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System Overview

Contract Management Tracking Software offers cantnaanagers, administrators, and professionalatibigy
to easily track, renew, cancel or report on themtracts. Oftentimes, organizations have to engageany
contracts, such as, elevator maintenance, softhcarese, telephone service, or sub-contractor eotdr
Overtime it may be difficult to keep track of trenewal, review, or cancellation dates that makéhap
individual contracts. Moreover, a loss of produityiand increase expenses may arise from an inexftic
contract administration process. Contract admiaists may find that they are overwhelmed with thember
of contracts they must track, report on, renewaantel. They may find that it is inefficient to usstandard
filing system via filing cabinets. Contract ManagathTracking Software provides a simple solutiosdtve
these problems.

CobbleStone Systems Contract Management Trackiftgy&e provides a client-server and Windows-based
contract management software solutions. For a vesledy enterprise contract management solutionsghaait
our website ahttp://www.CobbleStoneSytems.cand select ‘Enterprise Edition’.

Contract Management Tracking Software can run single desktop, laptop computer or be used on alLoc
Area Network (LAN) in a multi-user environment.cén track important information pertaining to cewts
such as: dates, notes, titles, employees, incoxpenses, vendors, digital image of the actual eabiiscanner
not included), voice message, auto dial, earlyfisation of expiring contract, and offers an autoimaenewal
feature.

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

Typical Installation Operating System Requirements
- Microsoft Windows® 98
Microsoft Windows NT® 4.0$P 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

- Microsoft Windows 98/2000/XP (or better) operatsygtem.
A personal computer with a 486DX 66 megahertz (Métzlaster processor (Pentium central processing
unit recommended).
64 megabytes (MB) of memory (128 MB recommended).
hard disk space requires 500 MB of free hard disice (at least 200 MB of free disk space)
VGA or higher resolution (16-bit or 24-bit color A recommended).
Mouse or compatible pointing device.
Computer capable of supporting the Microsoft .NEarrework 1.0 and 2.0

Optional

Scanner with Scanner Software
Soundcard with audio recording and playback device
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Installation Procedures

Installing Contract Management Software from thedmet athttp://www.cobblestonesystems.com
1. Create atemporary Folder on your hard drive.
2. Download installation file to a temporary location your hard drive or select ‘Run’ to start the
installation.

ji& CMInsight

Welcome to the CMInsight Setup Wizard

The ingtaller will guide vou through the steps required toingtall Chlnzight on vour computer.

WARMIMG: This computer pragram i protected by copyright law and international treaties.
IInauthaorized duplication or distribution of this program, or ang partion of it, may result in zevere civil
ar criminal penalties, and will be prosecuted to the maximum extent pozsible under the law.

Cancel < Back

3. Select ‘Next,
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ji& 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. ..

Dizk Cozt...

Install CMInsight for yourself, or for amyone whao uses this computer:

* Eveyone

= Just me

Cancel | < Back |

4. Modify the installation path if needed and selééext’,

—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,
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ji& CMInsight

Installation Complete

Chdlnzight haz been successfully installed.

Click. "Cloze" to exit.

Pleaze uze \Windows Update ta check far any critical updates ta the WET Framewark.

Cancel < Back

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

Uninstalling (Removing) Contract Management Softwar e

Prior to un-installing or upgrading Contractinsigh¢ sure to backup the Contract.mdb file in the
“C:\Program Files\CobbleStone\ContractInsight\é filirectory (or the selected installation
directory when installed). This will ensure thauydo not lose any data entered into the system
prior to an update.

To uninstall, be sure to backup as per the ingtnstabove. Next, select "Add/Remove
Programs" in the Windows Control Panel. Select 't@oit Management Software" from the list
and select "Add/Remove". Follow the uninstall war

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

=10
Currently installed programs: [T show updates Sork by: INamE b

|'|inEl ContractInsightDesktop

To change this n o re ur compuket, Al e |

:ﬁ-a- AL Uninstaller {Choose which Products to Remove)

&y Cisco Systems YPM Client 4.0.4 (Rel) Size 8,90MB
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Multi-User Environment

Working in a Multi-User Environment

To use Contract Management Tracking System in &-usgr environment there are several steps one
must take.

1. Purchase and installed the system on each cem{@eadect the default options upon installation).

2. Select a shared network folder or directory amdpy and paste the "Contract.mdb" file in the
shared folder. The Contract.mdb file can be foumdrg the installations files.

