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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, usefriendly, Enterprie Contract Management Software Solution.
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About this Manual

This manual is intended to be used as a us
materials for Contract Insight, help materials for Contract Insight, and
demonstration purposes.
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Overview

Contract Insight, Contract Management Softwaffers 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, saftii@@nse, telephone service, orsub
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 arisenfan 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 filingsystemi a f il ing cabinets and spreadsheet
Management Software provides a simple solution to solve these problems.

Cobbl eStone Systemsd Contract I nsight, contr
based, enterprise solution to the caot 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 multruser environment.

Contract Ingjht 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. Itis 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
subtasks and milestones, it provides advanced notification, and it ersabl@sed

images and files to be attached to each contract. It offers advanced functionality such as
the ability to add usedefined fields and a custom-&dc query tool.

Contract Insight enables organizations to effectively manage contracts, reducetcontra
management costs, and streamline workflal/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 cas by utilizing our statef-the-art webbased technologies.

Contract Insight is a complete tool for wehsed contract management. It is Internet

based software that enables users to access their contracts vid@wsér with no

client PC installatin. 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 perforntext-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 accessddtbynet
browser (like Microsoft Internet Explorer), and be used on a Local Area Network (LAN) and
Wide Area Network (WAN) in a mukiiser environment.

Server Requirements (in a norhosted environment)

Network Server with Pentium class processorighér CPU.

Microsoft Windows 2000 Server, or Windows 208&rver, or Windows 2008
Server operating system running Internet Information Server (IIS 5.0 or better
recommendedVirtual Servers are supported

Microsoft SQL Server 20Q2005, or 2008equired

RAM of 1 GB (or better)recommended

50 MB of harddisk space required (or higher RAID 5 Recommended).
VGA or higherresolution monitor.

Mouse or compatible pointing device.

Network Interface Card.

Backup tape recommended.

Alternative power supply (U¥) recommended.

1
1

= =4 =4 -8_48_9_°5_-°

Workstation Requirements

Contract Insight is a fully webased 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 serve
as long as it is running a current wielowser (IE 4.0 or better recommendégiyefox 2.0 or better

supported) Wireless computers and haheld devices that have an Internet browser can access Contract
Insight as well.

Optional Recommendations

Scanner Hardware (Document feeder and industry class recommended)
Scanner Softwaren¢rmally 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 datgprocessing procedure dictates that any program be thoroughly tested withtioah 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 RBJND 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 @ministrator).

The log in screen will appear as seen bel&nter 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}. Itis
recommended that the contract administrator change this password.

/2 contract insick: - Ficrosoit incenet =10 =]
@“ T A I_::;-=

File Edit WView Favorites Toaols Help

'ir-? e & contract insight | | F?T - T BT »

contract insight&
Username: |

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 weibs) 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.

contract insight&

Home Contracts Tasks Employees/Tompanies Feports Manage/Setup Help Log Out

Welcome, today is Monday, Jakieekailaail

Eumpanv List

Contracts:

The Contacts, Companies (vendors/customers), Employees, Locations, and Departments
links will show their respective options.

contract insight Q

Home Contracts Tasks Employees Companies Reports NMapdge/Setup

Help Log Out

§tield Manager

Welcome, today is Monday, January 28, 2008

Departments

Locations

Contract Types

Contract Status

Contract Categories ,

Coatract Occuranee

Result Grids Information
Understanding and Navigating the Result Grids

Contract I nsightos newl yathofgndoamaterdand esul t  gr i d
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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Contract ID Title/Name Start Date End Date Company Name BudgetAmount

| e [ By ] Bv]  |v [ v

» 1785 Test Airling Contract 12/1/2009 12/1/2011 A Alpha Corp. View $0.00
» 1787 Test License Agreement 6,/21,/2010 6/21/2011 A Alpha Corp. View  50.00
» 1793 SFFCU Test 8/1/2010 7/31/2011 MIF Services View  5413,000.00
» 1446 Test Consulting Agreement 2/1/2010 2/1/2011 A Alpha Corp. View $0.00

