appearance
ShowParameterlU| True
Watemark [ inone)
WatermanAlignment Certer
WatemmankPrintOnPages
Watemark Size Mode Clip
E Behawior
MaxFPages 1]

DataMember Contractual Query
E DataDynamics Active
Command Timeout 30
ConnectionString

TrayHeight a0
Trawl armelenn Tnw=
3. In the SQL query field, type "SELECT * FROM [contractual_table] WHERE contract_end_date =#<%Date|End
date:|1/1/1994|D%>#".
4, Click the report design surface to return to the report design surface.
5. To preview or print the report, select the “Preview’ tab
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Custom Reports Using Microsoft Access

Items Required:
1. Microsoft Access installed on your computer.
2. The location of your "Contract.mdb" file. The file will be either on your hard drive or on the
network.
3. The appropriate network permissions. Contact your network administrator for help.

Creating a Custom Report:

1. Open MS Access, create a new database. Select a name for your new database. Remember the
name, you will use this database as your interface to the contract data.

2. In MS Access select "File" from the Menu.

3. Select "Get External Data", and then select "Link Tables".

4. Browse to the location of your "Contract.mdb" file. By default the file is stored in the following
location "c:\program files\Contract Management Software\Contract.mdb" (other the proper
directory for your installation, please contact your IT help staff for more information).

5. Select the "Contract.mdb" file.

6. Select the "Select All" button. Next, select "OK". The links to the tables should appear in your
new database.

7. Next, import the "Contractual Query" by selecting "Get External Data", "Import Data" from the
Menu.

8. Browse to the location of your "Contract.mdb" file.

9. Select the "Contract.mdb" file.

10. Select the "Queries" tab from the top of the form.

11. Select the "Contractual Query". Next, select "OK". The queries will now be imported to your
new database.

12. You can now use the Microsoft Access Report Writer by selecting the "Reports” Tab and then
selecting the "New" button.

13. Refer to your MS Access documentation or the MS Access help file to create your own custom
reports.

14. Create a Report with an MS Access Report Wizard:

15. In the Database Window of your new database, click the Reports Tab.

16. Click New.

17. In the New Report dialog box, select the wizard that you want to use. A description of the wizard
appears in the left side of the dialog box.

18. Click the table or query that contains the data you want to base your report on.

19. Click OK.

If the resulting report doesn’t look the way you want, you can change it in Design view.

Exporting Data

The System allows authorized users to export data to analyze in third party tools such as Microsoft
Excel or MS Access. To export data, follow the same instructions found in the Custom Report section of
this manual. Once, you establish a linked table to the Contract.mdb file, you may use Microsoft Access
to export data. Refer to the Microsoft Access help files for more information.
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Contract Insight Desktop Edition Task Emailer Application

Installation:

It is recommended to install the Task Emailer application on a Windows server where the shared Contract.mdb
database (name may vary) is located. NOTE: The Task Emailer Application is a separate add-on.
Requirements for this method of installing e-mail alerts:

1. The SMTP Server name or IP address that will be used to route e-mails

2. The user name and password if the SMTP server requires authentication

3. Admin level permissions to the Contract.mdb access database (name and path may vary)

4. The correct permissions to install the Microsoft .NET Framework on the Windows Server.

5. Correct permissions to schedule and create a Windows Task Scheduler job on the Windows Server.

Download and Install the Microsoft .NET Framework from Microsoft’s website

Note: The .NET Framework should be installed on the Windows Servers. To download and install the NET
Framework visit Microsoft.com and run the system updates or go to

http://www.microsoft.com/downloads/ search for the Microsoft .NET Framework and follow the instructions.

First, locate Contract.mdb database (name and path may vary) on the Windows Server.
Next, locate and run the ‘ContractinsightTaskEmailer.msi’ installation file provided by CobbleStone Systems.
Follow the installation wizard:

1’{‘;‘ ContractTaskEmailer

Welcome to the ContractTaskEmailer Setup
Wizard

The ingtaller will quide you through the steps required to install ContractT askEmailer on pour
conmputer.