3. Edit the application configuration file (usingpteépad) found in the installation path of each PC
that the system in installed on. Modify the “Dat@ug&e” string as follows:

j@t a Source=Contract. NE@QES

4. Modify the Data Source path from

“C:\Program Files\Contract Management Software\@mtitimdb” (or “contract.mdb”)
to

“\ServerNameOrDrivelLetter\path\contract.mdb” (vaith the quotes).

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

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

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

Location of Scanned Files and Tracked Documents:

Configuring the location of scanned documents andlés.
To change the configuration of where documentsfdeslare stored, located the Config file in the
systems installation directory (noted in the ifdatan section of this manual). Open the .conilig f
with notepad. Locate the FilePath key value (d#dow). To modify the location of where scanned
files and documents are stored, enter the pathefovork path) to the location. NOTE: It is not
recommended to change this location after the diosumented is scanned or file is attached.

<?xml wersion="1.0" encoding="utf-S5"?>
<oconfiguration>
<appiettings>
“lV=—=hocesz DE Connection 3tring--
<add key="DatabazeConnectionitri:

<ZaAd key="FilePath" value=Fr/5 x
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Starting the Program

Starting Contract Management Software (After the Installation is Complete)

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

Navigating through the Interface

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

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

e Conkrack _}, Find Contract | o0 Add Company oo Add Emploves | =) WendorsCustomers !:’ﬁ Emplovees

: o . 3 1
i [alendar View :l Mz icm | Canbezek Alate | T oo Alafat

Main Menu Options

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

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

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

ol Fle  Employess  Vendors/Customers | Contracks | Reports  Sebup Help  Exit

_] Mew Contrack 3 Find Contract < .ﬁ.u:h:| Add New ee = @vendorsfCustomers 7 Employess
Find

I Day \-’iewl Contract .-’-‘-.Iertsl Ta

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

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

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

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

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

_] Mew Contract | | 3 Find Contract | 57 Add Company o7 Add Empl Employees 7 Employees
7 YendorsCustomers
| Diay "»-"iewl Contract .-'-‘-.Iertsl Taszk .ﬁ.lertsl /
| Setup k | Departments
Gota: I Saturday . Movember 17, 2007 | Today Locat
ncations
Sundlay | honcay | Tuesday
Conkrack Skatus Lisk —
107282007 1002972007 10/30/2007 oritract Stats L
Categories
Conkrack Types
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Contract Warning System:

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

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

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

_] Mew Contract || 3 Find Cantract | 5 Add Company o Add Employes | (=) verdors{Customers ¥77% Employess
| Dap Wigw I Contract &lerts I Task &lerts I
Gato: I Saturday , Wovember 17,2007 | Todau

Sunday Moncay Tuesday Wednesday Thursday
10i28/2007 1002952007 10030/2007 1043172007 11M2007
14402007 11452007 11482007 1472007 144852007
11#1 2007 1M 202007 111 352007 114 452007 11M 552007
11M8r2007 11192007 1152002007 11421 2007 1102202007

Alerts will be displayed on the calendar basedhencontact or task end date; and based on they wiatyls
prior to the contract and task end date (seen helbavview a contract that is displayed on the rndde,
double click on the Contract Title (seen below)-sthill open the contract detail screen.

Calendar Yiew | Dayiew | Contract Aletts | Task Alerts |

Gio to: I Saturday , Movember 17,2007 v | Today
Sunday Monday Tuesday Wednesday Thursday
104252007 10/28/2007 10/30/2007 A0/31/2007 1M 2007
14402007 11502007 1182007 72007 A1 /82007
111172007 11122007 111302007 1M 42007 |1ME200T
< Sample Cortract 4 Benards Butfet...
T1HRPONT 118207 A1 2nnnT 112 2nn7 AR2nNT

To refresh the calendar view, select the refresh (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

© 1 Mew Contract 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 Se  tup

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

ol File  Emplovess | Vendors/Customers | Contracks  FReports  Setup  Help  Exit

] Mew Confract | F @”E”dmﬂc'—'—stﬂ:ﬁ; nploves =5 @] vendors{Customers €7 Employess

1. The Manage Vendors and Customers (Companies) remuwill bring the user to the
Vendor/Customer Input Form (see Vendor Input Faynmiore details).

2. To find or view an existing vendor or customergsetManage Vendors’ then click the vendor in the
vendor list (seen below). This will allow the userfind a previously entered Vendor.