To properly utilize thee 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 evecplumn

3. Drop-downresults 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 showingndar to the following

Contract ID ithe/Hame - \ Start Date End Date Company Name BudgetAmount
rd
| / | 7 \ B v B v v 7

» 1792 SFFCU Test 8/1/p010 773172011 MIF Services View  5413,000.00
» 1785 Test Airling Contract 12/1,/2009 12/1/2011 A Alpha Corp. View 5000
» 1446 Test Consulting Agreement 1/2010 27172011 A Alpha Corp. View  50.00
» 1787 <t License Agreemen 6/21,/2010 6/21/2011 A Alpha Corp. View  §0.00
Notice that in the example image, the col umn

there is a small arrow point up next to the name. This shows that the grid is currently
being sorted by the column ATitl e/ Nameo.

Each columrcan be clicked to one of three (3) different states
1. The first click on a column will sort the column in ascending order

Contract ID Title/Hame = Start Date
| | v E v
» 1793 SFFCU Test 8/1/2010
» 1785 Test Airling Contract 12/1/2009
»  1ldds Test Consulting Agreement 27172010
» 1787 Test License Agreement 6/21/2010

Pagel3of114 CobbleStone Systems Corp. All Rights Reserved.



2. The second click on that same column will sort it in descending order

Contract ID Title/Hame ~ Start Date
| | v B v
» 1787 Test License Agreement 6/21,2010
¥ 144p Test Consulting Agreement 2/1/2010
» 1785 Test Airling Contract 12/1,/2009
» 1793 SFFCU Test 8/1/2010

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

Contract ID Title/Hame Start Date
| | v EH v
» 1785 Test Airling Contract 12/1/2009
» 1787 Test License Agreement 6/21,2010
» 1793 SFFCU Test 8/1/2010
¥ 1446 Test Consulting Agreement 2/1/2010

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 fedintadcendinga me 0
order, i f the AStart Dateo was then cli
however, it would be the second sort for the grid. The grid would first sort by

ATi tl e/ Nameo, then for any poddsotlthbse wi t h t he
according to their AStart Dateo.

was
cked

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
wishto 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 tekibx, 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)
Contract ID Title/ Name Start Date
1785 | 7 7
» 1785 Test Airling Contract 12/1,/2009
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2. Text Column: To filter by a text column, select the text box underneath the
columndés name, an deybuward to filter thagrigvly (Note:or p hr a
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

Contract ID Title/Name Start Date End |

T, S
oFilter

1785 Test Airling Con
1787 Test License

Contains
DoesMotContain
Starts\With
1446 Test Consiflting £ EndsWith

1793 SFFCU Test

WW W

EqualTo
NotEqualTo
GreaterThan
LessThan
GreaterThanOrEqualTo
LessThanCOrEqualTe
Between

MotBetween
[sEmpty
MotlsEmpty
IsMull
MNotlsMull

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

theexact word or phrase you are | ooking fo
The gridés results will then be filtered
to what was typed in. (Conversely, fANot EQ

If you are not sure on the exact word, @nito filter on more than just exact,

there are filters for fAContainso/ oDoesNot
record contains the text provided anywhere in that column); as well as filters for
AStartsWi tho/ o0Ends Wi t hareathaacorcdcstasavithiom g i f  t
ends with the text provided.

To clear a Text column filter, click on the filter icon underneath the column name
and select ANoFiltero at the top of the |

3. Date Column: To filter by a date column, click on the calendar icwlerneath
the column name to select atd from the calendar tool, olick on the text box to
the left of it to type in a date manually
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Contract ID Title/Name Start [y,l;e.,\ End Date Company Name
| v ( }LE )/ || E v §
- rd I
» 1785 Test Airling Contract i Ll et S oha Corp.
» 1787 Test License Agreement 5 M T W T F Shpa Corp.
> 1793 SFFCU Test 203031203 4 S eenices
24 & 7 8 9 10 11 12
» 1446 Test Consulting Agreement ? pha Corp.
25 13 14 15 16|17 | 18 19—
26 20 A 2 3B <
N ( Thursday, June 17, 2010 |
27 27 8 29 30 T
2 4 5 6 7T 8 9 10

Once a date has been selected, click on the filter icon next to the calendar icon.

