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This documentation is dedicated to the software developers, contract professionals, 

CobbleStone Systems employees, and participating clients who worked hard to provide a 

robust, user-friendly, Enterprise Contract Management Software Solution.
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About this Manual 
 

 

 

 

This manual is intended to be used as a userôs guide for Contract Insight, training 

materials for Contract Insight, help materials for Contract Insight, and 

demonstration purposes. 
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Overview 
 

Contract Insight, Contract Management Software offers contract managers, 

administrators, and professionals the ability to easily track, renew, manage, and report on 

their contracts and other committals.  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 and spreadsheets.  CobbleStoneôs Contract 

Management Software provides a simple solution to solve these problems. 

 

CobbleStone Systemsô Contract Insight, contract management software provides a web-

based, enterprise solution to the contract management process.  It is installed on a 

network server and can be accessed by an Internet browser (like Microsoft Internet 

Explorer), and be used on a Local Area Network (LAN) and Wide Area Network (WAN) 

in a multi-user environment.   

 

Contract Insight is a highly robust and scalable contract management tool developed to 

industry standards utilizing advanced web and database technologies.  It is based on years 

of market research, industry experts, and client input.  It is an enterprise solution that 

offers unprecedented flexibility and functionality.  It offers common functions such as; 

user name and password security, the ability to track key dates of contracts, notes, track 

sub-tasks and milestones, it provides advanced notification, and it enables scanned 

images and files to be attached to each contract. It offers advanced functionality such as 

the ability to add user-defined fields and a custom ad-hoc query tool. 

 

Contract Insight enables organizations to effectively manage contracts, reduce contract 

management costs, and streamline workflow--all to save you and your organization 

money.  Our proven system can save you thousands, even millions of dollars by 

automating the contract management process.   Also, Contract Insight reduces your 

computer costs by utilizing our state-of-the-art web-based technologies. 

 

Contract Insight is a complete tool for web-based contract management.  It is Internet-

based software that enables users to access their contracts via a web-browser with no 

client PC installation.  With anytime, anywhere access, you can work from the office, 

home or on the road with easy access to contract information, your remote workforce can 

access contract and diary information with the ability to enter new contracts, run reports, 

and perform text-based searches.   

 

In the sections to follow you will find the System Requirements, Installation Procedures, 

as well as the User Guide.  
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System Requirements 
 

Contract Insight is installed on a MS Windows network server and can be accessed by an Internet 

browser (like Microsoft Internet Explorer), and be used on a Local Area Network (LAN) and 

Wide Area Network (WAN) in a multi-user environment.   

 

Server Requirements (in a non-hosted environment) 

 

¶ Network Server with Pentium class processor or higher CPU.  

¶ Microsoft Windows 2000 Server, or Windows 2003 Server, or Windows 2008 

Server  operating system running Internet Information Server (IIS 5.0 or better 

recommended); Virtual Servers are supported 

¶ Microsoft SQL Server 2000, 2005, or 2008 required. 

¶ RAM of 1 GB (or better) recommended  

¶ 50 MB of hard-disk space required (or higher RAID 5 Recommended).  

¶ VGA or higher-resolution monitor.  

¶ Mouse or compatible pointing device.  

¶ Network Interface Card. 

¶ Backup tape recommended. 

¶ Alternative power supply (UPS) recommended. 

 

Workstation Requirements 

 
Contract Insight is a fully web-based product.  There is no need to install software on each PC workstation 

that will be utilizing the software.  Any computer operating system can access the Contract Insight server 

as long as it is running a current web-browser (IE 4.0 or better recommended) (Firefox 2.0 or better 

supported).    Wireless computers and hand-held devices that have an Internet browser can access Contract 

Insight as well. 

 

Optional Recommendations 

 

Scanner Hardware (Document feeder and industry class recommended) 

Scanner Software (normally provided with the scanner) 
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Disclaimer of Warranty  

 

 
Disclaimer of Warranty  
 

THIS SOFTWARE AND THE ACCOMPANYING FILES ARE SOLD "AS IS" AND WITHOUT 

WARRANTIES AS TO PERFORMANCE OF MERCHANTABILITY OR ANY OTHER WARRANTIES 

WHETHER EXPRESSED OR IMPLIED.  Because of the various hardware and software environments 

into which the product may be put, NO WARRANTY OF FITNESS FOR A PARTICULAR PURPOSE IS 

OFFERED.  

Good data processing procedure dictates that any program be thoroughly tested with non-critical data 

before relying on it. The user must assume the entire risk of using the program. ANY LIABILITY OF THE 

SELLER WILL BE LIMITED EXCLUSIVELY TO PRODUCT REPLACEMENT OR REFUND OF 

PURCHASE PRICE.  
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How to Use the System 
Log In Screen  

 

To log into Contract Insight open your web browser, connect to the Internet, and go to the 

URL web address site that was assigned to you upon your purchase (or obtained from 

your system administrator). 

