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About this Manual

Thismanualisit ended to be used as a uBnemrss gui de
training materials for Contract Insight, help materials for Contract Insight, and
demonstration purposes.
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Overview

Contract InsighEnterprise Contract Management Software offers caatprofessionals
administrators, ankley personneie ability to easily track, renew, manage, and report on their
contracts and other committals. Oftentimes, organizations have to engage in many contracts,
such asleasesmaintenance, software licensatellectual property, telecommunicatisarvices,
sub-contractor contractsnd many other risk type$vertime it may be difficult to keep track of
the renewad, risks, termsreview,andbr 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.mBlyefind that it is

inefficient to use a standard filing system via filing cabinetdwork foldersand spreadsheets.
Cobbl eStoneds Contract Management Software provi
problems.

Cobbl eSt one Sy st econgadt managementasativarelproddiesnierprise,
web-based, solution to the contract managertifatycle 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 Laal Area Network (LAN) and Wide Area Network (WAN) in a muler environment

and it can be hosted by CobbleStone and offered as a Software as a Service (SaaS)

Contract Insight is a highly robust and scalable contract management tool developedtty ind
standards utilizing advanced web and database technologies. It is based on years of market
research, industry experts, client inpand feedback from thousands of usdtss an enterprise
solution that offers unprecedented flexibility and fumiaéility. It offers common functions such
as;multi-level security, the ability to track key dates of contracts, notes, tractasib and
milestones, it provides advanced notificatiermail alerts template based creation/draftiragnd

it enables scarad images and files to be attached to each contract. It offers advanced
functionality such as the dity to add useefined fieldscustom aehoc query toqlflexible
searching, and full report builder

Contract Insight enables organizations to effetfivnanage contracts, reduce contract
management costs, and streamline workflalto save you and your organization money. Our
proven system can save you thousands, even millions of dollars by automating the contract
management process. Also, Contilasight reduces your computer costs by utilizing our state
of-the-art webbased technologies.

Contract Insight is a complete tool for wehsed contracnd committamanagement. It is
Internetbased software that enables users to access their conieatwekbrowser 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 abilityo enter new contracts, run reports, and performkased

searches.

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

Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor,
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System Requirements

Contract Insight is installed on a9wWindows 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 mukiiser environment.

Server Requirements (in a norhosted environment)

Network Server with Pentium class processor or higher 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 2002005, 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.

Baclkup tape recommended.

Alternative power supply (UPS) 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 optérg system can access the Contract Insight server
as long as it is running a current wielowser (IE 4.0 or better recommendégiyefox 2.0 or better

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

Optional Recommendations

Scanner Hardware (Document feeder and industry class recommended)
Scanner Softwaren¢rmally provided with the scanner)

Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor,
All Rights Reserve
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Disclaimer of Warranty

Disclaimer of Warranty

THIS SOFTWARE AND THE ACCOMPANYNG 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 FITNESSR A PARTICULAR PURPOSE IS
OFFERED.

Good data processing procedure dictates that any program be thoroughly tested -witticabdata

before relying on it. The user must assume the entire risk of using the program. ANY LIABILITY OF THE
SELLER WILL BELIMITED EXCLUSIVELY TO PRODUCT REPLACEMENT OR REFUND OF
PURCHASE PRICE.

©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!
All Rights Reserved
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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 ymun tyour purchase (or obtained from
your system administrator).

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 defasifusername: contract | password: master}. It is
recommended that the contract administrator change this password.

/2 contract insicht - FiICPOSOTT Inicenat =10 x|
@’\ £ | http://dev.cobbleston > | L##|| X IC::;E
File Edit WView Favorites Toaols Help
'i'::? Zhp @cnnh’actinsight | | F?T B - o~ ”
contract insight&
Username: |
Password: |
Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor
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Navigation through the Interface

Navigating through the Interface

The top menu is the best way to navigate through Contract Managenmeeface. 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.

contract insight&

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

Welcome, today is Monday, Jakieekailaail

Eumpanv List

Contracts:

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

contract insightQ

Home Contracts Tasks Employees Companies Reports NMapdge/Setup

Help Log Out

ield 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 nsi ght 6s newly wupdated result grids
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
featuresare now available.

©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!
All Rights Reserved



Contract Insight Enterprise User ManudFE

Contract ID Title/Name Start Date End Date Company Name BudgetAmount
| e By | By T e
» 1785 Test Airling Contract 12/1/2009 12/1/2011 A Alpha Corp. View  50.00
» 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 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 evecplumn

3. Drop-downresults for attachefiles(not available on every grid)

Multiple Custom Sorting and Filtering Data
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 clickon it. The grid will refresh itself showing similar to the following
Contract ID/ﬁI'J’e,'—I;ame - \ Start Date End Date Company Name BudgetAmount

| /I | v NEY B v v v

» 1793 SFFCU Test 8/1/p010 773172011 MIF Services View  §413,000.00
» 1785 Test Airling Contract 12/1/2009 12/1/2011 A Alpha Corp. View 90,00
» 1446 Test Consulting Agreement 1/2010 27172011 A Alpha Corp. View  50.00
» 1787 st License Agreemen 6/21/2010 6/21/2011 A Alpha Corp. View  80.00
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
beng®esrted by the column ATitl e/ Nameo.

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

Contract ID Title/Hame = Start Date
| | v B 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
Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor
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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 clck 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 i f ATi t 1l e/ Nameo was already click
order, if the AStart Dateo was then clicked

however, it would be the second sort for the grid. The grid would first sort by
ATi tl e/ Nomea,nyt tersuflts with the same ATitl el
according to their AStart Dateo.

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, cliock 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 thgdiD
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)
Contract ID Title/ Name Start Date
1785 | 7 B v
» 1785 Test Airling Contract 12/1,/2009
©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!
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2. Text Column: To filter by a text column, select the text box unddmrtbat
columnés name, and type in a word or phra
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 |
_ e —
| (]E:i )ﬂ ol < ,_
oFilter

s 1785 Test Airling Con Contains
» 1787 Test License DoesNotContain /-
> 1793 SFFCU Test StartsWith
> 186 Test Consyliting 4 EndsWith 2

EqualTo
NotEqualTo
GreaterThan
LessThan
GreaterThanOrEqualTo
LessThanCOrEqualTe
Between

MotBetween
[sEmpty
MotlsEmpty
IsMull
MNotlsMull

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

the exact word or phrase you are | ooking
The gridés results will then be filtered
to what was typed iono0o (Conversely, fANot Eq

If you are not sure on the exact word, or want to 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
AStaWi tho/ 0oEndsWitho for checking i f the
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 fier by a date column, click on the calendar icon underneath
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

Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor,
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Contract ID Title/Name Start [y.te..\ End Date Company Name
| ' ( ]( )f |7 ' i
- rd I
1785 Test Airling Contract i Ll et S oha Corp.
1787 Test License Agreement 5 M T W T F Shpa Corp.

23 30 31 1 2 3 4 5
1446 Test Consulting Agreement “ ¢ ! 8 210 112 pha Corp.

25 13 14 15 16|17 18 19 ———m
2B 20 A 2
27 27T 3B M
28 4 5 G 7 8 9 10
Once a date has been selected, click on the filter icon nex takbndar icon.
This will allow you to specify how you want to filter the date column.

1793 SFFCU Test Services

b L A

23 | 1 = -1
[Thursday,
30 T

June 17, 2010 |
=

Contract ID Title/Hame Start Date HEnd Date Company Name
| | ' 6/8/2 gﬂ?\_ B v v
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
MotlsMull
To clear a Date column filter, click on the filter icon underneath the column name
and select ANoFiltero at the top of the

4. Currency/Decimal/Number Column: Tidtér 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).

Company Name BudgetAmount P AnnualReviewDate |
T, I \P -
! (|1 ) (E NoFilter = ?

A Alpha Corp. View W \“-—-"‘/EqualTu:u

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, clicle dift¢hicon next to
the text box to specify how to filter the number based column.

©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!
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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 manytiké columns as needed, howewdren 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 conighe additional functionality to view all their attached
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 Bv[| B e v
1785 Test Airling Contract 12/1/2009 12/1/2011 A Alpha Corp. 50.00

FE

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

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

File'—}k”_——_—_—-__—_-———"\ File Description

draft1

=
=

CobbleStone Headerd,jpg

Overview - Contract Insight Enterprise by CobbleStone Systems.pdf

0] e " Page size: |10

associated logo

final executed contracgt

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

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.