This will allow you to specifjfnow you want to filter the date column.

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

and sel

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

ect i No Fi

Contract ID Title/Hame Start Date ﬁEnd Date Company Name
| | v T [ —
MoFilter
» 1785 Test Airling Contract 12/1/2009 EqualTo
» 1787 Test License Agreement 6,/21/2010 NotEqualTo
» 1793 SFFCU Test 8/1/2010 GreaterThan
» 1446 Test Consulting Agreement 21172010 LessThan
GreaterThanOrEqualTo
LessThanOrEqualTo
IsMull
MotlsMNull

|l tero at

t he

top of

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

Company Name BudgetAmount P AnnualReviewDate
=~ - N — 3
v GL ) (EjFilter =

A Alpha Corp. View S0 N EqualTeo

A Alpha Corp. View  50.00 MotEqualTo

MIF Services Wiew  5413.000.00 GreaterThan

A Alpha Corp. View  50.00 LessThan
GreaterThanOrEqualTo
LessThanOrEqualTo
IsMull
MNotlsMull

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

the text box to specifydw 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 ANoFiltero at the top of

The grid can be filtered by as many of the columns as needed, homeemultiple
caumns 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 afl dkteiched
files in-line within the grid.

To view these files for eesult 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).

Contract ID Title/Name Start Date End Date Company Name BudgetAmount

| e [l E~x[] Bvl v [ v

1785 Test Airling Contract 12/1/2009 12/1/2011 A Alpha Corp. 50.00

1787 Test License Agreement 6/21,/2010 6/21/2011 A Alpha Corp. 5§0.00

< IS S
Bk

1793 SFFCU Test 8/1/2010 7/31/2011 MIF Services 5413,000,00

>
>

Filﬂ_}k'_’——'—'_'_—-_-—___"‘-\ File Description
< Travel Details for Onsite Demo in Albany NY 20100309.docx draft1

CobbleStone Headerd,jpg

Overview - Contract Insight Enterprise by CobbleStone Systems.pdf

associated logo

final executed contracgt

0] e ¥ Pagesize:10 -

» 1446 Test Consulting Agreement 2/1/2010 2/1/2011 A Alpha Corp. View  50.00

When viewing these files, you can click 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 | ogging into the sdyasrtenpapa dwidlt
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 fAMy Dashboardso page.

O access
he two ri
el ect iDa

y 0 pageroryoud dashihobrd rmanagjes, you can click on either of
ght hand menu | inks on the cal enda
S

T
t
S hboardso or fADashboard Mgr. o

Pagel7of114 CobbleStone Systems Corp. All Rights Reserved.



contract insightQ CobbleStone Systems Corp,
acts Tasks Employees Companies Reports Manage/Setup Help Log Out Go | John Adams: 6/29/2010 5:57:25 PM

RESCLEICEN: ) June 29, 2010 coto: ([ oo 7]

Dashboard Mgr. June 2010

Tasks List
Past Due Tasks
Searches
Reports
Links

The Dashboard Manager

Your dashboard manager provides a list oftedl dashboards you have configured for
yourself along with the ability the manage them or delete any that are not your current
default dashboardHere is some information regarding the columns:

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

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 cola of your dashboard

To create a dashboar d, sel ect fAdd New
dashboard manager page

‘=l Add New Dashboard

=
Im MY D oy

Right Width (%) [ My Calendar
rd

49

68

49

When adding a new dashboard, provide the necessary fields as shown below

Manage My Dashboard

Dashboard Name:

Dashboard Description:

*Is Default?: No -

Dashboard Layout

1. The Left and Right Column Widths can be a number between 1 and 98
2. Both the Column Widths must equal 98 (ex: 49 & 49)
3. Both Widths can be left blank to make them equal widths

eft Column Width (%) :
Right Column Width (%) ;
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Your AMy Dashboardso
The My Dashboards page wittiitially 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