3. to Add an new vendor or customer select thebaxin
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Employees Management and Setup

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

o=l File | Employees | Yendors/Customers  Contracks  Reports Sektup Help  Exit

] Mew C @ Emplny%s_/\,) d Company o1 Add Employee | = |'-.-'end|:|rs,l'Cust|:|me Employvees

1. The Manage Employees option will allow the usevieav or add Employees (see Employee Input
Form). This is used to enter a new Employee intoddtabase. Start off by entering all Employeess. fir

2. The find or view Employees, select the Manage Egg#ooption, click on the Employee list seen
below. This will permit the user to view and edieyiously entered Employees.

& Employee Manager & Setup

i 4 o of 40 | b Bl | oF Addnew X Delete o Save | select an employes from the list to manage

Emplayee D: EmployeelD | Lasth ame | f

Lasgt Marme:

Firgt Marme:

Title:

b arlvh:

=~
=

Commentz:

|
|
|
|
Department: |
!
|
E mail [

3. to add a new employee, select the add bt ¥ n
4. to save changes, select the save bt =

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

It is recommended to add as many Department, LatsitiStatus, 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

_] Mew Contract | | 3 Find Contrack | 50 Add Company =7 Add Empl Employees 7 Emplovees
Wendors/Customers

| Setup 3 | @Epart_meEtD
Go b I Saturday . Movember 17, 2007 ;I Today

Locations
Sy Moncisy Tuesday
Contrack Status List —
10/28/2007 104292007 100302007 onkrack Status Lis
Cateqgaries

Contrack Types

To set up Departments, select the Departments sulo nhisplayed above.

The Departments Management form will appear.

Departments

[4 4 |0 of {0 | b B | 95 addrew X Delete | Save

| | Department! D | Diepartment -i

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

2. To edit or view a Department, click on the Departtra the grid (seen above). Modify the
Department name if needed, and select e >

3. To delete a Department (not recommended if thexea@ntracts assigned to a Department),

select Delet 7>< )

To manage Departments, Locations, Status, Categamel Contract Types follow the same
instructions as above except select the appropnatau item for Locations, Status, Categories, or
Contract Types. Be sure to set these items (ligtrior to entering in Contracts.
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=

P 4 |1 of 7 | b bl |Gk Addrew X Delete | Save |

Departmentl D | Department

Department 10 |1

Accounting

Finahce Departrment; I.ﬁ.ccnuntlng

b ark.eting

Adrninistrative

Tranzportation

Information Tech...

bt N o O S (T Y L

Sales
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Contract Expiring Message and Notifications

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

or various list views.

Calendar View:ContractInsight includes several views for dispigyContract and Task alerts. The
Calendar View is the default view and will displalgrts based on the month selected in the Calendar
View tab. To move and view another month, seleetaddendar box and navigate to the month, day, and
year desired. To open or view an expiring contoaidbsk, double click on the Contract or Tasletitl

displayed on the calendar.
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Employee Input Form and Employee Management

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

The Employee input and management form will appearseparate window.

The Employee Input Form allows the user to entéd)a@r edit information pertaining to employees. (I
is recommended that the user enter all Employeé/andor information before entering contract
information)

Page 18 of 58

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

To edit an employee, select the employee from thpl&yee List grid (seen above) by double
clicking on the employee row. Next, modify the dexghe fields provided. Next, select the Save
button.

To delete an existing employee (although not recentad unless it was entered by mistake),
select the employee from the Employee List grigiisgbove) by clicking on the employee row.

Next, select the Delete button . You will be prompted to confirm or cancel theet&n.



Find, View, and Edit Employees

1. To edit or view and employee, navigate to the eggsanput and management form, select the
Employee menu item, next select the Manage Emptogeb-menu item (seen below).

2. The Employee input and management form will appearseparate window.

3. To find, view, or edit an employee, select the eypeé from the Employee List grid (seen above) by
double clicking on the employee row.

4. Next, modify the data in the fields provided. Nesdlect the Save button.
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Vendor and Customer Management

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

The Vendor Management form will appear (seen below)

4.
5.

The Vendor Input Forms allows the user to entexdir Companies information.

To add a new Vendor or Customer select the Addbhyee above).

1. next enter in the company information in the figldevided and select Save.

To view or edit an existing Company, double clibk Company in the grid seen above. Their data
will fill in the form. You may modify the data ars#lect Save to save the changes.

To delete a Company, select the Delete button.

