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Conventions Used In This Manual

Every effort has been used to try to make this manual as useful and informative as possible. To accomplish that
goal, several conventions have been used to assist the reader.

A Caution These boxes contain warnings about things the user MUST check or of items
the user should be aware before proceeding. In many cases, the advice is to
check with the C.P.A. or other tax advisor.

Y Tlp Tips offer special information, considerations, or other insights when undertaking the
task described.

Hyperlink
A hyperlink is shown with an underline as it is shown by default in the program. Hyperlinks may be found in
screen forms or in screen previews of reports.

Access
Menu access to selected items is shown in the two or three ways available (depending on the item). Here are
examples to access to a functional menu element:

Modular Menu Access
DM | Bid Request
This represents access to Bid Request logs from the Modular menu, irrespective of Reports Group or List.

Standard Menu Access
Job | Documents | Bid Request
This represents access to the Bid Request logs from the Standard menu.

The following an example of access to a report item:

Access to Bid Request Report

Module Menu with Reports Group

DM | Reports | Bid Request

This represents access to the Bid Request report from the Module menu with Reports Group

Module Menu with Reports List
DM | Bid Request
This represents access to the Bid Request Reports from the Module Menu with Reports List

Standard Menu
Reports | Document Manager | Bid Request

This represents access to the Bid Request reports and documents from the Standard (legacy) menu.

In some instances, individual screen buttons are shown in the text, such as the Magnifying Glass [ icon.
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Section 1 — Overview

The Document Manager module allows production and control of the most common types of construction-related
documents online, rather than manually with a paper forms and folders system that is commonly employed. There
are thirteen document types that are grouped by typical construction project stages.

In addition to the documents, a wide variety of reports are available that provide specific or general information
about the documents that have been created.

Two general document formats are available:
m Legacy: The Legacy formats utilize preset format established in BIS®.
® BIS® Document Editor: This format allows the user to modify existing formats or create new ones using the

BIS® Document Editor functionality.

Both document formats permit the user to add company logos to the header to “brand” the resulting document.

Preparation Stage Documents

Bid Request Formal bid request for work to be performed for transmission to
subcontractors

Plan Tracks sets of project plans that are loaned to and returned from
subcontractors

Insurance Provides quick and easy entry and access to subcontractor insurance
information

Subcontract Provides quick and easy entry and access to subcontractor information,

such as pay schedules, contract amounts, and work descriptions

Submittal Tracks job submittals, such as operating manual or warranty certificates,
which need to be forwarded to the owner

Performance Stage Documents

Change Order Two types of Change Orders
General Change Order Tracks contract change orders between the general contractor and the
buyer
Subcontract Change Order Tracks contract change orders between the general contractor and the
subcontractor
Transmittal Provides a cover letter type form that is usually sent to identify attached

paperwork and/or related instructions

Request for Information Tracks information requests to the project's architects and engineers that
is required by the general contractor or subcontractors

Deficiency Notice Generates professional quality deficiency notices, listing requirements
that the subcontractor still needs to complete
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Lien Release Generates release forms to be signed by the subcontractor for partial or
final payment for work performed

Meeting Minutes Records meeting minutes, along with topics discussed and the names of
those present, allowing dissemination of these notes to all interested
parties

Completion Stage Documents

Closeout Submittal Tracks final job submittals, such as operating manual or warranty
certificates, which need to be forwarded to the owner

Punchlist The final list of job completion tasks and touch-up work for a project
that must be completed by the subcontractor

For each type of document, there is an online log screen that gives a one line summary of each document that has
been entered. From each log screen, documents can be added, edited, viewed, and deleted. The user can also
browse all documents, or selectively view documents using searching, sorting, or filtering criteria. Document
reports giving summary or detail information can also be printed out from each log screen. For many document
types, single page high quality laser printer forms can be printed for transmission to all interested parties.

= Tracking/Creation
The Document Manager facilitates both the tracking of existing documents and the creation of new ones.

= Log format
The information for all documents of each type is kept in a document log, which appears as a conventional
paper log. Each line represents a single document, and each column represents a piece of information about
that document.

=  Full-screen edit forms
Once you decide to Edit, View, or Add a new document to a log, a full-screen representation of that single
document appears on the screen.

= Search, sort, filter
When looking at a document log, you may search for certain documents, sort the log in one of several ways,
or filter out all but a subset of the documents.

= Individual printed documents
Some document logs, used for creating documents in addition to tracking them, are able to print a single
document on a laser printer in a professional-quality form. No pre-printed forms are necessary.

= Printed logs
All logs can print a range of documents in a report. This report can be specified to be a summary, which
shows only important columns; or detail, which shows all information about each document.

= Subject system
Often a particular issue in a construction project will cause the generation of several documents of different
types. When this happens, the subject of that paperwork can be defined formally to the Document Manager
as a Subject, and then all the associated documents can be linked together under that name. The Subject list
can be viewed just like any other log, and provides a tool for navigating the associated paperwork.
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= Auxiliary contact and company list
A secondary list with the names of companies and persons with whom you do business is provided. Names
may be entered that don't fit the categories of "customer," "vendor," or "employee," and the same pop-up
pick list convenience is provided.

» Tie-in to BIS®
All of the employees, vendors, customers, jobs, and cost codes that are used in the BIS® system can be used

in the Document Manager where appropriate with the same pop-up pick list operation.

For the remainder of the manual, the Document Manager module may be abbreviated and referred to as DM.
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Section 2 — Menu Access
Use this option to create, edit, and access documents related to jobs. The Document Manager Submenu of the
Reports menu displays reports created using the forms found on the Document submenu of the Jobs menu.

Modular Menu Access
Job | Documents

Standard Menu Access
DM

A particular issue in a construction project will often cause the generation of several documents of the thirteen
different types available in Document Manager. For example, there may be a previously undetected problem
related to a building's foundation due to unstable ground. When this happens, a Document Manager Subject could
be created to link different document types together that all deal with the foundation problem. A subject could
be created called "Foundation Problem", and used to group together all documents related to the problem, such
as Change Orders, Meeting Minutes, Request for Information, etc. Then the subject list of all documents related
to the foundation problem can be viewed just like any other log, and provide a tool for navigating the associated
paperwork.

The Subject System allows documents to be grouped into useful categories. After a subject is created, documents
of any type can be associated with that subject. Navigating through the Subject menu, the user can Edit or View
each document linked together by the same subject name, or Delete them from the subject.

B Any document may be included in multiple subjects.

B Documents are identified by their reference number and a user-defined label.

B Adding documents to subjects is done with the "Subject" menu option in each Edit screen.
Documents may be viewed, printed, exported, or emailed. For Professional Edition users, the documents can be
exported or emailed in the Microsoft® Word® Rich Text Format (RTF) or as a text (TXT) file. Enterprise Edition

users can also export or email documents in Hypertext Markup Language (HTML). If users also have the
Document Link & Imaging module, data from the document can be exported to Microsoft” Excel.
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Section 3 — Documents

There are 13 basic pre-existing documents in a total of 14 variations.

Tool Bar Menu

As with almost all Windows programs, the Tool Bar contains icon shortcuts to program functions. In many cases,
icons also have keyboard shortcuts. The list of keyboard shortcuts and other Function key abilities are listed in
the Help File. Most of these icons and functions are the same as that used in other Microsoft® Windows"
programs. Although the tool bar is initially anchored at the top of the screen, it can be moved to any side of the
screen.

[EE Builder Information System - [Vendor Invoices - New] =R
i 7 Fle Edit View Job List Transactions Reports Administrator Window Help ol
== [ G338 %[ 201401-2014/12 |z| Vendor, Iwoiceand [z ([ <JQ /M 4k H|E =026 =N |

Figure: DM-1 The BIS® Standard Menu toolbar and menu.

l_g‘ Builder Information System - [Vendor Invoices - New] EI 1
{7 Fle Edit View Fnancals GL BK JC JB SC AP PO Payrol Union IV AR DM Eguipment Miscellaneous Other Administrator Window Help == B

= A R W M | L[ Qe e lCil2) I ima |
Figure: DM-2 The BIS® Modular Menu toolbar and menu.

New (Ctri-N)
The New icon opens a new document record for the form that is open. If records are shown in the form, they
are blanked out, and a fresh form appears.

en (Ctrl-0)
The Open icon allows the existing record in a form to be edited (unless limited by other audit safeguards.)

Save (Ctrl-S)
The Save icon preserves the data of the current record or form.

Clone
The Clone icon is not available to Document Manger.

Clear Button
The clear button is not available to Document Manager.

Cut (Ctri-X)
The Cut icon removes the selected item from the current screen and places it on the system clipboard.

Copy (Ctrl-C)
As with other Windows programs the Copy icon places a duplicate of the selected item on the clipboard
without removing the original.

Paste (Ctrl-V)
The Paste icon works exactly as it does in other Windows programs. It takes the last item saved to the
clipboard and places it in the selected field in the current program.

Undo (Ctrl-Z)
The Undo icon erases the last action done.
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Delete (Ctri-D)

The Delete icon works as it does in other Windows® programs with one important exception. Following good
accounting practice, BIS® will not allow deletion of records where their information was used in a subsequent
record or transaction.

Form Listing & Sort
The next section of the toolbar shows the form opened and selects the sort order for the currently-selected file.

Figure: DM-3 Mumber & Date -
Form Listing & Sort 3 ke

Date & Number
Find (Ctrl-F)

The Find icon provides a list of existing records for selection.

“Navigation” Buttons (F5, F6, F7, F8)
i The Navigation button icons provides tools to move through records. In sequence, they are: the first
record (F5), the previous record (F6), the next record (F7), and the last record (F8).

Insert Line (Ctrl-I)
The Insert Line icon on the toolbar is not available to Document Manager.

Delete Line (Ctri-J)
The Delete Line icon on the toolbar is not available to Document Manager.

Close (Ctri-F4)
The Close icon closes the current record.

BIS Help (F1)
The BIS® Help icon opens the context sensitive BIS® Help file.

Preview

The Preview icon works with the Document and printing functions, and provides a preview in WYSIWYG
mode. As with other screen elements, these document previews can be tiled or layered with the BIS® MSD
(Multiple Screen Display) or BIS® TMSD (Tabbed Multiple Screen Display).

Print (Ctrl-P)
The BIS® Print icon causes the current document to be sent to the print spooler so that it can be printed by the
default or selected printer accessible to the sending computer.

Export Report

The Export Report icon exports the current document in up to four different formats, depending on the edition
of BIS® used. Professional edition users can export in DOS TXT, Adobe” PDF, and Microsoft® Word” formats.
Enterprise users can also export in HTML format.

Email Report
The Email Report icon enables Professional and Enterprise edition users to email documents from directly
within BIS®. The available formats for these editions are the same as listed for Export above.
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Microsoft” Word®
The Microsoft® Word" icon enables the BIS® Mail Merge feature to be used with Microsoft® Word®. A sample
mail merge letter is contained with other Demo data in BIS®.

Microsoft” Excel®
The Microsoft” Excel” icon enables setup the BIS® Export Data feature with Microsoft® Excel”.

Microsoft” MapPoint®
The Microsoft® MapPoint® icon is not available with Document Manager.

Attached Documents (Professional & Enterprise Editions)
[0l The Attached Document icon is not available with Document Manager.
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Document Control Features
BIS® Document Manager contains many features common to all of the document input screen forms.

Select from Drop-Down List (Hyperlink)

[~] The Select Drop-Down icon allows users to select a category and open (or edit) a new record. For example,
from Transmittals, a user may select Customers, Vendors, or Companies, and add a new record, or edit an
existing record. This icon is usually contained within the field label, and is not a separate icon as will be shown
below.

Find Button

The Find button is used to select an entry within a category of data. In instances when more than one category
is available, the screen will produce a drop-down screen to allow the user to select the category. Once the category
is selected, the familiar Find screen opens with the available choices from that category.

Figure: DM-4 Transmittal
Example of data categories

available when selecting

the Find button in a To Customer  ~ @
Transmittal document. oy

Address

City

Figure: DM-5

=2| Vendors = |[=[=]
Find List opened from the = e
Find button. Search for
Searchin Vendor Id lz‘
Condition Begin with lz‘
Status All lz‘ [7] case Sensitive
Vendor Id MName 51"
oiocenval Constautdrg sy A
0201 BK Conftracting A
0202 Nagel Foundations A=
0203 ‘Yardsee-Jones Landscaping Al
0301 Dry Gulch Concrete A
0601 Gold Coast Framing AL
0802 Classic Interiors A
0701 A1Insulation A
0702 Hightop Roofing A
0801 Higuerra Glass A
iuqm Piint s Nl AT
« [Lm b

Check Boxes
Many documents include check boxes for easy selection of common elements. Such elements could include
standard subjects, sent via types, and more.

Text Fields
Most documents include text fields of two types:

Limited Size Text Box
Used to simply clarify and “other” selection

Other Other tex

Figure: DM-6
Limited Text box.
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Unlimited Text Box
Used to contain any amount of text. That text could be entered manually, or copied from another source and
pasted into the text field in the document.

Figure: DM-7 Notes
Unlimited Text box in These are notes entered into this Document. The text can be any length)| -
Document Manger.

Grid/Table Fields
Many documents include grid or table fields that contain several elements.

Figure: DM-8 Subject
Grid/Table Fields in Subject Description Notes | ~
MORE DATA (][ More Data needed More notes about More Data needed.
Document Manager. Y =]
g 0 @ =
e

Subject
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button
The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button
The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Bid Request Document

The general contractor sends out bid requests to subcontractors for work to be performed. Typically, the Bid
Request describes the work to be performed and the date when the bid is due back from the subcontractor to the
general contractor. Once the bid is received, the general contractor notes the bid price and accepts the most
desirable bid, which is frequently the one with the lowest price.

= From/To Section
Allows entering the name and title of both the sender and the recipient and much more.

= Description of Work
A scrolling text field is provided solely for describing the work requested.

= General Notes
A second field can be used for general-purpose notes.

= Bid Tracking
The log records date sent, reply due date, and reply received date in addition to the bid amount.

= Subject
A mini-form is provided to indicate subjects, descriptions, and notes.

The Bid Request Log supports creation, modification, tracking and printing of the numerous Bid Request letters
typically issued for many jobs. Bid Requests are created using this option, and a formal bid request can be printed
for submission to subcontractors.

Modular Menu Access
Job | Documents | Bid Request

Standard Menu Access
DM | Bid Request

The BIS® Bid Request Log screen gives a one line summary of each Bid Request that has been entered. This log
allows for browsing all documents or selectively viewing documents using searching, sorting, or filtering criteria.
From the report query screen, the user can also print out summary or detail reports. Single and multiple page
forms can be printed, exported, or emailed, to be sent to subcontractors for bidding.

Form Fields

Vendor

Use this field to select the Subcontractor/Vendor Id from whom a bid is sought. Please note that when the
selection is made, BIS® will automatically enter the Company name, Address, City, State, Zip code, and
Telephone and Fax numbers from the Vendor master record. Please note that the down arrow in the Vendor title
area enables the user to add or edit the list of vendors.

To (Contact)

Use this field to select the Contact person of the Vendor that was selected. Please note that when the selection is
made, BIS® will automatically enter the person’s Title from the Vendor master record. Alternatively, this field’s
data may be overwritten on the printed form if another selection is made in the To (Optional) field.

Title
This field displays the title of the selected To (Contact) person.
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Bid Request Screen Entry Form

=3 Bid Request - Edit

Bid Request

Mumber
Date

1409006

104112000 |Z|

(o] O]

endor - | 0301 @ From Employee @
Company Dry Gulch Concrete MName
Address 193 Snake Canyon Road Title
City Santa Maria
State CA Zip Code |93448 Job w | 1000 a
Telephone (805) 543-7000 Description Padfic View Apartments
Fax (805) 534-1595 Cost Code | 03000 a
To (Contact) Description Concrete
Title
To (Optional) - @
Date Sent 10/11/xxxX [ ] Name
Reply Due I E Title
Reply Received i/ E Company
Reply il E
Reply Notes Bid Amount 0.00
Sent via
[¥] mail [¥]Fax [T Email [ other
Work to Perform
Concrete & Paving
Start - 10/11x000
Notes
Subject
Subject Description Motes
Y 57

Figure: DM-9 Document Manager Bid Request input screen form with sample data.

Date Sent

This field is used to records the date that the bid request was sent to the vendor. This date may be typed or entered

using the Calendar tool.

Reply Due

This field is used to records the date that the bid request is due from the vendor. This date may be typed or entered

using the Calendar tool.

Reply Received

This field is used to records the date that a reply was received from the vendor for the bid request. This date may

be typed or entered using the Calendar tool.
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Reply
This field is used to records the date that a reply was sent to the vendor about the bid request. This date may be
typed or entered using the Calendar tool.

Number

Use this field to enter a number for this record. Please note that this field may be up to 10 characters, based on
a setting in the Document Manager tab of the System Wide Parameters. Each document requires a number before
it can be saved.

Date
Either enter the date manually or use the drop-down tool to open the calendar to select the date to be entered on
this document. Each document requires a date before it can be saved.

From Employee

The down arrow within the field title enables the user to either add or modify an existing employee, or to add or
edit an existing contact person. Use the Find tool to select from either the list of employees or from the list of
contacts who is sending the Bid Request. Please note that when the selection is made, BIS® will automatically
enter the Name and title from the Employee or Contact master record.

Job

The down arrow within the field title enables the user to either add or modify an existing job. Use the Find tool
to select a jobs from the Job master record list. Please note that when the selection is made, BIS® will
automatically enter the Description from the Job master record.

Cost Code

The down arrow within the field title enables the user to either add or modify an existing Cost Code. Use the Find
tool to select a cost code from the Cost Code master record list. Please note that when the selection is made, BIS®
will automatically enter the Description from the Cost Code master record.

To (Optional)

If an entry is made in this field, it will overwrite the To (Contact) selection made in the Vendor To (Contact) on
the printed form. The down arrow within the field title enables the user to either add or modify an existing
Contact. Use the Find tool to select from the list of optional contacts who will be receiving the Bid Request.

Bid Amount
This field is used to manually enter the Bid Amount when it is received from the vendor.

Sent Via
Click on the box next to the appropriate method(s) of transmission of the Bid Request to the subcontractor. Note
that the Other box also includes a small text box that allows entry of a method other than those listed.

Work to Perform

This is a text box that allows entry of the details of the work for which the bid is sought. Please note that users
may copy the text from another document and paste them into this text box. In the standard BIS® documents, the
box will only permit a fixed number of lines of detail. In the Alternate forms, any additional detail will carry to
another page.

Notes

This is a text box that allows entry of notes about the Bid. Please note that users may copy the text from another
document and paste them into this text box. In the standard BIS® documents, the box will only permit a fixed
number of lines of detail. In the Alternate forms, any additional detail will carry to another page.
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Subject
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Plan Document

A general contractor frequently loans out architectural drawings, engineering specifications, and other job
documents to subcontractors when required. Frequently, general contractors require deposits from subcontractors
that may be refunded when the documents are returned at the end of the jobs. The Plan Log supports creation,
modification, tracking, previewing, printing, exporting, of the loaned documents issued for many jobs. Plan
documents are created using this option, and plan reports can be printed or viewed online for tracking the
possession of the loaned documents.

The Plan log screen gives a one line summary of each plan document that has been entered. The log allows
browsing all documents or selectively viewing documents using searching, sorting, or filtering criteria. From the
log screen users can also print Plan logs. After plans have been returned and refunds issued, the Plan document
is kept in a history list for later reference if desired.

= Status with Subcontractor/Vendor
The log tracks date sent, date due and date received when plans are loaned to subcontractors. The log also
records deposit payment and refund information.

= Status with Owner
The log tracks date sent, date due and date received concerning the contractor's receipts of plan sets from
the owner. Like subcontractor status, it also keeps deposit payment and refund information.

= Plan History
All completed transactions in which plans are loaned, returned, and deposits refunded are kept in a history
list for later reference.

Modular Menu Access
Job | Documents | Plan

Standard Menu Access
DM | Plan

The BIS® Plan screen gives a one line summary of each Plan that has been entered. This log allows for browsing
all documents or selectively viewing documents using searching, sorting, or filtering criteria. From the report
query screen the user can also print out summary or detail reports. Single and multiple page forms can be printed,
exported, or emailed, to be sent to subcontractors for bidding.

Form Fields

Vendor

Use this field to select the Subcontractor/Vendor Id with whom a plan is to be transmitted. Please note that when
the selection is made, BIS® will automatically enter the Company name, Address, City, State, Zip code, and
Telephone and Fax numbers from the Vendor master record. Please note that the down arrow in the Vendor title
area enables the user to add or edit the list of vendors.

Contact
Use this field to select the Contact person of the Vendor that was selected. Please note that when the selection is
made, BIS® will automatically enter the person’s Title from the Vendor master record.

Plan Set Number

Use this field to enter a number for this record. Please note that this field may be up to 10 characters, based on
a setting in the Document Manager tab of the System Wide Parameters. Each document requires a number before
it can be saved.



Document Manager DM-17

Plan Screen Entry Form

=i Plan - Edit =3 B 5

Pla n Plan Set # 3
vendor v | 0201 =Y Job | 1000 =
Company BK Contracting Description Padific View Apartments
Address 16701 Douglas Way
.City Oceano
State ca | Zip Code |93455
Telephone (805) 543-7000
Fax (805) 534-1595
.Contact El
Title
Description
This iz a set of different specs for the job, mainly those describing glass domes needed for the praject. -
Current Vendor Status
Plans Deposit Payment Deposit Refund
Date Sent 01/05/xxxx ||| Date Paid _ 01/05/xxxx | v | | Date Refunded . BE (=] |
| Date Due at GC 01/20/x00¢ ||| Amount Paid | 120.00 | | Amount Refunded 0.00 1
Date Returned i/ E Deposit Chk # Refund Check #

Status with Owner

Date Received I |z| Date Paid 1 E Date Refunded I E
Date Due il ||| Amount Paid 0.00 | | Amount Refunded 0.00
Date Returned I |z| Deposit Chk # Refund Check #
History
Vendaor Sent Due Returned Paid Amournt Check Refu »
r @l // =] /] [l £/ =] / [=] 0.00 /]
I 4 m | 3
Notes:
Subject
Subject Description Motes -
H [Z] =

Figure: DM-10 Document Manager Plan screen form with sample data.
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Job

The down arrow within the field title enables the user to either add or modify an existing job. Use the Find tool
to select a jobs from the Job master record list. Please note that when the selection is made, BIS® will
automatically enter the Description from the Job master record.

Description

This is a text box that allows entry of the details of the plans being tracked. Please note that users may copy the
text from another document and paste them into this text box. In the standard BIS® documents, the box will only
permit a fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.

Current Vendor Status Data Section

Plans Column

Date Sent

This is the date on which this set of plans was sent to the indicated vendor.

Date Due at GC
This is the due date for the vendor to return this set of plans.

Date Returned
This is the date on which this set of plans was actually returned.

Deposit Payment Column
Date Paid
This is the date on which the vendor paid his deposit on this set of plans.

Amount Paid
This is the amount of deposit paid by the vendor.

Deposit Check #
This is the number on the check which paid the deposit.

Deposit Refund Column
Date Returned
This is the date on which the vendor's deposit was refunded.

Amount Returned
This is the amount of the deposit refunded.

Refund Check #
This is the check number which refunded the deposit.

Complete Button

This button will add a completed plan cycle to the History section and clear the current fields in the Current
Vendor Status section. Missing or updated information can be entered directly on the saved History line and
column. See the History section below.

Status with Owner Data Section

Plans Column

Date Received

This is the date on which this set of plans was delivered to the GC.

Date Due
This is the due date for returning this set of plans to the architect or engineer.
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Date Returned
This is the date on which the plans were actually sent back to the architect or engineer.

Deposit Payment Column
Date Paid
This is the date on which the GC paid the deposit for this set of plans.

Amount Paid
This is the amount of deposit paid by the GC for this set of plans.

Deposit Check #
This is the check number which paid the deposit to the architect or engineer for this set of plans.

Deposit Refund Column
Date Returned
This is the date on which the GC's deposit was refunded.

Amount Returned
This is the amount of the GC's deposit that was refunded.

Refund Check #
This is the check number which refunded the GC's deposit.

History Data Section

Since plans can often be sent back and forth between the GC, subcontractor, and owner, the History area is needed
to record the progress of the plans. Each of the columns in the History Block can be updated from within the line
and column of the appropriate data.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a line in the History section.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a line.

Notes

This is a text box that allows entry of notes about the Bid. Please note that users may copy the text from another
document and paste them into this text box. In the standard BIS® documents, the box will only permit a fixed
number of lines of detail. In the Alternate forms, any additional detail will carry to another page.

Subject
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.
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Insurance Document

General contractors frequently require proof of a subcontractor's insurance before work can begin on a job. The
insurance expiration dates are also required so that the general contractor can request proof of renewed insurance
if the current policy lapses while the work is still being performed. General contractors also require the
subcontractor's insurance company name and phone number to be used for verification of policy status and policy
limits.

The Insurance Log supports creation, modification, tracking and printing of worker's compensation insurance and
general liability insurance for subcontractors. Insurance documents are created using this option, and insurance
reports can be printed or viewed online for tracking the status of subcontractor's insurance policies.

= Worker's Compensation
Records expiration date and certificate number of worker's compensation insurance policy.

= General Liability
Records expiration date and certificate number of general liability insurance policy.

= Provider Information
Keeps track of Insurance company name and phone number. Separate company for worker's compensation
and general liability.

= Job Specificity
Allows indicating whether the insurance policy is written specifically for a certain job or covers all work
for that subcontractor.

Modular Menu Access
Job | Documents | Insurance

Standard Menu Access
DM | Insurance

The BIS® Insurance Log screen gives a one line summary of each insurance document that has been entered. The
log allows browsing all documents or selectively viewing documents using search, sort, and/or filter criteria.
From the Report Query screen the user can also produce summary or detail reports.

Form Fields
Job
This is the number of the relevant job.

Vendor
This is the number of the relevant vendor company.

Record #
This is the identification number for this insurance policy record.

Worker's Compensation Section
Certificate Number
This is the certificate number of the vendor's Worker's Compensation insurance policy.

Expiration Date
This is the expiration date of the vendor's Worker's Compensation insurance policy.
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Insurance Screen Entry Form

i?llnsumnce - Edit E@
MNumber I-743W

Insurance

Vendor | 0201 = Job - | 1000 =Y
Company BK Confracting Description Padfic View Apartments
Address 16701 Douglas Way
City Oceano

State CA | 7ip Code | 93455
Telephone (805) 543-7000
Fax (805) 534-1595

Workers' Comp.

W{C Certificate Mumber | DIC-D7355

W /C Expiration Date 1015/ x000x |Z|
W {C Insurance Company | PHOEMIX INS,

W {C Telephone (111) 222-3333

@) Job Spedfic

General

General Liability

G/L Certificate Mumber | 77DH-93232

G/L Expiration Date 10/20/3xx [+ |
GJL Insurance Company |PHONIX INS,
G/L Telephone {111) 222-3333

@) Job Spedfic

1 General

Notes

Subject
Subject Description MNotes -

[

Figure: DM-11 Document Manager Insurance screen form with sample data.

Insurance Company
This is the name of the vendor's W/C insurance provider.

Insurance Co. Phone
This is the phone number of the vendor's W/C insurance provider.

Job Specific/General
These two fields are controlled by a single radio button. This means that only one of the items can be selected
at a time. Place the dot next to the field that best describes if this record is Job Specific or General.

General Liability Section
Certificate Number
This is the certificate number of this vendor's General Liability insurance policy.

Expiration Date
This is the expiration date of the vendors' General Liability insurance policy.
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Insurance Company
This is the name of the vendor's General Liability insurance provider.

Insurance Co. Phone
This is the phone number of the vendor's General Liability insurance provider.

Job Specific/General
These two fields are controlled by a single radio button, and only one of the items can be selected at a time. Place
the dot next to the field that best describes if this insurance is Job Specific or General.

Notes

This is a text box that allows entry of notes about the Insurance documents. Please note that users may copy the
text from another document and paste them into this text box. In the standard BIS® documents, the box will only
permit a fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.

Subject
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Subcontract

On a typical construction job, a general contractor may employ dozens of subcontractors to complete the work.
For each subcontractor task, a contract will be created that specifies the work to be performed, payment schedule,
and completion date, and more. Each of these subcontracts needs to be monitored by the general contractor to
move the entire job towards completion.

In the same way that the Insurance document contains insurance data for each subcontractor, the Subcontract
Document keeps all subcontract information online for quick reference. The subcontract information includes pay
schedules, contract amounts, and work descriptions. The Subcontract Log supports online creation, modification,
tracking and printing of subcontract performance. Subcontract documents are created using the Add option, and
insurance reports can be printed or viewed online for tracking the status of subcontractor's contract performance
status.

= Identification
Records job number, vendor number, cost code, and subcontract number for a subcontract.

= Description
A text field is dedicated to a description of the work to be done. Separate fields contain start date,
completion date, and contract dollar amount.

=  Payment Schedule
A scrolling payment schedule with completion date, criteria, and dollar value is provided.

= Contract Execution Tracking
Log tracks when the contract was sent, returned and signed by the contractor, and when an executed copy
was forwarded to the subcontractor.

Modular Menu Access
Job | Documents | Subcontract

Standard Menu Access
DM | Subcontract

The online Subcontract log screen gives a one line summary of each subcontract document that has been entered.
This log allows for browsing of all documents, or for selectively viewing documents using searching, sorting, or
filtering criteria. From the log screen the user can also printout summary or detail reports.

Form Fields

Vendor

This is the number of the relevant vendor company. Please note that when the Vendor is selected the company
name, address, city, state, zip code, and telephone and fax numbers appear.

Job
This field is used to enter the number of the job.

Cost Code
This filed is used to enter the applicable cost code number.
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Subcontract Screen Entry Form

=3 Subcontract - Edit EI@
~
MNumber 66YDD-32932
Subcontract
Vendor ~| 0201 =Y Job ~ | 1000 =Y
Company BK Contracting Description Pacific View Apartments
Address 16701 Douglas Way Link to Job Subcontract:
City Oceano Yes @ No
State CA | Zip Code |93455
Telephone (805) 543-7000 Cost Code - | 02000 =Y
Fax (B05) 534-1595 Description Site Work.
Description of Work

Payment Schedule

Contract Information
Date Amount Work - L
Start Date 01/01/xxxx [ ] 01150006 [« | 1,500.00 = | I
Finish Date 04/20/3000¢ | = | _|02/28/xxxx [w]|  2,000.00 =
Amount 4,500.00 _|04/20/%xxx [w]  1,000.00 ™
RN [=] 0.00 =
Tracking Information —
Date Sent ] [~] m
Date Returned I |z|
Date Executed I E n
Date Forwarded N |z| n
Notes
I
Subject
Subject Description Motes -
=Y

Figure: DM-12 Subcontract screen form with sample data.