Dashboards
Select Your Dashbdard: [Demc Dash

. - — —

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

dashbard that displays specifically requested information. Here is an example of a dock:
My Dashboards

Select Your Dashboard: |Demo Dash - | Eadd1
Total Record Count: 9 Page Size: Update
Active¥YM  Admin FirstMame LastMame
Ov Ov | v v
View Mark Twain
View Thomas Jefferson
View Brandi Starr
View Karlen Haury
View John Adams
View Franklin Pierce
View Michael Friebis
View Gerald Ford
View Andrew Jackson
To add a new dock to your dashboard, cli

Dashboards
Select Your Dashboard: |Demc Dash -

You will be provided with an entry screen to specify what type of dockwant to add.

Add Dashboard Dock

Add Dock for: Demo Dash

* Provide Dock Name: |

* Select Dock Type: [-- Select One -- -

Select Docking Zone: [Left Column -]
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There are three different types of docks that can be added to a dashboard:
1. Your AMy Calendaro from your <calendar pag
a. When adding your fAMy Calendar o, the <ca
specified dock.
2. Adirect 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.

* Select Dock Type:

Select Docking Zone:

-- Select One --
My Calendar
Web Address
Custom Searches

Once you have specified which type otkgou 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 AMy Dashboardso page after they are a

When finished, click on the Save Dock linktire right hand menu

[*f My Calendar

This will save your dock to the dashboard an

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:

Add Your Locationgif needed)

Add Your Departments

Add Your Employees

Add Your Vendors

Add Your Contract Types, Status, and Categories
Add Your Contract

oOuhrwNE
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Location Management

Add Locations
Contract
The Locat

Il nsight supports the ability to ass
[ n

listsel ect 0
[

l i st dminn & eu saedrms .n to$iedecatpddd blyo odaAt

n
0
Locationso from the Manage/ Setup m

appropriate location information into the Location Form displayed below.

Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Iquick search |69 pemo Demo: 1/2¢

Li<t Manager reidranager - |

Departments

locationid locationname i + Columns

Contract Types 2 Print

45 Alaska Export
=

19 AR Contract Status £xport

12 Atlanta Contract Categories

9 Baton Rouge Contract Occurance

438 Boise
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Home Contracts Tasks Employees Companies Reports Mana

locationname

Location

Location Name |Alasks
ActiveYN | |
Streetl

Street2

|
|
City |
|
|

State

Zip

Manager | Backos, Dean ~|

Notes |

EnteredBy | Demo. Demo =l

o
UpdatedBy | Demo. Demo =l

Datelpdated {7

Save

Sel ect fnSaved to save the |

ocation informat.

Repeat the ste@bove for all of your location®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
ALocationso from the Location menu. Next,
needs to be viewed edited.

Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Iquick search | 89| pemo Demo: 1/2¢

Li<t Manager reidranager - |

Departments
locationid locationname i + Columns
s
45 Alaska " Contract Types *, Print
39 Andover Contract Status - Export
12 Atlanta Contract Categories
< Baton Rouge Contract Occurance
43 Boise

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

appear . Select the 6é6 | ink to edit any of

contract Insignt=

Home Contracts Tasks Employees Companies Reports P

Location 12

Location Name Atlanta

ActiveYN True @
Streetl 12600 Deerfield Parkway ...
Street? Suite 300 e
City Alpharetta .
State GA -
Zip 30004 .
Manager Journis, Mike -
Motes .
EnteredBy

DateEntered

UpdatedBy

DateUpdated 8/1/2002 12:00:00 AM
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Enter the changes needed and sel ecntgetbh et os acvaen ccehange s

Edit Field

Location I'-IamelA“ama > Cancel Change
& Save Change
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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 departmé¢ s s el ect nADepartmentso from the
select AAddoO. Enter the appropriate | ocatio
displayed below.

Sel ect fSaved to save the information entere

Repeat the steps above for allof yoormpany 6s depart ment s.
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