To close the Vendor screen, select the Close hutton

Find Vendor Form

To find and mange Vendors or Customers, seledilieage Vendors submenu from the Vendor main
menu bar (seen below).
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The Vendor Management form will appear (seen below)

6. To view or edit an existing Company, double clibk Company in the grid seen above. Their data
will fill in the form. You may modify the data arsglect Save to save the changes.

7. To delete a Company, select the Delete button.

8. To close the Vendor screen, select the Close hutton
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Contract Entry & Edit Form

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

The Contract record entry will appear.

Next the Contract Input form will display. EntéetContract Title, select a Vendor (if a vendamas in
the list, close the screen and add a new venden(sador Management for more info), enter the
Contract Start Date, enter the Contract End Dattey ¢he Notify Days (the system will notify youavi
the list box on the main system page based onutaer of days entered before the Contract End
Date), enter a description and additional inforomati

1. The Contract Input Form automatically displays hoany days the contract has left and when
the contract was entered.

2. The user can enter the following information: Tren€act Title, Vendor (select from list), The
Product, The Contract Start and End Date (Year ZD@@pliant), Employee Contact (select
from list) and Signed By information.

3. The Type list box can be used to track varioussygeagreements, such as: leases, licenses,
maintenance, health care agreement, filings, amer @ommittals.
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8.

9.

The Contract Code can be used to track Contracspégific codes. You may also print
Contracts by Code.
The Confidential, Term, Terminal, Warranty, Paynseaind General tabs enable users to track
large amounts of text about the contract.
The Notify Days field informs the database of wiemotify you when the contract is expiring.
The Financials Tab will show the Income/ExpensecKiray screen to enable your users to track
financial transactions.

1. You may enter Deposit and Withdraw informationhe thcome/Expense Tracking

Screens. Contract Balance is automatically caledlat

The Tasks/Alerts tab enables users to add and tnattkple tasks and assign the tasks to other
employees.
The File/Documents tab allows the user to add @w\the files, documents, and scanned images
of a Contract.

10. Action buttons: the Save button will save your gntine Close button will cancel the entry or

changes and close the entry screen, and the Deelgten will permanently delete the contract
record.



Contract Task Alerts and Task Management

The Tasks/Alerts tab enables users to add and mnattiple tasks and assign the tasks to other eyapia

Note: before entering tasks into a contract, be suiselect the ‘Save Data’ button on the conteatty
screen.
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1.
2.
3.

o0k

To add a new task for a contract, select the TAkss tab on an existing contract record.

Next, select the ‘Add Task’ button on the Task meontrol.

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

The new tasks we be displayed in the grid (seermegbo

To view an existing Task, select the task in thd (geen above) and click the row.

The Task edit screen will appear (seen below). thditvalues and select ‘Save task’ to save your
changes. Select the ‘Delete task’ button to deletdask.



Contract Notes

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

Note: before entering Notes into a contract, be suiselect the ‘Save Data’ button on the contatty
screen.

1. To add a new note for a contract, select the Niate®n an existing contract record.
2. Next, select the ‘Add note’ button on the Notesramu control.
3. Next, enter in the Notes text and enter in the,datter 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 (seernebo
To view an existing note, select the Notes tabsaiect a Note item in the grid (seen above).
The Note edit screen will appear (seen above).thdivalues and select ‘Save note’ to save youngdns
Select the ‘Delete note’ button to delete the detbaote.
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Find Contract Form

To begin the process of finding or locating an xgscontract record, select the Contracts menxt, ne
select the Find submenu item. The Find Contraetescwill appear.

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

Examples:

To find a Contract by Employee, select an Empldyem the list and click the corresponding
button.

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

The Files/Documents (images) tab allows the usenter files and other objects such as Scanned
Images, Voice Messages, Word Documents, spreadsiHeF files, multi-page TIF files, or any other
supported Object File.

Note: before entering files/documents into a cantitride sure to select the ‘Save Data’ button on the
contract entry screen.

To insert a scanned file do the following:

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

2. From the Images/Files tab (located on the Consaaen) select Add new File button, next, the
file dialog box will appear (seen above). Nexlyigate to the folder location of the scanned file
(or other file), select the file, select Open. Tikewill be added to the contract record. THedi
will be displayed in the data grid (seen above)teNadditional software or hardware may be
required.

3. To view or open a file, select a file in the dat@ gnext double click on the row selected. The
software will open the document.