WwARMIMG: Thiz computer program is protected by copyright law and international treaties.
IInauthiorized duplication ar digtribution of this program, ar any portion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent pozzible under the law,

Cancel < Back
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ﬁ' ContractTaskEmailer

Select Installation Folder

The installer will ingtall ContractT askE mailer to the following folder.

Toinztall in this folder, click "Mext". Taoinstall bo a different folder, enter it below or click “'Browse"'.

Enlder:
C:Program FilestCobbleStoneSpstems\Contract T azkEmailers, [ Browse...

S

| DiskCost. |

Install Cortract TaskEmailer for yoursef, or for anyone who uses this computer:

(7 Just me

Cancel ] ’ < Back ] [ MHest » ]

ﬁ' ContractTaskEmailer

Confirm Installation

The installer iz ready to install ContractT azkEmailer on your computer.

Click "Mext" to start the installation.

L.

When complete the installation confirmation screen will appear:
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‘E‘;’ Report Emailer

Installation Complete

Fepart Emailer haz been succeszsfully installed,

Click "Cloze" to exit.

Pleaze uze wWindows Update to check for any critical updates to the MET Framework.

-

After the installation is complete, it is required to set the correct configuration file settings. The configuration
file can be found at: C:\Program Files\CobbleStoneSystems\ContractTaskEmailer\ (installation path may vary).
Select and open the application configuration file (.config) (via Notepad) located at: C:\Program
Files\CobbleStoneSystems\ContractTaskEmailer\ (path may vary).

@Uv| . Ch\Program FiIes\Cu:uI::II::IIeStu:uneS}rstems‘aCDntractTaskW v] 3 |

File Edit View Tools Help

Search

‘ Organize = 22 Views - & Burn

ra

Eavonte Links [] Mame Date modified
ContractTaskEmailerSQL5cript.sgl b 8/23/2006 9:42 PM
EE. Documents =
] |%| Interop. ADODE.dII 11/2/2006 4:11 AM
EE Pictures .
|%| Interop. CDO.dII 1/19/2008 3:33 AM
i IntelliWatt ] readme.doc 8/23/2006 9:05 PM
FEJ:'I Music ScheduleTask.bat 8/20/2006 4:14 AM
More = __1Ta AT 8/13/2008 8:57 AM
6,/14/2008 12:14 AM
Folders v 5/27/2008 9:37 AM
. PerfLogs &

Using Notepad, edit the following application settings in the TaskEmailApp.exe.config file:
Next, update the following variables in the configuration file by changing the values for each variable:

1. STMPSERVER: this is the name or IP address of the SMTP server to route the emails through (note: this
STMP server should allow the relaying of emails from the machine that this application is installed on)

2. EmailFrom: this is the variable for specifying the e-mail address that the contract and tasks emails are sent
from. This should be a well formatted email address in the name@domain.com format.

3. EmailCC: this and optional variable that is to be used to specify an e-mail account to receive a copy of each
email sent. This variable can be left blank (“”’) if you do not have to copy each email to a specific account.
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4. SMTPPort: The SMTP Port is normally 25. This is the port that the SMTP server is listening on. Check with
your e-mail administrator for the correct SMTP Port.

5. APPENDCONTRACTEMAILSUBJECT: This variable can be used to append a subject to the Contract

Email alerts. This variable can be left blank (“”’) if you are not required to append any text to the subject of
contract alerts.

6. APPENDTASKEMAILSUBJECT: This variable can be used to append a subject to the Task Email alerts.
This variable can be left blank (‘) if you are not required to append any text to the subject of tasks alerts.

7. DATA SOURCE: update both areas with the full folder path and file name to the Contract.mdb database
(path and name may vary).

8. DBPath: this is the path to the contract.mdb file.
9. DBProvider: typically left as "Microsoft.Jet. OLEDB.4.0"
10. Save and Close the configuration file.