Number
This field is used to enter the identification number for this Subcontract.

Description of Work

This is a text box that is used to describe the subcontracted work. Please note that users may copy the text from
another document and paste them into this text box. In the standard BIS® documents, the box will only permit a
fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.
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Contract Information Section
Start Date
This is the date on which the specified work is to begin.

Finish Date
This is the date by which the specified work must be completed.

Amount
This is the total dollar amount of the subcontract.

Tracking Information Section
Date Sent
This is the date on which the subcontract was sent to the vendor for review.

Date Returned
This is the date on which the subcontract was returned by the subcontractor.

Date Executed
This is the date on which the subcontract was signed by the GC.

Date Forwarded
This is the date on which a copy of the executed contract was sent back to the subcontractor.

Payment Schedule Section
This region contains a line by line record of the payments involved in this subcontract.

Date
This is the date on which the vendor paid his deposit on this set of plans.

Amount
This is the amount of deposit paid by the vendor.

Work
This section is used to describe the work done for the payment listed.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Payment Schedule line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a line.

Notes

This is a text box that allows entry of notes about the subcontract. Please note that users may copy the text from
another document and paste them into this text box. In the standard BIS® documents, the box will only permit a
fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.
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Subject
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Submittal Document

During the preparation stages of a job, an architect, engineer, or other project planner may require samples of
project materials be submitted by subcontractors for approval. In some cases these are construction materials that
must meet testing guidelines, perhaps for strength or durability. In other cases material may be requested for
aesthetic purposes, perhaps to evaluate whether the material meets the project's desired look and feel. Typically,
the project planner informs the general contractor when a submission of project materials for some form of
inspection is needed. The general contractor may then pass the request to the subcontractor who is supplying those
materials. The general contractor may impose a due date for when the submittal materials are required. Once
received, the project material may or may not pass the project planner's evaluation; the material is returned; and
the process repeats.

Submittals pose what is perhaps the most difficult tracking task in job administration. The Submittal Log supports
creation, modification, tracking and printing of all facets of the submittal process described above. Submittal
reports can be printed or viewed for tracking the status each submittal and for identifying past due submittals.

= Description
One text field is dedicated to a description of the submittal items. Another is provided for general notes.

= Submittal History
The Log tracks the history of the submittal, recording all sent, received and due dates. This method provides
an easy way to see the dates and results of each unaccepted submission.

=  Submittal Tracking
Records requested submittals and their arrival date, date forwarded to owner, and date returned as well as
due dates along the way. Status is selected from Approved, Accepted with Notes, Rejected, or Pending with
a simple radio-button interface.

Modular Menu Access
Job | Documents | Submittal

Standard Menu Access
DM | Submittal

The online Submittal Log screen gives a one line summary of each submittal document that has been entered.
This log allows for browsing of all documents, or for selectively viewing documents using searching, sorting, or
filtering criteria. From the log screen the user can also print out summary or detail reports.

Form Fields

Vendor

Use this field to select the Subcontractor/Vendor Id with whom a submittal is prepared. Please note that when the
selection is made, BIS® will automatically enter the Company name, Address, City, State, Zip code, and
Telephone and Fax numbers from the Vendor master record. Please note that the down arrow in the Vendor title
area enables the user to add or edit the list of vendors.

Number

Use this field to enter a number for this record. Please note that this field may be up to 10 characters, based on
a setting in the Document Manager tab of the System Wide Parameters. Each document requires a number before
it can be saved.

Job

The down arrow within the field title enables the user to either add or modify an existing job. Use the Find tool
to select a jobs from the Job master record list. Please note that when the selection is made, BIS® will
automatically enter the Description from the Job master record.
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Submittal Screen Entry Form

= Submittal - Edit [ -2 3]
Smeittal Number 8KDKD-032
Vendor ~| 0201 =Y Job ~ | 1000 =Y
Company BK Contracting Description Pacific View Apartments
Address 16701 Douglas Way
City Oceano
State CA | Zip Code |93455
Telephone (805) 543-7000
Fax (805) 534-1595
Description
The Submittal is subject to conditions by California Code reqgarding submittals under section 42-142 and amendments thereof, -

Applicable local codes apply.

Current Cycle

Subcontractor Owner Status
Requested 10/11/%0¢x || | Due at Owner 10/14/xxxx || @ Approved
Due at GC 10/12300cx | = | | Sent to Owner 10/13/300X | = | (©) Accepted with notes
Arrived 10/12/¢x | v | | Return by 10/15/xxxx x| © Rejected
Returned f/ E Arrived I E () Unknown
Resubmittal I E Resubmittal il E () Resubmittal for A/E Review & Approval
History
Req. Date Due at GC Arrived Returned Due Sent Returnby Ay »
10/11/3000% [ ] 10/12) 30000 [ | 10/12000¢ [+ ] 10715/ 3000 [ | 10/14/ 3000¢[ = [ 10/13/3000¢ [« ] 10/15/ 3000 [ [ |
1] ml J/ =l I/ -| [/ =l [ =l /! | f/ -
I 4 m 7 b
Status Notes
Subject
Subject Description Notes -
=]
! 1 T
Figure: DM-13 Submittal screen form with sample data.
Description

This is a text box that allows entry of the details of the transmittal. Please note that users may copy the text from
another document and paste them into this text box. In the standard BIS® documents, the box will only permit a
fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.
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Current Cycle Status Data Section

Subcontractor Column

Requested

This is the date on which this submittal is requested from the vendor.

Date Due at GC
This is the due date for the vendor to return this set plans to the General Contractor.

Arrived
This is the date on which this submittal was actually returned.

Owner Column
Due at Owner
This is the date on which this submittal was due at the owner.

Sent to Owner
This is the date on which the submittal was sent to the owner.

Return By
This is the date by which the submittal should be returned.

Arrived
This is the date on which the submittal arrived from the owner.

Resubmittal
This is the date on which the submittal was sent beck to the owner.

Status Section
This radio button selection region is used to keep a current progress check on the Submittal Log.

Complete Button

This button will add a completed submittal cycle to the History section and clear the current fields in the Current
Cycle Status section. Missing or updated information can be entered directly on the saved History line and
column. See the History section below.

History Data Section

Since submittals can often be sent back and forth between the GC, subcontractor, and owner, the History area is
needed to record the progress of the submittals. Each of the columns in the History Block can be updated from
within the line and column of the appropriate data.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a line in the History section.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a line.
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Status Notes

This is a text box that allows entry of notes about the Submittal . Please note that users may copy the text from
another document and paste them into this text box. In the standard BIS® documents, the box will only permit a
fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.

Subject
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Change Orders

For most contractors, changes to the job are expected. Typically these changes are the result of either unforseen
requirements that are not met by the current baseline plan, or they are simply design changes desired by the
owner. In such situations, the general contractor many times plays the role of the "go between" from the owner
to the subcontractors. Changes to the formal plan must be formalized as change orders that must be carefully
tracked and monitored for pending approval, approval, or rejection. There are two types of change orders:
between the owner and the general contractor (general change order) and between the general contractor and the
subcontractors (subcontract change order).

General Change Order

The General Change Order Log supports online creation, modification, tracking and printing of the numerous
change orders typically issued for many jobs. Both General Change Orders and Subcontract Change Orders are
created using this option and a formal change order can be printed for submission to subcontractors or
presentation to the owners.

= From/To with Title
Allows entering the name and title of both the sender and the recipient.

= Change Order Tracking
Change Order status is selected with a radio-button as Pending, Approved, or Rejected. A Pending Change
Order acts as a Change Order Request. Dates sent, received and approved are recorded.

= CCLine
The CC line is provided to indicate where a copy of this notice has been sent.

Modular Menu Access
Job | Documents | Change Order| General Change Order

Standard Menu Access
DM | Change Order | General Change Order

Both the online General Change Order Log screen and the Subcontract Change Order Log screen give a one line
summary of each change order that has been entered. The log allows browsing all change order documents or for
selectively searching, sorting, or filtering. From the Print Query screen the user can print summary or detail
reports. Forms can be printed and sent to subcontractors or owners for approval and implementation.

Form Fields

From Employee or From Contact

This is the Id number of the sender, either an employee or a contact. When the magnifying glass icon is selected,
the user has a choice between the Employee list and the Contact List. Please note that when the From Employee
or From Contact Id is selected, the person’s name and title are displayed. The down arrow within the field name
allows the user to add a new record.

To
This is the Id number of the contact. Please note that when the From Employee is selected the person’s name and
title appear. The down arrow within the field name allows the user to add a new record.

Number
This is the identification number for this General Change Order.

Date
This is the date for this General Change Order document.
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General Change Order Screen Entry Form

= General Change Order - Edit [o][ &3]
Mumber 1
General Change Order
Date 03/15/x00x [x]
FromEmployee | E0D1 =Y Job ~ | 1000 =Y
Mame Bill Johnson Description Pacific View Apartments
Title Owner Street Address 1 1800 Pacific Avenue
Street Address 2
To = =Y City, State, Zip Pismo Beach, CA. 93448
MName
Title
Company
Status
& 3
Date Sent 0301000 El B Pending Date Approved I E
Date Returned I El Aryia el Approved by
) Rejected
Changes
Item Amount Days +/ - Description -
1.00 150,00 14,00 =)
| 2.00 340.00 10.00 =)
Sent via
[T mail [[IFax [T Email [ other
Notes
Site work located at map location 0444356-55981821, Comply with California CEQA regulations regarding Mative American =
remains. Evaluation due on endangered plant and animal specdies.
oC
~
Subject
Subject Description MNotes -
Q]

Figure: DM-14 General Change Order scre;n form with sample data.

Job
This is the number of the relevant job. The down arrow within the field name allows the user to add a new record.
When the Job is selected, its address is also displayed.

Status Section
Date Sent
This is the date on which this General Change Order was sent to the recipient.
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Date Returned
This is the date on which the General Change Order arrived from the recipient.

Resubmittal
This is the date on which the General Change Order was sent beck to the owner.

Status Buttons
This radio button selection is used to keep a current progress check on the General Change Order Log.

Date Approved
This is the date on which the General Change Order was approved.

Approved by
This field is used to enter the name of the person who approved the General Change Order.

Changes Section

Item

This field can hold any number. A readable sequence could have the item numbers follow a sequence 1.0, 1.1,
2.0, etc.

Amount
This is the amount of change.

Days
This is the number of days

Description
This field can hold a text description of the change being made.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a line in the Changes section.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a line.

Sent Via
This region allows selection of one or more options to track how this document was sent. The Other selection
allows a manual entry.

Notes

This is a text box that allows entry of the notes about the General Change Order. Please note that users may copy
the text from another document and paste them into this text box. In the standard BIS® documents, the box will
only permit a fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another

page.
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CC

This text line can be used to list any other people or places where this document was sent. Please note that this
is for internal information only, and it does not affect printed reports or To/From fields.

Subject
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Subcontract Change Order

The Subcontract Change Order Log supports online creation, modification, tracking and printing of the numerous
change orders typically issued for many jobs. Both General Change Orders and Subcontract Change Orders are
created using this option and a formal change order can be printed for submission to subcontractors or
presentation to the owners.

= From/To with Title
Allows entering the name and title of both the sender and the recipient.

= Subcontract Change Order Tracking
Change Order status is selected with a radio-button as "Approved or Quote Request". A Quote Request
acts as a Request for Quote to determine a subcontractors estimate of a change in the subcontract. Dates
sent, received and approved are recorded.

= CCLine
The CC line is provided to indicate where a copy of this notice has been sent.

Modular Menu Access
Job | Documents | Change Order | Subcontract Change Order

Standard Menu Access
DM | Change Order | Subcontract General Change Order

Both the online General Change Order Log screen and the Subcontract Change Order Log screen give a one line
summary of each change order that has been entered. The log allows browsing all change order documents or for
selectively searching, sorting, or filtering. From the Print Query screen the user can print summary or detail
reports. Forms can be printed and sent to subcontractors or owners for approval and implementation.

Form Fields

Vendor

This is the Id number of the subcontractor vendor. When the magnifying glass icon is selected, the user can
choose from the list of vendors. Please note that when the Vendor Id is selected, the company’s name, address,
and telephone and fax numbers are displayed. The down arrow within the field name allows the user to add a new
record.

To (Contact)
This field is used to select from among the vendor’s contacts. When the Vendor Id is selected, the Contact’s Title
is also listed. However, when the To (Optional) field is selected, that entry is used on the record.

Number
This is the identification number for the Subcontract Change Order.

Date
This is the date for this Subcontract Change Order document.

Job
This is the number of the relevant job. The down arrow within the field name allows the user to add a new record.
When the Job is selected, its address is also displayed.

From Employee/Contacts

This is the Id number of the sender, either an employee or contact. When the magnifying glass icon is selected,
the user can choose from the Employee list. Please note that when the From Employee Id is selected, the person’s
name and title are displayed. The down arrow within the field name allows the user to add a new record.
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Subcontract Change Order Screen Entry Form

=3 Subcontract Change Order - Edit E\
.
Mumber 871245
Subcontract Change Order
Date 03/10/x00x | |
Vendor + | 0701 =Y Job | 1000 &)
Comparny A1 Insulation Description Pacific View Apartments
Address 1825 Highland Way Suite 305 Link to Job Subcontract Change Order:
City San Luis Obispa Yes @ No
State CA Zip Code |93401
Telephone (805) 543-7000 Cost Code - @
Fax (805) 534-1595 Description
To (Contact) El Change Order @
Title Description
latns From Employee | E0OD2 @
(@ Quote Request Mame Mike Jarvis
() Approved 5CO Title Project Manger
Date Sent 0319300
5tE -en . /14 [=] To (Optional) | JSMITH @)
Hokr i e - Il E Mame Jim Sith
Date A
s ppdrobve I E Title Supervisor
A
e Company ABC Co. =
Sent Via
[ mail FlFax [ Email [ other
Changes
Item Amount Days + /- Description -
1.00 50.00 0.00 | Change in type of insulation &)
Notes
-
CcC
~
Subject
Subject Description Notes -
= | :

Figure: DM-15 Subcontract Change Order screen form with sample data.

To (Optional)
The user can choose from the Contact List. Please note that when the From Contact Id is selected, the person’s
name and title are displayed. The down arrow within the field name allows the user to add a new record.

Status Section

Status Buttons

This radio button selection is used to identify if the Subcontract Change Order is a Quote Request or an Approved
Subcontract Change Order.
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Date Sent
This is the date on which this Subcontract Change Order was sent to the recipient.

Date Returned
This is the date on which the Subcontract Change Order arrived from the recipient.

Date Approved
This is the date on which the Subcontract Change Order was approved.

Approved by
This field is used to enter the name of the person who approved the Subcontract Change Order.

Sent Via Section
This region allows selection of one or more options to track how this document was sent. The Other selection
allows a manual entry.

Changes Section

Item

This field can hold any number. A readable sequence could have the item numbers follow a sequence 1.0, 1.1,
2.0, etc.

Amount
This is the amount of change.

Days
This is the number of days required to complete the change.

Description
This field can hold a text description of the change being made.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Changes line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Changes line.

Notes

This is a text box that allows entry of the notes about the Subcontract Change Order. Please note that users may
copy the text from another document and paste them into this text box. In the standard BIS® documents, the box
will only permit a fixed number of lines of detail. In the Alternate forms, any additional detail will carry to
another page.

CC
This text line can be used to list any other people or places where this document was sent. Please note that this
is for internal information only, and it does not affect printed reports or To/From fields.
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Subject
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Transmittal

During the performance of a job, there are frequent transmittals of paper documents between subcontractors and
the general contractor. The documents often include exact instructions for what is to be performed. A transmittal
log is a method to keep track of the paper workflow between the parties.

The transmittal is a commonly used document. The Transmittal Log supports creation, modification, tracking,
and printing of all facets of the transmittal process. Transmittal documents are created using this option, and the
transmittal reports can be produced so that the transmittal package contents may be reviewed later.

= From/To with Title
Allows entering the name and title of both the sender and the recipient.

= Subject of Transmittal
A ready-made series of subjects is provided and any number can be selected with a simple check-box
interface.

= Notes
A general-purpose memo field is provided for making any special notes on each transmittal.

= CCLine
The CC line is provided to indicate where a copy of this notice has been sent.

Modular Menu Access
Job | Documents | Transmittal

Standard Menu Access
DM | Transmittal

The Transmittal Log screen gives a one line summary of each transmittal document entered. The log allows users
to browse all documents or selectively view documents using search, sort, and/or filter criteria. From the Print
Query screen the user can print summary or detail reports.

Form Fields

To Vendor/Customer/Other

This is the Id number of the recipient. When the magnifying glass icon is selected, the user can choose from the
list of Vendors, Customers, or Other Companies master records. Please note that when the Id is selected, the
company’s name, address, and telephone and fax numbers are displayed. The down arrow within the field name
allows the user to add a new record to that master record.

To (Contact)
This field is used to select from among the contacts in the primary To field. When a “To” Id is selected, the
Contact’s Title is also listed. However, when the To (Optional) field is selected, that entry is used on the record.

Number
This is the identification number for the Transmittal.

Date
This is the date for this Transmittal document.

From Employee/Contacts

This is the Id number of the sender, either an employee or an other contact. When the magnifying glass icon is
selected, the user can choose either Employee or the Other Contact list. Please note that when the Id is selected,
the person’s name and title are displayed. The down arrow within the field name allows the user to add a new
record to the selected master record.
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Transmittal Screen Entry Form

= Transmittal - Edit o] ]
5
Tra nsmittal Mumber 5454-5411
Date 02/15/xxxx |7 |
To Customer w | CO01 @ From Employee + E0D2 @
Mame Far West Properties Mame Mike Jarvis
Address 1625 Parker Street Title Project Manger
City Los Angeles
State CA | Zip Code 90001 1ob - | 1000 =Y
Telephone (805) 543-7000 Description Padific View Apartments
Fax (805) 534-1595
To {(Contact) El To (Optional) - @
Title Name
Title
Company
Subject Contents Sent Via

e

Certificates [FIPlans || Under separate cover |
Shop drawings [ samples || Attached [T Fax

Change order [ Letter [ Email
"| specifications []other []other
| Prints =
Items
ICop Date Reference Description -
1/02/15/000¢ [+ | SPEC-89323 (&3]
[ = [e]
Action
[¥] records [¥] As requested
[ Approval [|Review and comments
Notes
~
oC
-~
Subject
Subject Description Notes -
(=Y -

Figure: DM-16 Transmittal screen form with sample data.

Job
This is the number of the relevant job. The down arrow within the field name allows the user to add a new record.
When the Job is selected, its address is also displayed.

To (Optional)

The user can choose from the Contact List. Please note that when the From Contact Id is selected, the person’s
name and title are displayed, and that this information is used in place of any “To (Contact)” selection. The down
arrow within the field name allows the user to add a new record.
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Subject Section
The user can click on any of the available selections: Certificates, Shop Drawings, Change Orders, Specifications,
Prints, Plans, Samples, Letters, and/or Other. When Other is selected, the user can enter the text.

Contents Section
The user can click on any of the available selections: Under separate cover, and/or Attached.

Sent Via Section
This region allows selection of one or more options to track how this document was sent. The user can click on
any of the available selections: Mail, Fax, E-Mail, and/or Other. The Other selection allows a manual entry.

Items Section
Copies
This field can hold any 3-digit whole number that records the number of copies sent.

Date
This field records the date that the copies were sent. The date may be entered or by using the Calendar tool.

Reference
This field records a user defined reference for the copies sent.

Description
This field displays a description of the selected subject. If the description is longer than the length provided, the
button at right can be used to enter an unlimited amount of information.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected an Items line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Items line.

Action

This region allows selection of one or more actions concerning the document including: Records, Approval, As
Requested, Review and comments, Corrections, and/or Other. The Other selection allows a manual entry. Click
on the box next to an option to enter a checkmark.

Notes

This is a text box that allows entry of the notes about the Transmittal. Please note that users may copy the text
from another document and paste them into this text box. In the standard BIS® documents, the box will only
permit a fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.

CC
This text line can be used to list any other people or places where this document was sent. Please note that this
is for internal information only, and it does not affect printed reports or To/From fields.

Subject
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.



DM-42 Document Manager

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Request for Information

Question about contract drawings or specifications must be asked of the architect or engineer, and the answers
must be recorded and disseminated quickly and without confusion. The Request for Information log provides
a means to enter the questions, the responses, the date of the response and the name of the responder.

The Request for Information (RFI) is a commonly used document. The Request for Information Log supports
online creation, modification, tracking and printing of all facets of the RFI process. RFI documents are created
using the this option, and RFI reports can be produced to monitor the status of all outstanding RFTs.

= From/To with Title
Allows entering the name and title of both the sender and the recipient.

= CCLine
The CC line is provided to indicate where a copy of this notice has been sent.

= References
Document explicitly states specification and drawing references for the question indicated.

= Response Tracking
In addition to recording the subject of the RFI, space is provided to include the response and other tracking
information on the same document.

Modular Menu Access
Job | Documents | Request for Information

Standard Menu Access
DM | Request for Information

The RFI Log screen gives a one line summary of each transmittal document entered. The log allows users to
browse all documents or selectively view documents using search, sort, and/or filter criteria. From the Print Query
screen the user can print summary or detail reports.

Form Fields

To Vendor/Customer/Other

This is the Id number of the recipient. When the magnifying glass icon is selected, the user can choose from the
list of Vendors, Customers, or Other Companies master records. Please note that when the Id is selected, the
company’s name, address, and telephone and fax numbers are displayed. The down arrow within the field name
allows the user to add a new record to that master record.

To (Contacts)
This field is used to select from among the contacts in the primary To field. When a “To” Id is selected, the
Contact’s Title is also listed. However, when the To (Optional) field is selected, that entry is used on the record.

Number
This is the identification number for the Request For Information.

Date
This is the date for this Request for Information document.
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Request for Information Screen Entry Form

ﬂ Request For Information - Edit E'
~
H Mumber 123
Request For Information
Date 01/25/x00x =]
Ta Customer - C001 @ From Employee - E001 @
Company Far West Properties Mame Bill Johnson
Address 1625 Parker Street Title Owner
City Los Angeles
State CA | ZipcCode 30001 Job | 1000 =Y
Telephone (805) 543-7000 Descriptian Padific View Apartments
Fax (805) 534-1595
To (Contact) El To (Optional) - @
Title Mame
Title
Company
Subject
[] additional Infomation Required  [¥] Interpretation [ | Apparent Conflict | Drawing Ref
Spec Ref
Sent Via
[ mail [ Fax [T Email [ other |
Notes
PLease double-check the spedifications on the paint color in the reception area. I don't think this is what you intended. -

Also, there is a problem with the dass of insulation spedified as well. See the attached letter.

Response Info

Response Requested| [ / E Sent via: || Telephone

From [Tl Returned RFI

Date [ E [ separate Document
Date Send to Subs N E

Response
C

Subject
Subject Description Motes -

Y .

Figure: DM-17 Request for Information screen form with sample data.
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From Employee/Contacts

This is the Id number of the sender, either an employee or an other contact. When the magnifying glass icon is
selected, the user can choose either Employee or the Other Contact list. Please note that when the Id is selected,
the person’s name and title are displayed. The down arrow within the field name allows the user to add a new
record to the selected master record.

Job
This is the number of the relevant job. The down arrow within the field name allows the user to add a new record.
When the Job is selected, its address is also displayed.

To (Optional)

The user can choose from the Contact List. Please note that when the From Contact Id is selected, the person’s
name and title are displayed, and that this information is used in place of any “To (Contact)” selection. The down
arrow within the field name allows the user to add a new record.

Subject Section

The user can click on any of the available selections: Additional Information Required, Interpretation, and/or
Apparent Conflict. In addition, there are fields to manually enter the Drawing Reference and/or Specification
Reference.

Sent Via Section
This region allows selection of one or more options to track how this document was sent. The user can click on
any of the available selections: Mail, Fax, E-Mail, and/or Other. The Other selection allows a manual entry.

Notes Section

This is a text box that allows entry of the notes about the RFI. Please note that users may copy the text from
another document and paste them into this text box. In the standard BIS® documents, the box will only permit a
fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.

Response Info Section

Date

This field records the date that the response was sent. The date may be entered or by using the Calendar tool. The
Sent via section allows for selecting Telephone, Returned RFI, and Separate Document.

From
This field records a user defined entry to record the sender of the response.

Date
This field records the date that the response was sent. The date may be entered or by using the Calendar tool.

Date Send To Subs
This field records the date that the copies were sent. The date may be entered or by using the Calendar tool.

Response Section
This is a text box and can be used to enter an unlimited amount of information.



DM-46 Document Manager

CC Section
This text line can be used to list any other people or places where this document was sent. Please note that this
is for internal information only, and it does not affect printed reports or To/From fields.

Subject Section
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Deficiency Notice

The Deficiency Notice is a standard general contractor's form used for notifying their subcontractors of any
deficiency in the work being performed. Examples of deficiencies could include a notice that the liability
insurance has lapsed and new proof of insurance is required or that the general contractor is waiting for a material
submittal that is late. The notice serves as a record of the deficiency, and it serves to clearly communicate the
problem and the proposed solution. The Deficiency Notice log supports creation, modification, tracking, and
printing of the numerous Deficiency Notice letters typically issued for many jobs. Deficiency Notices are created
using this option, and a formal Deficiency Notice form can be printed for submission to subcontractors.

= From/To with Title
This field allows entering the name and title of both the sender and the recipient.

= CCLine
The CC line is provided to indicate where a copy of this notice has been sent.

Modular Menu Access
Job | Documents | Deficiency Notice

Standard Menu Access
DM | Deficiency Notice

The Deficiency Notice Log screen gives a one line summary of each Deficiency Notice that has been entered. The
log allows browsing of all documents or selectively view documents using search, sort, and/or filter criteria. From
the Print Query screen, the user can also produce summary or detail reports.

Form Fields

Vendor

Use this field to select the Subcontractor/Vendor Id from whom a notice is sent. Please note that when the
selection is made, BIS® will automatically enter the Company name, Address, City, State, Zip code, and
Telephone and Fax numbers from the Vendor master record. Please note that the down arrow in the Vendor title
area enables the user to add or edit the list of vendors.

To (Contact)

Use this field to select the Contact person of the Vendor that was selected. Please note that when the selection is
made, BIS® will automatically enter the person’s Title from the Vendor master record. Alternatively, this field’s
data may be overwritten on the printed form if another selection is made in the To (Optional) field.

Title
This field displays the title of the selected To (Contact) person.

Number
This is the identification number for the Deficiency Notice.

Date
This is the date for the Deficiency Notice document.
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Deficiency Notice Screen Entry Form

/=3 Deficiency Notice - Edit

=N R =5

~

= = Mumber 762332
Deficiency Notice
Date 02/25/xxxx [ |
Date Due I E
Vendor - | 0801 @ From Employee - | EOO1 @
Vendor Mame Higuerra Glass Mame Bill Johnson
Address 1396 Higuerra Street Tite Owner
City San Luis Obispo
State CA | ZipCode |93401 Job - | 1000 (=Y
Telephone (B05) 543-7000 Description Padfic View Apartments
Fax (B05) 534-1595
To (Contact) El To (Optional) - EJ
Title Mame
Title
Company
Deficiency Sent via
[ contract [ samples [IPurchase order [ mail
[¥] Insurance Certificates [ Materials List [ warranty [ Fax E
[ Shop Drawings [ submittal [7] as-built Drawings [ Email
[ colors { Textures [T schedule [ cost Analysis [ other
[ other
Notes
We show your worker's compensation insurance as having expired last month, -
Flease send proof of the renewal.
CC
~
Subject
Subject Description Motes -
(=Y
Figure: DM-18 Deficiency Notice screen form with sample data.
Date Due

This field records the date that the response is due back. The date may be entered or by using the Calendar tool.

From Employee/Contacts
This is the Id number of the sender, either an employee or an other contact. When the magnifying glass icon is
selected, the user can choose either Employee or the Other Contact list. Please note that when the Id is selected,
the person’s name and title are displayed. The down arrow within the field name allows the user to add a new
record to the selected master record.

Job

This is the number of the relevant job. The down arrow within the field name allows the user to add a new record.
When the Job is selected, its address is also displayed.
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To (Optional)

The user can choose from the Contact List. Please note that when the From Contact Id is selected, the person’s
name and title are displayed, and that this information is used in place of any “To (Contact)” selection. The down
arrow within the field name allows the user to add a new record.

Deficiency Section
The user can click on any of the available selections:

Contract Samples Warranty
Insurance Certificates Materials List As-build Drawings
Shop Drawings Submittal Cost Analysis
Colors / Textures Schedule Other

Purchase Order

Please note that if the Other item is selected, the user can enter text of up to 50 characters describing it.

Sent via Section

This region allows selection of one or more options to track how this document was sent. The user can click on
any of the available selections: Mail, Fax, E-Mail, and/or Other. The Other selection allows a manual entry of up
to 30 characters.

Notes Section

This is a text box that allows entry of the notes about the Deficiency Notice. Please note that users may copy the
text from another document and paste them into this text box. In the standard BIS® documents, the box will only
permit a fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.

CC Section

This text line can be used to list any other people or places where this document was sent. Please note that this
is for internal information only, and it does not affect printed reports or To/From fields.

Subject Section
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Lien Release

Although laws vary from state to state, almost every general contractor requires a subcontractor to sign a release
of lien at regular intervals throughout the job. Most often, lien releases are generated when a partial payment for
work performed is provided, or upon job completion.

The Lien Release Log keeps track of all relevant release information, and makes it online for instant access. Note
that the actual legal lien release document is generated outside of the BIS® system by the general contractor’s
attorney; the Document Manager Lien Release document tracks the issuance and basic terms of the legal lien
release document.

The Lien Release Log supports online creation, modification, tracking and printing of lien releases typically
issued for each subcontractor. Bid Requests are created using this option, and lien release document reports can
be printed.

= Release Types
Several Lien Release are available: partial or final payment, and as either conditional (upon receipt of
payment) or unconditional. All selections are made with a simple radio-button interface.

= Release Tracking
This log records the sent date and received date for the Release.

= Payment Tracking
This log also records the check number, date, and dollar amount.