Dashhoards

Accessing your dashboards

Upon first loggingintd he system you wil | be taken to yo
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 youashMgabDdso page.

To access youdre dashboards page or your das
the two right hand menu | inks on the cal enda
select nNnDashboardso or fAbDashboard Mgr. o

Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor,
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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

Contract

=2 Find

Tasks List ' my Dashboards

|5\ My Dashboard Manager.

Past Due Tasks
Searches
Reports
Links

The Dashboard Manage

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 dashboardHere is some information regarding the columns:

1. Dashboard Tle: 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 dashtboa

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

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

‘=l Add New Dashboard
= MY 1

Oy

Right Width (%) [ My Calendar
v

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 fAMy Dashboardso
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

Dashboards
Select Your Dashbd

ard: [Demo Dash

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

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

Select Your Dashboard: |Demo Dash - | Eadd1
| Active Administrators %
Total Record Count: 9 Page Size: I—
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, <click o
page

Dashboards
Select Your Dashboard: |Demc Dash -

You will be provided withan entry screen to specify what type of dock you want to add.

Add Dashboard Dock

Add Dock for: Demo Dash

* Provide Dock Name:
* Select Dock Type:

Select Docking Zone:

Leaders with Contract Management Software!

|-- Select One -- "|

|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 AMy Calendar o, the ca
speified 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 dk.

* Select Dock Type:

Select Docking Zone:

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

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 AMy Dashboardso page after they are a

When finished, click on the Save Dock link in the 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 gidi 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 Depamnents

Add Your Employees

Add Your Vendors

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

A
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Location Management

Add Locations
Contract I nsight supports the ability

t ass
The Locationil st can be administer ed oyhe ldcatbmi n

0
0 use

listsel ect fALocationso 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¢

e reamencoer |

Departments
locationid locationname i s
.
45 Alaska " Contract Types *, Print
19 AR Contract Status “F fo LIl
12 Atlanta Contract Categories
9 Baton Rouge Contract Occurance
43 Boise
Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor,
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Home Contracts Tasks Employees Companies Reports Mana

locationname

Location

Location Name |Alasks
ActiveYN | |
Streetl

Street2

|
|
City |
|
|

Gtate
Zip

Manager | Backos, Dean ~|

Notes |

EnteredBy | Demo. Demo =l

DateEntered i o
UpdatedBy | Demo. Demo =l

DateUpdated  E

Save

Sel ect sa®dhe lecation imMformation.

Repeat the steps above for all of your locatiN@TE: at least one location should be in
the location list.

©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!
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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.
needs to be viewed or 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
Contract Types & Pri

45 Alaska = ¥p! # Print

39 Andover Contract Status - Export

12 Atlanta Contract Categories

< Baton Rouge Contract Occurance

43 Boise

Ne x t

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

appear . Sel ecanybfthefielddata. | i nk t o edi't

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

©1995-2010 Cobblestone Systems Cor,
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Enter the changes needed and select the save changes

Edit Field

Location I'-IamelA“ama > Cancel Change
- Savechaug
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Department Management
Add Departments

Contract Insight supports the ability to assign departments to your contractsyand to

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

add or manage departments select fADepartment
select AAddoO. Enter the appropriate | ocatio
displayed below.

contract insight'X
3 etup Help Log Out Iquick search |62 pemo Demo: 1/2

@‘

Departments

Locations + Columns
»
Accounts Payable ORI TRAES = Print
- Export

90 Accounts Recievable ontract Status

2 Administration
124 Broadcasting

Department
i Cancel

pntract Categdries

Department e

Department Name |

Active IFaIse vl

EnteredBy |

DateEntered |

UpdatedBy |

DateUpdated |

Select ASaveo to save the information entere

Repeat the steps above for all of your compa
Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor,
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View and Edit Departments

To view or edit the departments entered i

OMaea et upd menu. Next, select edit
be viewed or edited.

contract insight'

tup Help Log Out Iquick search |89 pemo Demo: 1/2

Departments

e‘

Locations + Columns
Contract T *; Pri
Accounts Payable ontract lypes ' Print
= EXEI’t

a0 Accounts Recievable

2 Administration i pntract Categories

124 Broadcasting Bdj - jcCurance

Upon selecting the name from the list, the details form will appear.

contract insight™

Home Contracts Tasks Employees Companies Reports [Mana

¥ g

Department 2

Department Name Administration
Active True

EnteredBy

DateEntered 1/1/2002 12:00:00 A
UpdatedBy 114

DateUpdated 8/24/2007 11:18:11 AN

Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Iquick search |69 pemo Demo: 1/28/2008 2:

Edit Field

Department Name A dministration

SHEE ranqe

[E save Changes

(@)
(N
(@)

Sel ect t he
6saved.

nk next t ohangesandselextl d

©1995-2010 Cobblestone Systems @or
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Employee and User Management

Add Employees and Users

To add new employees and users you must have administrative permigsions.

employee becomes a user when the employee entered is assigned a username and

password andtheapp pr i at e per mi ssi ons. To add a new
from the AEMpIl oy e elhenmardenthe nansemplayee and biserl o w.
information and save the new user information.

CobbleStone System

contract insight @ CobbleSt
Home My Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Go| John Adams: 6/29/2010 2:1¢

Employee List Add Employee

Last Name Fitst Name Employee List Admin  Departmentliame ManagerName UserName Readonky | = Add Employee
5 + Change My Password . . E E < -
v y ge My v v v v 7 s print
Adams John sales@cobblestonesystems.com View Wue IWPOC - Marketing contract False Export to Excel
Export to Word
Bach Johann Sebastian info@cobblestonesystems.com Vi Fase Human Resources ffish False Export to Word
Export to PDE
Barton Clara info@cobblestonesystems.com View JFalse Adrinistration Ross, Betsy ssquarepants False ¥3 Change My Password
Change My Password
Carter Jimmy info@cobblestonesystems.com Ve G D jearter True il Roles/Groups
Administration
Ceasar Julius info@cobblestonesystems.com View False  Administration Earhart, Amelia pstar False & Home
Churchill Winston info@cobblestonesystems.com View False Human Resources genail False
Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor,
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Add Employee

Title |

epartment "\ Accounts Payable Rl
ail Addres
Address
City
State
Zip
Manager | Smith, Adam |

Home_Phone |
Office Phone |
Office_Fax

|Fa|se

[
[

dministrator |False

|Fa|se -

[ ;I

Comments

EnteredBy |Demc Demo =l
DateEntered i e
UpdatedBy |Demc Demo =l
DateUpdated |~ ——

&)

Note.
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To assign Aadministratetieed PErmessionsheé oAadn

contract insight Q
Home My Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out

Edit Field

The Administrative permissions are set to Af

To assign firead onlyo permissions to a user
contract insight&

Home My Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out

Edit Field

The Read Only permissions are set to fAfal sseo

Note: The Read Only permission is a depreciated aspect of controlling permissions. For
accurate and proper control of a wuserds pern
on the employee details screen.

CobbleStong

| Go | 1ohn Adams: 6/29/2

5 Add Employee
(T
45 Permissions+
2 Print

»* Delete Employee

B View History
& Back to list

Sel ect ASaveo t o s anfoematiom eAfteEsamng anewe wser,ggoud Us er
may add additional per mi ssions and settings
Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor,
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View and Edit Employee and User Information

To view or edit Employee and User infor mat
AMenuo. oydeterdered imiheé system will be displayed as follows.

contract insightQ

Home My Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Go| John Adams: 6/29/2010 2:1¢

Employee List Add Employee
Last Name First Name Employee List Admin  DepartmentName Manageriame Readonk,| = Add Employee
Change My Password
v 5 ge My B v | v | v 7 07 s print

Adams John sales@cobblestonesystems.com View Wue  IWPOC - Marketing contract False Export to Excel
Export to Word

Bach Johann Sebastian  info@cobblestonesystems.com View Fgse  HumanResources fish False
Export to PDE

Barton Clara info@cobblestonesystems.com View JFalse Administration Ross, Betsy ssquarepants False #3 Change My Password
Change My Password

Carter Jimmy info@cobblestonesystems.com View Fake ~ Contracts jearter True il Roles/Groups

Administration
Ceasar Julius info@cobblestonesystems.com View False  Administration Earhart, Amelia pstar False @ Home
Churchill Winston info@cobblestonesystems.com View False  Human Resources gsnail False

Upon selecting the name from the list, the details form will appear.