11. Screen shot of a typical configuration file (below):

cconfiguration>
<connectionstrings>
<add name="ContractInsighiDE.My.MySettings.ContractConnectionstring™
ronnectionstring="Provider=Microsoft.Jet.OLEDE. 4.0;Data Source=|DataDirectory|
WContract.mdb; Persist Security Info=True" prowviderName="System.Data.0ledb™ /=
< fconnectionstrings>
<appsettings>
<add key="SMTPSERVER" wvalue="mail.YOURSERVER.com" />
<add key="EmailFROM" va]ue “YOUREHAIL@YDUREHAIL.cnm“ =
<add key="EmailccC"™ walue="" /=
<add key="SMTPPORT" wvalue="5387" />

<add key="APPENDCONTRACTEMAILSUBIECT"” walue="Contract Alert: " /=

<add key="APPENDTASKEMAILSUBIECT" walue="Contract Task Alert: " />

<add key="APPENDCONTRACTEMAILEODY" walue="The following contract has an alert: " />
<add key="APPENDTASKEMAILBODY" walue="The following task is expiring: " />

<add key="DatabaseConnectionstring” wvalue="Provider=Microsoft.let.OLEDE. 4.0;Data
pource=C:ZProgram Files\CobbleStonesSystems\ContractInsightDENZNCcontract.mdb;User
[d=admin; Password=;" />

<add key="SMTPSERVERUSERNAME" wvalue="" /x>

<add key="SMTPSERVERPASSWORD" wvalue="" />

<add key="ClientSettingsProvider.ServiceUri" walue="" />
< fappsettings>

<system.netx
< /fEy=stem. ner>
<system.web:>
<memberzhip defaultProvider="ClientAuthenticatiomMembershipProvider >
<providers>
<add name="ClientAuthenticatiomMmember=hipProvider™
[ype="System.wWeb.ClientServices.Providers.ClientFormsAuthenticationMembershipProvider,
F¥sTem.web. Extensions, version=2.5.0.0, Culture=neutral, PublicKeyToken=
Bibf3856ad364e35" serviceUri="" /=
< /providers>
</membership>
<roleManager defaultProvider="ClientRoleProvider"” enabled="true"=
<providers>»
<add name="ClientRoleProvider™
[ype="5System.web.ClientServices.Providers.ClientRoleProvider, System web. Extens1uns,
version=32.5.0.0, Culture=neutral, PublicKeyToken=31bf3856ad364e35" serwvicelri="
racheTimeout="86400" />
< /providers>
</roleManager>
</system.web>
efconfTigurations

To test the Task Emailer application, you may double click the TaskEmailerApp.exe file and note any error
messaged on the console. If any error messages are noted, please contact CobbleStone Systems at
support@CobbleStoneSystems.com.
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Scheduling the Task E-mailer Application to run on a daily basis
The task e-mailer application may be scheduled to run on a daily (or routine) basis. It is recommended to use
the Windows Tasks Scheduler to schedule the TaskEmailerApp.exe file to run on a routine basis (typically each
night at 1 AM). NOTE: please follow the Microsoft Windows instructions for scheduling a .exe file to run via
the Windows Schedule and be sure to set the appropriate permissions for the scheduled task to run under.
NOTE: Be sure to verify the Windows Servers instructions for creating a schedule task as procedures between
various version of Windows Servers differ.

1. Open the Windows Tasks Scheduler

3 Scheduled Tasks

File Edit Mjew Favorites  Tools  Advanced Help
SBack « = - | &hsearch [YFolders €% | = B2 X w3 | Ed~
Address scheduled Tasks

Mame | Schedule | ek Fun Time | Last Run Time | Skatus
&dd Scheduled Task.

scheduled Task Wizard

Thiz wizard helpz you schedule a tazk for Windows
ko perfarm.

'ou zelect the program you wank Windows ba rn,
and then zchedule it for a corvenient time.

Click Mest to continue.