Modular Menu Access
Job | Documents | Lien Release

Standard Menu Access
DM | Lien Release

The Lien Release log screen gives a one line summary of each Lien Release. The log allows browsing all
documents or selectively viewing documents using search, sort, or filter criteria. From the Report Query screen,
the user can also produce summary or detail reports.

Form Fields

Vendor

Use this field to select the Subcontractor/Vendor Id for whom the Lien Release is provided. Please note that when
the selection is made, BIS® will automatically enter the Company name, Address, City, State, Zip code, and
Telephone and Fax numbers from the Vendor master record. Please note that the down arrow in the Vendor title
area enables the user to add or edit the list of vendors.

Number
This is the identification number for the Lien Release.

Date
This is the date for the Lien Release document.

Job
This is the number of the relevant job. The down arrow within the field name allows the user to add a new record.
When the Job is selected, its address is also displayed.
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Lien Release Screen Entry Form

=7 Lien Release - Edit =N =
H Mumber 8232
Lien Release
Date 03/25/xxxx [
Vendor ~| 0301 =Y Job | 1000 =Y
Compary Quintus Drywall Description Pacific View Apartments
Address 3258 Los Casitas Drive
City Santa Maria
State CA | Zip Code | 93454
Telephone {(805) 543-7000
Fax (805) 534-1595
Release Terms
@) Partial A&s of 02193000 E @) Conditional
" Final Disputed Amount 0.00 ) Unconditional
Payment
Check Number 1554 Date LR Sent 0320000 [ |
Check Date 03/20/xxxx [+ ] Check Sent 03/25p00x [ |
Check Amount 2,500.00 Date LR Returned | / / |-
Notes
Signed in office when picked up chedk. -
Subject
Subject Description Motes -~
G (=]

Figure: DM-19 Lien Release screen form with sample data.

Release Terms Section
Two radio button permit selecting either Partial or Final. Two other radio buttons permit choosing either
Conditional or Unconditional.

As of
This field records the date that the Lien Release is applicable. The date may be entered or by using the Calendar
tool.

Disputed Amount
This field is used to enter the number for any disputed amount.
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Payment Section
This section contains a record of the payment involved in the lien release.

Check Number
This field is used to enter the number of the check for which the lien release is applicable.

Check Date
This field is used to enter the date of the check for which the lien release is applicable. The Calendar tool may
be used to select the date.

Check Amount
This field is used to enter the amount of the check for the applicable lien release.

Date LR Sent
This field is used to enter the date of the lien release was sent. The Calendar tool may be used to select the date.

Check Sent
This field is used to enter the sent date of the check for which the lien release is applicable. The Calendar tool may
be used to select the date.

Date LR Returned
This field is used to enter the vendor’s return date of the applicable lien release. The Calendar tool may be used
to select the date.

Notes Section

This is a text box that allows entry of the notes about the Lien Release. Please note that users may copy the text
from another document and paste them into this text box. In the standard BIS® documents, the box will only
permit a fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.

Subject Section
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Meeting Minutes

Project meetings are summarized in meeting minutes that list the items discussed and the names of the people
present. Afterwards, the party responsible for taking minutes must also send a copy of the summary to a number
of people who may or may not have been present. The Meeting Minutes Log simplifies this process.

The Meeting Minutes Log supports the creation, modification, tracking, and printing job-related meeting minutes.
Meeting Minutes are created using this option, and can be produced for submission to all interested parties.

= Business Items
This log maintains an enumerated list of business items discussed, including open, closed, and due dates.

= Attendee List
A list of attendee names and companies is included in the log.

= Distribution List
Because copies of the minutes may be sent to those not present at the meeting, a separate list of intended
recipient names and companies is available in addition to the date on which minutes were sent.

Modular Menu Access
Job | Meeting Minutes

Standard Menu Access
DM | Meeting Minutes

The Meeting Minutes screen gives a one line summary of each Meeting Minutes document that has been entered.
The log allows browsing all documents or viewing documents using search, sort, and/or filter criteria. The user
can also produce document reports giving summary or detailed reports including all data entered for each
document.

Form Fields

Location

This field is used to enter the Id of the location at which this meeting was held. It may be a Customer number,
a Vendor Number, or a Company Number from the Document Manager Company List. For on-site meetings,
create an entry in the Company List such as: JOB xxxxxx Main Office.

Chairperson
This field is used to enter the name of the person presiding over the meeting.

Number
This filed is used to identify the number for this Meeting Minutes.

Date
This field is used to enter the date for this Meeting Minutes document. The Calendar tool may be used to select
the date.
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Document Manager

Meeting Minutes Screen Entry Form

=4 Meeting Minutes - Edit [-= | 2|23
~
H H Mumber WEEKLY-21
Meeting Minutes
Date 03/29/xxxx [ x|
Location Company - | ARCH @ From Employee - |E001 @
Description Miller & Associates Architects Mame Bill Johnson
Chairperson - | 1000 @ Title Owner
Mame Carl Goodman
Tob ~| 1000 =
Description Padfic View Apartments
Sent via:
[ Mail [¥]Fax [T E-mail 7] other
Business
Ttem Opened Closed Due Description -
1.0(03/01/xxxx [=| / / =l w | Further discussion on paneling style Q
| 2.0/0301/000¢ [+ 03715/ x00x [ ] [ / [+ ] Pacific Coast Construction ™ 3
| 210301000 [w] [/ [=] 04/15/3000¢ [ | Lisa wil talk to customer at this time =)
|| 22 0301300 El Il El 05/10/ 3% El Lisa will have final report completed [;] -
Attendees =
Mame Title Company Id Company Mame -
[l
Distribution
Mame Title Company Id Company Name -
/] Jim Snipes [ﬁ] Padfic Coast Cunstruu:l
L @]
I 4 N b
MNotes:
~
Subject
Subject Description MNotes -
(R
1 m e

Figure: DM-20 Meeting Minutes screen form with sample data.

From Employee/Contacts

This is the Id number of the sender, either an employee or an other contact. When the magnifying glass icon is
selected, the user can choose either Employee or the Other Contact list. Please note that when the Id is selected,
the person’s name and title are displayed. The down arrow within the field name allows the user to add a new

record to the selected master record.
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Title
This field displays the title of the selected From (Employee/Contact) person.

Job
This is the number of the relevant job. The down arrow within the field name allows the user to add a new record.
When the Job is selected, its address is also displayed.

Sent Via Section
This region allows selection of one or more options to track how this document was sent. The Other selection
allows a manual entry.

Business Section

Item

This field can hold any number. A readable sequence could have the item numbers follow a sequence 1.0, 1.1,
2.0, etc.

Opened
This field is used to enter or select the date on which the listed Business Item was opened.

Closed
This field is used to enter or select the date on which the listed Business Item was closed.

Due
This field is used to enter or select the date on which the listed Business Item was due.

Description
This field can hold a text description of the item. The button at the right of the Description area allows unlimited
text to be added to the Description.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected an Item line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
an Item line.

Attendees Section
Name
This field is used to enter the names of the attendees to the meeting.

Title
This field is used to enter the title of the attendee to the meeting.

Company Id

This is the Id number of the attendees’ companies. When the magnifying glass icon is selected, the user can
choose either Customers, Vendors, or the Other Companies list. Please note that when the Id is selected, the
person’s name and title are displayed. The down arrow within the field name allows the user to add a new record
to the selected master record.
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Company Name
This field will display the company name of the Company Id entered.

Distribution Section

The Distribution Section enables the user to click on a check box to select which individuals are to receive a copy
of the Meeting Minutes; even though someone may be listed as an attendee it does not automatically include them
on the distribution selection list.

Name
This field is used to enter the names of the potential recipients of the Meeting Minutes.

Title
This field is used to enter the title of a potential recipients of the Meeting Minutes.

Company Id

This is the Id number of the potential recipient companies of the Meeting Minutes. When the magnifying glass
icon is selected, the user can choose either Customers, Vendors, or the Other Companies list. Please note that
when the Id is selected, the person’s name and title are displayed. The down arrow within the field name allows
the user to add a new record to the selected master record.

Company Name
This field will display the company name of the Company Id entered

Notes Section

This is a text box that allows entry of notes about the General Change Order. Please note that users may copy the
text from another document and paste them into this text box. In the standard BIS® documents, the box will only
permit a fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.

Subject Section
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Closeout Submittal

At the end of a job, there may be items such as operating manuals or warranty certificates which must be sent
from the subcontractor to the general contractor, to be forwarded to the owner. Since the paper flow is similar
to that of the regular submittal, with the exception that they are not being approved but merely submitted, the
Closeout Submittal Log tracks these final submissions in a manner similar to the Submittal Log.

The Closeout Submittal Log supports online creation, modification, tracking and printing of Closeout Submittal
lists. Closeout Submittals are created using the Add option, and reports can be printed out. Closeout Submittals
can be modified by using the Edit option.

= Contents
A series of potential contents are listed for selection as well as allowing user input.

= Submittal Tracking
This log records requested and arrival date, date forwarded to owner, and due dates are provided in a
smaller version of the Submittal Log.

= Subject
This log also records user-definable subjects, descriptions, and notes.

Modular Menu Access
Job | Documents | Closeout Submittal

Standard Menu Access
DM | Closeout Submittal

The Closeout Submittal Log screen gives a one line summary of each Closeout Submittal that has been entered.
This log allows browsing all documents or selectively viewing documents using search, sort, and/or filter criteria.
From the Report Query screen, the user can also produce document reports giving summary or detailed reports
including all data entered for each document reported.

Form Fields

Vendor

Use this field to select the Subcontractor/Vendor Id for whom the Closeout Submittal is provided. Please note that
when the selection is made, BIS® will automatically enter the Company name, Address, City, State, Zip code, and
Telephone and Fax numbers from the Vendor master record. Please note that the down arrow in the Vendor title
area enables the user to add or edit the list of vendors.

Number
This field is used to enter the identification number for the Closeout Submittal.

Job
This is the number of the relevant job. The down arrow within the field name allows the user to add a new record.
When the Job is selected, its address is also displayed.
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Closeout Submittal Screen Entry Form

= Closeout Submittal - Edit =N ==
CI t S b 'tt I Number 1233
oseou ubpmitca
vendor ~| 0201 = Job ~ | 1000 <)
Company EK Contracting Description Padfic View Apartments
Address 16701 Douglas Way
City Oceano
State CA |ZipCode 93455
Telephone {(B05) 543-7000
Fax (805) 534-1595
Contents Tracking
[#] warranties | Guaranties Date Requested 10/29/ 3 E
|| Instructions [ Manuals Date Due at GC 10,29 53X E
[T As-built Drawings Date Arrived 10/28/xx0x =]
[[other Date Due at Owner | 10/25/300¢x | |

Date Forwarded 102930000 E

Notes:

Subject
Subject Description MNotes -

Figure: DM-21 Closeout Submittal screen form with sample data.

Tracking Section
This section contains a record of the dates involved in the closeout submittal.

Date Requested
This field is used to enter the date that the closeout submittal was requested. The Calendar tool may be used to
select the date.

Date Due at GC
This field is used to enter the date that the closeout submittal was due at the general contractor. The Calendar tool
may be used to select the date.
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Date Arrived
This field is used to enter the date that the closeout submittal arrived. The Calendar tool may be used to select the
date.

Date Due at Owner
This field is used to enter the date that the applicable closeout submittal was due at to owner. The Calendar tool
may be used to select the date.

Date Forwarded
This field is used to enter the date that the applicable closeout submittal was forwarded. The Calendar tool may
be used to select the date.

Notes Section

This is a text box that allows entry of the notes about the Closeout Submittal. Please note that users may copy the
text from another document and paste them into this text box. In the standard BIS® documents, the box will only
permit a fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.

Subject Section
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Punchlist

The final list of odd jobs and touch-up tasks that must be completed by each contractor is often referred to as a
punchlist. The punchlist can also be sent to a subcontractor periodically informing them of work still to be
completed. The punchlist is similar in form and function to Document Manager Submittal document. The
Punchlist Log supports creation, modification, tracking and printing of Punchlists.

= Items List
An enumerated list of punchlist items is provided, along with open and close dates and dollar value.

= History
A history of revision dates and send dates allows review of when the list was last revised or printed.

= From/To with Title
Allows entering the name and title of both the sender and the recipient.

= CCLine
The CC line is provided to indicate where a copy of this notice has been sent.

Modular Menu Access
Job | Documents | Punchlist

Standard Menu Access
DM | Punchlist

The Punchlist Log screen gives a one line summary of each Punchlist that has been entered. The log allows
browsing all documents or selectively viewing documents using search, sort, or filter criteria. From the Report
Query, the user can also produce document reports giving summary or detailed reports including all data.

Form Fields

Vendor

This is the Id number of the subcontractor vendor. When the magnifying glass icon is selected, the user can
choose from the list of vendors. Please note that when the Vendor Id is selected, the company’s name, address,
and telephone and fax numbers are displayed. The down arrow within the field name allows the user to add a new
record.

To (Contact)
This field is used to select from among the vendor’s contacts. When the Vendor Id is selected, the Contact’s Title
is also listed. However, when the To (Optional) field is selected, that entry is used on the record.

Number
This is the identification number assigned to the Punchlist.

From Employee

This field is used to enter or select the Id number of the sender, either an employee or Other Contact. When the
magnifying glass icon is selected, the user can choose from the Employee or Other Contact list. Please note that
when the Id is selected, the person’s name and title are displayed. The down arrow within the field name allows
the user to add a new record.

Job
This field is used to enter the number of the relevant job. The down arrow within the field name allows the user
to add a new record. When the Job is selected, its address is also displayed.
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Punchlist Screen Entry Form
= Punchis - it e e
~
= Mumber 5451
Punchlist
Vendor - | 0701 @| From Employee  « | EOO1 @
Company A1l Insulation Mame Bill Johnzon
Address 1825 Highland Way Suite 305 Title | Owner
City San Luis Cbispo
State CA | ZipCode 93401 Job | 1000 =Y
Telephone (805) 543-7000 Description Padific View Apartments
Fax (805) 534-1595
Contact El To - @
Title Mame
Title
Company
Sent Via
[ mail [F]Fax [F] Email [ other
History
Date Action -
X [«]
List
Item COpened Closed Amount Description -
1.00]03/20/300¢¢ [« | [/ [ | 50,00 =
|| 2.00 03/20/xxx% [ ] [/ [ | 125,00 = =
N I [=] /1 [«] 0.00 (=]
Notes
~
C
.
Subject
Subject Description Motes -
Q]

To (Optional)

Figure: DM-22 Punchlist screen form with sample data.

The user can choose from the Contact List. Please note that when the From Contact Id is selected, the person’s

name and title are displayed. The down arrow within the field name allows the user to add a new record.

Sent Via Section

This region allows selection of one or more options to track how this document was sent. The Other selection

allows a manual entry.
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History Data Section

Since submittals can often be sent back and forth between the GC, subcontractor, and owner, the History area is
needed to record the progress of the submittals. Each of the columns in the History Block can be updated from
within the line and column of the appropriate data.

Date
This field is used to enter the date that action was taken on the punchlist item. The Calendar tool may be used to
select the date.

Action
This field is used to record the item number on which the action was taken.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a History line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a History line.

List Section

Item

This field can hold any number. A readable sequence could have the item numbers follow a sequence 1.0, 1.1,
2.0, etc.

Opened
This field is used to enter the date that action was requested. The Calendar tool may be used to select the date.

Closed
This field is used to enter the date that action was taken on the punchlist item. The Calendar tool may be used to
select the date.

Amount
This field is used to record the cost of the punchlist item.

Description
This field can hold a text description of the punchlist item.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a List line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a List line.

Notes Section

This is a text box that allows entry of the notes about the Punchlist. Please note that users may copy the text from
another document and paste them into this text box. In the standard BIS® documents, the box will only permit a
fixed number of lines of detail. In the Alternate forms, any additional detail will carry to another page.
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CC Section
This text line can be used to list any other people or places where this document was sent. Please note that this
is for internal information only, and it does not affect printed reports or To/From fields.

Subject Section
The subject field includes its own Find function that enables looking up a pre-existing subject. The Subject list
is accessible from the Miscellaneous item under the Document Manager menu.

Description
The Description field is populated from that associated with the selected Subject.

Notes
The Notes field is populated with manually entered text.

Insert Line Button

The Insert Line button is used to add a line above the highlighted line. It is only visible when the cursor has
selected a Subject line.

Delete Line Button

The Delete Line button is used to remove the highlighted line. It is only visible when the cursor has selected
a Subject line.
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Miscellaneous

The Miscellaneous section of the Document Manager function offers a means by which users can add other
records to those available from other modules in the program. The additional master records include Companies,
Contacts, and Subjects.

Modular Menu Access
Job | Documents | Miscellaneous

Standard Menu Access
DM | Miscellaneous

Companies

The Companies Form provides a means of entering information about companies that are not in the BIS® Vendor
or Customer lists. The same popup pick-list operation can be used to select Company Numbers as is used for
Vendors and Customers when a Company Number is required during data entry.

New Record

Initial access to new Companies from the menu opens the Companies - New form. The form is used to enter new
miscellaneous company information. However, access to a new form when another company’s record is on the
screen only requires pressing Ctrl+N or using the New |l icon on the toolbar. The system will ask if any changes
to the record should be saved.

Modular Menu Access
Job | Documents | Miscellaneous | Companies

Standard Menu Access
DM | Miscellaneous | Companies

Editing an Existing Record

The list of companies may be examined by clicking on the Magnifying Glass [icon (at the top of the screen)
or pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the Search
button feature or by using the mouse or cursor keys to select the record to be edited.

Figure: DM'23 =l Companies - 1000 C&S Consulting EI@

Sample Companies record ] contect ]

for editing Main tab. | oy e
Company # 1000

Company Name CA&5 Consulting
Address 1 9875 Marsh Street
Address 2

City San Luis Obispo
State CA @ California
Zip Code 93401

Telephone (805) 543-7000
Fax (805) 534-1535

Email mark@csconsulting. com

Edit
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Scrolling Through Miscellaneous Company Records

Users can scroll through the miscellaneous company records by using the Navigation buttons on the toolbar
at the top of the screen. Clicking on the First [&] icon (at the top of the screen) will open the first record
of the list according to Company Code. Clicking on the Previous [ icon (at the top of the screen) will open the

Figure: DM-24

i . =3 ; = g
Miscellaneous Companies R = [
Find/Search screen. -
Search for
Search in Code E‘
Condition Begin with El
[ case sensitive
Code Company N
1001 5LO Printing
ARCH Miler & Assodates Architects
PCC Padfic Coast Construction

immediately previous record of the list according to Company Code. Clicking on the Next [-] icon Iﬁat the top of
the screen) will open the next record of the list, according to Company Code. Clicking on the Last [k icon (at the
top of the screen) will open the last record of the list according to Company Code.

Cloning an Existing Record

Once a record is selected, it can be cloned to create a new record, making modifications to the cloned record.
Once the source record is brought to the screen, use the Clone Record &) icon on the toolbar. The system will ask,
“Do you want to clone this record?”” Click on the Yes button to clone it, or click on the No button to leave the
process. Records can be edited as described above. However one difference is that the cloned record will require
anew Company Id to be saved as a new record.

Figure DM-25
Cloned record. Note that

=i Companies - Mew

[=lle ==

all of the initial fields, =" | =
except for the Company #, | | Comean #
-
match the source record. Companyfioney,  [jSsoxeg
Address 1 9875 Marsh Street
Address 2
City San Luis Obispo

State

Zip Code
Telephone
Fax

Email

&Y

93401
(805) 543-7000
(805) 534-1595

mark@csconsulting.com
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Deleting an Existing Record

Existing records can be deleted, but only if there are no existing transactions or other master records dependent
on the one selected. Once the source record is brought to the screen, use the Delete £ icon (at the top of the
screen). The system will ask, “Do you want to delete this record? Click on the Yes button to delete it, or click on
the No button to leave the process.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.

Main Tab

The Main tab of this form is used to enter new miscellaneous company information.

Company #
The company number is used within the Document Manager module in BIS to identify the company throughout

a variety of documents. Any 10-digit alpha or numeric character or combination of both may be used in the
Company #. BIS® checks for number duplication. A warning will appear if the number has already been assigned.

Company Name
This field is used to enter the name of the company, up to 30 characters.

Street Address 1
Enter the street number and street name of the company. This is an alphanumeric field up to 30 characters.

Street Address 2
Enter any secondary address information such as a suite number for the company. This is an alphanumeric field
up to 30 characters.

City
This field is used to enter the name of the city, up to 30 characters.

State
The two-character state abbreviation may be typed manually or selected from the list of defined state codes. Click
on the Find tool, or the drop down button (whichever is available on the form) to see an extended list of states.

Zip Code
This field is used to enter the postal zip code. The number limited to nine characters and will be formatted
automatically as 99999-9999 as the number is entered.

Telephone
This field is used to enter the main telephone number of the company. The number limited to ten digits and will
be formatted automatically as (999) 999-9999 as the number is entered.

Fax
This field is used to enter the fax telephone number. The number limited to ten digits and will be formatted
automatically as (999) 999-9999 as the number is entered.

E-mail
This field is used to enter the e-mail address, an alphanumeric field limited to 35 characters.
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Contact Tab

The Contact tab screen form records an unlimited number of contacts for the miscellaneous company. The contact
name, title, telephone and fax number, and e-mail address can be entered in the corresponding fields. To enter
notes for a particular contact, click the button in the Notes column to open the screen for notes.

Two buttons on the toolbar are useful when modifying or editing the grid area on a screen form. The Insert Line
icon =] (or Ctrl+I) adds a blank line to the current grid of the form that is open. The Delete Line = icon (or Ctrl+)
removes the currently highlighted line from the grid of the open record.

Figure: DM'26 élCompanis-New EI@
Sample Company master
record screen form

Contact Title Telephane Fax Email Motes -
Contact tab. : Motes
ark Meyer | President| (805)543-700C | (805)534-1595 | mark @csconsulting com

(0= ()

Main | Contact ]ﬂut&s |

-~

== [ [ T T I T T 1T 7T 1T 1 e

=
1]
H]

Contact Name
Enter the name of the person contacted at the company.

Title
Enter the Contact person's title.

Telephone
Enter the telephone number of the contact. The number limited to ten digits and will be formatted automatically
as (999) 999-9999 as the number is entered.

Fax
Enter the Fax telephone number. The number limited to ten digits and will be formatted automatically as (999)
999-9999 as the number is entered.

E-mail
Enter the electronic mail (e-mail) address.

Notes
The Notes section is a work area for miscellaneous notes and may be used as needed.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press
Ctrl-S to save the changes.
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Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.
Figure: DM-27 o —— = e

Sample miscellaneous
Main gnmactl Notes

Companies master record
screen form Notes tab' Consulting for regulations and permit issues.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press

Ctrl-S to save the changes.
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Contacts

The Contacts Form provides a means of entering information about contacts that are not in the BIS® Vendor,
Customer, or Employee lists. The same popup pick-list operation can be used to select Contact Codes as is used
for Vendors, Customers, and Employees when a Contact Number is required during data entry.

New Record

Initial access to new Contacts from the menu opens the Contacts - New form. The form is used to enter new
miscellaneous contact information. However, access to a new form when another contact’s record is on the screen
only requires pressing Ctrl+N or using the New LJ icon on the toolbar. The system will ask if any changes to the
record should be saved.

Modular Menu Access
Job | Documents | Miscellaneous | Contacts

Standard Menu Access
DM | Miscellaneous | Contacts

Editing an Existing Record

The list of contacts may be examined by clicking on the Magnifying Glass [ icon (at the top of the screen) or
pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the Search
button feature or by using the mouse or cursor keys to select the record to be edited.

Figure: DM-28 = Contacts - 1000 Carl Goodman ==
Sample miscellaneous ;
Contacts records for e
editing Main tab. Codd] 2t
MName Carl Goodman
Title Inspector

Company 5an Luis Obispo County
Phone (805)543-7000
Fax (805)534-1535

Edit

Scrolling Through Contact Records

Users can scroll through the miscellaneous contact records by using the Navigation buttons on the toolbar
at the top of the screen. Clicking on the First [i] icon (at the top of the screen) will open the first record of the list
according to Contact Code. Clicking on the Previous Li]icon (at the top of the screen) will open the immediately
previous record of the list according to Contact Code. Clicking on the Next L] icon (at the top of the screen) will
open the next record of the list, according to Contact Code. Clicking on the Last [%]icon (at the top of the screen)
will open the last record of the list according to Contact Code.
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Figure: DM-29

; =i Contacts [ F=
Miscellaneous Contacts =l Con = |2
Find/Search screen.
Search for
Searchin Code El
Condition Begin with E‘
[7] case Sensitive
Code MName Comparry &

1000 |Carl Goodman |San Luis Obispo County
1001  |Kristy Komi Central Coast Designs
JSMITH | Jim Smith ABC Co.

Cloning an Existing Record

Once a record is selected, it can be cloned to create a new record, making modifications to the cloned record.
Once the source record is brought to the screen, use the Clone Record 2 icon on the toolbar. The system will ask,
“Do you want to clone this record?”” Click on the Yes button to clone it, or click on the No button to leave the
process. Records can be edited as described above. However one difference is that the cloned record will require
a new Contact Id to be saved as a new record.

Figure: DM-30 =] Contacts - New (e ]
Cloned record. Note that oo [
all of the initial fields, =

except for the Contact Code | -
Code, match the source e el
record Title Inspector

Compary 5an Luis Obispo County
Phaone (805)543-7000
Fax (805)534-1595

Deleting an Existing Record

Existing records can be deleted, but only if there are no existing transactions or other master records dependent
on the one selected. Once the source record is brought to the screen, use the Delete 12 icon (at the top of the
screen). The system will ask, “Do you want to delete this record? Click on the Yes button to delete it, or click on
the No button to leave the process.
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Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.

Main Tab
The Main tab screen form is used to record miscellaneous contact information. The contact name, title, telephone
and fax number, and e-mail address can be entered in the corresponding fields.

Code

The contact code is used within the Document Manager module in BIS to identify the contact throughout a variety
of documents. Any 10-digit alpha or numeric character or combination of both may be used in the Contact Code
field. BIS® checks for number duplication. A warning will appear if the number has already been assigned.

Contact Name
Enter the name of the miscellaneous contact person. This is an alphanumeric field and is limited to 30 characters.

Title
Enter the Contact person's title. This is an alphanumeric field and is limited to 20 characters.

Company
Enter the company name associated with the Contact person. This is an alphanumeric field and is limited to 20
characters.

Telephone
Enter the telephone number of the contact. The number limited to ten digits and will be formatted automatically
as (999) 999-9999 as the number is entered.

Fax
Enter the Fax number. The number limited to ten digits and will be formatted automatically as (999) 999-9999
as the number is entered.

Notes
The Notes section is a work area for miscellaneous notes and may be used as needed.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.

Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.
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Figure: DM-31
Sample miscellaneous
Contacts master record
screen form Notes tab.

Document Manager

=3 Contacts - 1000 Carl Goodman

Main | Hotes

[F=3 ECH 3

County inspector - fair minded.|

Edit

Save the Changed Record

When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press

Ctrl-S to save the changes.
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Subjects
When an issue arises on the job, that issue can be defined in Document Manager as a subject. After a subject is
created in the Subject Master File, documents of any type can be associated with that subject.

Figure: DM-32 =7 Subjects - MOREDATA  More Data Needed =8 =R =<
Sample miscellaneous : i
- i | Note:
Subjects records for ==
ed|t|ng Ma|n tab Subject MORE DATA
Description More Data Needed
Document type - Document # Motes -
id Reequest | 1409006 More Data Needed =N
Edit
New Record

Initial access to new Subjects from the menu opens the Subjects - New form. The form is used to enter new
Subjects information. However, access to a new form when another subject record is on the screen only requires
pressing Ctrl+N or using the New | icon on the toolbar. The system will ask if any changes to the record should
be saved.

Modular Menu Access
Job | Documents | Miscellaneous | Subjects

Standard Menu Access
DM | Miscellaneous | Subjects

Editing an Existing Record

The list of subjects may be examined by clicking on the Magnifying Glass [ icon (at the top of the screen) or
pressing Ctrl+F, and double clicking on the item of interest. Records can be edited by either using the Search
button feature or by using the mouse or cursor keys to select the record to be edited.

Scrolling Through Subject Records

Users can scroll through the miscellaneous Subject records by using the Navigation buttons on the toolbar
at the top of the screen. Clicking on the First li{] icon (at the top of the screen) will open the first record
of the list according to Subject. Clicking on the Previous icon (at the top of the screen) will open the
immediately previous record of the list according to Subject. Clicking on the Next L] icon (at the top of the
screen) will open the next record of the list, according to Subject Code. Clicking on the Last [4] icon (at the top
of the screen) will open the last record of the list according to Subject Code.
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Figure: DM-33

Miscellaneous Subjects =3 Subjects
Find/Search screen.
Search for
Search in Code
Condition Begin with
[7] case sensitive
Code

Description

[=]
[=]

MORE DATA More Data Needed

B

Search
Clear
Ok

Cancel

I
»II

Cloning an Existing Record

Once a record is selected, it can be cloned to create a new record, making modifications to the cloned record.
Once the source record is brought to the screen, use the Clone Record 2 icon on the toolbar. The system will ask,
“Do you want to clone this record?” Click on the Yes button to clone it, or click on the No button to leave the
process. Records can be edited as described above. However one difference is that the cloned record will require

a new Subject Id to be saved as a new record.

Figure: DM-34

=fe =]

=3 Subjects - New
Cloned record. Note that
.. ) HMai
all of the initial fields, =
except for the Subject, Subject
Description More Data Needed
match the source record.
Document type -

Document #

Motes -

£
i
=l

Deleting an Existing Record

Existing records can be deleted, but only if there are no existing transactions or other master records dependent
on the one selected. Once the source record is brought to the screen, use the Delete 1l icon (at the top of the
screen). The system will ask, “Do you want to delete this record? Click on the Yes button to delete it, or click on

the No button to leave the process.
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Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press

Ctrl-S to save the changes.
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Main Tab
The Main tab screen form is used to edit, view, or delete after navigating to the Subject.

Figure: DM-35 =1 Subjects - MORE DATA More Data Needed === =
Sample miscellaneous o o |
. H ;| lotes
Subjects records for —
editing Main tab. Subject MORE DATA
Description More Data Nesded
Document type - Document # Notes -
id Request | 1409005 More Data Needed =] |
Edit
Subject

This field is used to record the user defined Id of the subject. The Id, an alphanumeric field and is limited to 15
characters, will be used to reference a subject throughout the Document Manager module.