4. To delete a file, select the file (in the data gad/), 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, Email$DF files), follow the same steps.

Configuring the location of scanned documents andlés.

To change the configuration of where documentsfdeslare stored, located the Config file in the
systems installation directory (noted in the idatan section of this manual). Open the .coniig f
with notepad. Locate the FilePath key value (d#dow). To modify the location of where scanned
files and documents are stored, enter the pathefovork path) to the location. NOTE: It is not
recommended to change this location after the diosumented is scanned or file is attached.
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Enter/Edit Income and Expense Transactions

Note: before entering tasks into a contract, be suiselect the ‘Save Data’ button on the conteatty
screen.

From the contract add or edit screen, select thar€ials tab (seen above) to enter or edit findncia
tracking information for a particular contract. iJlenables a user to track Income, Expense or iourl
Tracking for a particular Contract go to the Coatrgou would like to edit or add transactions td an
select the Financials tab. The form above will gppEnter each line item in the entry boxes seen
above. Be sure to select the ‘Add” button seen abdlie totals will appear at the bottom. Note: This
can be found at the top of the Contract Form.
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Reports and Reporting

1. To run or view a standard reports, select a rdpom the Report menu.

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

3. The Report Page allows the user to view the salaetgort, print the report by selecting the printen,
and find specified text by selecting the binoculaos. (seen below)

4. There are a number of standard reports includéieirsystem. To create a custom report, please refe
to Creating a Custom Report in this manual.
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Customized Reports with Report Builder

% #

ts various tools and features the Contract Indgyort Builder offers
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Report Designer Section:

The report design surface is made up of the folgvibase components:
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Formatting a Report
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Field Expressions
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Using Field Expressions
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Viewing and Printing a report

To view or print a report, select ‘Preview’ tahtla¢ bottom of the report designer, and select timt jgon to
print (seen below):
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Grouping Data in a Report

: ($
1, 1 )

Exporting a Report

To export a report to MS Excel and other formatst preview the report by selecting the ‘Previgab. Next,
from the File menu, select ‘Export’.

Page 43 of 58



Next, select the format to export to and the féstthation.

Saving and opening a report

#

)
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Connecting to the database and other data sources:

The report designer is automatically connectedhéocbntract database. However, the report buildables a
report to be connected to the Contract Insightctlyewhich is normally located 23)

+ 3 1! 3 &4 5 installation path may vary depending on the palécsed
during installation. The report builder may alsodmnnected to any other datasource for reporfirmgedit the
data source, select the Fields item, and thents&ldit Data Source’ seen below.
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Adding Custom Code to a Report

4 # # 5 #

B6
J

'Visual Basic
Public Function addThisCode() As String
Dim sCode As String = "Public Function ShowACMes sage() As String" _
+ Environment.NewLine + "ShowACMessage = "'my A dded 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("Detail1").Controls("TextBox1 "), TextBox).Text = ShowACMessage()
End Sub

Adding Parameters to a Report

&
Q1( ; R R 8 R | 91 0 B6

Connecting the report to a data source

#

+ & B6 1'6', C(4HS T U'E' TT ?VQ R
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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 fikall be either on your hard drive or on the
network.
3. The appropriate network permissions. Contact yetwark administrator for help.

Creating a Custom Report:

1. Open MS Access, create a new database. Selecteafoayour new database. Remember the
name, you will use this database as your interfa¢ke contract data.

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

3. Select "Get External Data", and then select "Lialbl€s".

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

5. Select the "Contract.mdb" file.

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

7. Next, import the "Contractual Query" by selectiiget 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 "ORHe queries will now be imported to your
new database.

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

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

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

15.1n the Database Window of your new database, thekReports Tab.

16. Click New.

17.In the New Report dialog box, select the wizard §lwas 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 datawant to base your report on.

19.Click OK.

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

Exporting Data

The System allows authorized users to export desamalyze in third party tools such as Microsoft
Excel or MS Access. To export data, follow the samséructions found in the Custom Report section of
this manual. Once, you establish a linked tabkéoContract.mdb file, you may use Microsoft Acces
to export data. Refer to the Microsoft Access lidis for more information.
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System Limitations

The desktop edition is limited to ten concurrerdrasand has a total database limitation of 1 GB.
However, this means that you can track as manyactstas you wish until the database reaches 1 GB
in size. CobbleStone System’s enterprise editisdwt have a limitation on the database size. To
contact CobbleStone Systems to upgrade to the &urittanagement Enterprise Edition (at a
discounted price) see the information below.