 

The log in screen will appear as seen below.  Enter your user name and password that has 

been assigned to you by the contract administrator.   

 
The administrator password is set by default as {username: contract | password: master}.  It is 

recommended that the contract administrator change this password. 
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Navigation through the Interface 
 

Navigating through the Interface  

 

The top menu is the best way to navigate through Contract Management interface. It 

features links (similar to a website) that correspond to each topic and function of Contract 

Management.  For example, the Company link will allow the user to add and view the 

Company (vendor/customer) information. 

 

 
The Contracts, Companies (vendors/customers), Employees, Locations, and Departments 

links will show their respective options.  
 

 
 

 

 

Result Grids Information  
 

Understanding and Navigating the Result Grids 

 

Contract Insightôs newly updated result grids contain a wealth of information and 

application functionality. Gone are the days of a static result grid that could only show 

data in one dimension. In key data & result grids across the system, the following grids 

have are now available.   
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To properly utilize these grids to their fullest extent, first we will outline their different 

pieces of functionality. 

1. Multiple custom sorting but just a few clicks 

2. Filtering on each and every column 

3. Drop-down results for attached files(not available on every grid) 

 

Multiple Cu stom Sorting 

Each of these new grids can perform custom sorting on anywhere from one column to all 

columns. 

 

To perform a custom sort on a grid, put the mouse over the column name you wish to sort 

by and click on it. The grid will refresh itself showing similar to the following 

 
 

Notice that in the example image, the column ñTitle/Nameò is highlighted (selected) and 

there is a small arrow point up next to the name. This shows that the grid is currently 

being sorted by the column ñTitle/Nameò. 

 

Each column can be clicked to one of three (3) different states 

1. The first click on a column will sort the column in ascending order 
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2. The second click on that same column will sort it in descending order 

 
 

3. The third click on that same column will remove its sorting 

 
 

This process can be repeated for any columns you would like to add to the sorting of the 

grid. 

 

Note: The sort order of the grid is always determined by the order in which the columns 

are clicked. Therefore, if ñTitle/Nameò was already clicked to be sorted in ascending 

order, if the ñStart Dateò was then clicked once, it would sort in ascending order as well, 

however, it would be the second sort for the grid. The grid would first sort by 

ñTitle/Nameò, then for any results with the same ñTitle/Nameò, it would sort those 

according to their ñStart Dateò. 

 

Multiple Custom Filtering  

Each of these new grids can perform custom filtering on any of the columns in the grid. 

 

To perform a custom filter on a grid, click on the text box underneath the column you 

wish to filter the grid by. Depending on the type of column you have selected, you will be 

able to filter the grid in different ways: 

 

1. Primary ID: To filter by a primary id, all that is needed is to type in the ID you 

want to filter on and click off of the text box, the grid will take care of the rest (To 

remove this filter, erase the number in the text box and click off of the text box 

again) 
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2. Text Column: To filter by a text column, select the text box underneath the 

columnôs name, and type in a word or phrase you want to filter the grid by (Note: 

it does not have to be a full word). Once you have done this, click on the filter 

icon next to the text box as shown below 

 
This will display a list of all the possible filter types for the column. If you know 

the exact word or phrase you are looking for, you can select the ñEqualToò filter. 

The gridôs results will then be filtered to only those records who are exactly equal 

to what was typed in. (Conversely, ñNotEqualToò 

 

If you are not sure on the exact word, or want to filter on more than just exact, 

there are filters for ñContainsò/òDoesNotContainò (These will look to see if each 

record contains the text provided anywhere in that column); as well as filters for 

ñStartsWithò/òEndsWithò for checking if the column for each record starts with or 

ends with the text provided. 

 

To clear a Text column filter, click on the filter icon underneath the column name 

and select ñNoFilterò at the top of the list. 

 

3. Date Column: To filter by a date column, click on the calendar icon underneath 

the column name to select a date from the calendar tool, or click on the text box to 

the left of it to type in a date manually. 
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Once a date has been selected, click on the filter icon next to the calendar icon. 

This will allow you to specify how you want to filter the date column. 

 
To clear a Date column filter, click on the filter icon underneath the column name 

and select ñNoFilterò at the top of the list. 

 

4. Currency/Decimal/Number Column: To filter by a number based column, click on 

the text box below the column name and provide the number or decimal to filter 

by (Note: If currency, do not provide the currency symbol, just the amount). 

 
Once a number based amount has been provided, click on the filter icon next to 

the text box to specify how to filter the number based column. 
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To clear a Number based column, click on the filter icon underneath the column 

name and select ñNoFilterò at the top of the list. 

 

The grid can be filtered by as many of the columns as needed, however when multiple 

columns are provided with a filter, the grid will always check to find those results that 

match each and every one of the filters provided. 