Description Column
This field is used to record a description of the specified subject. This is an alphanumeric field and is limited to
30 characters.

Document Type Column
This field displays the document types associated with the subject.

Document # column
This field displays the document number associated with the selected document type.

Notes Column
This field displays the document notes associated with the selected document number. The button to the right will
open the specified document related to the subject.

Open Document
The Open Document button will open the specified document related to the subject.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [ button on the toolbar or press
Ctrl-S to save the changes.
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Notes Tab
The Notes section is a work area for miscellaneous notes and may be used as needed.

Figure: DM-36 =1 Subjects - MORE DATA More Data Needed =R SR <

Sample miscellaneous
: g
Subjects master record [ | Mot |

screen form Notes tab.

GeneralsSubject requesting more data.

Edit

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [l button on the toolbar or press

Ctrl-S to save the changes.
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Section 4 — Document Manager Settings

Document Manager employs alternative technologies that enable users to produce documents two ways: preset
documents with or without logos (legacy mode); and user-modifiable documents. The user-definable documents
employ the BIS® Word Processor that enables users to modify formatting, add or remove fields, utilize a different
numbering system, and more.

The Document Manager settings are in two areas under the Administrator settings: System Wide Parameters and
User Preferences. The System Wide Parameters settings allow the system administrator to determine which format
will be used by the company, and the User Preferences permit the user to define which printer to which the
documents will be produced.

System Wide Parameters

The System Wide Parameters provides a means by which users can decide whether to show their company fax
number, decide on a numbering format for User-defined Document Manager forms , select a logo to include on
forms, choose the document formats, open the BIS® Word Processor, and select the default printer.

Menu Access
Administrator | System Wide Parameters | System Wide Parameters

DM Tab

The Document Manager tab provides a means by which users can decide whether to show their company fax
number, decide on a numbering format for User-defined Document Manager forms , and select a logo to include
on forms.

Menu Access
Administrator | System Wide Parameters | System Wide Parameters | DM Tab

Figure: DM-37 =3 System Wide Parameters EI@
System Wide Parameters
Document Manager tab
screen form showing
Selected |OgO and more [¥] show Company Logo [¥] Show Fax Mumber on Document Manager Report Forms
® @ cip [¥|Enable DM Alternate & User Defined Farms
i i Sh’et\:h.
L Isometric

|o || | ar |[co | cr | v |[ap [er [|un | c |38 | DM | Bk || Miscelaneous || consoldation |

Company Logo Other Settings

DM Farms Mumbering

..5et Forms Confrol Numbering :

Click an the <Save> button to save changes

Show Fax Number on Document Manager Report Forms
Click on this box to include the company’s fax number on the Document Manager forms header.

Enable DM Alternate & User Defined Forms

Although the legacy Document Manager documents use the numbering entered onto the form by the user, the
Alternate and User-Definable forms can employ a different numbering system consisting of a Job Number,
hyphen, and a consecutive number in that job series. Each element of that numbering system can consist of 10
numeric digits.
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Company Logo
Document Manager also allows a graphic image of the company logo to be included in Standard and Alternate
formats.

Picture
To select a graphic file, click the Picture button to open an Open Picture dialog box to add or change the BMP

(bitmap), JPEG (JPG), or GIF photo file selected. Once selected, the image will appear in the large box of the
screen form.

The file formats are common to photo and artwork images, and come from many sources. Most graphic software
vendors who use other file formats supply some means of converting their own formats to these formats. These
files usually contain a BMP, JPG, or GIF file extension. For more information about working with graphics,
contact a local software vendor.

Figure: DM-38 B Open Picture =
Picture screen form used - X

to select logo file for | W Lo - @%@
Document Manager forms. ! =EIS Color - R

b

Recent Places

Desktop

=l
Libraries

Computer
“
Metwork
Logo hd Select

Flescftype:  [Al Fies (") +] [ cancel |

Remove
To remove the selected graphic file, click the Remove button.

Clip, Stretch, Isometic
Use one of these three radio buttons to select the manner in which the image is to be rendered in the available

arca.

Show Company Logo
Select this option to include the selected company logo in the documents.

Save the Changed Record
When the record is complete or satisfactorily edited, either click on the Save [d] button on the toolbar or press
Ctrl-S to save the changes.
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Forms & Printers — System Wide Parameters

Document Manager employs alternative technologies that enable users to produce documents two ways: preset
documents with or without logos (legacy mode); and user-modifiable documents. The user-definable documents
employ the BIS® Word Processor that enables users to modify formatting, add or remove fields, utilize a different
numbering system, and more.

The System Wide Parameters, Forms & Printers option allows the system administrator to determine which
format will be used by the company, add or modify alternate formats, and set the default printer to which the

documents will be produced.

Menu Access
Administrator | System Wide Parameters | Forms & Printers | DM Tab

Initial access to the Document Manager Forms & Printers displays the DM tab for Document Manager forms.

Figure: DM-39 i?lForms&Prmteﬂ;-SystemWideParameters EI@

System Wide Parameters,

Forms & Printers, DM tab

Forms Printers

screen form * Bid Request Alternate Bid Request Form g {Default Printer) |z|
Plan Standard Plan Form g {Default Printer) |z|
Insurance Standard Insurance Form E‘ I;J {Default Printer) Iz‘
Subcontract Alternate Subcontract Form E‘ g {Default Printer) Iz‘
Submittal Standard Submittal Form E‘ g {Default Printer) Iz‘
General Change Order Standard General Change Order Form E g {Default Printer) lz‘
Subcontract Change Order | Standard Subcontract Change Order Form g (Default Printer) |z|
Transmittal Standard Transmittal Form E] {Default Printer) |z|
Request for Information Standard Request for Information Form E‘ I;J {Default Printer) Iz‘
Deficiency Notice Standard Defidency Motice Form E‘ g {Default Printer) Iz‘
Lien Release Standard Lien Release Form E‘ g {Default Printer) Iz‘
Meeting Minutes Alternate Meeting Minutes Form E g {Default Printer) lz‘
Closeout Submittal Standard Closeout Submittal Form E‘ g (Default Printer) |z|
Punchlist Standard Punchlist Form g {Default Printer) |z|

To save changes, dick the <Save> button

L Tip

The default form set here can be changed on-the-fly by the user when actually
printing the form.

Bid Request

This option is used to select the user’s default Bid Request document print format. This may be selected using
the drop-down tool. Initially, the feature has two options, Standard Bid Request Form and Alternate Bid Request
Form. When Alternate forms are modified and saved with new names, they are added to the list.

Bid Request fstandard Bid Request Form w E: {Default Printer)

Standard Bid Request Form
Alternate Bid Request Form
Bid Request Form BBI Your Company

Plan

Insurance

o Py e

s ;(Default Printer)
i {Default Printer)

| Mmoot Drinkart

AR

Figure: DM-40 Document Manager — Bid Request From drop-down
showing Standard and Alternate default formats, and a user-defined

format.
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Plan

This option is used to select the user’s default Plan document print format. This may be selected using the drop-
down tool. Initially, the feature has two options, Standard Plan Form and Alternate Plan Form. When Alternate
forms are modified and saved with new names, they are added to the list.

Plan Standard Plan Form b :E]L(Default Printer)
Insurance Standard Plan Form i(DefT—.!uIt Printer)

Alternate Plan Form

Subcontract

(Default Printer)

Flan Form Your Company

A

Sibmittal EE A, A1 inafdt printary

Figure: DM-41 Document Manager — Plan From drop-down showing
Standard and Alternate default formats, and a user-defined format.

Insurance

This option is used to select the user’s default Insurance document format. This may be selected using the drop-
down tool. Initially, the feature has two options, Standard Insurance Form and Alternate Insurance Form. When
Alternate forms are modified and saved with new names, they are added to the list.

Insurance IStandard Insurance Form b E] (Default Printer) v
Subcontract Standard Insurance Form (Default Printer) v
Submittal Aliemate Ins wic=Fam = || (Default Printer) o

Figure: DM-42 Document Manager — Insurance Form drop-down
showing Standard and Alternate default formats.

Subcontract

This option is used to select the user’s default Subcontract document format. This may be selected using the drop-
down tool. Initially, the feature has two options, Standard Subcontract Form and Alternate Subcontract Form.
When Alternate forms are modified and saved with new names, they are added to the list.

v

Subcontract -. v E] (_Ié)efault Printer) ;
Submittal _ (Default Printer) |
General Change Order Alternate Subcontract Form - || (Default Printer) W
Figure: DM-43 Document Manager — Subcontract Form drop-down
showing Standard and Alternate default formats.

Submittal

This option is used to select the user’s default Submittal document format. This may be selected using the drop-
down tool. Initially, the feature has two options, Standard Submittal Form and Alternate Submittal Form. When
Alternate forms are modified and saved with new names, they are added to the list.

Submittal . Standard Submittal Form » | = - (Default Printer) w

General Change Order = (Default Printer) w

Subcontract Change Order Albern.ahe Submittal Form = (Default Printer) w
i Submittal Form Your Company s =

Figure: DM-44 Document Manager — Submittal drop-down showing
Standard and Alternate default formats, and a user-defined format.

General Change Order

This option is used to select the user’s default General Change Order document format. This may be selected
using the drop-down tool. Initially, the feature has two options, Standard General Change Order Form and
Alternate General Change Order Form. When Alternate forms are modified and saved with new names, they are
added to the list.

w E] (Default Printer) w

eVt -t d 0 =t R0 s Sl Standard General Change Order Form j (I:_)efault Prinher_)_

Transmittal Alternate General Change Order Form I-] efault printer) -
Figure: DM-45 Document Manager — General Change Order Form
drop-down showing Standard and Alternate default formats.

General Change Order Standard General Change Order Form

| £
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Subcontract Change Order
This option is used to select the user’s default Subcontract Change Order document format. This may be selected

using the drop-down tool. Initially, the feature has two options, Standard Subcontract Change Order Form and
Alternate Subcontract Change Order Form. When Alternate forms are modified and saved with new names, they

are added to the list.

Subcontract Change Order . Standard Subcontract Change Order Form &g IE] (Default Printer)

Transmittal Standard Subcontract Change Order Form ; (Default Printer)
Request for Information : (Default Prlnher)

Alternate Subcontract Change Order Form
Subcontract Change Order Form Your Companyr—f o]

<%=

Flgure' DM-46 Document Manager — General Change Order Form
drop-down showing Standard and Alternate default formats and a user-
defined format.

Transmittal
This option is used to select the user’s default Transmittal document format. This may be selected using the drop-

down tool. Initially, the feature has two options, Standard Transmittal Form and Alternate Transmittal Form.
When Alternate forms are modified and saved with new names, they are added to the list.

Transmittal St.—:ndard Transmittal Form ¥ = ;{Default Printer) v
Request for Information Standard Transmittal Form - (Default Printer) v
Defidency Motice _I.Q_Ihernaia'll'r:nsmlttal ot o (Default Printer) w
B ransmittal Form Your Company T —

Figure: DM-47 Document Manager — Transmittal Form drop-down
showing Standard and Alternate default forms and a user-defined form.

Request for Information (RFI)

This option is used to select the user’s default Request for Information (RFI) document format. This may be
selected using the drop-down tool. Initially, the feature has two options, Standard RFI Form and Alternate RFI
Form. When Alternate forms are modified and saved with new names, they are added to the list.

Deficiency Motice

Lien Release

Maoting Mir e,

Request for Information

standard Request for Information Form
Standard Request for Information Form

Alternate Request for Information Form
Request for Information Form Your Company

w E]| (Default Printer)
i (Default Printer)
(Default Printer)

P

:|<§<I<

Figure: DM-48 Document Manager — RFI Form drop-down showing

Standard and Alternate default forms and a user-defined form.

Deficiency Information

This option is used to select the user’s default Deficiency Notice document format. This may be selected using
the drop-down tool. Initially, the feature has two options, Standard Deficiency Notice Form and Alternate
Deficiency Notice Form. When Alternate forms are modified and saved with new names, they are added to the

list.

Defidency Motice
Lien Release
Meeﬁng Minutes

e e )

Standard Defidency Notice Form b L

Standard Defidency Motice Form
Alternate Deficiency Motice Form
Deficiency Motice Form Your Company

| (Default Printer)
|

| (Default Printer)
| (Default Printer)

PR

BRI

Flgure. DM-49 Document Manager — Deficiency Notice Form drop-
down showing Standard and Alternate default forms and a user-defined

form.
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Lien Release
This option is used to select the user’s default Lien Release document format. This may be selected using the

drop-down tool. Initially, the feature has two options, Standard Lien Release Form and Alternate Lien Release
Form. When Alternate forms are modified and saved with new names, they are added to the list.

Lien Release |5tandard Lien Release Form b g (Default Printer) R
Meeting Minutes Standard Lien Release Form ! (Default Printer) v
Closeout Submittal Alternate Lien Release Form e || (Default Printer) w

Figure: DM-50 Document Manager — Lien Release Form drop-down
showing Standard and Alternate default formats.

Meeting Minutes
This option is used to select the user’s default Meeting Minutes document format. This may be selected using the

drop-down tool. Initially, the feature has two options, Standard Meeting Minutes Form and Alternate Meeting
Minutes Form. When Alternate forms are modified and saved with new names, they are added to the list.

Meeting Minutes |5tandard Meeting Minutes Form v g (Default Printer) v
Closeout Submittal Standard Meeting Minutes Form _ (Default Printer) -
Punchiist Alternate Meeting Minutes Form _ | (Default Printer) I

Figure: DM-51 Document Manager — Meeting Minutes Form drop-
down showing Standard and Alternate default formats.

Closeout Submittal
This option is used to select the user’s default Closeout Submittal document format. This may be selected using

the drop-down tool. Initially, the feature has two options, Standard Closeout Submittal Form and Alternate
Closeout Submittal Form. When Alternate forms are modified and saved with new names, they are added to the

list.

Closeout Submittal Istandard Closeout Submittal Form b .E] (Default Printer) v

Punchlist Standard Closeout Submittal Form ! (Default Printer) w
Alternate Closeout Submittal Form . I
Closeout Submittal Form Your Company —

Figure: DM-52 Document Manager — Closeout Submittal Form drop-
down showing Standard and Alternate default formats and one user-
defined format.

Punchlist
This option is used to select the user’s default Punchlist document format. This may be selected using the drop-
down tool. Initially, the feature has two options, Standard Punchlist Form and Alternate Punchlist Form. When

Alternate forms are modified and saved with new names, they are added to the list.

Punchlist Standard Punchlist Form b E] (Default Printer) v
Standard Punchlist Form
Alternate Punchlist Form
Punchlist FormYour Company @

Figure: DM-53 Document Manager — Punchlist Form drop-down
showing Standard and Alternate default formats and one user-defined
format.

Printers
Use the drop-down tool to select the default printer to which the particular form should be directed. The “(Default

Printer)” initially shown is the local computer’s default printer as set in Windows®. The default printer used by
BIS® for the selected form can be any printer in the network to which the user’s computer has access. The printer
selection can be changed for an individual user in User Preferences or on-the-fly when actually printing the
particular form.
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User Preferences — Forms & Printers
Although the system default printers for Document Manager forms are set in System Wide Parameters, individual
users may set them to different default printers.

DM Tab

Initial access to the User Preferences Document Manager Forms & Printers displays the DM tab for Document
Manager forms. In this screen form, however, the default form selection may not be changed and are grayed out;
only the default printer can be changed.

Menu Access
Administrator | User Preferences | Forms & Printers | DM Tab

Figure: DM'54 ﬂ Forms & Printers - User Preferences EI@

User Preferences, Forms & [oema [ 98]

Printers, DM tab screen :

Forms Printers

fo rm. NOte that the Forms Bid Request Standard Bid Request Form |z| - | (Default Printer) |z|

SE|€CtI0nS are grayed OUt. Flan Standard Plan Form lz‘ - | (Default Printer) lz‘
Insurance Standard Insurance Form lz‘ - | (Default Printer) lz‘
Subcontract Standard Subcontract Form |z| « | (Default Printer) |z|
Submittal Standard Submittal Form lz‘ - | (Default Printer) lz‘
General Change Order Standard General Change Order Form lz‘ - | (Default Printer) lz‘
Subcontract Change Order | Standard Subcontract Change Order Form |z| « | (Default Printer) |z|
Transmittal Standard Transmittal Form lz‘ - | (Default Printer) lz‘
Request for Information Standard Request for Information Form lz‘ - | (Default Printer) lz‘
Deficiency Motice Standard Deficency Motice Form lz‘ « | (Default Printer) lz‘
Lien Releaze Standard Lien Release Form lz‘ - | (Default Printer) lz‘
Meeting Minutes Standard Meeting Minutes Form lz‘ - | (Default Printer) lz‘
Closeout Submittsl Standard Closeout Submittal Form lz‘ « | (Default Printer) lz‘
Punchlist Standard Punchiist Form lz‘ - | (Default Printer) lz‘

Save Close
.Tn save changes, dick the <Save > button

Printers

Use the drop-down tool to select the default printer to which the particular form should be directed for the
individual user. The “(Default Printer)” initially shown is the default printer as set in System Wide Parameters.
The default printer used by a particular BIS® user for the selected form can be any printer in the network to which
the user’s computer has access. The printer selection also can be changed on-the-fly when actually printing the
particular form.

L Tip

The default form set here can be changed on-the-fly by the user when actually
printing the form.
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BIS® DM Form Editor

The Edit Forms button is used to access the BIS® DM Form Editor functions. The DM Form Editor may be
used to copy existing forms, save them with a different name, and modify them. It can also be used to import and
export formats. Such modifications could include adding graphics to the form, changing fonts, adding or
removing text, removing or adding lines or columns, and more. Newly created user forms can then be set as the
default Type for the specific form.

NV Tlp Refer to the Form Editor & Report Writer manual for detailed information about the
Forms Editor use.

Menu Access
Administrator | User Preferences | Forms & Printers | DM Tab | Edit Forms Button

Figure: DM-55 =1 Subcontract =
BIS® DM FOI’m EdItOI’ Destination folder for the exported user-defined forms

screen form used to Create User Forms Folder | C:\BISYCONTROLYUSERFILES\FORMS Browse...

a new form, modify, Form Name Description .

delete, export, or import a
previously created form.

=~

1 3

Edit H Delete I | Export ” Import Close

User Forms Folder
Enter the Destination Folder for the new, imported, and exported user-defined forms. The Browse button may
be used to open an Explorer-like screen to select a folder.

v Tlp 4 [f the folder does not exist, the system will ask permission to create it.
4 [f the destination folder is different from a previously used folder, a message will
appear reminding the user to manually move the previous user-defined forms.

New Button
The New Button opens the New User-defined From window that is used to enter the Form Name and a Form
Description, as well as to choose which existing form the new form is to be based.

Figure: DM-55 = New User-defined Form =
BIS® DM Form Editor
screen form Used to create Form Description Customized General Change Order

a new form, mOdifYI Mew Form Based on | Alternate General Change Order Form E|
delete, export, or import a

previously created form. oK cancel

Form Name New Form
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B1S Document Editor =1 ==
i Fle Edit View Insert Format Tools Table Help
P % Bl eamine -
Zonmt B B BB 8 1 I L S| OO SN A SO T e O N ST - S
E: (C:\BIS2000\BITMAPS) «comphamax
«compaddrs
i <compaddr2s General Change Order
«compitys
- <compphones Number «gconums
«compfaxs Date egcodates
B Job: [op number <obnum» Printed «sd0ls
K «jobdescy Status astatuss
< The following changes have been approved: 1
Item Amount Days +/- ‘ Description
% | aitem» | «amts | «daysy | «desca
<; Sent via:
E Other  aviadescs
= Date approved: «dateapps Approved by: capprovedbys
5 Notes:
| «notes»
=
Section1/1 | Pagel/1 |Lnel  [Coll  [100% NUM
H B H H i InsertField... v l

DM-56 BIS® Document Designer screen for General Change Order.



Document Manager DM-87

Section 5 — Document Manager Reports

This section covers the reports available for document manager. Access to specific reports begins with the Query
screen that enable the selection of the particular variation needed. As with other reports in BIS®, reports can
generally be one of 3 types: Summary and Detail, but Document Manager also permits producing the actual
underlying Form document.

Y Tlp The specific document format produced is controlled by the default selection made in
Administrator | System Wide Parameters | Forms & Printers | DM tab. Changing the
default form is covered in Section 4 of this manual.

Most reports offer the ability to select an “Order By” setting, and often have several choices of fields for that
choice. Additionally, most reports have a variety of Options allowing certain elements to show or not on the
report. Finally, most reports offer a listing of fields that can allow a refined selection of data. The Report Query
will be remembered by User Id until changed.

All report options are listed under the Reports menu, and many reports can be selected by right-clicking on a data
hyperlink to open pop-up report menus related to that field. Either method opens a report setup form depending
upon the type of report selected.

Reports offer the opportunity to view all records and activity for a company. Reports are an easy way to view the
effects of specific transactions. They are also a good way to get a summary view of either all transactions of a
specific type, all entries for a single account or file.

BIS® reports allow the user to enter the exact specifications of what the report will contain. Make it as detailed
or simple as needed. Narrow or broaden the search criteria to allow as few as one record, or as many as all records
pertaining to the topic.

Once the criteria has been entered into the report form, the report can be viewed on the screen by clicking the
Preview button. A window will open displaying the report. This is useful for detecting any errors in setting up
the report before actually printing it on paper. Use the scroll bars on the right side and bottom of the screen to
move around the page. BIS® reports can be printed from within the preview screen.

When previewing a report, the usual toolbar will disappear and the preview toolbar appears. After closing the
preview of the report and returning to the Report form, the report can be printed. Select Print, either from the File
menu or by clicking the Print button on the main tool bar. The Print dialogue box will open. Specify whether to
print the entire document or select certain pages to print. Also, select the number of copies desired and which
printer to use.

Reports can be viewed on the screen, printed, and exported. In other editions of BIS®, reports can be exported and
emailed in up to 6 different formats; documents can be exported and emailed in up to 4 different formats.. The
screen presentation of most reports offers hyperlinks that enable drilling down to the source record, or by right-
clicking, opening a list of other reports and functions related to the hyperlink field selected.

Report Toolbar Controls
There are a number of controls that affect reports and how they are rendered. Initial access comes from the Report
Toolbar.

A= RE- e N
Figure: DM-57
Report Toolbar
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Reports Toolbar
Preview

The Preview icon works with the Report and printing functions, allowing previewing in WYSIWYG (What
You See Is What You Get) mode. As with other screen elements, these report previews can be tiled or layered
with the BIS® MSD (Multiple Screen Display).

Print (Ctrl-P)
The BIS® Print icon causes the current document or report to be sent to the print spooler so that it can be
printed by the default or selected printer accessible to the sending computer.

Export Report

The Export Report icon exports the current report in up to six different formats, depending on the edition of
BIS® used. Standard edition users can export in DOS TXT, Microsoft” Excel® WKS, and Adobe® PDF formats.
Professional edition users add Microsoft® Word® and the graphical TIFF formats. Finally, Enterprise edition users
can also export in HTML format. Depending on edition, documents can be exported in DOS TXT, Adobe® PDF
formats, Microsoft® Word”® and HTML formats.

Email Report

The Email Report icon enables Professional and Enterprise edition users to email reports from directly within
BIS®. The available formats for these editions are the same as listed for Export above.

Preview Toolbar Controls
Once a report is opened, and appears on the screen, an additional Preview Toolbar opens.

Table of Contents

The BIS” Table of Contents icon adds a table of contents to the left side of the screen report. Using a familiar
Explorer-style format, each primary record of the report can be directly accessed, eliminating the need for
laborious searching.

Show/Hide Ruler
The Show/Hide Rule icon reveals or hides a ruler guide to the top and side of the report. Users of word
processing and some graphics programs should be familiar with this feature.

Copy Page
The Copy Page icon copies the current page of the report to the Windows Clipboard.

Find
The BIS® Find icon enables finding or searching for a particular piece of data in the current report.

Display Pages
i The Display Pages icon controls how many pages of the report can appear on a single screen and how they
are arranged. The choices are: 1x1, 1x2, 1x3, 2x1, 2x2, and 2x3.

Zoom In
The Zoom In icon enlarges the screen image by preset percentages.

Zoom Out
The Zoom In icon reduces the screen image by preset percentages.



Document Manager DM-89

Zoom Control

The Zoom Control drop-down allows enlarging or reducing the screen image by preset percentages: 25,
50, 75, 100, 125, 150, 175, 200, 400, and 800, as well as Page Width and Full Page.

“Navigation” Buttons

4 213 »_ W The Navigation button icons provide a way of moving through pages of the report. In
sequence, they are: the First Page, the Previous Page, the Next Page, and the Last Page. The numeric information
in the center indicates which page is showing or selected out of the total number of pages in the report.

Backward
The Backward icon reverses the order of the pages of the report that appear on the screen.

Forward
The Forward icon resets the order of the pages of the report that appear on the screen.

Hyperlink Appearance
The Hyperlink Appearance icon controls how the hyperlinks will appear on the displayed report (and any
report printed from the preview).

Figure: DM-58 ab | EBlue Underline
Hyperlink format options 0 .-
ab  Black Underline
ab  EBlack

|n-
(=3

Blue Italic Underline
Blue Italic

R
B %

@b | Black Italic Underline

=1]
K

Black Italic

Refresh
The Refresh icon updates the report with the latest data from the program.

List Reports

The majority of BIS® reports are list reports. This section explains how to set up a list report and define the search
criteria on which to base it. If the criteria specified does not yield any records, BIS® will not allow the report to
be previewed or printed.

b Tlp Document Manager offers both List reports and documents from its Query screens.

Report Type
Select the type of report, which generally determines the level of detail contained in the report itself. The amount
and type of detail available varies from report to report.

Order By

Use the drop down menu in the Order By option to select which field should be used to list entries. Some reports
can only be ordered by a certain field. If applicable, choose whether the entries will be shown in ascending or
descending order. For example, ascending alphabetical listings display entries A-Z, while a descending list orders
entries Z-A.

Options
The choices given in the Options box allow the report to be further defined. To select any of these options, check
the corresponding box.
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Filter

The listing at the bottom of the form defines which records will be included in the report. Data can be selected
for inclusion by the fields displayed in this area. A variety of criteria can be used to make the report as narrow
or broad as necessary.

First select an operator from the drop down list in the Operator field. Depending on which operator is chosen, the
Beginning and/or Ending fields may need to be filled with data based on the field type. Sometimes a drop-down

menu is made available in these columns so that a selection can be made from records on file.

Operators
All

On Date Run
Day # of Month

First Day of the Month

Last Day of the Month
In

Shows all records.
Displays only records with data matching the data in the Beginning column.
For Date fields only; this dynamic operator uses the system date for the program.

For Date fields only; this dynamic operator uses the pre-selected specific day of the
month.

For Date fields only; this dynamic operator uses the first day of the current month.

For Date fields only; this dynamic operator uses the last day of the current month.
Includes all records contain the data entered in the Beginning column.

Between Shows records that fall between the records listed in the Beginning and Ending columns.
Tag Includes specific records tagged from a drop-down list of records.
Includes records that have a value greater than that entered in the Beginning column.
< Only shows records with a value less than that defined.
>= Displays records with a value greater than or equal to the defined data.
<= Includes records whose value is less than or equal to the data entered.
My Query

The My Query option enables the user to save multiple sets of query conditions including Order By, Field
Operators and their settings, and Options. The initial use of My Query shows no saved Queries. If there are
existing named queries available they can be seen using the drop-down tool. The saved Query, however, can be
applied to any of the available Report Types.

Figure: DM-59 California vendors () [ES{[E}{ I
California Vendars (F)

My Query drop-down list.
As with other system reports, each named query selection can be further refined with the other settings.

Figure: DM-60 o | ]
My Query List sample
screen form. Save

=3 My Query List - Bid Request

Name
California Vendors

Public Created By -
ADMIN
Save As
Copy

Rename

Delete

Private

Public

Close
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Refresh Button
If a query has been saved, and new changes are made to the query settings, clicking on the Refresh button will
remove those unsaved changes.

Details Button
[JA query can be saved by clicking on the Details button. If there are no pre-existing queries, two buttons are
available, Save As and Close.

Save

The Save button will save the current settings, but will provide a dialog box asking, “Do you want to overwrite
this query?” Click on Yes to save the current settings under the selected name, or No to not save them under the
current name.

Save As
The Save As button opens the Save As Query sub-form.

Figure: DM-61 =4 Save As Query - Bid Request
Save As Query List sample

screen form showing the i 001 - A1

two optional Scope Seope E

;elslc_tions: Private and Pubiic I ok Cancel
ublic.

Name

Use this field to assign a name to the saved query.

Scope
The Scope option allows the user to specify whether the saved query will be kept for private use or be made
available to all users with access rights to the information.

OK
Click on the OK button to accept the name and scope selections.

Cancel
Click on the Cancel button to close the form without saving.

Copy
The copy button will copy the current saved query to a new name, and allow changing its scope setting. The

newly named query can then be edited and saved again.

Figure: DM-62 =4 Copy Query - Bid Request
Copy query screen form.

Copy From
Mame | DM - All
Copy To

Name

Scope | EETNN[~ ]

Private

m Ok Cancel
Rename
The Rename button opens the Rename Query form that allows the query to be saved with a new name.
Figure: DM-63 =3 Rename Query - Bid Request
Rename Query screen
fOI‘m. Current Name |DM - Al

Mew Mame |
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Delete

The Delete button will delete the selected named query. If the query is a public query, the following dialog box
question will appear, “This is a public query. Are you sure that you want to delete this query?” If the selected
query is not a public query, the system simply asks for a confirmation of the action.

Private
If the query is marked as Private, this button will be inactive. The user has the option of changing the scope of
the query to Public by using the next button.

Public
If the query is marked as Public, this button will be inactive. The user has the option of changing the scope of the
query to Private by using the preceding button.

Close
This button closes the My Query List.

Clear Button

The clear button is located on the tool bar normally at the top of the screen. This button applies only to the
report queries. BIS® reports query settings are remembered by user from one session to the next. Thus, if a saved
query was last used, the query screen for the same report would open with it preselected. The clear button resets
the query screen to the system default.

Figure: DM-64 1 Bid Request o e
Sample report query form | my query s
after applying the clear [=][&][-] | [} T]separatorLine |
button. || show Waork to Perform
Report Type I “||show Motes
EEEE AR - | | | |1 Stow ReportCrteri
Order By W
Job lz‘ I
@ Ascending ") Descending m il
Field Operator Beginning Ending -
»Job Al
_|Cost Code All
_|vender All
_|Mumber All
L Date Al
| Reply Received Al
_|Subject Al
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Document Manager Report & Document Form List
The following is a list of Document Manager reports available in BIS®. All but the Miscellaneous are available
also as documents.