Upgrading to the Contract Enterprise Edition

CobbleStone offers a many more features in themti@ot Management Enterprise Edition. To learn
more about how you can have unlimited scanned dentsnattached files, customized fields,
customized reporting, e-mail alerts, multiple lesvet security, contract creation and templategstas
and workflow, vendor negotiation and more, please gur website at:
http://www.CobbleStoneSystems.com

Support and General Questions Contact Information

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

Electronic mailinfo @CobbleStoneSystems.com

Support e-mailsupport@CobbleStoneSystems.com
Website:http://www.CobbleStoneSystems.com
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End User Software License Agreement

PLEASE READ THIS SOFTWARE LICENSE AGREEMENT ("LICEN SE") CAREFULLY BEFORE USING THE
SOFTWARE. BY USING THE SOFTWARE, YOU ARE AGREEING T O BE BOUND BY THE TERMS OF THIS
LICENSE. IF YOU DO NOT AGREE TO THE TERMS OF THIS L ICENSE, DO NOT USE THE SOFTWARE. IF YOU DO
NOT AGREE TO THE TERMS OF THE LICENSE, YOU MAY RETU RN THE SOFTWARE TO COBBLESTONE
SYSTEMS CORP (THE COMPANY) FOR A REFUND. IF THE SOFTWARE WAS ACCESSED ELECTRONICALLY,
CLICK "DISAGREE/DECLINE". FOR SOFTWARE INCLUDED WIT H 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 reprodice materials. It is licensed to you only for reprduction of non-
copyrighted materials, materials in which you own he copyright, or materials you are authorized or Igally permitted to
reproduce. If you are uncertain about your right tocopy any material, you should contact your legal@visor.

1. General.The Contract Insight, CMTS, Contract Managemeritwoe, and Contract Management Tracking Softweoddctively
the “software”), documentation and any fonts accanyng this License whether on disk, in read ongmory, on any other media

or in any other form (collectively the "Contractf®a@re") are licensed, not sold, to you by Cobbt&®t Systems Corp.
("CobbleStone™) for use only under the terms of tticense, and CobbleStone reserves all rightexyotessly granted to you. The
rights granted herein are limited to CobbleStoartits licensors' intellectual property rightghe CobbleStone Software and do not
include any other patents or intellectual propedkits. CobbleStone retains ownership of the Ccdbtiolee Software itself. The rights
granted under the terms of this License includesarfiyvare upgrades that replace and/or supplernerdriginal CobbleStone
Software product, unless such upgrade containpaate license.

Title and intellectual property rights in and toyaontent displayed by or accessed through the IlEShine Software belongs to the
respective content owner. Such content may be gisatdy copyright or other intellectual propertwéaand treaties, and may be
subject to terms of use of the third party providéuch content. This License does not grant yourighys to use such content.

2. Permitted License Uses and Restriction3his License allows you to install and use oneyanfthe CobbleStone Software on a
single computer at a time. This License does noivahe CobbleStone Software to exist on more threscomputer at a time, and
you may not make the CobbleStone Software availa#e a network where it could be used by multq@mputers at the same time.
You may make one copy of the CobbleStone Softwaredchine-readable form for backup purposes omtywiged that the backup
copy must include all copyright or other proprigtaotices contained on the original. Except asa@rly to the extent expressly
permitted in this License or by applicable law, yoay not copy, decompile, reverse engineer, disaidee modify, or create
derivative works of the CobbleStone Software or pany thereof. THE COBBLESTONE SOFTWARE IS NOT INNBED FOR
USE IN THE OPERATION OF NUCLEAR FACILITIES, AIRCRAFNAVIGATION OR COMMUNICATION SYSTEMS, AIR
TRAFFIC CONTROL SYSTEMS, LIFE SUPPORT MACHINES OR'BER EQUIPMENT IN WHICH THE FAILURE OF THE
COBBLESTONE SOFTWARE COULD LEAD TO DEATH, PERSONANJURY, OR SEVERE PHYSICAL OR
ENVIRONMENTAL DAMAGE.