©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!
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Employee Details &

Employee ID: 9

First Name: David D.

Last Name  Dannal

Title Plant Production Manager
Department  Internal Control

Address 324 White House Road
City Whiteville e
State NY .
Zip 09382 e
Manager leas

Home Phone
Office Phone 032-555-6777

Office_Fax  555-667-777 -
UserMame

PaSSWOFd HHEERERREE

ReadOnly False

Administrator False

Active User  True

Comments

EnteredBy

DateEntered

UpdatedBy

DateUpdated 8/1/2002 12:00:00 AM

Attached a File

= Add Employee
ll Attachments
% Permissions+
¥
- Export
~ Delete

- Employee
e View History
© Back to list

SelectFiIe:l Browse...l
Notes: | Save File |
To edit a field value on the Employee

To assign other user permissions seleetthd Per mi ssi onsd | i

Leaders with Contract Management Software!
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= Add Employee
I Attachments

! Permissions+

» Delete

- Employee
o View History
@ Back to list

Users that have admin set to false will only be enabled to view contracts and access the system
features based on the employeebds (usersod) per mi s

Employee Permissions

Roles for Non-Administrators

Assigned Roles Available Roles
Add Contracts Add Contract Notes -
Add Tasks on My Contracts Add Tasks on My Dept. Contracts
Delete Contracts Add Vendors/Customers
Display Dept. task alerts on Calendar Allow Template Changes
Edit My Contracts Delete My Contracts
Edit My Dept. Contracts Delete My Dept. Contracts L
Edit My Dept. Tasks Delete My Dept. Tasks 1
View Contracts e Delete My Tasks

View My Contracts Display all contract alerts on Calendar

View Vendors/Customers _ | Display only my contract alerts on Calendar

©) Edit My Tasks

Export Calendar

Manage Contract Categories

Manage Contract Clauses

Manage Contract Occurance

Manage Contract Requests

Manage Contract Tasks

Manage Contract Types -

Assign Additional Departments for Non-Administrators

Assigned Departments Available Departments

Accounting B
Administration

Contracts Administration

Corporate

Finance

Human Resources

Notes about permissions:

An employeedmhatt haeltdhesedato true wil. have ful
manage, and delete all set up tables as well as all contracts. Users that have admin set to false will

only be enabled to view contracts in their departments-ddonin users may be agsed

additional security rights via Aubeecatbeer mi ssi ons¢
assigned to multiple departments (if needed) vVvi e
the employeeds permi ssion screen (seen above)
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Below is an overview of the security and user modes that are available in Contract

Insight.
To

assi
the Employees menu option.

gn

users

and

Contract Insight Enterprise User ManudEERI

empl oyee

per mi ssi ons:

contract insight &

Home My Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out

Employee List Add Employee

First Name Employee List

T

= Add Employee

Last Name Admin DepartmentName ManagerName UserName ReadOn|
5 + Change My Password 5 5 < s s
4 ] ge My v | v v 4 B ¥ |g print
Adams John sales@cobblestonesystems.com View Wue IWPOC - Marketing contract False Export to Excel
) Export to Word
Bach Johann Sebastian  info@cobblestonesystems.com View Fdse  Human Resources fish False
Export to PDF
Barton Clars info@cobblestonesystems.com View False  Administrstion Ross, Betsy ssquarepants False 5 change My Password
Change My Password
Carter Jimmy info@cobblestonesystems.com View Fake  Comtrects jearter True i Eoles/Groups
Administration
Ceasar Julius info@cobblestonesystems.com View Fake  Administration Earhart, Amelia pstar False @ Home
Churchill Winston info@cobblestonesystems.com View Fake  Human Resources gsnail False
~ .
Next, ent er amé depatmgt usernareed mssword and other security

settings as required. More details related to Employee and User security is described

below.
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Add Employee

Title |
Department |Accnunts@ ~|
ai ress

Address

City

State

|
|
|
Zip |
|
|
|

Manager Smith, Adam =

Home Phone
Office Phone
Office_Fax

IFaIae

dministrator |False

KN RENREN

ive User  [False

Comments

EnteredBy | Demo, Demo =l
DateEntered § ...
UpdatedBy | Demo, Demo =l

DateUpdated

E".I"E'.'l

Admin Users:

©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!

All Rights Reserved



Contract Insight Enterprise User ManudEED

7

The highest security | evel is entitled, an 0
is indicated by assigning the O0Admindé field
can see and manage all contracts, vendors, employees, control lists, ad hoc reports, and

custom fields, with full delete and modify access (regardless of which seturite the

system is set to). Al ot her users that are
OAdmi ndéd setting set t eaddni aldés aa)erar @ nr dfhe rsr ad

Non-admin Users:

Nonradmi n users are t hos esettingirethieemployea dcrednget e t he

t o OFal s.e&Ndbh@admjn users have restricted access in the system depending on

which security mode the system is set to. [Each security mode is discussed later in this
document.] Noradmin users cannot add, deleor modify: Vendors, Employees, and

control lists (such as Types, Categories, Departments, Types, and Looati@ss)

specific permissions are assigned via the OF
screen for each particular nadministrator Non-admin users are permitted to view (in

read only mode) all control lists such as: Departments, Company List

(Vendors/Customers), Categories, Types, and Locafiohse user 6 s Vvi ew per mi
based on the individual 6s ePer mMiedxaiidrmrs sy xeieqn
OPermi ssions6 menu.

System Security Modes:

Contract Insight offerseverakecurity modes, Individual mode and Departmental mode
and bothees et by an i ndisgreedGhanbirgshe geeurtymiodesf the n
system igliscussed below.

The first security mode is 'Individual' security mode. The second security mode is
'‘Departmental’. The administrasmf the system caedite mpl oyeeds sec

ur b
selecting the 6Permissions®é menu on the

ity
Empl
Individual Security Mode:

I f a user has the permission assigned entit]l
Contract), then the user is said to have individual seciitg.'Individual' security

assignmenénables an organization to limit access byaseount Thi s means t hat
admindéd users can only access contracts that
Empl oyee field on the Contract-admenaoaserind i s set
this mode will be limited to accessing those cartgassigned to them via the Employee

field on each contract. Nesdmin users cannot add, delete, or modify: Vendors,

Employees, and control lists (such as Types, Categories, Departments, Types, and

Locations).

Departmental Security Mode:

Whenauserhashe o6Vi ew My Departmentés Contractsé6
department &6 contracts)Deparenmeimisanableeanod s s ai
organization to limit noradmin user access by the department that the users and

contracts are assignéal For example, this mode enables an administrator to assign users

to their appropriate departments. As each contract is entered in the system, the contract is

Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor,
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al so assigned to a depart ment .-adfimuserstddepar t me
view andaccess contracts that are assigned to the departments they belong too. Each non
admin user account can be set to a O6read onl
the employee record to O0Trued. The ORead Onl
enalbing the user to change contract data (ultimately, removing the save and delete

buttons from the Contract screens). Namimin users cannot add, delete, or modify:

Vendors, Employees, and control lists (such as Types, Categories, Departments, and

Locations)

Not e: Userd6s may be assigned both modes via
Additional User Security Optionsvia Permissions

The Additional User Security Options offer the administrators of the system to assign

additional manageadmimt | awvthowmistey st o 6non

T Nomadmin users may be assigned additional s
link on the employee screen.

T Nonradmin users are those users that have th
screen set to OFalseo (or ANooO) .

1 Non-admin usersdwe restricted access in the system depending on which security
mode the system is set to.

1 Non-admin users cannot add, delete, or modify: Vendors, Employees, and control
|l istdéds (such as Types, Categories, Departm
per mi ssions are assigned via the APer mi ssi
for each particular neadministrator.

1 Non-admin users are permitted to view (in read only mode) all control lists such as:
Departments, Company List (Vendors/Customeraje@ories, Types, and Locations.
The userb6s view permission is based on the
Empl oyeebs details screen via the APer miss

Additional Users Security Options are assigned to a user on a per user basis via the
Employee Managerscregni a t he O Per mi Bhe following tepsne nu it em
describe how to access the Additional User Security Options:

1. Log into Contract Insight as an OAdmind |
2. Select the Employee from the Employee Lists that require adalitsecurity
options

3. Se |l e cPermissioemeanu item(as seen below).
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Employee Details &

Employee ID: 9

First Name: David D.