®  Bid Request ®  Subcontract ChangeOrder ~ ® Punchlist
®  Plan B Transmittal B Miscellaneous
B Insurance B Request for Information m  Companies
®  Subcontract m  Deficiency Notice m  Contacts
®  Submittal m  Lien Release B Subjects
®  Change Order B Meeting Minutes

®  General Change Order ®  Closeout Submittal

Menu Access
Access to reports can be achieved via 3 different menus: Modules with Reports Group, Modules with Reports
Listed, and Standard.

Reports Access via Modules with Reports Group
DM | Reports

Reports Access via Modules with Reports Listed
DM

Standard Menu
Reports | Document Manager
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Bid Request

The Bid Request report lists the bid requests on file for a company. Users can also produce the actual documents.

Access to Bid Request
Module Menu with Reports Group
DM | Reports | Bid Request

Module Menu with Reports List
DM | Bid Request

Standard Menu
Reports | Document Manager | Bid Request

Report Types

Summary

The Summary Report Type displays the document number, date, job, cost code, vendor, contact, from, bid
amount, date sent, reply due, and reply received.

Detail
The Detail Report Type also includes field description lines and sent via information.

Form
The Form Type displays a preview of the actual bid request document(s).

Order By Options Fields

* Job * Separator Line + Job

* Cost Code * Show Work to Perform * Cost Code

* Vendor * Show Notes * Vendor

e Number *  Show Report Criteria *  Number

* Date * Date

* Reply Received * Reply Received
*  Subject

Drill-Down+® Destinations

Figure: DM-65 Bid Request Form Figure: DM-67 Vendor Detail Report
Right-click a Bid Request# s Right-click a Vendor SISl
. Edit Bid Request . ETHMEE KRBT
hyperlink to access reports hyperlink to access reports ;
and other features. Document Link and other features. TR CXVRIA BEDRCS
e Vendor UDF Report
Properties
Edit Vender File
Document Link
Properties
Figure: DM-66 Job Detail Report
RIght-CIICk a Job Number Job Extended Report
' Job Defaults Report R|ght—c|lck a From Employee Extended Report
Job Local Taxes Report Employee hyperllnk to Employee Automatic Adjustments Report
Job UDF Report access reports and other Employee UDF Report
Edit Job File features. Edit Employee File
Document Link Document Link
Properties Properties
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Bid Request — Summary Report

Bid Request
Summary Report

Best Construction Company

Page 1

Bid# Date  Job Cost Code  Vendor Contact

Bid Amount Date Sent Reply Due Reply Received

1409006 19090001000 (3000 0301

Waork to Perform

Concrete & Paving
Seart - 100 o0t

13,400 00 090%ccodddbooo: (9 booo:

14004 (226/000d 000 (2000 0201

Waork to Perform

Concrete & Paving
Seart - 0501 hoooc

m
=
3

23,500 00 02260000l Shooo: i

1000-1024 010 2000did 07200 0701

Work to Perform

Inatal all fhenglzes inculstion and weathercinpping for the Trussdale Elementary
School project 25 oufined i specificatons section 31451

Seart work - (2130000

36,000.00 0102ho00od1lhoooc 0105hoooc

Figure: DM-69 Bid Request — Summary Report.
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Bid Request — Detail Report

Best Construction Company

Bid Request

Detail Report Page 1
Bid Request & 1405005 Date 0308 xxxx

Job Number 1000 Pacifc View Aparments Bid Amount 1340000 Sent Via

Cost Code (03000 Concrete Date Sent 0808 x0ex ] Fax

Vendor 0301 Dry Guich Concrete Reply Due 08 B xooox Pl Ma

Contact Reply Received 09/10/xxxx [1 Ema

From EDD3 Alizza Montz [1 Ower

Work to Perform

Concrete & Paving
Start - 1011 hococ

Bid Request # 14004 Date 027260 xxxx

Job Number 1000 Pacific View Aparmenis Bid Amount 2350000 Sent Via
Cost Code 02000 Stz Work Date Sent 027260 Xxxx [1 Fax
Vendor 0201 BK Contractng Reply Due 031 5o [1 Ma
Contact Reply Received [] Ema
From EDD2 ke Jarvis [¥] Oter ByHand
Wark to Perform

Concrete & Paving

Start - (501 hococ

Bid Request #  1000-1024 Date M2iooo

Job Number 1010 Truesdzle Elementary Schodl Bid Amount 35,00000 Sent Via
Cost Code Q7200 Insulafion Date Sent 002hxxx [1 Fax
Vendor 0701 Al Insulason Reply Due 0107 e M) Ma
Gontact Reply Received 01/05/ xxxx ¥ Ema
From E001 Bl .Johnzon [1 Ceher
Waork to Perform

Inatall 2 fherglass insulation and weather-stnpping for the Trusedale Elementary
School project as oufined in specifications section 3145-1.
Start work - 021 3000

Figure: DM-70 Bid Request — Detail Report showing field description lines and Sent Via information.
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Bid Request — Standard Document Form Without Logo

To:

Joh:

Best Construction Company
1200 Main Street
Unit 100
Armoyo Grande, CA 53420
Telephone: (3055437000
Fax: (805)534-1585

Bid Request

Dry Gulch Concrete

153 3nake Canyon Road
Santa Maria, CTA 53448
Telephone (B05)542-7000

Job Number 1000
FPacific View Apartments

Number 140500€

Date 08/ 0%/ 300
From Ali==a Monte
Title COffice Manager
To

Title

Telephone

Fax

Printed 10/ 01 F30000

We request your bid on the fellowing work

Concrete & Faving
Start — 10711 xxcxx

Notes:

Signed:

Form M ICS Dot o) 19695 - 2005 MICS Inc. Al Righhs: Rasemy ad

Figure DM-71 Document Manager — Bid Request Form without company logo.
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Document Manager

Bid Request — Standard Document Form With Logo

Job:

Best Construction Company

i ———
— 1200 Main Strest
| ST Unit 100
— Arroyo Grande, CA 53420
BULLDLLE Telephone: (B05)543-T00D
INPOHBMAT IO e MEOEVETA_f EGE
SYSTEM Faze: B05)534-1585
To: Ory Gulch Concrete

1532 3nake Canyon Road
Santa Maria, CA 53448
Telephone (B05)543-7000

Job Humber 1000
Pacific View Apartments

Bid Request
Number 1405006

Date 097 08, 2000
From Alims=a Monte
Title Office Manager
To

Title

Telephone

Fax

Printed 10 /01 /30000

We request your bid on the following work

Concrete & Paving
Start — 10/11/ 300

Hotes:

Signed:

Fonm MICE- Deriilr (o) 15695 - 2005 MICS Inc. Al Rigns Raseny ad

Figure DM-72 Document Manager — Bid Request Form with company logo.
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Bid Request — Alternate Document Form Without Logo

Best Construction Company
1200 Main Street
Unit 100
Amoyo Grande, CA 93420
Telephone: (305)543-7000
Fax (805)534-1595

To: Dry Gulch Conorete

183 Snake Canyon Road
Santa Maria, TA 82448
Telephone (B05) 542-7000

Job: | JobMumber 1000
Pacific View Apartments

We request your bid on the following work

Bid Request
Number 14089008

Date OE0EY >0
From Alissa Monte
Title Office Manager
To

Title

Telephone

Fax

Printed LOVDL 0K

Concorete & FPaving
Start - 10011000

Hotes:

Signed:

Figure DM-73 Document Manager — Bid Request Alternate Form without company logo.
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Bid Request — Alternate Document Form With Logo

s g BestConstruction Compamy
e 1200 Main Strest
—— d
‘[ — Unit 100 Bid Request
Arroyo Grande, CA 53420
d 1 Humbe: 1408008
m%:!ﬂﬁm Telephone: (S0554 37000 Lmer
SYUTLM Fac (B05)534-1535 Date OS0e XX KX
From Alissa Monte
To. | Dry Guich Conaete Title Office Mansger
193 Snake Canyon Road
Sants Maria, CA 83445 To
(805 5
Telephone (805) 543-7000 Title
Telephone
Job: | JobMumber 1000 Fax
Pacific View Apartments Printed 10/01
We request your bid on the following work
Concorete & Paving
Start - 1071120000
Notes:
Signed: Farmm i S5 D {2 = NISpTs R

Figure DM-74 Document Manager — Bid Request — Alternate Form with company logo.
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Plan
The Plan report lists the Plan Documents on file for a company. Users can also produce the actual documents.

Access to Plan
Module Menu with Reports Group
DM | Reports | Plan

Module Menu with Reports List
DM | Plan

Standard Menu
Reports | Document Manager | Plan

Report Types
Summary
The Summary Report Type displays plan number, job, description, vendor, name, and contact.

Detail
The Detail Report Type also includes date received, amount paid, deposit check number, amount refunded, refund
check number, date returned, date due, date paid, and date refunded for both the vendor and subcontractor status.

Form
The Form Type displays a preview of the actual Plan document(s).

Order By Options Fields

*  Number » Show Report Criteria *  Number

* Job *  Show Description * Job

* Vendor » Show Notes *  Vendor

» Date Due * Separator Line » Date Due

* Date Due at GC * Date Due at GC
*  Subject

Drill-Down+® Destinations

Figure: DM-75
Right-click a hyperlink to
access reports and other
features.

Figure: DM-76
Right-click a hyperlink to
access reports and other
features.

Edit Plan

Flan Form
Document Link

Properties

Job Detail Report

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job UDF Repaort

Edit Job File

Document Link

Properties

Figure: DM-77
Right-click a hyperlink to
access reports and other
features.

Vendor Detail Report

Vendor Extended Report
Vendor Contact Report
Vendor UDF Report

Edit Vender File

Document Link

Properties
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Plan — Summary Report

Best Construction Company

Plan

Summary Report Page 1
Rang Job Descriphion e ndor Hame Contact

3 1000 FRcfcVisw Aparmens a2 EX Conrading

DescripSon of Work

This 5 3 521 of difierent Specs 3r T2 jol, manly e desTbing glass domes nested

Sorme project

i 1010 Thueslae B Emermary Smad o2 EX ConTrac ng Jiom Kessal

Dieacripion of Work Noes

20 pie®Es of an lem and 15 pieces am 'EBH'.CI'?:I':TB:F'.CIE_D:IS'.E_ e Vendor Invoice WS &30 EXEING IFVEmOory DS 10 feprese] our example. iniate a

FEMENNG 5 Wil g0 10 e wWarehouse r 100K On einer e PO or Wien dor Imvoice, TS 'Wendor inwoice and emer in e requined FRormiaion on e U pper pan of e fom

=5 dome Dy WSing & Joib Cost GL Acoount for e 15 fems and Te Imvemiory acount for Enfer e ir= fem uang e Job Cosl &L amoun (Materal for e ilem Wi a quanity
e rEmaning S peces going Mo Siod. These ae emiered asseparaie inefiems on o 15" wihich willb e 3smcated 10 a Job and Cost Code

Te same mnschion. The 15 pieces wil past direcily 1o e pb and nol show a500H

FIWEFROry.

Figure: DM-78 Plan — Summary Report.
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Plan — Detail Report

Best Construction Company

Plan
Detail Report Page 1
Ran# Job Descripion e ndor Kame Conkact
3 1000 Fa ofic View Apariments a2 E¥ Conradng
‘i ndior 2t e Subcontracior
Data Rseivad DaDR0n0 Dats miumead Dafs Zant AR e D afs dus 012200 3000
Amoiunt Paid 120000 Dats dus 10H0! 3000 Ameunt paid 120000 Dafs miumad [
Deposi Cheok & Diafs paid fo=Ta ety Deposit Cheok & Dats paid A0S 000
Ameunt R efundad 0o Diats miunded Amount refunded ke v} Dats mfunded i
Refund Check £ Refund Check ¥
DecscripSon of Work
TRiS 5 & 581 of diferant SpaE f0r T job, Mamily oS desThing glass domes nesded
for e project
i fiek ] Triesds e Eemenian Smoo el B Confading o Wesse
o ngdor 33t e Subcontracdior
Dats Recaived o500 Date miumed Dale 3k 2000 Dale dus 2 3000
Amount Paid 1] Diats dus o=y ey Amount paid 000 Date miumed
Deposit Cheok ¥ Dt paid Dieposit Cheok ¥ Date paid
Amoin R efundad 0uoa Data mfndsd Amoamt refunded 000 Data mimded
Refund Check £ Refund Check ¥
DescripSon of Work Notes

20 peeces of an em and 15 pleces are neadad 10 go dredly 10 3 job sile, e iandor Inwoics USRg an exEing invemony ilem 10 represant our exampie. Inifate a
remaining 5 willgo %0 Te warehouse for Sioci. On eiher The PO or Vendor imeoice, Tis vendor inwice and emer in e requined Idormiation on T2 Upperpan of e fom

5 done by using 3 Jab Cost 5L Acoound for e 15 ems and e ivemory aocount for - Enferhe frd em using e Jiob Cost Gl aocount (| Matera ) for e Bem wiln 3 quanity
e reEm anng S peces going Mo stod. These ame emaed asseparake ine-flems on of ™5™ wihich willbe assoecated 10 3 Job and Cost Code

Me same fanschon. The 15 peeces will post direcily 10 e Db and not show a500H

Fivesmory.

Figure: DM-79 Plan — Detail Report.
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Document Manager

Plan — Standard Document Form Without Logo

1200 Main Street
Unit 100

Telephone: [B05)543-70
Fax: (805)534-1595

Best Construction Company

Armoyo Grande, CA 93420

0o

Plan

| Number

To: EF Contracting
1€701 Dougla=s Way
Ooemano, TR 93455

Telephone B05-543-7000

Job:

Job Humber 1000
Pacific View Apartments

Description

for the project.

This=s is a =et of different specs for the job, mainly those describing glass dome=s needed

Current Vendor Status

Plans Drepo sit Payment Depo sit Refund
Diate Sent 0%/ 09 00 Drate Paid 08/ 01 feom Date Refunded o
Date Due at GC fF r A mount Paid 120 .00 Amount Refunded 0.00
Diate Retumed 10/ 10000 Dieposit Check # Refund Check #
Statu s with Cvmer
Crate Received 017 05 o0 Crate Paid 01/ 05 foox Date Refunded £ F
Date Due 01/ 20000 A mount Paid 120 .00 & mount Refunded o.o00
Drate Retumed AER Deposit Check # Refund Check #
History
Date Paid 0. Refunded
Vendor Date Sent Date Due . Retumed Amount Check Amount Check
0E01 0%/ 08/000 09/ 105000 |09/ 10 00 P ) f
a.aad a.aad
001 09/ 01 /000|087 0450000 (087 0550000 A A
0.00 0.00
Status Notes
Signed:

Form MICS DenD02 () 1995 - 2005 MICS Inc All Rigins Reseny &

Figure DM-80

Document Manager — Plan Standard Form without company logo.
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Plan - Standard Document Form With Logo

m

BULLDLIL
INFOHRBLAT LON
SYSTEM

Telephons:

(B0 3- 1O

Sl

Fax: B05)524-1595

Best Construction Company
1200 Main Strest

i Unit 100

Arroyo Grande, CA 53420

Plan

| Number

To:

EE Contracting

1€701 Douglas Way

TR 53455
Telephone B05-542-7000

Coesano,

Job:

Job Humber 1000

Facific View Apartments

Description

for the project.

Thi=s is a =et of different specs for the job, mainly tho=ze describing glass dome=s needed

Current Vendor Status

Plans

Drepo sit Payment Depo sit Refund
Date Sent 09/ 09 %00 Diate Paid 09/ 01/ 3000 Date Refunded |
Date Due at GC /i 7 A mount Paid 120 .00 Amount Refunded 0.00
Date Retumed 10/ 10/ %00 Deposit Check # RefundCheck #
Statu s with Owvmer
Date Received 01/ 05, 000 Diate Paid 01/ 05/ 3000 Date Refunded r !
Date Due 01/ 20/ oo A mount Paid 120 .00 Amount Refunded 0.00
Date Retumed i L Deposit Check # Refund Check #
History
Date Paid 0. Refunded
Vendor Drate Sent Date Due . Retumed Amount Check Amount Check
0E01 03/ 09/ oox |09/ 10/ 000 |09 10/ xox P i
o.00 g.o00
o0e01 03/ 01/ oox |09/ 04 000 |09 05/ 00 P o
o.00 o.00
Status MNotes
Signed:

Fonm MICS-DenD02 i) 1995 - 2005 MICS Inc. Al Righes Raseny ad

Figure DM-81 Document Manager — Plan Standard Form with company logo.
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Document Manager

Plan - Alternate Document Form Without Logo

Job:

1200 Main Street

Unit 100

Amoyo Grande, CA 93420
Telephone: (805)543-7000
Fax (805)534-1595

To:

BHK Contracting

18701 Douglas Way
Oceanoc, CA 93465
Telephone (805) 542-7000

Job Mumber 1000
Pacific View Apartments

Descripticn

Plan

| Number

|This- 5 aset of different specs for the job, mainly those desoribing glass domes nesded for the project.

Current Vendor Status

Plans Deposit Payment Dieposit Return
Date Sent 01705 20000 Date Paid 01/05 3000 Date Refunded
Date Due at GC 01420/ 30000 Amount Paid 120.00 Amt Refunded 0.00
Cate Returned Depos it Chec k# Refund Check#
Status with Chwrner
Oate Received Oe0sy 00 Oate Paid 001/ w00 Date Refunded
Oate Due 10710,/ 2000 Amont Paid 120.00 Amt Refunded 0.00
Cate Returned Depos it Chec k# Refund Check#
History
Oate Date Paid Date Refunded
Vendor Date Sent | DueOate | Returned Amount Check Am ount Check
0801 0900 | 05 10Vooor | 050/ 00
000 000
DE01 090100 | O5WD4f000c | OGUDG 2000
000 000
Status Notes
Signed: EamMICED EES S o WSS R ey e

Figure DM-82 Document Manager — Plan — Alternate form without company logo.
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Plan - Alternate Document Form With Logo

—— BestConstruction Company
== 1200 Main Street
== Unit 100 Plan

Arroyo Grande, CA 53420

BLIN TR i [Mumber ]2
T Telephone: (8055437000
SYSTLM Fax (805)534-1585

To: BK Contracting

16701 Douglas Way
Oceano, CA 93455
Telephone (805) 542-7000

Johb: Job Mumber 1000
Pacific View Apartments

Description
|This- 5 aset of different specs for the job, mainly those desoribing glass domes nesded for the project.

Current Vendor Status

Plans Deposit Payment Deposit Return
Date Sent 01/08/ x00m Date Paid 017085y 2000 Oate Refunded
Date Due at GC 01/20/ 0% Amount Paid 120.00| |Amt Refunded 0.00
Cate Returned Deposit Chec k# Refund Check#
Status with Cwener
Oate Receved 0205y 000 Date Paid 01/ 2000 Oate Refunded
Oate Due 100102000 Amont Paid 120.00 Amt Refunded 0.00
Cate Returned Deposit Chec k# Refund Check#
History
Date Date Paid Oate Refunded
Vendor Date Sent | Due Date Returned Amount Check Am ount Check
0801 09/0800 | 510000 | 090000
000 000
0801 09/01/000 | O5v04hoooc | DDUDG Moo
000 000
Status MNotes
Signed: Famii S5 0mdE (2 195 = SETEEEE

Figure DM-83 Document Manager — Plan — Alternate form with company logo.
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Insurance Information
The Insurance Information report lists the Insurance Information documents on file for a company. Users can also
produce the actual documents.

Access to Insurance
Module Menu with Reports Group
DM | Reports | Insurance

Module Menu with Reports List
DM | Insurance

Standard Menu
Reports | Document Manager | Insurance

Report Types

Summary

The Summary Report Type displays insurance record number, job, description, vendor, name, workers
compensation certificate number, workers compensation expiration date, general liability certificate number, and
general liability expiration date.

Detail
The Detail Report Type also includes insurance company name and telephone number for workers compensation
insurance and general liability insurance.

Form
The Form Type displays a preview of the actual plan document(s).

Order By Options Fields
*  Number » Show Report Criteria *  Number
* Job » Show Notes + Job
* Vendor e Separator Line * Vendor
e WC Expiration Date *  WC Expiration Date
» LI Expiration Date * LI Expiration Date
*  Subject

Drill-Down+® Destinations

Figure: DM-84 eraie Figure: DM-86 Vendor Detail Report
Right-click a hyperlink to Right-click a hyperlink to
Edit Insurance Vendor Extended Report
access reports and other access reports and other .
features. Document Link features. ST SRR T
T R Vendor UDF Report
Properties
Edit Vendor File
Figure: DM-85 Job Detail Report Document Link
nght'C“Ck a hypel‘“nk to Job Extended Report Properties
access reports and other 1ob Markup Report
featu res. Job Defaults Report

Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties




Document Manager DM-109

Insurance — Summary Report

Best Construction Company

Insurance
Summary Report Fage
Ins. Rec®  Job Desscripfion g indior Hame WC Caf® WC Exp Dafe &L Calt £ &L Exp Date
1405001 101 Tuesda e Elementary Sdoo a2 Magel Foundations WC4SETUZ2 50 oo SS3232-41 1003150000
L]
Auadis regured
1409002 1020 Sovanm's Pasia House = Dry Guildh Concrete WESS8E 12031/ 30000 S4S520W2M 09W0ho0or
Wotes
Update Feuran 08 Car THCaTons pRor 10 Siart of new ¥Ear.
LTS 1000 Facfic View Apariments 2 E¥ Confrading TOUCDTFSS 1015003 TVDH-93232 10020000

Figure: DM-87 Insurance Summary Report.



DM-110

Document Manager

Insurance — Detail Report

Best Construction Company

WG Jotspecic

Insurance
Detail Report Page 1
e Rec®  Job DesscripSon ‘i3 ndior Name WCCet® WCExpDaeGLCat®  GLEzpDae
1408001 1019 Thuexda e Elementary Shoo o202 Magel Foundatons WCASETUZ2 RO soonc EIZEZ-4 1053000
Workers CompansaSon Insurance Ganeral Liabiity Insurancs
FEFANGe COMPETY  ACTE WPk Comp. Ins narance Company  Aome General Lab ns
Telephone (5005551212 Telepnane (8005551212
[ We Jobspecic ] & soo-pecsic
Kates
Fudts requred
1409002 1020 FOvan's Pasts House e Diry Guich Concrete WOS4SENI1 123130000 S45523W2M 08W0Mho0O
Workers CompansaSon Insurance Ganeral Liability Insurance
reErance Compay ARG Workl Comp. ins narance Company  AEC Genersl LSt ns
Telkpnons (B0 5553434 Telepnone () S55-543
1w Joo-speciic Kl ol wo-pectic
Ndas
Update irsuran & certifcations pror 1o 5iart of new year
FTAEY 1000 FacHc View Apariments o2 BX Conradmg TOUCDTIES  10M58o0x TTDHS3232 10200000
‘Workars CompsnsaSon Insurance Ganaral Liabiity Insurance
marance Company  PHOEND NS rerance Compary  PHOEND. NS
TeEpnone [ i) Telepnane (111)2223333

] & son-pecic

Figure: DM-88

Insurance — Detail Report




Document Manag

er

DM-111

Insurance — Standard Document Form Without Logo

Best Construction Com pany
1200 Main Street
Unit 100
Aroyo Grande, CA 93420
Telephone: (B05)543-r000

Expiration Date

To: Ory Gulch Concrete
152 Snake Canyon Road
Janta Maria, CTA 53448
Telephone (B05)543-7000
JOB | sob Mumber 1020
Giovanni'"= Pasta House
Workers® Comp.
Certificate Number WCS 456X31
12/ 31 /000

Insurance Company

ARC Work. Comp. Iy

Telephone

(BO0}555—34934

Job Spedfic

|:| General

Notes:

Insurance

| Number

la05002

Generl Liability

Certficate Number

545523vza4

Expiration Date

08/ 04 /oo

Insurance Company

BABRC Feneral Liak.

Telephone

(BO0)555—34934

Job Spedific
[ ceneral

Update insurance certifications prior to start of new year.

Signed:

Fonm M ECS D03 () 1995 - 2006 MICS Inc. All Rigins Resened

Figure: DM-89 Document Manager Standard Insurance Form without logo.



DM-112 Document Manager

Insurance — Standard Document Form With Logo

= & Best Construction Company

| =i 1200 Main Strest

| —— A

== Unit 300 Insurance

= Arroyo Grands, CA 53420

BUILDLL Telephone: (B05)543-T000 | Humber 1405002
INFORBAT IO

SYSTEM

To: Ory Gulch Concrete

152 Snake Canyon Road
Janta Maria, CTA 53448
Telephone (B05)542-7000

JOB! | mob Humber 1020
Giovanni'"= Pasta House

Generl Liability

Workers® Comp.
Certificate Number WCS5 456X Certficate Number S4552av224
Expiration Date 12731 mo Expiration Date 058/ 04/ oo
Insurance Company ABC Work. Comp. I Insurance Company ABC General Liab.
Telephone (B0} 555-3434 Telephone (B0} 555-3434

Job Spedfic Job Spedific

|:| General [ ceneral

Notes:

Update insurance certifications prior to start of new year.

Signed: Formn MICS DeDos (2) 1995 - 2008 MICS Inz. Al Figis Fasanyad

Figure: DM-90 Document Manager Standard Insurance Form with company logo.



Document Manager

DM-113

Insurance - Alternate Document Form Without Logo

Best Construction Company
1200 Main Street
Unit 100
Amoyo Grande, CAS3420
Telephone: (805)543-7000
Fax (805)534-1505

To: Dry Gulch Conorete

193 Snake Canyon Road
Sants Maria, G4 93448
Telephone (805) 543-7000

Job! | JobMumber 1020
Giovannis Paesta House

Workers' Comp.

Insurance

| Humber

1408002

General Liability

Cerificate Number WCE4 50X 31

Certificate Number

S4552IV2 34

Expiration Date 1231/ 000

Expiration Date

05001 /000

Insurance Company | ABC Work Comp. Ins. Insummnce Company |ABC GeneralLisb. Ins.
Telephone (800} 555-3434 Telephone (800} 555-3434
Job Specific Job Specific
|:| General l:l General
Notes:

|Upds|t|:— ins urance certifications prior to start of new year.

Signed:

q
i
[&]

Figure: DM-91 Document Manager — Alternate Insurance form without logo.



DM-114

Document Manager

Insurance - Alternate Document Form With Logo

s, BestConstruction Compamy
|~ 1200 Main Steet
—
= Uit 100
Arroyo Grande, CA 53420
m%:!ﬂﬁm Telephons (2055437000
SYSTIM Fax {B05)524-1595

To: Dry Gulch Conorete

193 Snake Canyon Road
Sants Maria, G4 93448
Telephone (805) 543-7000

Job:! | JobMumber 1020

Giovannis Paesta House

Workers' Comp.

Certificate Humber | WCS450K37
Expiration Date

Insurance Company

1231/ 3000t

ABC Work Comp. Ins.
(800} 555-3434

Telephone

Job Specific
|:| General

Notes:

Insurance

| Humber

1408002

General Liability

Certificate Number

S4552IV2 34

Expiration Date

05001 1 3000

Insurance Company |ABC Generalliab. Ins.
Telephone (B00) 555-3434
Job Specific

l:l General

|Upds|t|:— ins urance certifications prior to start of new year.

Signed:

q
i
[&]

Figure: DM-92 Document Manager — Alternate Insurance form with company logo.



Document Manager DM-115

Subcontract
The Subcontract Document report lists the subcontract documents on file for a company. Users can also produce
the actual documents.

Access to Subcontract
Module Menu with Reports Group
DM | Reports | Subcontract

Module Menu with Reports List
DM | Subcontract

Standard Menu
Reports | Document Manager | Subcontract

Report Types

Summary

The Summary Report Type displays reference number, job, cost code, vendor, amount, start date, finish date, date
sent, date returned, date executed, and date forwarded.

Detail
The Detail Report Type also includes job name, cost code name, vendor name, and Payment Schedule.

Form
The Form Type displays a preview of the actual bid request(s).

Order By Options Fields
* Reference Number » Show Separator Line * Reference Number
+ Job » Show Description of Work + Job
* Cost Code » Show Notes * Cost Code
* Vendor * Show Extended Description *  Vendor
*  Amount » Show Report Criteria *  Amount
*  Subject

Drill-Down+® Destinations

Figure: DM-93
Right-click a hyperlink to
access reports and other
features.

Figure: DM-95
Right-click a hyperlink to
access reports and other
features.

Subcontract Form

Edit Subcontract

Vendor Detail Report

Vendor Extended Report

Diocument Link Vendor Contact Repart

Vendor UDF Report

Properties

Edit Vender File

Document Link

Properties

Figure: DM-94 Job Detail Report

Right-click a hyperlink to
access reports and other
features.

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties




DM-116 Document Manager

Subcontract — Summary

Best Construction Company

Subcontract

Summary Report Page 1
Ref # Job Cost Code  Vendor Amount Start Date  FinishDate  Date Sent  Date Rtnd.  Date Exec.  Date Frwd
G6YD0-32932 1000 02000 0201 450000 (D100 W20 30000

Description of Work Notes

Inifal subsurface excavation. Sie leveling fo contract elevations and specs. Complete fre abatement measures at the norfhiwest property fne.

Earth removal and subcurface pAmary gravel layer remitied.
Dranage trenching.

67 1010 02000 0203 7.300.00 09001/ 20000 100 3 20000

Description of Wark
Front propenty landecape and imigation instalation.

Figure: DM-96 Document Manager — Subcontract Document Summary Report.



Document Manager

DM-117

Subcontract — Detail Report

Best Construction Company

(2250300 2,000.00

(7200 XXX 1,000.00

Description of Work Notes

Inifsl subsurface excavation. Sie leveling to contract elevations and spece. Complets fre shatement measurss &t the norfiwest property fine.
Eath removal and subsurface pamary gravel layer remitied.

Drainage trenching.

Subcontract
Detail Report Page 1
Ref # Job Cost Code  Vendor Amount Start Date  Finish Date  Date Sent  Date Rtnd.  Date Exec.  Date Frwd
66YD0-32932 1000 (2000 001 450000 MMbooo: M20oooe 1 i I i
Job Name Paciic View Aparimenis Cost Code Sie Work Vendor Name BK Contracing
Payment Schedule
Date Amount Description
011 5/ XXX 1,500.00

Description of Work
Front property landscape and irigation ingtallation.