Carnicel |

< Back

2. Select browse to browse to the TaskEmailerApp.exe file (installed above)
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To zee more programs, click Browse,

Scheduled Task Wizard E

Click the pragran pau want Windaws ta .

|«

Application | Y ersion
*Accezsibilig Wizard R.00.2195.66. ..
E.ﬂ.embat Reader 5.0 5.0.1.200103...
(B Address Book E.002800.119...
L{J AdeptsaL Diff 1.6.0.21
..ﬁ.dministrative Command Line  5.4.1.02
2 Backup 500219567,
! Demliim Armliiim Merarsmnd L ne. E A1 07

¢ Back | et >

| Cancel |

3. Locate the TaskEmailApp.exe file (installed above) and select Open

Select Program to Schedule

Look, in; I £ ContractT askE mailer

= « ® ck E-

=| ConkractTaskEmailerSQLScripk.sol. bxt
Interop. ADODE. I
Inkerop, COondll

File name: ITaskE mailspp. exe

2T

Filez of type: IF'ru:ugrams

4. Next, select Daily on the task interval screen below.
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Scheduled Task Wizard =

Type a name for thiz tazk. The task name can be
the zame name az the program name.

ITaskE mailspp

= Monthly
" One tirme anly
€ Wwhen my computer starts
= when | log on

< Back I Hest » I Cancel |

5. Next, enter the start time of the task to run each day (normally after midnight)

scheduled Task Wizard

Select the time and day vou want this task to start,

Start time:
gogaW =

Perfarmm this tagk:

% Every Day

" Weekdays
" Every |1 _lj days
Start date:

I 9/17/2008 "I

¢ Back I MHest > I Cancel

6. Select Next, and enter a local admin account for the task to run under
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Scheduled Task Wizard ks

Enter the name and pazsword of a uzer. The task wil
rur &z if it were gtarted by that uzer.

Enter the user name: IDld?ES'xlncaladmin
Enter the paszward: I’“‘"
Confirm pazsword; I’“‘"

¢ Back I Mext > I Cancel |

7. Click next to finish the task setup.

Double click on the task to verify that the tasks runs successfully. Be sure to monitor the task event log and
Windows Event Log for e-mail errors. If there are any errors or questions, please contact
support@CobbleStoneSystems.com
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System Limitations

The desktop edition is limited to ten concurrent users and has a total database limitation of 1 GB.
However, this means that you can track as many contracts as you wish until the database reaches 1 GB
in size. CobbleStone System’s enterprise edition does not have a limitation on the database size. To
contact CobbleStone Systems to upgrade to the Contract Management Enterprise Edition (at a
discounted price) see the information below.

Upgrading to the Contract Enterprise Edition

CobbleStone offers a many more features in their Contract Management Enterprise Edition. To learn
more about how you can have unlimited scanned documents, attached files, customized fields,
customized reporting, e-mail alerts, multiple levels of security, contract creation and templates, tasks
and workflow, vendor negotiation and more, please visit our website at:
http://www.CobbleStoneSystems.com

Support and General Questions Contact Information

If you have a question about our products or would like a demo and pricing please contact us.
Telephone: 1-866-330-0056

Electronic mail: info@CobbleStoneSystems.com

Support e-mail: support@CobbleStoneSystems.com

Website: http://www.CobbleStoneSystems.com

Page 64 of 67


http://www.cobblestonesystems.com/
mailto:info@CobbleStoneSystems.com
mailto:support@CobbleStoneSystems.com
http://www.cobblestonesystems.com/

End User Software License Agreement

PLEASE READ THIS SOFTWARE LICENSE AGREEMENT (""LICENSE") CAREFULLY BEFORE USING THE
SOFTWARE. BY USING THE SOFTWARE, YOU ARE AGREEING TO BE BOUND BY THE TERMS OF THIS
LICENSE. IF YOU DO NOT AGREE TO THE TERMS OF THIS LICENSE, DO NOT USE THE SOFTWARE. IF YOU DO
NOT AGREE TO THE TERMS OF THE LICENSE, YOU MAY RETURN THE SOFTWARE TO COBBLESTONE
SYSTEMS CORP (THE COMPANY) FOR A REFUND. IF THE SOFTWARE WAS ACCESSED ELECTRONICALLY,
CLICK "DISAGREE/DECLINE". FOR SOFTWARE INCLUDED WITH YOUR PURCHASE OF HARDWARE, YOU
MUST RETURN THE ENTIRE HARDWARE/SOFTWARE PACKAGE IN ORDER TO OBTAIN A REFUND.