Last Name  Dannal

Title Plant Production Manager
Department  Internal Control

Address 324 White House Road

City Whiteville e
State NY .
Zip 09382 e
Manager leas

Home Phone
Office Phone 032-555-6777

Office_Fax  555-667-777 -
UserMame

PaSSWOFd HHEERERREE

ReadOnly False

Administrator False

Active User  True

Comments

EnteredBy

DateEntered

UpdatedBy

DateUpdated 8/1/2002 12:00:00 AM

Select File: | Browse... |
Motes: | Save File |

Attached a File

= Add Employee
ll Attachments
% Permissions+
¥
- Export
~ Delete

- Employee
e View History
© Back to list

4. Next, select the security role from the available security list (see below) that you

want to assi
wiladdtheg cur i ty

gn to
rol e

Leaders with Contract Management Software!

t he
s el

ected
to the

s el
ect

user
6assi

©1995-2010 Cobblestone Systems Cor,
All Rights Reserve

and c

gne



Contract Insight Enterprise User Manual

Employee Permissions

Roles tor Non-Administrators
Assigned Roles Awvailable Roles
Add Contract Notes -
Add Contracts
Delete Contracts
Manage Contract Categories

(€] Manage Contract Occurance
Manage Contract Tasks
Manage Contract Types

(] Manage Custom Fields

Manage Custom Re
Manage D
Manage Employees and Users

Manage Locations j

sign Additionai Departments for Non-Administrators
Assigner Departments Available Departmeni=

Accounts Payable
Accounts Recievable
Administration
Broadcasting
@ Construction Semvice
Contracts Administration
Corporate Communication
e Dental Reference Seniee
Distribution

Facilities
Finance |

5. To remove security roles from a userods pr
the Oassigned security rolesdé | ist box an

To assign a user to multipteepartments use the same steps as above, however, assign
the correct departments in the department area.

Available Security Roles

1. The 6Manage Employees and Usersd securit
delete employees/users from the system.

2. The6 Manage Vendor and Customers6 security
delete Vendors and Customers.

3. The O6Manage Contract Categories6é securit
delete Contract Categories.

4. The OManage Cont r apermits® yspreosadd, ediandidelete y r o |
Contract Types.

5. The O6Manage Contract Tasksd security r
Contract Tasks that are assigned to Co
that the user is assigned to.

ol
nt
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Non-Admin Roles Available in

Contractinsight Description for Non-Admin Users

Add Contract Notes Allows users to add contract notes on the contracts they can view
Add Contracts Allows users to add contracts in their department
Add Tasks on My Contracts Allows users to add contract tasks on the contracts they can view

whereby the contract employee field is assigned to the user

Add Tasks on My Dept. Contracts Allows users to add contract tasks on the contracts they can view
whereby the contract department fieldisas si gned one of
departments

Add Vendors Customers Allows a user to add vendors/customers in the company list

Allow Template Changes Allows a user to edit a merged template on contracts they can view

Delete Contract Audit Notes Allows users to delete notes on contracts they can view

Delete Contracts Allows users to delete contracts they have access to

Delete My Contracts Allows users to delete contracts when the employee field of the
contract is set to the userdés em

Delete My Dept. Contracts Al l ows users to delete contracts
a userds department

Delete My Dept. Tasks Al l ows users to delete Tasks on
department is set to the useros

Delete My Tasks Allows a user to delete tasks if the task is assigned to the user

Delete Vendors/Customers Allows user to delete a vendor / customer from the companies list

Display all contract alerts on Calendar Displays all contract related expiration alerts on the users calendar for
which they have access to

Display Dept. task alerts on Calendar Di splays all of the userdés depar
page

Display only my contract alerts on Calendar Di splays only the userds byeafieldac
the contract screen is set to the current user

Edit My Contracts Enables a user to edit contracts whereby the employee field on the

contract is set to the employee/user and provided the employee can
view the contract

Edit My Dept. Contracts Enables a user to edit contracts whereby the department field on the
contract is set to the employeel/
employee can view the contract

Edit My Dept. Tasks Enables a user to edit contracts Tasks whereby the department field on
the contract is set to the emplo
employee can view the contract

Edit My Tasks Enables a user to edit contracts Tasks whereby the employee field on
the Task is set to the employeel/
view the contract

Edit Vendors/Customers Enables a user to edit/modify a vendor/customer via the company list

Export Calendar Enables a user to export tasks assigned to them on their calendar.

Export is provide via iCalendar/vCalendar format.

Manage Contract Categories Permits a user to add, edit, and delete system related Categories via
the Manage/Setup administration menu.

Manage Contract Occurrence Permits a user to add, edit, and delete system related Occurrence via
the Manage/Setup administration menu.
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Non-Admin Roles Available in

Contractinsight

Description for Non-Admin Users

Manage Contract Requests

Enables a user to review Contract Requests that were submitted via
the Contract Menu

Manage Contract Tasks

Permits a user to edit and delete Contract Tasks that are assigned to
Contracts that are pathabfthédeuDe
to.

Manage Contract Types

Permits a user to add, edit, and delete system related Contract Types
via the Manage/Setup administration menu.

Manage Custom Fields

Permits a user to add, edit, and delete user-definable fields via the
Field Manager located from the Manage/Setup administration menu.

Manage Custom Reports

Permits a user to add, edit, and delete Custom Report searches

Manage Departments

Permits a user to add, edit, and delete system related departments via
the Manage/Setup administration menu.

Manage Employees and Users

Permits a user to add, edit, and delete employees/users from the
system.

Manage Locations

Permits a user to add, edit, and delete system related Locations via the
Manage/Setup administration menu.

Manage Status List

Permits a user to add, edit, and delete system related Status items via
the Manage/Setup administration menu.

Manage Vendors and Customers

Permits a user to add, edit, and delete system related
Vendors/Customers

Search all contracts in System

Enables a user to search all contracts stored in the system and
overrides other permissions limiting the user based on department;
typically this permission will also have one of the View Contracts

per mi ssions above as wectountassi gn

Search only my contracts in System

Enables a user to search only their contracts stored in the system
(whereby the contractés employee
typically this permission will also have one of the View Contracts
permissi ons above as well assigned {

View all Contracts

This will allow them to view all contracts in the system

View Contracts

This will allow the o6viewd | ink
(we recommend this is on for all users)

View Contracts in My Depts.

This will enable a user to view all contracts when a contract is assigned
to the userds department (s)

View My Contracts

This will allow a user to view contracts when a contract is assigned (as
the employee) 1t othamk.e user 6s acco

View Vendors/Customers

This will allow a user to view a
vendors list

Add and Configure Employee Groups/Roles

The system supports the optional ability to assign employees/user to a group (or role).
This ishelpful when creating a task alert (discussed earlier) allowing an admin user to
configure and assign tasks (and workflows) to not only an individual employee (user), but
additional to assign the task to a group (or multiple people assigned to a gejup/rol
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To add a new employee Group, log into the system as and admin user, next, select the
Roles/Group menu on the Employee List (as seen below).

contract insight@

CobbleStone Systems Cd

Home My Contracts Tasks Employees Companies Reports Manage/Setup Help Log Qut G9 | pemo Dema: 3/31/2010 10:54
Add Employee |
moioveeist > I
Last Name First Nams Admin DepartmentName  ManagerNams UsarName '=| Add Employee
Change My Password 4 +Columns
' ' ] (4 ' ' ' =, print
Adams John johnadams@cobblestonesystems.com View True Finance testtes Export to Excel
Export to Word
Buckanin Pat info@cobblestonesystems.com View False  Sales Reeves, Todd Export to Word
Export to PDF
. . . Contracts . Mg
Carter Jirnrny info@cobhblestonesystems.com View False jearter = Change My Passwo
Administration
Cleveland Grover grover.cleveland@cobblestonesystems.com  View True Legal gcleveland

ontract Insignt™s

The Employee Role/Group List screen will appear as seen below.
—

Home My Contracts Tasks Employees Companies Reports Manage,/Setup Help Log Out

mployee Rele/&roup List

Approver Group View

Contracts Group View
frinancial Group View
T Group View

1

Theadd a nevEmployee Role/Groudirst select the Add Role/Group menu link on the

right hand menu (seen above).