& 1010 02000 0203 T0000 090100 10013 2000 11 11 I
Job Name Truszdale Elementary School Cost Code Sie Woek Vendor Name Yardees-Jones Landzcaping
Payment Schedule

Date Amount Description
08 e 250000 Complesion of phage 1

Figure: DM-97 Document Manager — Subcontract Document Detail Report.



DM-118

Document Manager

Subcontract — Standard Document Form Without Logo

Best Construction Company

1200 Main Street

To:

Joh:

Unit 100 Subcontract
Arroyo Grande, CAS3420
Telephone: B05)543-7000 Number EEYDD-32042
Fax: (805)534-1585 =
Start 01/ 01/KXXX
EBF. Contracting Finish 02/ 20/ XN
1€701 Douglas Way Amount 4,500.00
Oomano, TR 53455 i 5
Telephone BO5-543-7000 Sent A
Returned ook
Job Humber 1000 Executed L
Pacific View Apartments T :
Co=t Code 02000 Forwarded ol
Site Work Printed 05/ 15/ XNAX

Description of Work:

Initial subsurface excavation.
Earth removal and =subsurface primary gravel layer remitted.
Drainage treaching.

Jite leveling to contract elevations and =specs.

Payment Schedule:

Date Amount Description
01/ 15/ XXXX 1,500.00
02/ 28/ KHKX 2,000.00
04/ 20/ KHKX 1,000.00

Notes:

Complete fire abatement measures at the northwest property line.

Signed:

Fonm M S-S D04 () 1995 - 2005 MICS Inc. All Rigins Rasen &

Figure: DM-98 Document Manager — Subcontract Document Standard form without Company Logo.



Document Manager

DM-119

Subcontract — Standard Document Form With Logo

Best Construction Company

i ——_
— 1200 Main Strest
| e~ Unit 100 Subcontract
— Arroyo Grands, GA 53420
BULLLLR Telephone: (B05)542-T000 Hurmber e a
LHEONAT.ON Fax: OE)524-1535 =
5YSTEM Start 01/ 01/ KHKX
To. | eE contracting Finish 04/ 20/XXKX
16701 Douglas Way Amount 4,500.00
Oomano, TA 33455 g 9
Telephone B05-543-7000 Sent o, i
Returned P
Job | ok Mumber 1000 Emeculed o
Pacific View Apartments I .
Cost Code 02000 Forwarded il
Site Work Printed 05/ 15/ XXXX

Drescription of Work:

Crainage trenching.

Initial subsurface excavation. Jite leveling to contract elevations and specs.
Earth removal and subsurface primary gravel layer remitted.

Payment Schedule:

Date Amount Description
01/ 15/ HNXX 1,500.00
02/ 28/ WK 2,000.00
04/ 20/ MNNK 1,000.00

Notes:

Complete fire abatement measures at the northwest property line.

Signed:

Form M ICS DDy () 1995 - 2005 MICS inc. Al Rigins Resen &

Figure: DM-99 Document Manager — Subcontract Document with Company Logo.



DM-120

Document Manager

Subcontract — Alternate Document Form Without Logo

Eest Construction Company
1200 Main Street

Unit 100 Subcontract
Amroyo Grande, CA 53420 =
Telephone: (805)543-7000 o bl
Fax (805)534-1585 Start 00100
Finish LLIRESTE 0 0
To: ards es-Jones Landscaping
E271 28th Street Amount 7.500.00
Crceano, CA 93445 Sent
Telephone (805) 543-7000
Returned
Job: | JobNumber 1010 Executed
Trues dale Elementary School
Cost Code 02000 JriELEE
Site Work Printed 125000
Description of Worlk:
Front property lands cape and imigation installation.
Payment Schedule:
Date Amount Drescription
D9 15 KU XX 2,500.00 | Completion of phase 1
Notes:
Signed:

n
(&1
=

Figure: DM-100 Document Manager — Subcontract Document Alternate form without Company Logo.



Document Manager

DM-121

Subcontract — Alternate Document Form With Logo

mp— BestConstruction Company
== 1200 Main Strest
—
o= Unit 100 Subcontract
L
it Arroyo Grande, CA 93420
: Numbe a7
lNl%m&Tﬁm Telephone: (E05543-T000 mindf
SYS-IL'M = Fazc (BO5)E14-1585 Start D01/ 000K
Finish 1015/ XXX
To: Yards es-Jones Landscaping
E3791 25th Street Amount 7.500.00
Oceano, CA 93445 Sent
Telephone (805) 542-7000
Returned
Job: | JobNumber 1010 Executed
Trues dale Elementary School
CostCode 02000 e
Site Work Printed 12150 NN
Description of Work:
Front property lands cape and irigation installation.
Payment Schedule:
Date Amount Description
D915 100K 2,500.00 | Completion of phase 1
Hotes:
Signed: T CEDmiO0d (2 19 o MR Sy e

Figure: DM-101 Document Manager — Alternate Subcontract Document form with Company Logo.



DM-122 Document Manager

Submittal
The Submittal Document report lists the submittal documents on file for a company. Users can also produce the
actual documents.

Access to Submittal
Module Menu with Reports Group
DM | Reports | Submittal

Module Menu with Reports List
DM | Submittal

Standard Menu
Reports | Document Manager | Subcontract

Report Types

Summary

The Summary Report Type displays document number, job number, description, vendor ID, vendor name, and
status.

Detail

The Detail Report Type also includes subcontractor dates for requested, due at general contractor, arrived and
returned as well as owner dates for due, sent, return by, arrived and status.

Form

The Form Type displays a preview of the actual bid request(s).

Order By Options Fields

*  Number » Show Report Criteria *  Number

+ Job » Show Description + Job

* Vendor » Show Notes *  Vendor
e Separator Line *  Subject

Drill-Down+® Destinations

Figure: DM-102 Submittal Form Figure: DM-104 Vendor Detail Report
Right-click a hyperlink to Right-click a hyperlink to 4
. Edit Submittal Vendor Extended Report
access Submittal and other access reports and other ,
features. Bacesnenk Lk features. e Cxmack Uepaek
R Wendor UDF Report
Properties ; :
Edit Vendor File
Document Link
Properties
Figure: DM-103 Job Detail Report
Right-click a hyperlink to Job Extended Report
access reports and other Job Markup Report
featu res. Job Defaults Report

Job Local Taxes Report

Job UDF Repaort

Edit Job File

Document Link

Properties




Document Manager DM-123

Submittal — Summary Report

Best Construction Company

Submittal

Summary Report Page
Doc# Job DescripScn e ndor Hame St

IHOKD-032 1000 PG Wisw ADErTTens 2 EX Conrading Approved

Descripfion

The Subm &l 5 5upect o condilons by © allorna © ode regand ng submitials under
Sohion 42-142 and amendmeants Thereod
HAppicanie boal codes Spply

Figure: DM-105 Document Manager — Submittal Form Summary Report.



DM-124 Document Manager

Submittal — Detail Report

Best Construction Company

Submittal
Detail Report Page 1
DocE Job DescripSon e nekor Kame
Requested DueafGC  Amived  Refumed Due St Refumby Amived  Safus
EMDMD-032 1000 RacHic View AR imants o201 EX Conrading
Subconfractor  10ATXNNCIOAZ0O0COCITZNKNK Cramer 1071420000103 XIS XK Approved
AN X2 XN 2 XIS XK AL XIS XXX 1S X NNX
Descripfon

The Sulbm fal 5 subjec! o conditDrs by Calkorna C ode regand ng submitials under
SEChion 42-142 and amendments fereod
Appicabke bcal codes apply.

Figure: DM-106 Document Manager — Submittal Document Detail Report



Document Manager

DM-125

Submittal — Standard Document Form Without Logo

1200 Main Street
Unit 100

Armoyo Grande, CAS3420
Telephone: (305 )543-7000

Fax: (805)334-1585

Best Construction Company

Submittal

| Number |EKDE:D—I:3:

16701

TII BE Contracting

Douglas Way

Comano, TR 93455
Telephone B05-543-7000

Job: | mb Wumker 1000
Facific View Apartments

Description

The 3Jubmittal is subject to conditions by California Code regarding =submittals under
section 42-142 and amendments thereof.
Zpplicable local codes apply.

Current Cycle

Subcontractor Chamer Statu s
Requested 10/ 12/ XNNX Due at Ohwner 10/ 14/ XXNX Approved
Due at GC 10/ 117 KNKX Sent to Chamer 10/ 13 /KXKX D Accepted with notes
Arrived 10/ 12/ XXKX Return by 10/ 15/KXKX D Rejected
Returned £ .f Arrived N D Unknown
History
Reg. Date Due at GC Arrived Returned [ue Sent Return by Arrived

10/ 11 /XXX

10/ 12 /KX 10/ 12 XXX

10/ 15 MXXX

10/ 18 MK | 10/ 137/ XXNN

10/ 15 XXX

Status Notes

Signed:

Fonm MIC-S DerD0S () 1995 - 2006 MICS Inc Al Rigihs Raseny &

Figure: DM-107 Document Manager — Submittal Standard form without Company Logo.



DM-126

Document Manager

Submittal — Standard Document Form With Logo

II|.|IIl

[

L

SYSTEM

BULLDLI
INFORMAT LON

Best Construction Company
1200 Main Street
Linit 100
Arroyo Grands, CA 53420
Telephone: {B0E)543-T00D

Faox: B 05)524-1585

Submittal

| Number

|EKDKD-E32

TIJ! BE Contracting

16701 Douglas Way
Comano, TR 93455
Telephone B05-543-7000

JOB | b umber 1000
Facific View Apartments

Description

The 3Jubmittal is subject to conditions by California Code regarding =submittals under
section 42-142 and amendments thereof.
Zpplicable local codes apply.

Current Cycle

Subcontractor Chamer Status
Requested 10/ 12/ HNNX Due at Ohaner 10/ 14MNNN [z Approved
Due at GC 10/ 11 /KKK Sent to Chamer 10/ 13/MXKX = Accepted with notes
Arrived 10/ 12 /XXNX Return by 10/ 15 0000 Bl Rejected
Returned £ Arrived !/ L unknown
History
Req. Oate Due at GC Arrived Returned Due Sent Return by Arrived
10/ 11 /MNXK | 10/ 12NN | 10/ LE/NKX] 10/ 15 /XMHX| 10/ 14 /M0K| 10/ 13/ KNXX| 104 15 /KNXX
Status Motes
Signed: Fonm MIC:S D0 i) 15965 - 2006 MICS Inc Al Rigihs Resen ad

Figure: DM-108 Document Manager — Subcontract Standard Document with Company Logo.



Document Manager

DM-127

Submittal — Alternate Document Form Without Logo

Eest Construction Company
1200 Main Street
Unit 100
Amoyo Grande, CA 93420
Telephone: (805)543-7000
Fax (805)534-1595

To: BK Contracting

18701 Douglas Way
Crceano, CA 93455
Telephone (805) 543-7000

Job: Job Mumber 1000
Pacific View Apartments
Description

Submittal

| Number

| BKDKD-032

amendments therecf.
Applicable local codes apply.

The Submittal 5 subject to conditions by California Code regarding submittals under section 42-142 and

Current Cycle
Subcontractor Cramer Status
Requested 100117100 Due at Chamer 1001430000 Approved
Due at GC TOM2000X Sent to Owner T30 |:| Acceped with noEs
Arrived 1012/ KX Returned by 1015/ NN [1 Reiect=d
Returned Arrived
[0 unknown
History
Reg. Date Due at GC Armrived Returned Due Sent Returned Arrived
0T 1/3000K T 120000 0T 20 XX 0T B0 T 40000 | 1030000 O 5200
Status Notes
Signed: T S DmOE (o 13- = XIEgrs R

Figure: DM-109 Document Manager — Submittal Alternate form without Company Logo.



DM-128

Document Manager

Submittal — Alternate Document Form With Logo

| Humber

| BKDHD 032

o BestConstruction Company
| — 1205 Misin Strest
— K
E-..F“r—- Unit100 Submittal
L
;;T:;I.l it Arroyo Grande, CA 93420
g = = (B0 FLE {
INEOEMELION Telephone: (B0 43-?3 0
SYUT M Fax (B05)534-1595
To: BK Contracting
18701 Dwouglas Way
Oceano, CA 93455
Telephone (205) 543-7000
Job: Job Number 1000
Pacific View Apartments
Description

amendments thereof.
Applicable local codes apply.

The Submittal is subject to conditions by California Code regarding submittals under section 42-142 and

Current Cycle
Subcontractor Ohamer Status
Requested 10011/ N Due at Ohwmer 100140 Approved
Due at GC TOM 20000 Sent to Cwner TOM 1300 D Acoeped with nokes
Arrived 10M 2NN Returned by T0MM5HHXHX [0 Rejected
Returned Arrived
[] Unknown
History
Reg Date Due at GC Armrived Returned Due Sent Returned Arrived
10 10NN T2 30000 104 271000 105 30000 1009 4500000 | 103X 00 B 1N
Status Notes
Signed: T Edet R S e e

Figure: DM-110 Document Manager — Submittal Alternate Document with company logo.



Document Manager

DM-129

General Change Order

The General Change Order Document report lists the General Change Order documents on file for a company.

Users can also produce the actual documents.

Access to General Change Order

Module Menu with Reports Group

DM | Reports | Change Order | General Change Orders

Module Menu with Reports List
DM | Change Order | General Change Orders

Standard Menu

Reports | Document Manager | Change Order | General Change Orders

Report Types
Summary

The Summary Report Type displays number, date, job, to, from, status, date sent, date returned, date approved,

and approval by.

Detail

The Detail Report Type also includes copies, item, amount, days +/-, description and sent via.

Form

The Form Type displays a preview of the actual general change order(s).

Order By Options Fields
*  Number * Pending *  Number
+ Job * Approved + Job
* Date * Rejected * Date
e Separator Line *  Subject

e Show Notes

» Show Extended Description
*  Show Report Criteria

Drill-Down+® Destinations

Figure: DM-111
Right-click a hyperlink to
access General Change

Order and other features.

Figure: DM-112
Right-click a hyperlink to
access reports and other
features.

General Change Order Form

Edit General Change Order

Document Link

Properties

Job Detail Report

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties

Figure: DM-113
Right-click a hyperlink to
access reports and other
features.

Contacts Detail Report

Edit Contact

Docurnent Link

Properties

Figure: DM-114
Right-click a hyperlink to
access reports and other
features.

Employee Detail Report

Employee Extended Report
Employee Automatic Adjustments Report
Employee UDF Report

Edit Employee File

Document Link

Properties




Document Manager

DM-130
General Change Order — Summary
Best Construction Company
Change Order
Summary Report Fage
Daba Data Data
Numibe Dafe Job To From Fatus St Refumed Approved Approved by
1 03000 1000 con =2 foproved  O30M00m OGOGso0or  O3DRboco: Jim Corrant
Noles

and animal peces

Site work locted & map hocaton d44.355-55551 521, Comply win Calorna CEQA
requiations regarding Mative Amencan remars. Evaluation due on endangerad plant

2 CaMOaoooc 1000

Hiotes
naa laton of & new 0B pansls

Approwed

0arQooor 081250000 0AM1hcood Jim Corrant

Figure: DM-115 Document Manager — General Change Order Form Summary Report.



Document Manager

DM-131

General Change Order — Detail Report

Best Construction Company

=t lation of & new Sl panels

Change Order
Detail Report Fage
Numter 1 Fatus Bpproved =
Date 31300 s Sent 3N/ 3000 [] Fax
Job 1000 FECHC Wi ADEr TS Dafs Retumed 03053000 M Mai
To il Dafe Approved 03023000 M Emai
From =[] Bill Jonnson Approved by JimCorrant [1 Omer
Copies

R=m Amount Days # /- Descriplon

1 15000 14

2 0 10
Motz
Sie work loied 31 map location (444355-55981 321 {Il"‘lj'&."#'."lC&l"ﬂ"‘lECiQ"‘.
PEgULINONS nagad g Naifve Amencan remans Evalugton due on E'ﬂa'ugered plart
and animal peces
Mumber 2 Fatus Bpproved = a
Date 30000 WY TR 3003 [] Fax
Joty 1000 FEGHC VW ADE TS Dafs RE(UMed 09123000 M Mai
To coal Dae Approved  09011/300% M Emai
From g Siewe SCeEMT .ﬂ.ppl'ﬂ-'ﬁl Ia' Jim Corrani ] omer
Copiss

Ram Amount Days £ /- Descrpon

& 28750 1 Kyoosa K D 250EK-LTS Solar Fanes
Ntz

Figure: DM-116 Document Manager — General Change Order Document Detail Report



DM-132 Document Manager

General Change Order — Standard Document Form Without Logo

Best Construction Company
1200 Main Street

Unit 100 Change Order
Arroye Grande, CAS3420
Telephone: (B05)543-7000 Number 1
Fax: (805)534-1585 Date 03/ 01/ 1000
Job: | b Humker 1000 Printed 03/ 15/ 3001
FPacific View Apartments Status Approwed
The following changes hawe been approwved:
Printed Amount | Days+ /- Drescription
150.00 14.00
240.00 i0.00
Sent via:
Mail E mail [ Fax [] other
Date Approved: 03/ 02 /00 Approved by:  Jim Corrant
Notes:

Jite work located at map location 0443356-555B18Z21. Comply with California CEQA regulations
regarding Hative American remains. Evaluation due on endangered plant and animal =pecies.

Signed: Form MICS DD0s (=) 1595 - 2005 MICS Inc All Rigins Fasan

Figure: DM-117 Document Manager — General Change Order Standard Form without Company Logo.



Document Manager

DM-133

General Change Order — Standard Document Form With Logo

Best Construction Company

.
— 1200 M zin Strest
| = Lt o0 Change Order
= Arroyo Grands, CA 93420
BLLLDLL Telephone: (S05)542-T000 Number 1
INFORBAT N a3 B0 15D =
SYSTEM e B A Date 03/ 01 /00
Job: | b Humker 1000 Printed 03/ 15,/ %00
FPacific View Apartments Status Approwed
The following changes hawe been approwved:
Printed Amount | Days+ /- Drescription
1.00 150.00 14.00
2 240.00 i0.00
Sent via:
Mail E mail [ Fax [] other
Date Approved: 03/ 02/ Approved by:  Jim Corrant
Notes:

Jite work located at map location 0443356-555B18Z21. Comply with California CEQA regulations
regarding Hative American remains. Evaluation due on endangered plant and animal =pecies.

Signed:

Fonm MIC-S D00 () 1995 - 2005 MICS Inc Al Rigits Raseny 2

Figure: DM-118 Document Manager — General Change Order Standard Document with Company Logo.



DM-134

Document Manager

General Change Order — Alternate Document Form Without Logo

Best Construction Company
1200 Main Street
Unit 100 General Change Order
Amoyo Grande, CA 93420
Telephone: (805)543-7000 Humber 2
Fax (805)534-15595 Date 010 A0
Job: | Job Mumber 1000 Printed 05155000
FPacific View Apartments Status Approved
The following changes hawe been approwved:
Item Amount Days +- Description
8.00 287.50 1.00 |Kyocera KD 250GX-LFB Solar Panek
Sent via:
Mail [ ] Fax E-Mail [ ] Other
Date approved: 091100 Approved by: Jim Corant
Notes
Installation of 8 new s olar pansk.
Signed: F e G5 D6 (2 195-2007 MICS Inc. Al R Reeny o

Figure: DM-119 Document Manager — General Change Order Alternate Form without Company Logo.



Document Manager

DM-135

General Change Order — Alternate Document Form With Logo

BestConstruction Company
[
|=—: 1200 Main Strest
—
| == Unit100 General Change Order
ETJII N Armoyo Grande, CA 52420
! = = (BOBE ! Number 2
INLOHAMA L O Telephons: (80 _,_43:?‘:' il <
SYSTLM Faoc (B0E5)534-1585 Date 0510/ 30000
Job: [ JobNumber 1000 . T
Facific View Apartments Status Approved
The following changes hawe been approwved:
Item Amount Days +- Description
2.00 287.50 1.00 |Myocera K. D 2580G5K-LFB Solar Pansk
Sent wa:
Mail [ ] Fax E-Mail [ | OCther

Date approved: 0511/ 00

Notes

Approved by: Jim Comrant

Installation of & new s olar panek.

Signed:

q
i
[&]
m
i

H
m
_,.
a

[}
a
1]

Figure: DM-120 Document Manager — General Change Order Alternate Document with company logo.



DM-136

Document Manager

Subcontract Change Order

The Subcontract Change Order Document report lists the Subcontract Change Order documents on file for a

company. Users can also produce the actual documents.

Access to Subcontract Change Order
Module Menu with Reports Group
DM | Reports | Change Order | Subcontract Change Orders

Module Menu with Reports List
DM | Change Order | Subcontract Change Orders

Standard Menu

Reports | Document Manager | Change Order | Subcontract Change Orders

Report Types
Summary

The Summary Report Type displays number, date, job, vendor, from, status, date sent, date returned, date

approved, and approval by.

Detail

The Detail Report Type also includes copies, item, amount, days +/-, description and sent via.

Form

The Form Type displays a preview of the actual subcontract change order(s).

Order By
e Number
* Date

e Job

¢ Vendor

Options Fields

» Separator Line *  Number
* Quote Request + Date

e Approved SCO * Job

» Show Notes *  Vendor
» Show Extended Description *  Subject

» Show Report Criteria

Drill-Down+® Destinations

Figure: DM-121
Right-click a hyperlink to
access Subcontract
Change Order and other
features.

Figure: DM-122
Right-click a hyperlink to
access reports and other
features.

Subcontract Change Order Form

Edit Subcontract Change Order

Document Link

Properties

Job Detail Report

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties

Figure: DM-123
Right-click a hyperlink to
access reports and other
features.

Vendor Detail Report

Vendor Extended Report
Wendor Contact Report

Vendor UDF Report

Edit Vender File

Document Link

Properties

Figure: DM-124
Right-click a hyperlink to
access reports and other
features.

Employee Detail Report

Employee Extended Report
Employee Automatic Adjustments Report
Employee UDF Report

Edit Employee File

Document Link

Properties




Document Manager DM-137

Subcontract Change Order — Summary

Best Construction Company
Subcontract Change Order

Summary Report Fage
Duate Das Dafis

Mumibe Dafe  Job e ndor From Faus Y Refumsd  Approved Approved by

ET1245 D000t 1000 i Eaz Quote Regquest 031450000 15000

Motes

& aferials carmot e stoned on goundsdue 10 3 lack o f 20Uty fencing or Sorage

pidngs

Figure: DM-125 Document Manager — General Change Order Form Summary Report.



DM-138 Document Manager

Subcontract Change Order — Detail Report

Best Construction Company
Subcontract Change Order

Detail Report Fage
Wumber £712435 FHauz Quate
Dabe O30V 000 Date 3ant 0314 3000 S i
Job 1000 Faofc View Apariments Date Refumed 0313300 [ ] Fax
vendor 07 A1 s Eton s Approved [ 1 Mai
From =02 Wik Jarvis Approved by ™ Emai
Copies [ 1 Omer
R=m Amount  Days # /- DescripSon
p=m Mo da_\s, Imedest
NOes
I3 terialts carmo T e SI0ned On QRounGs duS 10 3 IaCK o f S0ty SNcing o Sorage
Daidings

Figure: DM-126 Document Manager — Subcontract Change Order Document Detail Report



Document Manager

DM-139

Subcontract Change Order — Standard Document Form Without Logo

Best Construction Company

1200 Main Street
Unit 100

Subcontract Change Order

Armyo Grande, CAS3420 e
Telephone: (3055437000 e mrLets
Fax: (805)534-1595 Date 02/ 10/ oo
From Mike Jarvis
TIJ: Al In=ulation Title Froject Manger
1825 Highland Way Juise 305 To Jim Smith
San Luis Cbispo, TA 53401 ; :
Telephone BO05-5423-7000 Title Supervisor
Telephone
JOU: | Job Wumber 1000 Printed S s
FPacific View Apartments Status Quote Request
The following changes has been approved:
ftem Amount | Days+ /- Drescription
1.00 S0.00 1.00 | Change in type of insulation
Sent wia:
] mail [z Email [ Fax [ other
Date Approwved: * A Approved by:
Notes:
Materials cannot be stored on grounds due to a lack of security fencing or storage buildings.

Signed:

Form M ICS D00 T (o) 19695 - 2005 MICS Inc. Al Rigihs Rasemy ad

Figure: DM-127 Document Manager — Subcontract Change Order Standard Form without Logo.



DM-140

Document Manager

Subcontract Change Order — Standard Document Form With Logo

Best Construction Company

Notes:

=
— 1200 Main Strest
| = Lt 100 Subcontract Change Order
— Arroyo Grands, CA 53420 =
BULLIILLL Telephone: (B05)543-T000 Humber B71245
INPOHBLAT LN e S \E T4 {EGE rang
SYSTEM Fax: §0E5)534-1555 Date 027 10/ 00
From Mike Jarvis
Tﬂ: Al In=ulation Title Project Manger
1825 Highland Way 3Juite 203 To e etk
San Luis Ckispo, TA 93401 ; :
Telephone BOS-543-7000 Title Hopervisor
Telephone
Job | ok umker 1000 Printed 03/ 16/ oo
Pacific View Apartments Status Quote Bequecst
The following changes has been approwved:
Itesm Amount | Days+ /- Drescription
-oo 50.00 1.00 | Change in type of insulation
Sent wia:
O mail [z Email O Fax [ other
Date Approwved: F F Approved by:

Materials cannot be stored on grounds due to a lack of security fencing or storage buildings.

Signed:

Fonm M IECS DerDOT () 1955 - 2005 MICS Inc. All Rigins Rasen &

Figure: DM-128 Document Manager — Subcontract Change Order Standard Form with Company Logo.



Document Manager

DM-141

Subcontract Change Order — Alternate Document Form Without Logo

Best Construction Company
1200 Main Street

Unit 100 Subcontract Change Order
Teleahons. (805)543 7000 Mamber_[871245
Fax (805)534-15595 Oate 0210/ 3000
From Mike Jarvis
L nglgsl-lllggnd Way Suite 305 Lo Chlt .l
San Luis Obis po, CA 893401 To Jim Smith
Tehone I Ho Title Supervisor
Telephone
Job: Job Number 1000 Fax
FPacific View Apartments Prirsieed 03 1Bt
Status. Quote Request
The following changes have been approved:
Item Amount Days - Description
1.00 50.00 1.00 Change in type of ins ulation

Sent va:

] mail  [] Fax E-nail ]

Other

Date approved: Approved by:

Notes

Materials cannct be stored on grounds due to a ladk of security fencing or storage buildings.

Signed:

]
i
[&]

S Inc. Ml Rps Rsany e

Figure: DM-129 Document Manager Subcontract Change Order Standard form without company logo.



DM-142

Document Manager

Subcontract Change Order — Alternate Document Form With Logo

ES I T i
EE Unit 100 Subcontract Change Order
N Tommee engeieon -
SYSTLM Fa {B05)534-1585 Date 0210/ 3000
From Mike Jarvis
L ’:‘Q;'E?Eﬁﬁ"nd Way Suite 305 et s el
San Luis Obis po, CA 93401 To Jirm Smith
i il Title Supervisar
Telephone
Job: | JobMumber 1000 Fax
Pacific View Apartments Prirvied 03167 oo
Status Quote Request
The following changes hawe been approved:
Itemn Amount Days +i- Description
1.00 50.00 1.00 Change in type of ins ulation

Sent wa:

] el [] Fa E-Mail [ | Other

Date approved:

Notes

Approved by:

Materials cannct be stored on grounds due to a ladk of security fencing or storage buildings.

Signed:

q
il
o

Figure: DM-130 Document Manager — Subcontract Change Order Alternate Form with company logo.



Document Manager DM-143

Transmittal
The Transmittal Document report lists the transmittal documents on file for a company. Users can also produce
the actual documents.

Access to Transmittal
Module Menu with Reports Group
DM | Reports | Transmittal

Module Menu with Reports List
DM | Transmittal

Standard Menu
Reports | Document Manager | Transmittal

Report Types
Summary
The Summary Report Type displays the transmittal number, date, job, description, to, and from.

Detail
The Detail Report Type also includes items sent, copies, action, description of the items and sent via.

Form
The Form Type displays a preview of the actual transmittal(s).

Order By Options Fields
e Number * Separator Line e Number
* Date » Show Notes * Date
» Job Number » Show Extended Description » Job Number
« To *  Show Report Criteria * To
*  Subject

Drill-Down+® Destinations

Figure: DM-131 Transmittal Form Figure: DM-133 Customer Detail Report
Right-click a hyperlink to . Right-click a hyperlink to Customer Extended Report
access Transmittal and T access reports and other Customer Contact Report
other features. Document Link features. Customer Ship-to-Address Report
= Customer UDF Repart
Properties
Edit Customer File

Document Link

Properties

Figure: DM-132 Job Detail Report

Right-click a hyperlink to
access reports and other
features.

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job UDF Repaort

Edit Job File

Document Link

Properties

Figure: DM-134
Right-click a hyperlink to
access reports and other
features.

Employee Detail Report

Employee Extended Report
Employee Automatic Adjustments Report
Employee UDF Report

Edit Employee File

Document Link

Properties




DM-144 Document Manager

Transmittal — Summary

Best Construction Company

Transmittal

Summary Report Fage 1
Trremitsd  Dsts Job DescripSon Tor Mame From Kame

SSLS 02150000 1000 FacHicVies Agarimens oo Far Wes Properies Al Wik Jarvis

5455 TanE onn 1020 Govanri's Pasia House 002 Harmmon Eminers 02 Wi Jares

Notes

FrowDed e egqushe onginal drain s, Specs, and Clmer pIars 35 noted Sorreden
Addiional documents perfaming 10 e nital subsuriace excaaion. Sie leveing o
Conract elenatons and specs

Earmn remaoval and subsuniace primary gravel B )yer remined

A omplete fire ab Femant measures a1 e norimeest property line.

Figure: DM-135 Document Manager — Transmittal Form Summary Report.