IMPORTANT NOTE: This software may be used to reproduce materials. It is licensed to you only for reproduction of non-
copyrighted materials, materials in which you own the copyright, or materials you are authorized or legally permitted to
reproduce. If you are uncertain about your right to copy any material, you should contact your legal advisor.

1. General. The Contract Insight, CMTS, Contract Management Software, and Contract Management Tracking Software (collectively
the “software”), documentation and any fonts accompanying this License whether on disk, in read only memory, on any other media
or in any other form (collectively the "Contract Software") are licensed, not sold, to you by CobbleStone Systems Corp.
("CobbleStone™) for use only under the terms of this License, and CobbleStone reserves all rights not expressly granted to you. The
rights granted herein are limited to CobbleStone's and its licensors' intellectual property rights in the CobbleStone Software and do not
include any other patents or intellectual property rights. CobbleStone retains ownership of the CobbleStone Software itself. The rights
granted under the terms of this License include any software upgrades that replace and/or supplement the original CobbleStone
Software product, unless such upgrade contains a separate license.

Title and intellectual property rights in and to any content displayed by or accessed through the CobbleStone Software belongs to the
respective content owner. Such content may be protected by copyright or other intellectual property laws and treaties, and may be
subject to terms of use of the third party providing such content. This License does not grant you any rights to use such content.

2. Permitted License Uses and Restrictions. This License allows you to install and use one copy of the CobbleStone Software on a
single computer at a time. This License does not allow the CobbleStone Software to exist on more than one computer at a time, and
you may not make the CobbleStone Software available over a network where it could be used by multiple computers at the same time.
You may make one copy of the CobbleStone Software in machine-readable form for backup purposes only; provided that the backup
copy must include all copyright or other proprietary notices contained on the original. Except as and only to the extent expressly
permitted in this License or by applicable law, you may not copy, decompile, reverse engineer, disassemble, modify, or create
derivative works of the CobbleStone Software or any part thereof. THE COBBLESTONE SOFTWARE IS NOT INTENDED FOR
USE IN THE OPERATION OF NUCLEAR FACILITIES, AIRCRAFT NAVIGATION OR COMMUNICATION SYSTEMS, AIR
TRAFFIC CONTROL SYSTEMS, LIFE SUPPORT MACHINES OR OTHER EQUIPMENT IN WHICH THE FAILURE OF THE
COBBLESTONE SOFTWARE COULD LEAD TO DEATH, PERSONAL INJURY, OR SEVERE PHYSICAL OR
ENVIRONMENTAL DAMAGE.

3. Transfer. You may not rent, lease, lend or sublicense the CobbleStone Software. You may, however, make a one-time permanent
transfer of all of your license rights to the CobbleStone Software to another party, provided that: (a) the transfer must include all of the
CobbleStone Software, including all its component parts, original media, printed materials and this License; (b) you do not retain any
copies of the CobbleStone Software, full or partial, including copies stored on a computer or other storage device; and (c) the party
receiving the CobbleStone Software reads and agrees to accept the terms and conditions of this License.

Updates: If an CobbleStone Software update completely replaces (full install) a previously licensed version of the CobbleStone
Software, you may not use both versions of the CobbleStone Software at the same time nor may you transfer them separately.

NFR (Not for Resale) Copies: Notwithstanding other sections of this License, CobbleStone Software labeled or otherwise provided
to you on a promotional basis may only be used for demonstration, testing and evaluation purposes and may not be resold or
transferred.

4. Consent to Use of Data. You agree that CobbleStone and its subsidiaries may collect and use technical and related information,
including but not limited to technical information about your computer, system and application software, and peripherals, that is
gathered periodically to facilitate the provision of software updates, product support and other services to you (if any) related to the
CobbleStone Software. CobbleStone may use this information, as long as it is in a form that does not personally identify you, or
release your data, to improve our products or to provide services or technologies to you.

5. Termination. This License is effective until terminated. Your rights under this License will terminate automatically without notice
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from CobbleStone if you fail to comply with any term(s) of this License. Upon the termination of this License, you shall cease all use
of the CobbleStone Software and destroy all copies, full or partial, of the CobbleStone Software.