Next, enter in the Role/Group Name that you want to create and select the Save button

seen below).
Home My Contracts Tasks Employees

RoleName

Role ID

Entered By

Entry Date 3/31/2010 11:02:35 AM
Updated By Demo, Demo v

Date Updated

Save

3/31/2010 11:02:35 AM

Leaders with Contract Management Software!

©1995-2010 Cobblestone Systems Cor,

All Rights Reserve



Contract Insight Enterprise User Manual

The system will save the new Group Name and return you to the Growgeidsh (seen
below)

Home My Contracts Tasks Employe
Employee Role/Group List

ReleName

Approver Group

View
Audit Team View
Contracts Group View

Financial Group View

IT Group View
Legal View
Next, t o assign / add employees to this grou

name (seen above).

The Employee Role/Group Management Screen will appear (seen below).

Employee Role/Group Management ( Approver Group)

D, View History
Delete

Role ID 3

Role/Group N e

Entered By 0

Entry Date 11/16/2008 3:20:03 AM

Updated By Demo, Demo

Date Updated 12/8/2008 12:35:43 PM

Roles [ Groups
Assigied Roles/Groups Available Roles/Groups
Carter, Jimmy Adams. John -
Buckanin, Pat
Cleveland, Grover
Columbus, Christopher
Dema. Demo
Ford, Gerald
Ford, Henry
Hever, Herbert

m

To assign or add employees to the new group, sekedrtiployee name from the right

side list box and then select the arrow (blue) to assign the employee. Repeat this process
to assign multiple users to the group. To remove employees, select the employee name
on the left box, and then select the red arr@wnemove. To return to the prior screen,

select the Back to Roles/Group menu on the left (seen above).

Now you may add tasks and configure workflow that allows to assigning of a task to a
group.

To delete a group, select the Delete link (seen above).
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Vendor/Customer Management

Contract Insight features contact management functionality to keep track of your external
contacts, entitled Companies (Vendors/Customers). This is designed to keep track of
Vendors and Customers that your organization dassbss with.

Add Vendors/Customers

You must have the appropriate administrative permission to add contacts to the system.
To add vendors

and customers to the

(Vendor/Customers) menu. The Vendor/Customeut form will appear. Enter the
appropriate data in and select save.

contract insight @

syst

CobbleSto
Home My Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Go | John Adams: 6/29/:

o - ) Add Company
endor & Customer List
‘Company Name ‘ontact E-mail Country S Add Company
= GIUMns
g g w g & Pprint
3M Company Barry Jones infe@microsoft.com Vi «  Export
A Alnha Corn AllserCantart infn@C nbbleStoneSusterns.cnm A I.JJ Import Companies

©1995-2010 Cobblestone Systems @or

All Rights Reserved

Leaders with Contract Management Software!



VendorID A
Company Name

Streetl

Street2

City

State

Zip

Country
Phonel

|
|
|
|
|
|
|
|
Phone? |
|
|
|
|
|
|
|

Fax

Contactl
Contact2

AccountMumber

Web

Email

Comments
ActiveYN
TaxID |

VendorLoginYN |—;|

UserName  E5ms s
passward ........................................................
EmployeeContact |Backos. Dean

TradeNames |
DUNS |
u_CorpType |
u_MinorityStatus |
EnteredBy
DateEntered
UpdatedBy
DateUpdated
CanBeBonded

=)

Leaders with Contract Management Software!
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After entering in the Company Information

Note. To grant a vendor or astomer with the ability to log into the system for contract
negotiation and view only rights enter a username and password in the appropriate fields.

User Name vendorusername
Password ARk
©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!

All Rights Reserved

b



Contract Insight Enterprise User ManudiZiZ s

Add Additional Contacts to Vendors/Customers

Contract Insight supports the ability to add unlimi@ontacts to Vendors and
Cust omer s. To add contacts to Vendors/ Custo

Vendor/Customer details screen.

Company Details

VendorID 96 &
Company Name A1 Manufacturing Services %.%
Streetl 2o View Histo
Street? @ Back to list
City Phila
State PA Delete
Zip 19123-ABC - Employee
Country
Phonel
Phone2
Fax
Contactl Enter First Contact
Contact2
AccountNumber -
Next, select thedadd contactdo |link (seen below):

Company Contacts ( Add Con t:act]

Last NamelFirst NamelE-Mail ____[Phonel _

terst Tina s test@test com
The addition contact screen will appear as foIIows.
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All Rights Reserve



Contract Insight Enterprise User Manual

Add Company Contact

CustContID

|

|

|

|
Addressi |
Address2 |
City |
State |
|

|

Zip

Country

Motes

LB L
EnteredBy  |Demo. Demo =l
UpdatedBy |Demo. Demo =]

VendorID

es)

Be sure to enter the contact name and select save.

Each contact entered will appear at the bottom of the Vendor/Customer detail screen.
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Company Contacts ( Add Contact)
Name |Name

. . _ 444-333-
Jones Mike info@mikejonesi23x.com 1444 .

terst Tinas test@test.com e

©1995-2010 Cobblestone Systems Cor
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View and Edit Companies (Vendors/Customers)

To view or edi t Vendor and Cust mther i nf or mat
ACompani eso Menu. Each Vendor and Customer
as follows.

contract insight QL

Home My Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Go | john Adams: 6/29/:
N i Add Company
endor & Customer List
‘Company Name ‘ontact E-mail Country = Add Company
,7 | | ,7 = GITMns
i o v i ®  Print
3M Company Barry Jones info@microsoft.com View - Export
A Alnha Carn. AllserContact infa@CobhleStoneSustems. com Iil 1mport companies

Upon selecting O6viewd for a name from the 1|
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Company Details

VendorID 06

Company Name A1 Manufacturing Services ; Print

Streetl 2ot View Histo

Street? @ Back to fist

City Phila

State PA

Zip 19123-ABC

Country

Phonel

Phone2 e

Fax Jeae

Contacti Enter First Contact pee

Contact?2 leas

AccountNumber e

Web s

Email info@CobbleStoneSystems.qom ...

Comments loas

ActiveYMN True eee

TaxID

VendorLoginYN True

UserName

PassWord

EmployeeContact

TradeNames

DUNS

u_CorpType LLC

u_MinorityStatus selected

EnteredBy

DateEntered 3/15/2002 4:46:55 PM

UpdatedBy 0

DateUpdated 3/15/2002 4:46:55 PM

CanBeBonded e
To |link companies together, select the O6LI Nnk
To add attachments to a company: select the
file you want to attach and select O0Savebo.

Leaders with Contract Management Software! ©1995-2010 Cobblestone Systems Cor,

All Rights Reserve



Contract Insight Enterprise User Manual

Attached 5 File

12/26/2007

SampleContract.rif 19-00-00 AM Delete
: ~/ 12/26/2007
LicenseAgreement.rif te 12:00:00 AM Delete
©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!
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My Diary and Calendaring

Contract Insight includes a wdtased calendar and notes diary features. The calendar
displays &piring contracts and contract tasks based ordattels. The calendar can be
used to keep notes and track appointments for your users.

contract insight4
Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Im Go | pemo Demo: 1/28/20(

Wel)\eme, ioday is Monday, January 28, 2008 <o [ oo

o January 2008 ;" Today
7 T W T E = E Add Contr
1 2 3 4 5 —il Find Contr
Contracts: Contracts: - Add Io
_Confidentislit _Confidentislity #4  Add Emplo
Agreflment 2008 Agreement 2008 7 View EI'I'IEII
(424 ; Close: .
=] z 8 10 11 12
Tasks: Tasks: Tasks:
_test (enter _test (enter —test (enter
title) ; Active: title] ; Active: title] ; Active:
Ericklayer, Mason Ericklzyer, Bricklayer,
ason Mason
Your calendar is displayed

after you log in or by select the
AiMy Cal endar

You can also add diary and
calendar notes by select the link
on the day.

Your calendar will display your
expiring contracts and tasks by end
date. You may go to the contract by
select the contract link.
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To navigate to various months you can wuse
calendar or enter a date in tthete input field at the top.

Toadd notes or vof thevcaleandar seldcttheynumber ef thé day for a
particular day on the calendar. The Day view will appear as seen below. You may view
the day view and enter notes on the day view.