Document Manager DM-145

Transmittal — Detail Report

Best Construction Company

Transmittal

Detail Report Page 1

Tranemittsl®  Dats  Job Descripion To Name From Kame

S4S4S41 02550000 1000 Pa oo Vien ADEr T oo Far Wes Properies B2 Mie Jarvis

Rams Sant Zamvia Rams are
[ ] Cemifimes ] Rans [ ] Fax ] Amamed
[ ] Sop o=wings ] Emoes M mai [ ] S=parane oover
[ ] Crange Croes [] Lener [ ] Emai
P Spechaion [ ] Cmer [ ] Cmer
] B

Copiss
1 0215/ 000 FPEC-HE323

Adfon B For yourreonds B #srequesied [ ] For correctons

[ ] For appmova [ ] For reviews comments [ ] Cmer

5455 CaV16/30000 1020 FOVAT'S Pasia Houss Cooz Hamon Bomers Bz Mie Jarvis

Rems Sant Banwa Rsms ars
[ ] Cemifimes M Rans [ ] Fax ] Amamed
M oo dEwngs ] E=moes M Mai [ ] Separate oover
[ ] Cramge Crders [] Lefer [ ] Emai
[ Speddiation [1 Cmer [ 1 Cmer
[ ] Bis

Copies
3 V16! 3000 Jolb 5peE and shop drawings

Adiion [ ] For your eonds ] Bsrequesed [ ] For @rmeciions

[ ] For apooval [ ] For eview s comments [ ] Cmer
L]

Frovided he regqushe onginal drankin g5, Specs, and owner plars a5 noted forrede
Addiional documents perianing 10 e mital subsuriace excaa ion. Sie leveling o
confract elensions and Specs:

Earin removal and SubElrace primary gravel Byer rem ifed

A omplete fire ab alement measires al e noriTees] property lime

Figure: DM-136 Document Manager — Transmittal document — Detail Report.



DM-146

Document Manager

Transmittal — Standard Document Form Without Logo

Best Construction Company

1200 Main Street

Unit 100 Transmittal
Armyo Grande, CA 83420 s454-5411
Telephone: (30515437000 ALt gokoini
Fax: (805)534-1585 Date 02/ 15/ ;000
From Mike Jarvis=s
Tn: Far West Properties Title Broject Manger
1625 Parker Jtreet To Carl Goodman
Ios Angeles, CA 50001 Title Inspector
Telephone: (B05}543-7000
Telephone [(B0S5}543-T000
Job | b Humber 1000 Fax Ll
Facific View Apartments Printed 02/ 1&/ 3000
We are sending you the following items: Sent wia: tems are:
[ cedificates [ Plans ] Fax [@l aftached
[ shop drawings [ samples ] Mail [0 separate cover
[] change Orders [] Letter 1 Email
[®] sSpecifications [ other (] other
1 Prints
Copies Date Ref. Number Description
1 | o2/ 15/%00m SPEC-8E3E3

Action
&

Notes:

For your records
For approval

Az requested
[ For review & comments

[ For comections

[ other

Signed:

Form MICS DenDilE () 15635 - 2008 MICS Inc. Al Rigis Resenyed

Figure: DM-137 Document Manager — Transmittal Standard form without logo.



Document Manager

DM-147

Transmittal — Standard Document Form With Logo

- Best Construction Company
— 1200 Main Street
| —m Unit 100 Transmittal
— Arroyo Grands, 5A 53420 D
BULLDLLE Telephone: (S05)543-T000 Humber ek ]
lNl'ngEf:rLEﬂlLluﬂ Fax: (B 05)534-1555 Date 02F 153000
From Mike Jarvis=s
Tﬂ: Far West Froperties Title nasctiMonger
1€25 Parker Street To Carl Goodman
Los Angeles, CA 50001 Title Inspector
Telephone: ([(B05)543-7000
Telephone (805} 542-7000
Job | sob Humber 1000 Fax Ghidlenh bl
Pacific View Apartments Printed 02/ 16/ oo
We are sending you the following items: Sent wia: tems are:
[ cetificates [ Plans [ Fax Attached
[ shop drawings [ samples [zl wail [ separate cover
[] change Orders [ Letter ] Email
[®] Specifications [ other [ other
1 prints
Copies Date Ref. Number Description
1 | o2/ 15400 SEEC-BE323
Action
For your records Az requested [ For comections
[ For approval [ For review & comments [ other
Notes:
Signed: Form MICS DrDiE () 1995 - 2008 MICS Inc Al Figns Fasen an

Figure: DM-138 Document Manager — Transmittal Standard form with company logo.



Document Manager

Transmittal — Alternate Document Form Without Logo

Best Construction Company
1200 Main Street

Unit 100 Transmittal

Amoyo Grande, CA 93420

Numbe: B4B5
Telephone: (805)543-7000 st
Fax (805)534-15595 Oate 0¥ 1850000
From Mike Jarvis
To: | Harmon Brothers Title Froject Ma
5400 Peach Strect i L
Atbnts, GA 30301 To Susan Ursklah
(805 5
Telephone (B05) 543-7000 = R
Telephone | {805 543-7000
Job: | JobNumber 1020 Fax
Giovannis Pasta House
Printed 09180000t
We are snding the following items: Sent Via: ltemns are:
[[] Certificates Flans Mail Attached
Shop drawings |:| Samples I:l Fax |:| Separate cover
[[] chrange Orders [ | Letter [] email
Specifications |:| Orther |:| Cither
[] Frints
Copies Date Ref. Number Drescription
3 0918 20001 Job Specs and shop drawings
Action
|:| For your records As requested |:| For corrections
|:| For approval |:| For review & comments |:| Other
Notes:

Provided the requis ite original drawings , specs, and owner plans &5 noted for review.

Additional documents pertsining to the initiel subs urface excavation. Site leveling to contract elevations and specs.
Earth removal and subswface primary gravel layer remitted.

~Complete fire abatement measures at the northwest property line.

Signed: F e M G5 DemiiE () 19

Figure: DM-139 Document Manager — Transmittal Alternate form without logo.

TS InC. Ml RS R ey a0




Document Ma

nager

DM-149

Transmittal — Alternate Document Form With Logo

—— BestConstruction Company
= 1200 Main Strest
— i
[::- Unit100 Transmittal
o Arroyo Grande, CA 53420
i 3 Numbe: B4BE
= l%:lﬂﬁm Telephone: (ED5543-T000 it
SYuTLM Fac (B05)534-1535 Date 05 18 »000
From Mike Jarvis
To: | Hermon Brothers Title Froject Ma
5400 Peach Street o
Atlenta, GA 30301 To Susan Ursklah
B0F 5
Telephone (305) 543-7000 ey e
Telephone | (805) 543-7000
Job: | JobNumber 1020 EFax
Giovannis Pesta House
Printed 09164 2000
We are ==nding the following items: Sent Via: Items are:
[[] Certiicates Flans Mail Aftached
Shop drawings |:| Samples |:| Fax |:| Separate cover
[[] change Orders [ | Letter [] Emsil
Specifications | | Other [[] other
[] Prints
Copies Date Ref. Number Drescription
3 0184 5000 Job Specs and shop drawings

Action

|:| For your records As requested

|:| For approval |:| For review & comments
Notes:

|:| For corrections

[] other

“Complete fire abatement measures at the northwest property line.

Provided the requis ite original drawings , specs, and owner plans &5 noted for review.

Additional documents pertsining to the initiel subs urface excavation. Site leveling to contract elevations and specs.
Earth removal and subsurface primary gravel layer remitted.

Sigr

ned:

]
i
[&]

micE ) 19562007 MICS Inc. MIRDIS R ey ad

Figure: DM-140 Document Manager — Transmittal Alternate form with company logo.



DM-150 Document Manager

Request for Information (RFI)
The Request for Information Document report lists the RFI documents on file for a company. Users can also
produce the actual documents.

Access to Request for Information
Module Menu with Reports Group
DM | Reports | Request for Information

Module Menu with Reports List
DM | Request for Information

Standard Menu
Reports | Document Manager | Request for Information

Report Types
Summary
The Summary Report Type displays the Request for Information number, date, job, description, to, and from.

Detail
The Detail Report Type also includes the contact, subject, copies, sent via, drawing reference, specification
reference, response from, response date, and response via.

Form
The Form Type displays a preview of the actual RFI(s).

Order By Options Fields

*  Number * Show Response *  Number

+ Job » Separator Line + Job

* Date » Show Notes * Date

* Response Date *  Show Report Criteria * Response Date
*  Subject

Drill-Down+® Destinations

Figure: DM-141 Request for Informartion Form Figure: DM-143 Customer Detail Report

Right-click a hyperlink to Edit Request for Information Right-click a hyperlink to Customer Extended Report

access RFI and other e access reports and other Customer Contact Report

features. features. Customer Ship-to-Address Report
b e Customer UDF Repart

Edit Customer File

Document Link

Properties

Figure: DM-142 Job Detail Report

Right-click a hyperlink to Job Extended Report

?cct(:ass reports and other Job Markup Report Figure: DM-144 B

eatures. Job Defaults Report Right-click a hyperlink to Employee Extended Report

Job Local Taxes Report access reports and other Employee Automatic Adjustments Report
Job UDF Report features. Employee UDF Report
Edit Job File Edit Employee File
Document Link Document Link
Properties Properties




Document Manager DM-151

Request for Information — Summary Report

Best Construction Company
Request for Information

Summary Report Page 1
RA# Dafe  Job Descriplion To Hame From Kame
123 01250000 1000 FEoic Visw Apartments ool Far ies Properies B Bill Johmson

Motes

Plegse doub e-ded e SpacETations an e pa il color i1 e reception area. | don't
TnK TS 5 WAt you mended. Ak, hem S a probiem Wil e ClaE of nsuaion
specried aswell Ses e atlached leter

14 TiHE 00 1000 Fa Gic View Apariments o Far 'Wed Properies o2 Mike Jarvis

Responze
Pizgze sand e AN mior DO0KED 50 We GEN MENCN e Man a0, 31a0e, and
S you Fiad spacied

Figure: DM-145 Document Manager — Request for Information — Summary Report.



DM-152

Document Manager

Request for Information — Detail Report

Best Construction Company

Plagse sand e pant mior booite? 5o we @n maich Te man wachuaer, shade, and
fmish you had spacied

Request for Information
Detail Report Page 1
RA#¥ Dafe  Job Descripion To Kame From Kame
123 01/25/3000¢ 1000 Feoficvien Aparments ool Far e Properies Bl Billl Joirson
Contact  Jim Corrant Zantia Resp. From
Suject [] Addiional inormation P Fax Dr=wing Ref. Resp. Date
B Iepreistion [1 Mai Spac Al Resp.via [] Fhome
(1 Apparent Corsict [] Emai [] Fax
] Cmer B Mai
Copiss
Kotes
Pliease douD - e T2 SPpRcHCatons on e pa N ool i T8 recention area. | don't
TRk TS 5 What you mended. Ak, TEre iS5 @ prodem Wi T clas of msulton
specded aswell Ses e atacned Ene
hF 011630000 1000 FEoficvien Aparments ool Far Wes Properies ooz Mine Jarvis
Contact Zantia Resp. From
Suject [ Addiional normation [] Fax Dr=wing Rl Resp. Date
[] Imepreiation [1 Mai Spac fel Resp.via [] Fhome
[] Apparen Corsict [] Emai [] Fax
M CFer Our courer [] Mai
Copies
Responss

Figure: DM-146 Document Manager — Request for Information — Detail Report.




Document Manager

DM-153

Request for Information — Standard Document Form Without Logo

Eest Construction Company
1200 Main Street "
Unit 100 Request for Information
Armyo Grande, CA 83420 i
Telephone: (3055437000 e =
Fax: (805)534-1585 Date 01/ 25 300
From EBill John=on
Tﬂ: Far West Froperties Title (ot
1€25 Parker Street To Jim Corrant
Los Angeles, CA 50001 Title Vice President
Telephone: ([(B05)543-7000
Telephone
Fax
JOB | sok Bumber 1000 Printed 01/ 25 / o
Facific View Apartments
Crag Ref
Spec Ref
We are requesting the following:
Flease double-check the specification=s on the paint color in the reception area. I don't
think this is what you intended. Also, there is a problem with the class of insulation
specified as well. See the attached letter.
For the following reason: Sent wia
[] Additional information required Fax
[z] Interpretation of docum ents O wail
[ Apparent confict in documents [ Email
[J other
Please respond on this form or send a separate an swer
Response
Signed: Fonmn MICS D00 (=) 195 - 2008 MICS Ins Al Riges Sasan ad

Figure: DM-147 Document Manager — Request for Information Standard form without logo.



DM-154

Document Manager

Request for Information — Standard Document Form With Logo

Best Construction Company
1200 M zin Strest

i

specified as well. See the attached letter.

——— 220 -
== Unit 100 Request for Information
— Arroyo Grands, CA 53420
BULLDLLE Telephone: (B05)543-T000 Humber 123
lNl'ngé:rlEﬂLlﬂﬂ Fax: (BO5)534-1585 Date 01/ 25/ 000
From Bill John=on
Tn: Far West Properties Title enes
1625 Parker Jtreet To Jdim Corrant
Los Angeles, CA 50001 Title Vice President
Telephone: ([B05)}543-7000
Telephone
Fax
JOO: | Job Wumber 1000 Prirted 01/ 25 [ o
Pacific View Apartments
Dhavg Reef
Spec Ref
We are requesting the following:
Pleases double—-check the specifications on the paint color in the reception area. I don't
think this is what jyou intended. Also, there is a problem with the class of insulation

For the following reason: Sent wvia
[] Additional information required Fax
[Z] Interpretation of docum ents O wail
[ Apparent confict in documents [ Email

[ other

Please respond on this form or send a separate an swer

Response

Signed:

Fonm M ECS D0 () 1955 - 2005 MICS Inc. All Rigins Rasen &

Figure: DM-148 Document Manager — Request for Information — Standard form with company logo.



Document Manager

DM-155

Request for Information — Alternate Document Form Without Logo

Best Construction Company
1200 Main Street

Unit 100

Request for Information

For the following reason:
Additicnal infor maticn required
|:| Interpretation of documents

|:| Apparent conflict in documents

Plea= respond on this form or send a separate answer

Response

Amoyo Grande, CA 53420 =
Telephone: (805)543-7000 —— e
Fax (805)534-1505 Date 017184 3000
From Mike Jarvis
To: Far Wes t Properties ! ;
1626 Parker Street - Pt Mg
Los Angeles, CTA 50001 To
Telephone (805) 543-7000 ;
Title
Telephone
Job: | Job Nember 1010 Fax
Pacific View Apartments 2
= Prited |01/ 16/ oox
Dy Ref
Spec Ref
We are requesting the following:
Sent Via

[ mai
[] F=
[[] Emsi
Other

Owr couwrier

Please send the paint color bocklet so we can match the manufacturer, shade, and finish you had s pecified.

Signed:

.4
?
o
@

H

S Inc. Nl Rpins R esany ad

Figure: DM-149 Document Manager — Request for Information Alternate form without logo.



DM-156 Document Manager

Request for Information — Alternate Document Form With Logo

g BestConstruction Company
| —— 1200 Main Strest
— i
== Unit 100 Request for Information
L
T Arroyo Grande, CA 53420 =
lm%mmﬁm Telephane: (3055437000 ——ir e
STaTM Faoc (B05)534-1585 Date 01418 3000
From Mike Jarvis
To: Far Wes t Properties : :
1825 Parker Stieat b i L
Los Angeles, A 20001 To
Telephone (805) 543-7000 i
Title
Telephone
Job: Job Number 1000 Fax
R Pyt Printed DL/MBiso00
Dwweg Ref
Spec Ref
We are requesting the following:
For the following reason: Sent Via
Additionsl infor mation required [] mei
I:l Interpretation of documents I:l Fa=e
|:| Apparent conflict in documents |:| Email
Other
Plea= respond on this form or send a separate answer Owr couwrier

Response

Please send the paint color bocklet so we can match the manufacturer, shade, and finish you had s pecified.

TS InC. Ml RS R ey a0

Signed: Fam

Figure: DM-150 Document Manager — Request for Information Alternate form with company logo.



Document Manager DM-157

Deficiency Notice
The Deficiency Notice Document report lists the Deficiency Notice documents on file for a company. Users can
also produce the actual documents.

Access to Deficiency Notice
Module Menu with Reports Group
DM | Reports | Deficiency Notice

Module Menu with Reports List
DM | Deficiency Notice

Standard Menu
Reports | Document Manager | Deficiency Notice

Report Types

Summary

The Summary Report Type displays deficiency notice number, date, due date, job, description, vendor ID, vendor
name, and contact.

Detail
The Detail Report Type also includes deficiency, copies, sent via, and from.

Form
The Form Type displays a preview of the actual subcontract change order(s).

Order By Options Fields

*  Number * Separator Line *  Number

* Date » Show Notes * Date

* Job *  Show Report Criteria * Job

* Vendor *  Vendor

* Date Due * Date Due
*  Subject

Drill-Down+® Destinations

Figure: DM-151 Deficiency Notice Form Figure: DM-153 Wendor Detail Report
Right-click a hyperlink to Right-click a hyperlink to o ded
: : Edit Defidency Motice endor Extended Report

access Deficiency Notice access reports and other ;

Form and other features. Documnent Link features. Wendor Contact Report
Vendor UDF Report

Properties

Edit Vendor File
Document Link
Properties

Figure: DM-152 Job Detail Report

Right-click a hyperlink to Job Extended Report

access reports and other Job Markup Repart

featu res. Job Defaults Report

Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties




DM-158 Document Manager

Deficiency Notice — Summary Report

Best Construction Company
Deficiency Notice

Summary Report Fage
Dof Nefice® Dals  DueDals Job DescripSon vendor  Mame Contact
762332 253000 022550000 1000 P Visw ApartTenis o HigueTa Gass Herry ingram

Motes

Wie 0w your woner' s (om pensaton Msurance as Nang expined Bst mont
Could you phease sand prood of renewalr?

TE2IEE 1217hoom 122080000 1020 Sovarni's Pasia House 2 EX Conradng Jor Kessal

L]

1. Qurremrds ndicale Tat your Worier' s COmpen S3ion Msuran ;. 5 due 10 expine
Pleass remi prood of renswal

2. ek for Compisting e 2nd phase of e Conract projecis & due 12/ 21/%00;

Figure: DM-154 Document Manager — Deficiency Notice Form Summary Report.



Document Manager DM-159

Deficiency Notice — Detail Report

Best Construction Company

Deficiency Notice

Detail Report Fage
Def Mofice# Dafs Due Data Job Descripion “uia nabor Hame Conkact
TE2EE2 CR2S 30000 0'28 0000 1000 FECHCViER ADETTEMS [ HigusTa GEsS Herry Ingram
Deficiency Zantia From
[ ] Comrad [ ] Smoes ] PumchEse Ordsr [ ] Fax B Billl Jorrson
M rErance Certdoaes [ ] Maenal L [ ] Wamamny [ ] Mai
[ 1 ShopCrawsings [ ] Submits [ ] Aot Crasings P] Emai
[ 1 Colors/ Texures [ ] Scheduk [ 1 CoslAnayss [ ] Cmer
[ 1 Cmer
Copiss
Kdtes
e S0 OUr WOriEr'S O pENSEon MUrance &5 ang expired Est manm
Could you please nd prood of renewalT
TREISS 121730000 1272000000 1020 Sovarni's Pasia House 2 ¥ Conradng o Kesse
Deficiancy Zantia From
[ ] Comrad [ ] s=moes [ ] PumcnEss Orosr [ ] Fax B Billl Jorrison
M rmrance Certfoaes [ ] Maenal Lis [ ] wamamny [ ] Mai
[ 1 ShopDrawings [ ] Submita [ ] As-iuit Drasings Pl Emai
[ 1 Colors/ Tesures [ 1 Scheduk [ ] Costanaysis [ ] Cmer
[ 1 Cwer
Coopies
Wdes

1. Curremnds ndicate Tial your Worler S Compen S3ton IsUEn & S due 0 expe
Please remil prood of reneiwal

2. Seduk for compileting the 2nd phase of e Conrac prpecs s due 12/ 21000

Figure: DM-155 Document Manager — Deficiency Notice — Detail Report.



DM-160

Document Manager

Deficiency Notice — Standard Document Form Without Logo

Best Construction Company
1200 Main Street
Unit 100
Arroyo Grande, CA 93420
Telephone: [@05)543-7000
Fax: (805)534-1585

To:

Higuerra Glass

13%€ Higuerra 3Jtreet

San Luis Ckispo, CA 93401
Telephone BO0S5—543-7000

Job:

Job Wumber 1000
FPacific View Apartments

Deficiency Notice
Humber Tezaaz

Date 02/ 25/ 000
From Bill John=on
Title Owner

To

Title

Telephone

Fax

Printed 02/ 25/ 000

Notes:

We are sending you the fellowing items:

[] contract [] samples
Insurance Certificates [] Waterials List
[] shop Drawings [ sSubmittal
[] colors/ Textures [] schedule
[ other

[] Purchase Order
[] warranty

[] A=Buit Drawings

[ cost Analysis

[] Fax
] Mai
Email
[] other

Please submit these items by: 02/ 28 /oo

We show your worker's compensation insurance as having ewxpired last month.
Could you please send proof of renewal?

Signed:

Form MICS D0 (o) 1995 - 2005 MICS Inc. Al Riging Rasen &

Figure: DM-156 Document Manager — Deficiency Notice Standard form without company logo.



Document Manager DM-161

Deficiency Notice — Standard Document Form With Logo

Best Construction Company

il ———
—— 1200 Main Strest 1 ;
I —== Uinit 100 Deficiency Notice
— Arroyo Grands, 5A 53420
BULLLLLE Telephone: (B05)543-T000 Humber TEz332
INEFORBATLON Lt T
SYETE M Faze: B05)534-1555 Date 02/ 25/ 0
From EBill John=on
TIJ! Higuerra Gla=s Tithke Owner
139& Higuerra Jtreet To
3an Luis Ohispo, CA 93401 :
Telephone B05-543-7000 Title
Telephone
JOB! | 2ok Humber 1000 b
Pacific View Apartments Printed 02/ 25/ 000
We are sending you the following items:
[] contract [] samples [] Purchase Order [] Fax
Insurance Certificates [] Waterials List [ warranty [ mail
[] shop Drawings [ Submittal [] As-BuitDrawings Email
[] Colors/ Textures [ schedule [ costAnalysis [] other

[ other

Please submit these items by: 02/ 28 /00

Hotes:

We show your worker's compens=ation insurance as having ewpired last month.
Could you please send proof of renewal?

Signed: Foren MICS: Dt () 1595 - 2006 MICS ins. All Rigis Rasan ad

Figure: DM-157 Document Manager — Deficiency Notice Standard form with company logo.



DM-162

Document Manager

Deficiency Notice — Alternate Document Form Without Logo

Best Construction Company
1200 Main Street

Unit 100 Deficiency Notice

Notes:

[ ] other

Plea= submit these items by:  12/20/ 00

Amoyo Grande, CA 93420
: Numbe: TE2333
Telephone: (805)543-7000 st An
Fax (805)534-15595 Oate 1217 /30000
From Bill Jchrs on
To: BK Contracting Title Owner
18701 Douglas Way
Oceano, CA 93455 To
Telephone (805) 543-7000 Title
Telephone
Job: | JobNumber 1020 Fax
Giovannis Fasta House Printed JTTT—
We are snding you the following items: S5ent Via
I:l Contact |:| Samples |:| Purchase Order I:‘ =il
Inswrance Certificates |:| Materials List El Warranty |:| Fax
[ ] shop Drawings [ ] submittai [ ] As-Buitt Drawings E-Mail
Colors / Textures [ ] schedule Cost Analysis [ ] other

1. Owr records indicate that your worker's compens ation insurance 5 due to expire.

2 Schedule for completing the 2nd phase of the contract projects i due 120210000

Plesse remit proof of renewal.

Signed:

.4
@
g
:
H

S InC. Ml RS R sy a0

Figure: DM-158 Document Manager — Deficiency Notice Alternate form without company logo.



Document Manager DM-163

Deficiency Notice — Alternate Document Form With Logo

=y BestConstruction Company
| —— 1200 Main Strest
= Unit 100 Deficiency Notice
i Arroyo Grande, CA 93420
%“‘ IR Telephone: (BD5543-T000 s e
ILTHALA L IO it =
SYSTL Fanx (B05)524-1555 Date 12017 /30000
From Bill Jchns on
To: BK Contracting Title Owner
18701 Douglas Way
Cceano, CA 92455 To
Telephone (205) 543-7000 —
Telephone
Job: Job Number 1020 Fax
Giowvannis Pasta House Printed JTTT—
We are snding you the following items: S5ent Via
I:l Contact |:| Samples |:| Purchase Order I:‘ =il
Inswrance Certificates |:| Materials List El Warranty |:| Fax
[ ] shop Drawings [ ] submittai [ ] As-Buitt Drawings E-Mail
Colors / Textures [ ] schedule Cost Analysis [ ] other

[ ] other

Plea= submit these items by:  12/20/ 00

Notes:
1. Owr records indicate that your worker's compens ation inswrance i due to expire. Plesse remit proof of renewal.

2 Schedule for completing the 2nd phase of the contract projects B due 120210000

Signed: Fam

1952007 MICS Inc. Al RIS R ey

Figure: DM-159 Document Manager — Deficiency Notice Alternate form with company logo.



DM-164 Document Manager

Lien Release
The Lien Release Document report lists the Lien Release documents on file for a company. Users can also
produce the actual documents.

Access to Lien Release
Module Menu with Reports Group
DM | Reports | Lien Release

Module Menu with Reports List
DM | Lien Release

Standard Menu
Reports | Document Manager | Lien Release

Report Types

Summary

The Summary Report Type displays lien release number, date, job, description, vendor ID, vendor name, sent,
and returned.

Detail
The Detail Report Type also includes release terms, check number, check date, disputed amount, and check
amount.

Form
The Form Type displays a preview of the actual subcontract change order(s).

Order By Options Fields
*  Number » Show Report Criteria *  Number
* Date e Separator Line * Date
e Date LR Returned *  Show Notes * Date LR Returned
+ Job + Job
* Vendor * Vendor
*  Subject

Drill-Down+® Destinations

Figure: DM-160 B R i Figure: DM-162 Vendor Detail Report
nght'C“Fk a hyperlink to — Right-click a hyperlink to Vendor Extended Repart
access Lien Release and Edit Lien Release access reports and other ;
other features. : features. Vendor Contact Report
Document Link yendor UDF Repart
Properties Edit Vendor File
Document Link
Properties
Figure: DM-161 Job Detail Report
Right-click a hyperlink to Job Extended Report
access reports and other Job Markup Repart
featu res. Job Defaults Report

Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties




Document Manager DM-165

Lien Release — Summary Report

Best Construction Company
Lien Release

Summary Report Page 1
Lisn Rsf ¥ Dafe oo Descripon Vs nior Nams St Retumed
&252 it 1000 Fa o Visw Apariments o Quinus Crywa ctest

Notes

Sigmed N ofice when poied up checlt

Figure: DM-163 Document Manager — Lien Release Summary Report.



DM-166

Document Manager

Lien Release — Detail Report

Lien Release

Best Construction Company

Signed N ofice when poited up check

Detail Report Fage 1
Lian Ref & Dats  Job DescripSon andor Name Sank Refumed
232 250000 1000 Faciic Wiew Aparimess i)l Quins Drywa O3/200 3000

Release terme  Pariial Condifions Dz pute d Amount 000 s o 02HA 000

Check £ 1554 Check Date 05/20/3000 Check Amount

Notes

Figure: DM-164 Document Manager — Lien Release — Detail Report.



Document Manager

DM-167

Lien Release — Standard Document Form Without Logo

Best Construction Company
1200 Main Street

Unit 100 Lien Release
Arroye Grande, CAS3420 e
Telephone: (3055437000 Number ===
Date 03/ 25, 3000
Tn: fuintus Drywall
3258 Lo= Camita= Drive
Santa Maria, CA 53454
Telephone [(B05}543-7000
Job | b Wumber 1000
Facific View Apartments
Release Terms
Partial ool A s & condtional
] Final Disputed Amount 0.00 ] unconditional
Payment
Check N umber 1564 Date LR Sent 03, 25/ 000
Check Date 02/ 20 S0 Check Sent 02/ 20/ oo
Check Amount 2,500.00 Date LR Returned f/
Notes:

2igned in office when picked up check.

Signed:

Form MICS D01 (o) 1995 - 2005 MICS inc. Al Rigins Raseny e

Figure: DM-165 Document Manager — Lien Release Standard form without company logo.



DM-168 Document Manager

Lien Release — Standard Document Form With Logo

Best Construction Company

————
— 1200 M zin Strest
== Unit 100 Lien Release
= Arroyo Grande, CA 53420
BULLULK Telephone: (S05)543-7000 e i
INFORMATLON Date 03/ 25 fx0m

To: fuintus Drywall

3258 Lo= Casitas Drive
Ganta Maria, CA 33454
Telephone (B05}543-7000

Job | mb Wumber 1000

Facific View Apartments

Release Terms

Partial Asof 027 187000 [l Ccendtional
] Final Disputed Amount 0.00 ] unconditional
Payment

Chechk N umber 1564 Date LR Sent 02/ 25/ oo

Check Date 03, 20000 Check Sent 03/ 20/ o0

Check Amount 2,500.00 Date LR Returned fF f

Notes:

Jigned in office when picked up check.

Signed:

Form MICS DD i) 15635 - 2008 MICS Inc. Al Rigins Resenyed

Figure: DM-166 Document Manager — Lien Release Standard form with company logo.



Document Manager DM-169

Lien Release — Alternate Document Form Without Logo

Best Construction Company
1200 Main Street

Unit 100 Lien Release

Amoyo Grande, CA 53420 =

Telephone: (305)543-7000 e
Fax (305)534-1585 Date 0253000

To: Quintus Drywall

3258 Los Casitas Drive
Santa Maria, CA 22454
Telephone RIB0S) 542-7000

Job: | JobNumber 1000
Pacific View Apartments

Relea= Terms

Partisl [As of [ 021193000 | Cenditicnal

[ ] Final [ Disputed Amount [0.00 | [ ] unconditional
Payment

Check Number 1584 Date LR Sent 0320/ 300

Check Date 0320/ 5000 Check Sent OX25/ 0000

Check Amount 2.500.00 Date LR Retum

Notes:

Signed in office when picked up check.

Signed:

.4
a
g
H

1 0 1936-2007 MICS Inc. MIRDis R ey ad

Figure: DM-167 Document Manager — Lien Release Alternate form without company logo.