6. Limited Warranty. CobbleStone warrants the software to be free from defects in materials and workmanship under normal use for
a period of ninety (90) days from the date of original purchase. Your exclusive remedy under this Section shall be, at Cobble Stone's
option, a refund of the purchase price of the product containing the CobbleStone Software or replacement of the CobbleStone
Software which is returned to CobbleStone or an CobbleStone authorized representative with a copy of the receipt. THIS LIMITED
WARRANTY AND ANY IMPLIED WARRANTIES INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES OF
MERCHANTABILITY, OF SATISFACTORY QUALITY, AND OF FITNESS FOR A PARTICULAR PURPOSE, ARE LIMITED
IN DURATION TO NINETY (90) DAYS FROM THE DATE OF ORIGINAL RETAIL PURCHASE. SOME JURISDICTIONS DO
NOT ALLOW LIMITATIONS ON HOW LONG AN IMPLIED WARRANTY LASTS, SO THE ABOVE LIMITATION MAY NOT
APPLY TO YOU. THE LIMITED WARRANTY SET FORTH HEREIN IS THE ONLY WARRANTY MADE TO YOU AND IS
PROVIDED IN LIEU OF ANY OTHER WARRANTIES (IF ANY) CREATED BY ANY DOCUMENTATION OR PACKAGING.
THIS LIMITED WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS, AND YOU MAY ALSO HAVE OTHER RIGHTS
WHICH VARY BY JURISDICTION.

7. Disclaimer of Warranties. YOU EXPRESSLY ACKNOWLEDGE AND AGREE THAT USE OF THE COBBLESTONE
SOFTWARE IS AT YOUR SOLE RISK AND THAT THE ENTIRE RISK AS TO SATISFACTORY QUALITY, PERFORMANCE,
ACCURACY AND EFFORT IS WITH YOU. EXCEPT FOR THE LIMITED WARRANTY SET FORTH ABOVE AND TO THE
MAXIMUM EXTENT PERMITTED BY APPLICABLE LAW, THE COBBLESTONE SOFTWARE IS PROVIDED "AS IS",
WITH ALL FAULTS AND WITHOUT WARRANTY OF ANY KIND, AND COBBLESTONE AND COBBLESTONE'S
LICENSORS (COLLECTIVELY REFERRED TO AS "COBBLESTONE" FOR THE PURPOSES OF SECTIONS 7 AND 8)
HEREBY DISCLAIM ALL WARRANTIES AND CONDITIONS WITH RESPECT TO THE COBBLESTONE SOFTWARE,
EITHER EXPRESS, IMPLIED OR STATUTORY, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED WARRANTIES
AND/OR CONDITIONS OF MERCHANTABILITY, OF SATISFACTORY QUALITY, OF FITNESS FOR A PARTICULAR
PURPOSE, OF ACCURACY, OF QUIET ENJOYMENT, AND NON-INFRINGEMENT OF THIRD PARTY RIGHTS.
COBBLESTONE DOES NOT WARRANT AGAINST INTERFERENCE WITH YOUR ENJOYMENT OF THE COBBLESTONE
SOFTWARE, THAT THE FUNCTIONS CONTAINED IN THE COBBLESTONE SOFTWARE WILL MEET YOUR
REQUIREMENTS, THAT THE OPERATION OF THE COBBLESTONE SOFTWARE WILL BE UNINTERRUPTED OR
ERROR-FREE, THAT THE COBBLESTONE SOFTWARE WILL BE COMPATIBLE WITH THIRD PARTY SOFTWARE, OR
THAT DEFECTS IN THE COBBLESTONE SOFTWARE WILL BE CORRECTED. NO ORAL OR WRITTEN INFORMATION
OR ADVICE GIVEN BY COBBLESTONE OR AN COBBLESTONE AUTHORIZED REPRESENTATIVE SHALL CREATE A
WARRANTY. SHOULD THE COBBLESTONE SOFTWARE PROVE DEFECTIVE, YOU ASSUME THE ENTIRE COST OF
ALL NECESSARY SERVICING, REPAIR OR CORRECTION. SOME JURISDICTIONS DO NOT ALLOW THE EXCLUSION
OF IMPLIED WARRANTIES OR LIMITATIONS ON APPLICABLE STATUTORY RIGHTS OF A CONSUMER, SO THE
ABOVE EXCLUSION AND LIMITATIONS MAY NOT APPLY TO YOU. CobbleStone, its officers, affiliates and subsidiaries shall
not, directly or indirectly, be liable, in any way, to you or any other entity for any inaccuracies, errors in or omissions from the
content.