Day View below:
ﬁ Welcome to ContracNSIGHT - Windows Intemet Explorer

Contracts Expiring

Contract Start  End =
D Title Date Date Company TimeLeft Staty —

Find Contract
Held - = +Columns

Intellectual Property
License Agreement

Acme Vending
Agency

432 2/2/2008 2/7/2008 view -13

Diary Notes
To add a diary note, select the day view and select the Diary Notes link (see above)

contract insightQ

Log quick search | Go |

Home Contracts Tasks Employees Companies Reports Manage/Setup Help Out
Demo: 2/20/2008 5:34:5

Day View for

Diary Motes

your notes here

To save your diary notes, select the save link button. The notes will be saved and
displayed on the calendar as seen below. You may edit ytag fiom the Calendar by

selecting the notes ico~

= _sadf
L] z 8
Contracts:
_Intellectual Property
License Agreement
[(432]  Held;
Donaldson, Dawvid;
torfie Wending Age
_'1_',mur notes here
13 14 15
pcts: Tasks:
ibution Contract _Insurance Alert (Clinical
11 s Active; Trials Agresement] ;
anno. Kimberlv: - Awaiting Execution:
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Contract Management- Setup

It is recommended that the Contract Categories, Departments, Locations, Contract Types,
Status, and Occurrence should be entered in bgytemAdministrator before entering
in contract data.

Contract Categories
Contract Categories are used to classify contracts into categories for classifications

pur poses. For exampl e, a hnoestpniotrakl-of-noary fcoluats s
net worko categori es.

Toenterormampe Contract Categories select AContra
AManage/ Setupd menu option (this menu item i
AAddO menu item and enter the category name.

entered.

Home Contracts Tasks Employees Companies Reports Manage,/Setup Help Log Out Iquick search | 82| pemo De

List Manager Field Manager

Departments @
Locations

CategoryID Category e

.

42 Auditing edit Contract Types “* Print

54 Cable edit Contract Status -] EXOEE

24 Caopiers edit Contract Categories

37 Dental edit Contract Occurance

4 In Network edit

53 Laundry edit
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Category

CategoryID

EnteredBy  |Demo. Demo =l
EntryDate |
UpdatedBy

)

Toedt or modify a category, select the 6éviewb
Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Iquick search | 82| pemo De
List Manager Field Manager
Departments @
Locations
CategoryID Category e
e
42 Auditing edit Contract Types “*: Print
54 Cable edit Contract Status oSG
24 Copiers edit Contract Categories
37 Dental edit Contract Occurance
4 In Network edit
53 Laundry edit
©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!
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Contract Types:

Contract Types are used to classify contracts into Type for tracking and contract creation
purposes. For example, typememtfo,contracts n
AConfidentiality Agreemento, fnASoftware Agree

To enter or manag
option. Select t

e Contract Types select nCo
he AAdd Contract Typeso but

Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out Demo Demo: 1j..

Field Manager

Contract Types

Departments

Location

Type ID Name
18 Adéndum e .El:lntract Types

Contract 5tatus

34 Buyer Agreement View
33 Concession Agreeme View Contract Categories
11 Confidentialitv Disclosurésareement Views Cantract Mecureanca

contract insight'4

Home Contracts Tasks Employees Companies Reports Ma

UpdatedBy |Demo. Demo =
SeleciSaved to save the information entered.
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Contract Templates

Contract Insight supports the ability to create contract templates and apply (inherent) the
templates to contracts when they are entered to streamline the contract creation process.

Contract Templates are linked to Contract Types. After entering Contract Types, you
can add templates that will be associated with each Contract Type. For example,
Confidentiality ATypeo may have a template c

To add Template (inesct i ons), Vview an existing fAcontrac
Templ ateo from the Contract Type details for
Contract Type Configuration
Create Template
G’ Attach Template
Type ID 2 Print
Type Name Construction Agreements ... : View History
EnteredBy  Journis, Mike = E
DateEntered 11/9/2001 3:19:37 PM
UpdatedBv
Upon selecting AiCreate Templatedo you wil!/| b e
For example, a templ-dscéoseceibosemayonheof ha 0
section can be indented, hidden from vendors, and sorted.
Template Editor
D8 A BB 8= =0 EE d*x AiO & 5| rasgern . Fforitome 5| B £ U E &8 Save Document

Preview in PDF

View Clause Library

=T

Select Merge Ficld - ||

Product License Agreement o

This Consulting Agreement (the "Agreement”) is entered into this [Contract_Start_Date] by and between [VendorName] .an individual. ("Consultant”)
and YOUR COMPANY (the "Company”).

RECITALS
WHEREAS, the Company is in need of assistance in support area; and

WHEREAS, Consultant has agreed to perform consulting work for the Company in providing [specify] support and consulting services and other related
activities as directed by the Company;

NOW, THEREFORE, the parties hereby agree as follows:

1. Consultant's Services. Consultant shall be available and shall provide to the Company professional consulting services in the area of royalties
of [u_Royalty Amount] support ("Consulting services") as requested.

./ Design | €% HTML

Be sure t o Bnktosaedahe dodureenté s av e 6
[ save Document

.i Droarioaar in DNE

Optionally, in eneuser mode, the system supports a watermark/background.

©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!
All Rights Reserved



Contract Insight Enterprise User ManudiE

Template Preview

After entering each section of a contract template you can view the template by selecting
one of the following:

1. The printicon:
Y& d
2. The preview in PDF link:

l@ Preview in PDF
Y

Templates- Global Header and Footers

Contract Insight Enterprise Template Manager enablesmadseirs to create a global

(system) header and footer. To assign a global header and footer, select the

6Mai ntenanced menu under the Manage/ Setup ma
Footer template manager. The Header / Footer template managengitieppear.

e =3 BE P 3 IS s & A5~ KK Peguphe_ » fonibiers v B F 0 E B @
'
Gabe] Mgrge Fardd =

Frodu Lcenie Apreement

Thes Conoiing Apesment (the *Apesment | o entered oo te [Comtrant_Sram_Dure] be s berween [V endor™ pme| o6 el 0o
and YOUR COMPANY (the "Company™)

BECITALS

WEHEREAS e Compatry is i need of ssssssss @ oapport area; and

WHEREAS, Commultast han agreed fo perfions conruling work: for the Company in. providing [ypecif] sopport and conmiting srvices and other relaind
acthvitied ai drected by e Comspasy,

NOW, THEREFORE, the pories evebry agree s follows

1. Conultant's Senvices. Conmltant dhall by svallable and thal provide o the Company profimsional conssling servicr i the arva of royalie
of |o_Rovalty Ameant| smpport (" Consding servicei”) as pegacited.

Select Save to save the header/footer.
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Workflow and Pre-Defined Tasks

Setting Pre-Defined Workflow Tasks based on a Contract Fields
Contract Insight includes the feature that allows for creating and definingasigurable and flexile
workflow tasks. The prelefinable workflow tasks are configured based on any contract field value or
combination of contract field value. For example, administrator users can create one or multiple workflow
tasksto be used for approvals, alerting, aechinders based on Contract field values. This is beneficial to
help organization standard workflow tasks (individual tasks can be assigned on the contract screen as well).
Predefined workflow tasks will automatically create automated tasks (calendaraail alerts). This
means that any time a new contract is entered into the system for a particular Contract, automated tasks can
be auto populated on the Contract record by the system. Tasks can be assigned to a person, a group, have
start dates, endatkes, notify days, repeat on an interval (weekly, monthly, quarterly and annual for
recurring alerts), and escalate to another employee if needed.
To set up Prelefined Workflow Tasks ¢enail and calendar alerts) based on a Contract Fields:

1. Log into the sstem as an administrator user

2. { St 500G w22N]Ft24 alyl3ISND FTNRY
contract insight&Q

0§KS Wal ylF3Sk{.

Home My Contracts Tasks Employees Companies Reports Manage/Setup Help Log Out

mManage Fields...

Workflow List Manager

1 Departments / Divisions
WorldlowID WorkflowName DateEntered Locations
55 Administrative Worlflow edit 6/16/2010 1:48:58 PM Contract Types
64 Company Workflow dit 6/22/2010 4:37:54 PM
sy - i Clause Library
47 Finance Department edit 6/1/2010 4:12:01 PM
56 Negotiation edit 6/16/2010 4:17:52 PM Contract Status
27 Over 0 to 5K edit 3/3/2010 1:11:39 PM Contract Categories
63 Payment Schedule Workflow edit 6/21/2010 3:30:41 PM Con
62 Special Payment Workflow  edit 6/21/2010 3:10:50 PM Workflow Manager
61 TEST edit 6/21/2010 11:28:49 AM :
- o _ Maintenance

a0 WSU Approval edit 6/17/2010 11:09:17 AM
3. ¢CKS 22NJ] Fft2¢ alylF3asSNIftAaud gAff F LILJSI NE YySEOZ

ySé 62N] Ft26 02N aSt SO0 WSRAGQ G2 Y2RATEe |yR

contract insight @&

Home My Contracts Tasks Employees Companies Reports Manage/Setup Help LogQOut G| john £
Workflow List Manager Manage Fields...