3. Transfer. You may not rent, lease, lend or sublicense tHab{@Stone Software. You may, however, make a ane-{iermanent
transfer of all of your license rights to the Catfbllone Software to another party, provided thath@transfer must include all of the
CobbleStone Software, including all its componartg) original media, printed materials and thisehise; (b) you do not retain any
copies of the CobbleStone Software, full or partratiuding copies stored on a computer or othanagfe device; and (c) the party
receiving the CobbleStone Software reads and atpesscept the terms and conditions of this License

Updates: If an CobbleStone Software update completely egsdfull install) a previously licensed versiortloé CobbleStone
Software, you may not use both versions of the @8ibne Software at the same time nor may you feattsem separately.

NFR (Not for Resale) CopiesNotwithstanding other sections of this LicenseblleStone Software labeled or otherwise provided
to you on a promotional basis may only be usedlémnonstration, testing and evaluation purposesradnot be resold or
transferred.

4. Consent to Use of DataYou agree that CobbleStone and its subsidiarigsanléect and use technical and related information
including but not limited to technical informatiatout your computer, system and application so#wand peripherals, that is
gathered periodically to facilitate the provisidnsoftware updates, product support and other ceswio you (if any) related to the
CobbleStone Software. CobbleStone may use thisnr#tion, as long as it is in a form that does resspnally identify you, or
release your data, to improve our products or ¢wige services or technologies to you.

5. Termination. This License is effective until terminated. Yoights under this License will terminate automaticalithout notice
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from CobbleStone if you fail to comply with anyngs) of this License. Upon the termination of thisense, you shall cease all use
of the CobbleStone Software and destroy all copiisor partial, of the CobbleStone Software.

6. Limited Warranty. CobbleStone warrants the software to be free filefacts in materials and workmanship under norrsalfor
a period of ninety (90) days from the date of arédipurchase. Your exclusive remedy under thisi@eshall be, at CobbleStone's
option, a refund of the purchase price of the pcodontaining the CobbleStone Software or replacgrokethe CobbleStone
Software which is returned to CobbleStone or anbl&®ione authorized representative with a copyi@féceipt. 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 ORSINAL 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 HEREINS THE ONLY WARRANTY MADE TO YOU AND IS
PROVIDED IN LIEU OF ANY OTHER WARRANTIES (IF ANY) REATED BY ANY DOCUMENTATION OR PACKAGING.
THIS LIMITED WARRANTY GIVES YOU SPECIFIC LEGAL RIGHS, AND YOU MAY ALSO HAVE OTHER RIGHTS
WHICH VARY BY JURISDICTION.

7. Disclaimer of Warranties. YOU EXPRESSLY ACKNOWLEDGE AND AGREE THAT USE OF HHCOBBLESTONE
SOFTWARE IS AT YOUR SOLE RISK AND THAT THE ENTIREIBK AS TO SATISFACTORY QUALITY, PERFORMANCE,
ACCURACY AND EFFORT IS WITH YOU. EXCEPT FOR THE LIMED 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 "COBBLESTONEOR THE PURPOSES OF SECTIONS 7 AND 8)
HEREBY DISCLAIM ALL WARRANTIES AND CONDITIONS WITHRESPECT TO THE COBBLESTONE SOFTWARE,
EITHER EXPRESS, IMPLIED OR STATUTORY, INCLUDING, BUNOT LIMITED TO, THE IMPLIED WARRANTIES
AND/OR CONDITIONS OF MERCHANTABILITY, OF SATISFACT®Y QUALITY, OF FITNESS FOR A PARTICULAR
PURPOSE, OF ACCURACY, OF QUIET ENJOYMENT, AND NONFRINGEMENT OF THIRD PARTY RIGHTS.
COBBLESTONE DOES NOT WARRANT AGAINST INTERFERENCEITH YOUR ENJOYMENT OF THE COBBLESTONE
SOFTWARE, THAT THE FUNCTIONS CONTAINED IN THE COBBESTONE SOFTWARE WILL MEET YOUR
REQUIREMENTS, THAT THE OPERATION OF THE COBBLESTONEOFTWARE WILL BE UNINTERRUPTED OR
ERROR-FREE, THAT THE COBBLESTONE SOFTWARE WILL BEOMPATIBLE WITH THIRD PARTY SOFTWARE, OR
THAT DEFECTS IN THE COBBLESTONE SOFTWARE WILL BE GIRECTED. NO ORAL OR WRITTEN INFORMATION
OR ADVICE GIVEN BY COBBLESTONE OR AN COBBLESTONE ATHORIZED REPRESENTATIVE SHALL CREATE A
WARRANTY. SHOULD THE COBBLESTONE SOFTWARE PROVE DEETIVE, YOU ASSUME THE ENTIRE COST OF
ALL NECESSARY SERVICING, REPAIR OR CORRECTION. SOMBERISDICTIONS DO NOT ALLOW THE EXCLUSION
OF IMPLIED WARRANTIES OR LIMITATIONS ON APPLICABLESTATUTORY RIGHTS OF A CONSUMER, SO THE
ABOVE EXCLUSION AND LIMITATIONS MAY NOT APPLY TO YOU. CobbleStone, its officers, affiliates and sulzsiés shall
not, directly or indirectly, be liable, in any wag, you or any other entity for any inaccuraciesors in or omissions from the
content.