8. Limitation of Liability. TO THE EXTENT NOT PROHIBITED BY LAW, IN NO EVENT SHALL COBBLESTONE BE
LIABLE FOR PERSONAL INJURY, OR ANY INCIDENTAL, SPECIAL, INDIRECT OR CONSEQUENTIAL DAMAGES
WHATSOEVER, INCLUDING, WITHOUT LIMITATION, DAMAGES FOR LOSS OF PROFITS, LOSS OF DATA, BUSINESS
INTERRUPTION OR ANY OTHER COMMERCIAL DAMAGES OR LOSSES, ARISING OUT OF OR RELATED TO YOUR
USE OR INABILITY TO USE THE COBBLESTONE SOFTWARE, HOWEVER CAUSED, REGARDLESS OF THE THEORY
OF LIABILITY (CONTRACT, TORT OR OTHERWISE) AND EVEN IF COBBLESTONE HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES. SOME JURISDICTIONS DO NOT ALLOW THE LIMITATION OF LIABILITY FOR
PERSONAL INJURY, OR OF INCIDENTAL OR CONSEQUENTIAL DAMAGES, SO THIS LIMITATION MAY NOT APPLY
TO YOU. In no event shall CobbleStone's total liability to you for all damages (other than as may be required by applicable law in
cases involving personal injury) exceed the amount of fifty dollars ($50.00). The foregoing limitations will apply even if the above
stated remedy fails of its essential purpose.

9. Export Law Assurances. You may not use or otherwise export or re-export the CobbleStone Software except as authorized by
United States law and the laws of the jurisdiction in which the CobbleStone Software was obtained. In particular, but without
limitation, the CobbleStone Software may not be exported or re-exported (a) into (or to a national or resident of) any U.S. embargoed
countries (currently Cuba, Iran, Libya, North Korea, Sudan and Syria) or (b) to anyone on the U.S. Treasury Department's list of
Specially Designated Nationals or the U.S. Department of Commerce Denied Person's List or Entity List. By using the CobbleStone
Software, you represent and warrant that you are not located in, under control of, or a national or resident of any such country or on
any such list.

10. Government End Users. The CobbleStone Software and related documentation are "Commercial Items", as that term is defined at
48 C.F.R. §2.101, consisting of "Commercial Computer Software" and "Commercial Computer Software Documentation”, as such
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terms are used in 48 C.F.R. §12.212 or 48 C.F.R. §227.7202, as applicable. Consistent with 48 C.F.R. §12.212 or 48 C.F.R.
§227.7202-1through §227.7202-4, as applicable, the Commercial Computer Software and Commercial Computer Software
Documentation are being licensed to U.S. Government end users (a) only as Commercial Items and (b) with only those rights as are
granted to all other end users pursuant to the terms and conditions herein. Unpublished-rights reserved under the copyright laws of the
United States.

11. Controlling Law and Severability. This License will be governed by and construed in accordance with the laws of the State of
New Jersey, as applied to agreements entered into and to be performed entirely within New Jersey between New Jersey residents. This
License shall not be governed by the United Nations Convention on Contracts for the International Sale of Goods, the application of
which is expressly excluded. If for any reason a court of competent jurisdiction finds any provision, or portion thereof, to be
unenforceable, the remainder of this License shall continue in full force and effect.

12. Complete Agreement; Governing Language. This License constitutes the entire agreement between the parties with respect to
the use of the CobbleStone Software licensed hereunder and supersedes all prior or contemporaneous understandings regarding such
subject matter. No amendment to or modification of this License will be binding unless in writing and signed by CobbleStone. Any
translation of this License is done for local requirements and in the event of a dispute between the English and any non-English
versions, the English version of this License shall govern.
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