1 Departments / Divisions w
WorkflowID WorkflowName DateEntered Locations
55 Administrative Workflow edit 6/16/2010 1:48:58 PM Contract Types L ?ﬁ
64 Company Workflow edit 6/22/2010 4:37:54 PM ) Hport

Clause Library

47 Finance Department edit 6/1/2010 4:12:01 PM
56 Negatiation edit 6/16/2010 4:17:52 PM Contract Status
27 Over 0 to 5K edit 3/3/2010 1:11:39 PM Contract Categories
63 Payment Schedule Workflow edit 6/21/2010 3:30:41 PM
62 Special Payment Workflow  edit 6/21/2010 3:10:50 PM Workflow Manager
61 TEST edit 6/21/2010 11:28:49 AM
en 1 A mmems | A SFATIAAIA 110N T ARA <

4. Next, “the Wrkflow Manager screen will appear, enter a workflow (job) name (fitfe)

is active or not, and if the workflow

(job) should be run on the update of a contract (as

well as on creation). Once doreelect Continue (seen below)

©1995-2010 Cobblestone Systems @or
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Workflow Manager

:ﬁk?l.:j;f_hlame D

Active = -1 1-Ted ] -

Run Job on Contract Update -select one- -
EnteredBy Adams. John -
DateEntered

UpdatedBy Adams, John -
DateUpdated

Workflow ID

_

(Coriinue )

5. Next, the Workflow Comduration screen will appear

T4

Workflow Configuration

Workflow Name Administrative Workflow ...
Active Yes e
Run Job on Contract Update Yes -
EnteredBy Adams,John

DateEntered 6/16/2010 1:48:58 PM
UpdatedBy Adams,John

DateUpdated 6/16/2010 4:21:33 PM
Workflow ID 55

1. Add Workflow Criteria: Select workflow Tiald: Contract Amount -
is between [ - =N

Critaria Entered
109 Contract Amount Contract_Amount between 1000 and 20006Y22/2010 10:14:12 AM Edit Delete

i
110 Department Accounting Department_ID = '192' 6/22/2010 10:14:21 AM Edit Delete
2. Assign Worfklow Tasks:

6. Next select the contract field that you want to trigger workflow based on (see above;
GKS SEFYLX S 6208 A& aSiaiday3a | O2yiaNF OG Gt &g
field, when the contract amount field is between $0da$999 a task will be assigned);
0S adaNB G2 aStSOl0 GKS W/ RR 22NJ] Ft26 / NRAGIGSNRI
add additional/multiple workflow criteria for each workflow job. Existing workflow
criteria will show in the Workflow Criteria semti (seen above).

7. Next, enter each workflow task that you want assigned on a contract when the criteria
(set above) is entered. First, select the Employee name from the Employee list (or select
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WSYLX 28880 2y GKS tAad (2 riSshssigriedito)i2 GKS 9YLI

Optionally, assign a role / group of people. Next, enter the Task Title.

-select one-

-not assigned-

cet the Task Start Date to: 0 days before - contract's -MNot Set- -
Set the Task End Date to: 0 days before + contract's -MNot Set- -
Notify Before: notify 0 days before the Task End Date (set above)

do not recurr ~

-select one- ~ after 0

days if the task is not compfete

-Select- ¥ or enter
Order Nuntbar: i H 0.00

Add

The following tasks will be present when a contract is set to the criteria above (when the contract is created):

. Add dd
b Assigned |Role Start Date End Date |Notify Escalate |Escalate |Alternate
Task Name Name gt:g Field FIE|d Days R To (days) |E-mail Order

Administration  John _ Explratmn . Explratmn Carter,
Review Adams 30 Date Date J|mm\_,- Delete 0.00

8. Enter the days before or after that you want the email sent on. It is recommend to set
GKS WHIEALMA NGkiA2Yy 51 G§SQ oF & &H&lhandlalertds@én

. Enter in a positive value (such as a 1) if you want the alert sent after the Entry Date of

the contract or another date on the contract page; enter a negative value if you want
the alert sent before a date on the contract screeor @xample, enter a60 from the
WOELINI GAZ2Y 5F08Q AT @&2dz ¢l yid Fy £ SN
the contract).

9. To have a task notify the user before the task end date, set the days in the Notify Days

field.

10. Optionally, to have th task repeat on a interval (such as weekly, monthly, quarterly, or
yearly), select the Recurr value. The task will repeat up until the end date (expiration
date) of the contract.

11. Optionally, to have the task escalate if the primary employee (that theitaassigned
to) does not mark (update) the task as complete, select the Escalate To and Escalate
After days.

12. Optionally, to specify additionatmail address for this task to bergailed to, specify
them in them either from the list of users in the syst@r type your own in (separate
eacheY Af o6& | O2YYl W3IQ

13. Optionally, provide an Order Number to specify the ordering sequence of the tasks
associated with this workflow (job). Order Number allows you to order your tasks on a
contract in your own sequence

14.bSEGT &St SOG GKS WudliRktaskdzi G2y (2 &l @S

15. Repeat the steps to add as many alerts for each Workflow Job.

NOTE: The system allows an administrator user to define unlimited workflow flow
combinations based on many contract fieldthis alows for a great deal of flexibility
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and complex combinations to meet your organization goals for workflow tasks and
alerts.

Setting Pre-Defined Workflow Tasks based on a Contract Status
The system can automatically create automated tasks (calendanicaéerts) based on a Contract
Status. This means that any time a new contract is entered into the system for a particular Contract Status,

automated tasks can be set by the system. The system will add additional tasks to a specified contract as
the Cantract Status is changed.
To set up Prelefined Tasks (enail and calendar alerts) based on a Contract Status:
16. Log into the system as an administrator user
17.{ St SOG W/ 2y 4N OG {4l Gddza FNRBY GKS Wal yl 3Sk{Si

A

contract insight¢

Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log

Field Manager -

Status List Manager

1 Departments
Locations

StatusID StatusName

i Contrac
23 RFP edit
42 Submitted
33 Active edit Contract Cateqgories
44 Approved edit Contract Occurance

18. The Contract Status list will appear, nextSf SOl WSRAGQ 0GASs0 F2NI (K
want to set predefined tasks for
contract insight4

Home Contracts Tasks Employees Co
L ———__
Status List Manager
1
StatusID StatusName
23 RFP edit
42 Submitted
33 Active edit
44 Approved edit
33 Awaiting Execution edit
2 Closed edit
1 Declined edit
15 Held edit

19. Next, the Contract Status details screen will appear, scroll down and add yeur pre
defined tasks (seen below)
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StatusID 42

StatusName Submitted

EnteredBy Demo,Demo
DateEntered 5/15/2008 12:00:00 AM
UpdatedBy Demo,Demo
DateUpdated 5/15/2008 12:00:00 AM

Pre-defined Workflow Events on Status Change

Samual, Adams

-not assigned-

Set the Task Start Date to: 0 days before = contract's Annual Review Date ~

0 days before - contract's Annual Review Date ~

notify 0 days before the Task End Date (set above

the following tasks will be present when a contract is set to this status:

TaskName |Assigned To|Role Name  |Add Start Days|Start Date Field  |Add End Days|End Date Field  |OnCreate] |

Legal ReviewJane Doe  -not assigned- 0 AnnualReviewDate 10 Contract_End_Date False Delete
20. Select the Employee that you want the alert assigned thénEmployee dropdown box
(as seen above).
21. Enter the Workflow title (this will become the task name) (see above)
22. Enter the days before or after that you want the email sent on. It is recommend to set
0KS WHOIEALM NBkiA2y 51 GSQ isovhen thaeh&lyndlalérds@ént T2 NJ (0 K
. Enter in a positive value (such as a 1) if you want the alert sent after the EntryDate of
the contract or another date on the contract page; enter a negative value if you want
the alert sent before an date on the coatt screen (for example, enter-&0 from the
WOELINI GAZ2Y 5F08Q AT @&2dz ¢l yid y FfSNIL &aSyd
the contract).
23. To have a task notify the user before the task end date, set the days in the Notify Days
field.
24.SelectK'S W! RRQ 0 dzi (-8effneditask. a I S G KS LINB
25. Repeat the steps to add as many alerts for each Contract Status.
NOTE: The example above will create an automatic task set to the AnnualReviewDate of
each contract (for contracts that have the Submitted Cortt&tatus selected when the
contract is added). The task will be assigned to Adriano Batar (for this example). As the
specific Contract Status is changed, the-gedined tasks will be added to the specific
contract record. You may alter the actual Task Bate and Notify Days to meet the
specific contract needs.