8. Limitation of Liability. TO THE EXTENT NOT PROHIBITED BY LAW, IN NO EVENT BALL COBBLESTONE BE
LIABLE FOR PERSONAL INJURY, OR ANY INCIDENTAL, SPEBL, INDIRECT OR CONSEQUENTIAL DAMAGES
WHATSOEVER, INCLUDING, WITHOUT LIMITATION, DAMAGESFOR LOSS OF PROFITS, LOSS OF DATA, BUSINESS
INTERRUPTION OR ANY OTHER COMMERCIAL DAMAGES OR LCSES, ARISING OUT OF OR RELATED TO YOUR
USE OR INABILITY TO USE THE COBBLESTONE SOFTWARE,GWEVER CAUSED, REGARDLESS OF THE THEORY
OF LIABILITY (CONTRACT, TORT OR OTHERWISE) AND EVENF COBBLESTONE HAS BEEN ADVISED OF THE
POSSIBILITY OF SUCH DAMAGES. SOME JURISDICTIONS DOT ALLOW THE LIMITATION OF LIABILITY FOR
PERSONAL INJURY, OR OF INCIDENTAL OR CONSEQUENTIADAMAGES, SO THIS LIMITATION MAY NOT APPLY
TO YOU. In no event shall CobbleStone's total lisgbto you for all damages (other than as maydmiired by applicable law in
cases involving personal injury) exceed the amoiififty dollars ($50.00). The foregoing limitatisrwill 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-exgwet@obbleStone Software except as authorized by
United States law and the laws of the jurisdictiomhich the CobbleStone Software was obtainegalticular, but without
limitation, the CobbleStone Software may not beoetgnl or re-exported (a) into (or to a nationalemident of) any U.S. embargoed
countries (currently Cuba, Iran, Libya, North Kar8aidan and Syria) or (b) to anyone on the U.Sasuey Department's list of
Specially Designated Nationals or the U.S. DepantroECommerce Denied Person's List or Entity LiBst.using the CobbleStone
Software, you represent and warrant that you arréogated in, under control of, or a national agident of any such country or on
any such list.

10. Government End UsersThe CobbleStone Software and related documentat®iCommercial Items”, as that term is defined at
48 C.F.R. §2.101, consisting of "Commercial Comp&aftware" and "Commercial Computer Software Doentation”, as such
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terms are used in 48 C.F.R. 812.212 or 48 C.F.R7.§202, as applicable. Consistent with 48 C.FIR.ZL2 or 48 C.F.R.
§227.7202-1through §227.7202-4, as applicableCtiramercial Computer Software and Commercial Conmfaéware
Documentation are being licensed to U.S. Governraedtusers (a) only as Commercial Items and (Iy) onty those rights as are
granted to all other end users pursuant to thestarmd conditions herein. Unpublished-rights resewueder the copyright laws of the
United States.

11. Controlling Law and Severability. This License will be governed by and construeddoordance with the laws of the State of
New Jersey, as applied to agreements enteredridttoegbe performed entirely within New Jersey bemnvBlew Jersey residents. This
License shall not be governed by the United Nat®osvention on Contracts for the International $4l&oods, the application of
which is expressly excluded. If for any reason @rtof competent jurisdiction finds any provisiar,portion thereof, to be
unenforceable, the remainder of this License stoaitinue in full force and effect.

12. Complete Agreement; Governing Languagélhis License constitutes the entire agreementdeivthe parties with respect to
the use of the CobbleStone Software licensed hdegwand supersedes all prior or contemporaneousy stachdings regarding such
subject matter. No amendment to or modificatioth@f License will be binding unless in writing asidned by CobbleStone. Any
translation of this License is done for local regoients and in the event of a dispute betweenigéds and any non-English
versions, the English version of this License sballern.
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