 

Drop-down results for attached files 

The Contract related grids contain the additional functionality to view all their attached 

files in-line within the grid.  

 

To view these files for a result within the grid, click on the left hand arrow on that row. 

This will populate the list of attached files for that record (if any).  

 

 
 

When viewing these files, you can click on the name to directly open up the file, as well 

as see any provided description about the file as well as the date it was attached into the 

system. 

 

Dashbaords 
 

Accessing your dashboards 
Upon first logging into the system you will be taken to your ñMy Calendarò page due to 

the fact that no dashboard has yet been configured for you. Once you have configured at 

least your first dashboard, each subsequent time you log into the system you will be taken 

to your ñMy Dashboardsò page.  

 

To access youôre dashboards page or your dashboard manager, you can click on either of 

the two right hand menu links on the calendar page, or under the ñMyò top menu item, 

select ñDashboardsò or ñDashboard Mgr.ò 
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The Dashboard Manager 
Your dashboard manager provides a list of all the dashboards you have configured for 

yourself along with the ability the manage them or delete any that are not your current 

default dashboard. Here is some information regarding the columns: 

 

1. Dashboard Title: This is the title/name given to your dashboard 

2. Is Default: Specifies if the dashboard is set as your current default dashboard 

(your default dashboard will initially be shown when you log in) 

3. Left Width: The size of the left hand column of your dashboard 

4. Right Width: The size of the right hand column of your dashboard 

 

To create a dashboard, select ñAdd New Dashboardò from the right hand menu on the 

dashboard manager page 

  
 

When adding a new dashboard, provide the necessary fields as shown below 
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Your ñMy Dashboardsò 
The My Dashboards page will initially display your default dashboard. All of your other 

dashboards will be available to you from the drop down in the upper left hand part of the 

screen 

 
 

With each of your dashboards, you are able to add up to 20 docks. A dock is a part of the 

dashboard that displays specifically requested information. Here is an example of a dock: 

 
 

To add a new dock to your dashboard, click on the ñAdd New Dockò link at the top of the 

page. 

 
 

You will be provided with an entry screen to specify what type of dock you want to add. 
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There are three different types of docks that can be added to a dashboard: 

1. Your ñMy Calendarò from your calendar page 

a. When adding your ñMy Calendarò, the calendar will be displayed in the 
specified dock. 

2. A direct link to a web address 

a. When adding a web address, the page you specified will load in the dock. 

3. A Custom Search (Custom Searches are explained later) 

a. When adding a custom search, the results of custom search will be 

displayed in the dock. 

 
 

Once you have specified which type of dock you want to add, all that is left to do is to 

select if it will be displayed in the right or left column (Note: docks can be moved around 

on the ñMy Dashboardsò page after they are added to the dashboard). 

 

When finished, click on the Save Dock link in the right hand menu 

 
 

This will save your dock to the dashboard and return you to your ñMy Dashboardsò page. 

 
 

Company Information 
 

Add Your Company Information  

 

As the contract administrator of Contract Insight, the first step is to add your company 

information.  This information will be used to pre fill data as needed in contract 

templates.   

 

We recommend entering data into the system in the following order:  

 

1. Add Your Locations (if needed)  

2. Add Your Departments  

3. Add Your Employees  

4. Add Your Vendors  

5. Add Your Contract Types, Status, and Categories 

6. Add Your Contract  



Page 21 of 114 CobbleStone Systems Corp. All Rights Reserved. 
 

 

Location Management 
 

Add Locations 

Contract Insight supports the ability to assign contracts to your organizationôs locations.  

The Location list can be administered by óAdminô users.  To add locations to the location 

list, select ñLocationsò from the Manage/Setup menu, then select ñAddò.  Enter the 

appropriate location information into the Location Form displayed below. 
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Select ñSaveò to save the location information.   

 

Repeat the steps above for all of your locations. NOTE: at least one location should be in 

the location list.  
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View and Edit Locations 

 

 

To view or edit the locations entered into the system, select Manage/Setup, select 

ñLocationsò from the Location menu.  Next, select óeditô for the name of the location that 

needs to be viewed or edited.  

 

 

 

Upon selecting the name of a location from the location list, the location details form will 

appear.  Select the óéô link to edit any of the field data. 
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Enter the changes needed and select the save changes button (or select óCancel Changeô to cancel). 
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Department Management 

 

Add Departments 

 

Contract Insight supports the ability to assign departments to your contracts and to your 

employees.  Only admin users can manage departments (or other authorized users).  To 

add or manage departments select ñDepartmentsò from the óManage/Setupô menu, then 

select ñAddò.  Enter the appropriate location information into the Department Form 

displayed below. 

 

 

 

 
Select ñSaveò to save the information entered.   

 

Repeat the steps above for all of your companyôs departments. 




















































































































































