Setting PreDefined Workflow Tasks based on a Contract Type
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The system can automatically create automated tasks (calendamaidaéerts) based
on a Contract Type. This means that any timew contract is entered into the system
for a particular Contract Type, automated tasks can be set by the system.

To set up Prelefined Tasks (enail and calendar alerts) based on a Contract Type:
26.Log into the system as an administrator user

27.Sel ecttr &acCtonTyped from the OManage/ Setupo

Home Contracts Tasks Employees Companies Reports Manage/Setup Help Log Ou

elcome, today is Friday, December 05, 2008 St

Departments
J

Locatlons 2
Contracts: Contracts: Contractst
-Beta / Testing -Master Services -Consultind.Agre Contract Types =t fdr
Agreement for MSS g ent for 430) ; ActiveT4— 1
(716) ; Active; Knoerl, Telecomm (734) ; Demo; A Alpha Contra tStEfus e;
Thomas Motor Cell Avaiting Execution; -IP Agreement
Corp Ford, Gerald; AAA Active; Mouse, VCOntract Categor|es
Tasks: Telecom Service SonTEC System
~finance approval (HVAC Tasks: - Tasks: Contract Occurance -
Maintenance =Verity Letter of Credit -Submital Reviev ion
Agreement) ; Open; CSA No.4 Actne Sewer Con
Doe, Jane Backos, Dﬂan Open Banks N Mamtenance jervices
Ouarterlv Budaet Due Insurance Reneval Submital Review 2 Tasks:
288The Contract Type |ist will appear, next,

want to set pralefined tasks for

ontract insight®

Home Contracts Tasks Employees Companies Reports Manage/

ontract Types

|

Type ID Name

101 Account Purchasing Agreement View
91 Accounting Services .V iev,z_'_

61 Accreditation Agreement View

29. Next, the Contract Type details screen will appear, scroll down and add yeur pre
defined task¢seen below)
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Contract Type Configuration
Type ID 01
Type Name Accounting Services
EnteredBy Demo, Demo
DateEntered 10/31/2008 9:54:25 AM

UpdatedBy Demo, Demo
DateUpdated 10/31/2008 9:54:25 AM

Pre-defined Workflow Events

Dean, Backos

-not assigned- -
Legal Alert
Alert on Contract Creation: ||

Days + /- Effective Date: 0 from Annual Review Date -

@rﬂﬁon Date: |1 from Annual F{eme@
Add

. Add Add
: AssignedRole . End Date :
TashNameTE_ Name Start|Start Date Field |End Field OnCreate
Days Days

Legal Scott -not .
P i e AnnualReviewDate1  EntryDateFalse  Delete

30. Select the Employee that you want the alert assigned to in the Employee
dropdown box (as seen above).

31.Enter the Workflow title (this will become the task name) (see above)

32.Enter the days before or after that you want the email sent omedtasimend to
set theEXPayatitodn Dated (as s-emalmndabove)
alert is sent. Enter in a positive value (such as a 1) if you want the alert sent after
the Entry Date of the contract or another date on the contract pageaen
negative value if you want the alert sent before a date on the contract screen (for
example,enter&& 0 from the OExpiration Dated if
before the Expiration (end date) of the contract).

33.Sel ect t he O Atbhedoiedefnedttaskon t o s ave

34.Repeat the steps to add as many alerts for each contract type.
NOTE: The example above will create an automatic task set to one day after the
Entry Date of each contract (for contracts that have the Accounting Services type
select wha the contract is added). The task will be assigned to Dean Backos.
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Contract Status

Contract Insight supports the ability to track contracts by contract status. For example, a
Contract Status may be AOpeno, 0®losTehko, 0 Ca
Contract Status list can be managed by Admin users.

To add a Contract Status, sel ect AfAdd Contr a

ick h

Home Contracts Tasks Employees Companies Reports Afanage/Setup Felp IIEIDgt Jquick searc
Ut pemo: 1/28/2008 3
List Manager Field Manager

Departments

Locations

StatusID StatusMName

13 Active edit Contract Types

35 Awaiting Executio edit
2 Close edit Contract Categories
13 Contract Sent edit Contract Occurance
1 Declined edit

15 Held

34 In Megotiation edit

Sel ect the 6addd menu button to add a new St

StatusName

StatusID |

BfatusName |___)

EntryDate |
ActiveYN |

Sp

Enter the Statrs Name and select Save.

View or Edit Contract Status

To view or edit a Contract Status select nCo
menu option. Select the Status name to display the Status Details form.
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ick h
Home Contracts Tasks Employees Companies Reports AfTanage/Setup Fealp IIEIDgt | |
u Demo: 1/28/2008 3

List Manager Field Manager

StatusID StatusMName

33 Active edit
35 Awaiting Executio edit
2 Close edit
13 Contract Sent edit
1 Declined edit
15 Held Bt
34 In Megotiation edit

©1995-2010 Cobblestone Systems @or
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Locations

Contract Types
Contract Status
Contract Categories

Contract Occurance
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Contract Occurrence

Contract Insigt supports the ability to track contract occurrence and assign occurrences
to contracts. For example, a Contract may o

To add a Contract Occurrences, sel ect AContr
menu,ané el ect nAddo.

o Renege peamenzaer

Departments

OccurrencelD OceurrenceName Locations + Colimns
10 Annual Eit Contract Types . Print
5 Bi Yearly edit Contract Status - Export
8 Five year edit Contract Categories
1 Manthly edit
3 Quarterly Contract edit
2 Semi-Annual

1

Enter in the Occurrence Name and Occurrence Value and Select Save.

Contract Occurrence

OcecurrenceName

Entry Date
Updated By | Demo, Demo =

Date Updated
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Adding a Contract
Contract Entry & Edit Form
Before entering contracts into the system, be sure that the contract administrator entered

all departments, vendors, employees, locations, contract types, and status information as
discussed above.

To add contracts into the system select the
menu. The contract entry form will appear.

contract insight4

| ick h |Go
Employees Companies Reports MManage/Setup Help IIEIDgt quick seare
u Demo: 1/28/2008 3:13

Next, selectthefpe of contract you would | i ke to enter from 't
Log

Home Contracts Tasks Employees Companies Reports Manage/Setup Help

Out

Add New Contract Record

Panelselect a contract type:

i3 Continue D

e

Confidentiality Disclosure Agreement j

The Contract Entry screen will appear.

©1995-2010 Cobblestone Systems @or Leaders with Contract Management Software!
All Rights Reserved



Contract ID

Add New Contract Record
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act Title

mpany Name |

Employe Demao, Demo =
Product |
Signed By | Backos, Dean |

Effective Date |

Expiration Date |

Notify Days |

AnnualReviewDate |

Contract Type

|C|:|nﬁdenti;alit'_.,.r Disclosure Agreement j

Details

Description

Termination

=] =

Motes

=l =

Insurance

=] =

Renewal _Notes

Renewed [False -|
Department | Administration |

L3 RN

Leaders with Contract Management Software!
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[eerEtment | Administration ='_"_v_|:_“_:a
Location | Alaska ~|
Category | Auditing |
Status | Active =
Occurrence Annual x|

——
BudgetAmount |
|_©_ConTinuE |

Note. The contract entry and display form may vary depending on the custom fields

entered by the contract administrator

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.

The Contract Category can be usedrack Contracts by specific codes.

Notification. The @A Noti fy Dayso field informs the
when the contract is expiring based on th
the contract ends on 12/1/02 and the notify days @@a$s then you will be

notified the contract is expiring on 11/1/02.

= =

Select the 6continuedé button to save your ne
you the detailed contract record screen. On the contract details screen, you may perform

various actions, such as: adding attachments, tasks/email alerts, templates, notes, print,

export and more
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