DM-170 Document Manager

Lien Release — Alternate Document Form With Logo

|_ Best Construction Company
—_—
== 1200 Main Steet
‘ o -
== Unit 100 Lien Release
L
- Aroye Grande, CA 33420 —
eI O Telephone. (5035437000 | w2
SYSTLM Fae (B05)534-1595 Date 0325/ 0001

To: Quintus Drywall

2258 Los Casitas Drive
Santa Maria, CA 83454
Telephone R{S05) 542-7000

Job! | JobNumber 1000
Pacific View Apartments

Relea= Terms

Partial [As of | 0219200 | Conditional

[] Finai [Disputed Amount [0.00 | [[] unconditionai
Payment

Check Number 1584 Date LR Sent 03,20/ 300

Check Date 0320/ 000 Check Sent 0 X25/ 0000

Check Amount 2.500.00 Date LR Retum
Notes:

Signed in office when picked up chech.

Signed:

.4
@
g
H
'
1

Figure: DM-168 Document Manager — Lien Release Alternate form with company logo.



Document Manager DM-171

Meeting Minutes
The Meeting Minutes Document report lists the meeting minutes documents on file for a company. Users can also
produce the actual documents.

Access to Meeting Minutes
Module Menu with Reports Group
DM | Reports | Meeting Minutes

Module Menu with Reports List
DM | Meeting Minutes

Standard Menu
Reports | Document Manager | Meeting Minutes

Report Types

Summary

The Summary Report Type displays the meeting number, date, job, description, from, name, location, and
chairperson.

Detail
The Detail Report Type also includes sent via, attendee name, title company id, and company name.

Form
The Form Type displays a preview of the actual Meeting Minutes document(s).

Order By Options Fields

*  Number * Separator Line *  Number

* Meeting Date » Show Notes * Meeting Date
* Job * Show Extended Description * Job

* Location *  Show Report Criteria * Location

» Subject * Subject

Drill-Down+® Destinations

Figure: DM-169 Meeting Minutes Form Figure: DM-171 Emplayee Detail Report
nght'cllck a- hyperllnk to Edit Meeting Minutes nght'cllck a hyperllnk to Employee Extended Report

access Meeting Minutes — access reports and other Employee Automatic Adjustments Report
and other features. i features. Employee UDF Report

Properties

Edit Employee File

Document Link

Properties

Figure: DM-170 Job Detail Report
Right-click a hyperlink to Job Extended Report
access reports and other Job Markup Repart
featu res. Job Defaults Report

Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties




DM-172 Document Manager

Meeting Minutes — Summary Report

Best Construction Company

FH"EEﬁrIQ Minutes

Summary Report Fage 1
Wastingt Dafe Job Descripon From Hame Lecaion Prezi dent
NEERLY-2 24 1000 FeCic View Apariments B Bill Johnson ARCH 1000

Figure: DM-172 Document Manager — Meeting Minutes — Summary Report.



Document Manager DM-173

Meeting Minutes — Detail Report

Best Construction Company
Meeting Minutes
Detail Report Page 1
Wesfinge Dafe  Job Descripfion From Kame Locaion Pre:=i dent
WMEEKLY-21 052950000 1000 Fachic View Apariments B Bill Jofrson ARCH 1000
Santvia [ Fax 11 Ma o Emai [1 Cmer

Kame Titha

Companyld  Comany Hams

Figure: DM-173 Document Manager — Meeting Minutes — Detail Report.



DM-174

Document Manager

Meeting Minutes — Standard Document Form Without Logo

Best Construction Company
1200 Main Street i .
Unit 100 Meeting Minutes
Armyo Grande, CAS3420 —
Telephone: (205 )54 37000 Number METELESEL
Fax: (805)534-1595 Date 02/ 25000
From Bill John=on
To: Title wner
To Jim 3nipes
Title
Telephone
Job | %ob Kumber 1000 Fax
Facific View Apartments Printed oa/ 200
Sent wia: Fax Location ARCH
[] Mai s e
E mail President Carl Goodman
[] other
Business:
tem Opened Closed Cue Hotes
1 03/ 01 oo ! F F F Further discussion on paneling style
2 027 01 00m |02/ 15 00 O Bacific Coast Construction
2.1 03/ 01 oo ) F) 04/ 15, 5000 Iima will talk to cu=stomer at this time
!
2.2 03/ 01 oo A 05/ 100000 Li=a will have final report completed
!
Signed: Form MICS D008 2) 1595 - 003 MICS inc. AT iges Rasery e

Figure: DM-174 Document Manager — Meeting Minutes Standard form without logo.



Document Manager

DM-175

Meeting Minutes — Standard Document Form With Logo

m

Best Construction Company
1200 Main Strest

[] Other

== Unit 100 Meeting Minutes
— Arroyo Grande, CA 53420 =
BULLDLLL Telephone: (B05)543-T000 Humber WEERLY—21
INEFORBMATION e S
SYSTEM Fane: (BOE)E3I4-1585 Date 03/ 28/ 000
From Bill John=on
To: Title Cwner
To Jim 3nipes
Title
Telephone
Job! | 7ob Humber 1000 Fax
FPacific View Apartments Printed 0ays 29/ 000
Sant via: Fax Location ERCH
] Mai S S i
Email President Carl Goodman

Business:
ltem Opened Closed Cue Hotes
1 03/ 01/ 3000 F F ! F Further discussion on paneling style
2 02/ 0100 |08 15/ 000 fF ¥ Bacific Coast Construction
2.1 03/ 01/ 300 F) F) 04/ 15/ 3000 Ii=ma will talk to cu=stomer at this time
!
2.2 02/ 01/ 3000 P 05/10/%00 | Lisa will have final report completed
!
Signed: Foemn MICE DD0S i) 1585 - 003 WIS o Al R Raseryen

Figure: DM-175 Document Manager — Meeting Minutes Standard form with the company logo.



DM-176

Document Manager

Meeting Minutes — Alternate Document Form Without Logo

Best Construction Company
1200 Main Street
Unit 100 Meeting Minutes
Amoyo Grande, CA 53420 .
i Humb-e: WEEHKLY-21
Telephone: (805)543-7000 i &
Fax (805)534-1555 Date 0329 xo0m
From Bill Johns on
To: Title Cwnes
Te
Title
Job: |Job Number 1000 eenon
Pacific View Apartments Fax
sentVia: [ | Mai . el
Loecation ARCH
o Date 0/29/ 0t
E-hail President | (Carl Goodman
[ ot
Business:
Itemn Opened Closed Due Description
1.0 0201 500 Further discus sion on paneling stye
20 0301 /2000 0315/ 2000 Pacific Coast Cons truction
21 02013000 04150000 | Lisa will talk to customer at this time
22 0201/ 500 0510000 | Lisa will have final report completed
Attendess:
Item Description
Notes:
Signed: T S 0S5 S e e

Figure: DM-176 Document Manager — Meeting Minutes Alternate form without logo.



Document Manager

DM-177

Meeting Minutes —

Alternate Document Form With Logo

——r— EES‘CDHSthﬁDHCDmDﬂW
= Lmin 1200 Main Strest
| — Unit 100 Meeting Minutes
= Arroys Grands, CA 93420 > =
; Numbe WEEKLY-21
T Telephone : (3055437000 s =
VLTI Fauc (B05)534-1585 Date 03/ 29y 20000
From Bill Johns on
To: Title Owner
To
Title
Job: Telephone
«» |Job Number 1000
Pacific View Apartments Fax
sentVia: [ | Mai ot sl
Loeation ARCH
K| F
o Date 0328 ooy
E-hsil President | Carl Goodman
[ o=
Business:
Itemn Opened Closed Due Description
1.0 0201000t Further discussion on paneling style
20 0201000t O 154 000 Pacific Coast Cons truction
21 HETTIR I 0415/000 | Lisa will talk o customer at this ime
22 0201000t 0510/ 00 | Lisa will have final report completed
Attendees:
Item Description
Notes:
Signed: T CE Dm0 (3 19E = XIEgrs R

Figure: DM-177 Document Manager — Meeting Minutes Alternate form with company logo.



DM-178

Document Manager

Closeout Submittal

The Closeout Submittal Document report lists the closeout submittal documents on file for a company. Users can

also produce the actual documents.

Access to Closeout Submittal
Module Menu with Reports Group
DM | Reports | Closeout Submittal

Module Menu with Reports List

DM | Closeout Submittal

Standard Menu

Reports | Document Manager | Closeout Submittal

Report Types
Summary

The Summary Report Type displays submittal number, job, description, vendor Id, vendor name, date requested,

date due at general contractor, date arrived, date due at owner, and date forwarded.

Detail

The Detail Report Type also shows the includes line.

Form

The Form Type displays a preview of the actual closeout submittal(s).

Order By

*  Number

» Job

¢ Vendor

* Date Requested
e Date Arrived

» Date Forwarded

Options Fields

» Show Report Criteria *  Number

» Show Notes + Job

e Separator Line *  Vendor
* Date Requested
» Date Arrived
» Date Forwarded
*  Subject

Drill-Down+® Destinations

Figure: DM-178
Right-click a hyperlink to
access Closeout Submittal
and other features.

Closeout Submittal Form

Edit Closeout Submittal

Document Link

Properties

Figure: DM-179
Right-click a hyperlink to
access reports and other
features.

Job Detail Report

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job UDF Report

Edit Job File

Document Link

Properties

Figure: DM-180
Right-click a hyperlink to
access reports and other
features.

Vendor Detail Report

Vendor Extended Report
Wendor Contact Report
Vendor UDF Report

Edit Vender File

Document Link

Properties




Document Manager DM-179

Closeout Submittal — Summary Report

Best Construction Company
Closeout Submittal

Summary Report Fage
Data Data Data Dats Data
Submitialy  Job DescripSon endor  Mame Requested DueatGo Amved  Due afOwner Fomwanded
125 1000 Fa CRCWiew Apariments o2 E¥ Confrading 1029000¢ 10029000 10M290con¢ 10285000 10029 300X
Wdes

Fiegse send, via amall 3 onirmation al 3l lemshna e Deen reoaied

Figure: DM-181 Document Manager — Closeout Submittal — Summary Report.



DM-180 Document Manager

Closeout Submittal — Detail Report

Best Construction Company
Closeout Submittal

Detail Report Fage 1
Dabe Duabe Dabe Db Duate
Submitsly  Job DescripSon vendor  Mame Requested DusatGC Amved  Due 3t Owner Fomarded
1233 1000 FeoficView Aparments e E& Conrading 1029nococ 1029hco0t  10M29M0000 1002930000 10E0VI00M
Incudes [ Wamany M Mama B Crawngs M OCmer Maserkeys
kotes

Fiegse send, via emall 3 onfrmation Tiat all kemshawe besn recaned

Figure: DM-182 Document Manager — Closeout Submittal — Detail Report.



Document Manager DM-181

Closeout Submittal — Standard Document Form Without Logo

Best Construction Company

1200 Main Street A
Unit 100 Closeout Submittal

Arroye Grande, CAS3420 | | 7
Telephone: (B05)543-7000 Humber 1233

Tn: EBE Contracting

16701 Donglas Way
Ooeano, TR 53455
Telephone (B05}543-7000

JOB | mob Bumber 1000
Facific View Apartments

Contens : Tracking :

Warrantees/ Guarantees Requested 10/ 29 o000

Instructions / Manuals Due at GC 10/ 29,/50000

[z] A=buit Drawings Arrived 10/ 28,000
Due at Crwner| 10/ 235000

(£ Other i
Fornarded 10/ 25 /000

Master keys
Hotes:

Flea=se =end, wvia e#mail, a confirmation that all item= have besn received.

Signed: Fonm MICS DD 3 () 1595 - 2005 MICS Inc Al Rigins Fasenyad

Figure: DM-183 Document Manager — Closeout Submittal Standard form without company logo.



DM-182

Document Manager

Closeout Submittal —

Standard Document Form With Logo

Best Construction Company
1200 Main Strest

i I
| —— Unit 100
— Arroyo Grands, 5A 53420
BULLDLLL Telephone: (B05)543-T000
INPORBLAT L0
SYSTEM

To: EF. Contracting

16701 Douglas Way
Ooeano, CTA 53455
Telephone (B05)542-7000

JOB | sob Bumber 1000
Pacific View Apartments

Contens :

VWarrantees !/ Guarantees
Ingtructions / Manuals
[Z] AsbuitDrawings

Other

Master keys

Notes:

Closeout Submittal

| Humber | 1233
Tracking :
Requested 10, 25./000
Due at GC 10, 29./000
Arrived 10/ 29/ 00

Dwe at Crvner| 107 2300

Forwarded 10, 25./000

Fle=ag=se =and,

via email, a confirmation that all item= hawve besn received.

Signed:

Form MICS DD 3 () 1955 - 2008 MICS Inc. Al Rigins Riasany ad

Figure: DM-184 Document Manager — Closeout Submittal Standard form with company logo.




Document Manager

DM-183

Closeout Submittal — Alternate Document Form Without Logo

Eest Construction Company
1200 Main Street
Unit 100
Amoyo Grande, CA 93420
Telephone: (805)543-7000
Fax (805)534-1595

To: BK Contracting

18701 Douglas Way
Crceano, CA 93455
Telephone (805) 543-7000

Job! | JobMumber 1000
Pacific View Apartments

Contents:

Woarranties / Guarsntess
Instructions / Manuaks
As-built / Drawings
Cther

Iulas ter keys

Notes:

Closeout Submittal

[Mumber  [1233
Tracking:

| Request | 10V 25000t
[Deatee 1029000
[ Amived [ 1025400

[Due at Owner | 10/280000:

| Forwarded | 10/2930001

|F'|EE|555Eﬂd. via email, 8 confirmation that all tems have besn received.

Signed:

q
a
g
;
H

Figure: DM-185 Document Manager — Closeout Submittal Alternate form without company logo.



DM-184 Document Manager

Closeout Submittal — Alternate Document Form With Logo

p— BestConstruction Company
| 1200 Main Strest
— :
E== Unit100 Closeout Submittal
L
e Arroyo Grande, CA 53420
BLIN TR S [Mumber  [1222
INEOEMELION Telephone : (B0 554-2-T000
SYSTLM Fau {B05)534-1555
To: BK, Contracting
18701 Dwouglas Way
Oceano, CA 93455
Telephone (805) 543-7000
Job: | JobNumber 1000
Pacific View Apartments
Contents: Tracking:
‘Warranties /Guarantess |Requ5t | 10028 000! |
Instructions / Manuak | Due at GC | 10029 3000 |
As-blilt / Drawings [ Arived [ 107293000 |
Other [Due at Owner | 10/28/300x |
s ter keys | Forwarded | 100290 000t |

Hotes:
|F'IEE|sesend. via email, a confirmation that all tems have besn received. |

Signed: Fam

D= () 1552007 MICS Inc. Ml Rbives R asany a0

Figure: DM-186 Document Manager — Closeout Submittal Alternate form with company logo.
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Punchlist

The Punchlist Document report lists the punchlist documents on file for a company. Users can also produce the

actual documents.

Access to Punchlist

Module Menu with Reports Group

DM | Reports | Punchlist

Module Menu with Reports List

DM | Punchlist

Standard Menu

Reports | Document Manager | Punchlist

Report Types
Summary

The Summary Report Type displays punchlist number, job, description, vendor Id, vendor name, from Id, and

name.

Detail

The Detail Report Type also shows the To, Copies, Sent Via, and Items.

Form

The Form Type displays a preview of the actual punchlist.

Order By

¢ Number
« Job

¢ Vendor

Options Fields
» Separator Line *  Number
» Show Notes + Job
* Show Extended Description *  Vendor
*  Show Report Criteria *  Subject

Drill-Down+® Destinations

Figure: DM-187
Right-click a hyperlink to
access reports and other
features.

Figure: DM-188
Right-click a hyperlink to
access reports and other
features.

Punchlist Form

Edit Punchlist

Document Link

Properties

Job Detail Report

Job Extended Report
Job Markup Report

Job Defaults Report
Job Local Taxes Report

Job LIDF Repart

Edit Job File

Document Link

Properties

Figure: DM-189
Right-click a hyperlink to
access reports and other
features.

Figure: DM-190
Right-click a hyperlink to
access reports and other
features.

Vendor Detail Report

Vendor Extended Report
Vendor Contact Report
Vendor UDF Report

Edit Vendor File

Document Link

Properties

Employee Detail Report

Employee Extended Report
Employee Automatic Adjustments Report
Employee UDF Report

Edit Employee File

Document Link

Properties
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Punchlist — Summary Report

Best Construction Company

Punchlist

Summary Report Fage 1
Punchiist® Job Descrpion e ndor Kame From Kame

545 1000 B ofcVisw Apartents faring| A1 IrsuEhon B Bill Johnson

Mdes

Finalceanup hasbeen completed bl Te dumpsier stil need s io be remaed fom fe
e

Figure: DM-191 Document Manager — Punchlist — Summary Report.
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Best Construction Company

Punchlist
Detail Report Page 1
Punchiist® Job Descrpion e ndor Kame From Kame
| 1000 Fachc\View Apariments o A1 s Eton =) | Bill Jorrson
To Sanivia [ Fax P Emai
Copiss []1 Ma [1 Cmer
Esm Opened Closad Amouni DescrpSon
1 03200000 O3/25h0000 50,00 Wamanies and peciictons
2 (3720hcoor  OcH2550000 12500 Magerkeys
3 0520000 150,00 Fimal pb site cearp
Kiotes
Finalgesrup nasbesn compieted Dl Te dumoster st nesds 1o be remaed fom fe
5%

Figure: DM-192 Document Manager — Punchlist— Detail Report.

Punchlist — Detail Report
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Punchlist — Standard Document Form Without Logo

Best Construction Company
1200 Main Street

Unit 100 Punchlist
Arroyo Grande, CA 93420 P s
Telephone: (805)543-7000 i EEE
Fax: (805)534-1585 Date 03 / 25 [ soom
From BEill John=on
TII A1l In=ulation Title Cevner
1825 Highland Way Suite 305 To
San Luis Obispo, TR 93401 :
Telephone B05-543-7000 Title
Telephone
Job: | sob umber 1000 s
Facific View Apartments Printed 03/ 25 | 000t
The following tems hawe yet to be completed on this
tem Opened Closed Amount Drescription
1 02720/ oox | 027 25/ 0 50.00 | Warranties and specification=
2 02/ 20/ 000 | 02 25,/ 000 125.00 | Master keys
2 037 20/ mooo 150.00 | Final job =ite cleanup
Hotes:

Final cleanup has been completed but the dumpster still needs to be removed from the

site.

Signed:

Form MICS DD () 1935 - 2008 MICS Inc. Al Rigihs Reseny exd

Figure: DM-193 Document Manager — Punchlist Standard form without company logo.
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Punchlist — Standard Document Form With Logo

Best Construction Company

-
— 1200 Main Street 3
== Unit 100 Punchlist
i Arroyo Grande, CA 53420 ==
U LLDLL Telephone: (S05)543-T000 Humber 5451
INFOHRBLAT IO e MOELETA 4 EGE 1ac )
SYSTE M Fase: BOE)E34-1585 Date 03/ 25 | zo0m
From Eill John=on
TIJ: Al Inm=ulation Title Cwner
1825 Highland Way 3uite 303 To
San Luis Cbispo, CA 53401 ;
Telephone B05-543-7000 Title
Telephone
Job! | sob Humber 1000 o
Bapific View Apartments Printed 03/ 25/ soom
The following items hawve yet to be completed on this
ltemn Opened Closed Amount Description
1 03/ 20/ o0 03/ 25/ oo 50.00 | Warranties and specifications
2 03720 00 | 025 25/ o 125.00 | Master keys
3 03/ 20/ o0 is50._00 Final job =ite cleanup
Notes:

Final cleanup has been

completed but the dumpster =till needs to be rempved from the

site.

Signed:

Fonrm MICS Dev0r (c) 19595 - 2006 MICS Inc. Al Rigins Rasen 2d

Figure: DM-194 Document Manager — Punchlist Standard form with company logo.
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Document Manager

Punchlist — Alternate Document Form Without Logo

Eest Construction Company

1200 Main Street

Unit 100 Punchlist
Amoyo Grande, CA 93420
: Nurmbee: B4B1
Telephone: (S05)543-7000 sl
Fax (805)534-1595 Date 03/ 25/ sow
From Bill Johns on
To: | A1nsulation Title Owner
1825 Highland Way Suite 305
San Luis Obis po, CA 83401 To
Tel [B05) 543-7000
i i Title
Telephone
Job: | JobNumber 1000 Fax
Facific View Apartments Printed 03/ 25 ] oo
The following items hawe yet to be completed on this
Item Opened Closed Amount |Description
1.00 0200 s 028 000 50.00 |Warranties and s pecificstions
200 02200 oo 025 000 125.00 |Master keays
3.00 020 oo 150.00 |Final job site cleanup
Notes:

Final cleanup has been completed but the dumpster stillneeds to be removed from the site

Signed:

q
i

Figure: DM-195 Document Manager — Punchlist Alternate form without company logo.
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Punchlist — Alternate Document Form With Logo

|_—,__H BestConstruction Company
| —— e 1200 Main Steat
== Unit100 Punchlist
RnTR Teiepmone. (£33 27000 .
e E&l{.‘}%ﬁhm—h Fac (B05)534-1585 Date 03 / 25 | soom
From Bill Johns on
To: | A1insulation Title Owner
1825 Highland Way Suite 305
San Luis Obis po, CA 93401 To
Telephone (B05) 543-7000 ey
Telephone
Job: | JobNumber 1000 Fax
Pacific View Apartments Frinted 03/ 25/ oo
The following items hawe yet to be completed on this
Item Opened Closed Amaount |Description
1.00 0320 000 0325 20001 50.00 |Warranties and s pecifications
200 022030000 03350 3000 125.00 |Master keys
3.00 02000 150.00 |Final job site cleanup
Notes:

Final cleanup has been completed but the dumpster stillnesds to be removed from the site

Signed:

.4
0
o

H

Figure: DM-196 Document Manager — Punchlist Alternate form with company logo.
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Companies
The Companies report lists the other companies (not vendors or customers) on file for a user’s company.

Access to Companies
Module Menu with Reports Group
DM | Reports | Miscellaneous | Companies

Module Menu with Reports List
DM | Miscellaneous | Companies

Standard Menu
Reports | Document Manager | Miscellaneous | Companies

Report Types
Summary
The Summary Report Type displays code, company name, telephone, and fax.

Detail

The Detail Report Type also includes email, address, city, state and zip code.

Order By Options Fields

e Company Code * Show Report Criteria ¢ Company Code
+ Company Name » Show Notes + Company Name

e Case Sensitive

Drill-Down+® Destinations

Figure: DM-197 :
Right-click a hyperlink to et

access Miscellaneous
Companies and other

features. Properties

Document Link
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DM-193

Companies — Summary Report

Best Construction Company

Companies

Summary Report Page 1
Code Company Name Telephone Fax

1000 C&S Consulting (805)543-7000  (B05)534-1595

1001 SLO Printing (805)543-7000 (805)534-1595

ARCH Miller & Associates Architects

PC Pacific Coast Construction

Companies — Detail Report

Figure: DM-198 Document Manager — Miscellaneous Companies — Summary Report.

Best Construction Company

Companies
Detail Report Page 1
Code Company Name Telephone Fax
Address Email
City State Zip Code
1000 C&S Consulting (805)543-7000  (805)534-1595
9875 Marsh Street marki@csconsulting.com
San Luis Obispo CA 93401
1001 SLO Printing (805)543-7000  (805)534-1595
1608 Forest Street
San Luis Obispo CA 93401
ARCH Miller & Associates Architects
PCC Pacific CoastConstruction

Figure: DM-199 Document Manager — Miscellaneous Companies — Detail Report.

Figure: DM-188 Document Manager — Miscellaneous Companies — Summary Report.
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Contacts
The Contacts report lists the other contacts (not vendors’ or customers’ contacts) on file for a user’s company.

Access to Contacts
Module Menu with Reports Group
DM | Reports | Miscellaneous | Contacts

Module Menu with Reports List
DM | Miscellaneous | Contacts

Standard Menu
Reports | Document Manager | Miscellaneous | Contacts

Report Types
Summary
The Summary Report Type displays code, contact name, telephone, and fax.

Detail
The Detail Report Type also includes title, and company name.

Order By Options Fields
* Code » Show Report Criteria * Code
* Name » Show Notes * Name

¢ (Case Sensitive

Drill-Down+® Destinations

Figure: DM-200 z
Right-click a hyperlink to Edit Contact

access Miscellaneous
Contacts and other

features. Properties

Document Link

Contacts — Summary Report

Best Construction Company

Contacts

Summary Report Page 1
Code Contact Name Telephone Fax

1000 Cad Goodman (805) 5437000 (805) 534-1595
1001 Kisty Koms (505} 543-7000 (805) 534-15%

JSMITH Jim Smith

Figure: DM-201 Document Manager — Miscellaneous Contacts — Summary Report.
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Contacts — Detail Report

Best Construction Company

Contacts

Detail Report Page 1
Code Contact Name Title Company Telephone Fax

1000 Cand Goodman Inzpacior San Luis Obezpo County {805) 543-7000 (805) 534-1595
1001 Krizty Komi Architect Central Coast Designs (805) 543-7000 (B05) 534-1595
JEMITH Jim Smig Suparvisor ABC Co.

Figure: DM-202 Document Manager — Miscellaneous Contacts — Detail Report.
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Subjects

The Subjects report lists the subjects on file for a user’s company.

Access to Subjects
Module Menu with Reports Group
DM | Reports | Miscellaneous | Subjects

Module Menu with Reports List
DM | Miscellaneous | Subjects

Standard Menu
Reports | Document Manager | Miscellaneous | Subjects

Report Types
Summary
The Summary Report Type displays code and description.

Detail
The Detail Report Type also includes document type and document number.

Order By Options Fields
* Subject Code » Show Report Criteria * Subject Code
» Description » Show Notes » Description

¢ (Case Sensitive

Drill-Down+® Destinations

Figure: DM-203 : : Figure: DM-204

Right-click a hyperlink to Ee i Rig:t-‘celick a hy?:»erlink to Meeting Minutes Form

access reports and other Document Lirk access reports and other

features. features. Edit Meeting Minutes
Properties

Document Link

Properties
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Subjects — Summary Report

Best Construction Company

Subjects
Summary Report Page 1
Code Description

INSPECTION 0On-site walk-through

Notes Walk-through mayinclude owner, business partners, architect, and others.
KEYS Master keys

Notes  All copies made fromthe masters musthave "Do Mot Duplicate™ stampedin.

Figure: DM-205 Document Manager — Miscellaneous Subjects — Summary Report.

Subjects — Detail Report

Best Construction Company

Subjects
Detail Report Page 1

Code Description
Document Type Document # Description

INSPECTION On-site walk-through

Meeting Minutes WEEKL ¥-21 0On-site walk-through
Notes  Walk-through mayinclude owner, business partners, architect, and others.
KEYS Master keys
Meeting Minutes WEEKLY-21 Master keys

Notes All copies made fromthe masters musthave "Do Not Duplicate” stamped in.

Figure: DM-206 Document Manager — Miscellaneous Subjects — Detail Report.
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Appendix

BIS® Document Editor
BIS® Document Editor offers all the formatting control over character and paragraph presentation and that
users would expect from a fully fledged word processing package.

Documents created with BIS®” Document Editor provide rich character formatting options, including font size,
font family, character style, foreground and background colors etc.

All formatting options can be combined with one another, making the possible formatting options almost infinite.

Flexible paragraph formatting such as indentation, many types of tabs, variable line and paragraph spacing,
and paragraph frames offer a variety of formatting opportunities.

Menu Access
Administrator | System Wide Parameters | Forms & Printers | DM Tab | Ellipsis Button

Initial access to the BIS® Document Editor from the User Defined Form button opens the Form definition
screen. This form is used to enter the User Forms Folder, as well as to import, modify, delete, export, or
import a document form.

Figure: DM-207 =4 Bid Request @
Document Manager — User Destination folder for the exported user-defined forms
Defined Form master User Forms Folder | C1\BIS\CONTROL\USERFILES\FORMS), Browse...
record screen form. Form Name Descrption A

I 4 n 3

[ New ] | Edit | | Delete I I Export ” Import Close

New Record
Access to creating a new document form is from the New button.

Figure: DM-208 = New User-defined Form =
Document Manager — New
User Defined Form master

Form Name

Form Description

record screen form . Mew Form Based on | Alternate Bid Request Form E|
oK Cancel
Form Name

The form name will be the new name applied to the newly created document form of up to 50 alpha-numeric
characters.

Form Description
The form description enables the user to apply a description of up to 50 alpha-numeric characters.
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New Form Based on
Any new form may be based on the BIS® Alternate form from that category. However, if other modified
forms already exist, one of those alternate forms may be selected as the basis.

Modifying an Existing Document Form
An existing document form may be modified by highlighting the document of interest and clicking on the
Modify button. Details about using the BIS® Document Designer program may be found it its manual.

[E e15 Document Editor = ||| (w3
e Edit View Insert Format Tools Table Help

b7 aBloeang e -H

[ 12 1 I8 8, Im I I e I 2, 1 i LS 1 3 1] 2 21 2 12 124 [ 28, 2T 28 12 i) il -4 3,
= [C:\BIS2000\BITMAPS «compname»
<compaddrs
= <compaddrzs Bid Request
acompcitys
- zcompphones. Lz abidnums
= «Compfaxs Date abiddates
= From «fromnamen
: To: | «endormamen Title cromtities
i wendoraddrs
5 avendorcitys To «tonamen
vendorphone
= “ Ls i Title atotitles
E Telephone |«tophones
Job: | JobMumber cjobnums Fax «tofaxs =
E ficbdescs Printed | esd01»

L0

We request your bid on the following work
‘ aworke |

Notes:
‘«nules» |

2

B L L

1.

an

Section1/1 Page1/1 Line1 Col1 100 % NUM

_H _E i InsertField... v JE
Figure: DM-209 BIS® Document Designer.

Deleting an Existing Document Form
Existing document forms may be deleted by selecting the form name to be deleted and clicking on the Delete
button.

Exporting an Existing Document Form
Existing document forms may be exported by selecting the form name and clicking on the Export button.

Figure: DM-210 Select Folder [
Windows® Explorer® Export destiaton folder

applet to select the

location of the exported 1% Computer g

Document Manager — User 4 05

g P
Defined Form. BACKUPS

4 CONTROL
DEMO

m

a UserFiles
ADMIN
decuments
FORMS
REPORTS

Make New Folder ok | [ cancel
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Importing an Existing Document Form
Externally developed document forms may be imported by clicking on the Import button. A Windows"® applet
opens allowing the user to select the location of the external zip file to be imported.

Figure: DM-211 |E open [
Windows® Explorer® | Lookin: || FORMS - @7 E
applgt to select the - Name = Date medified Type
location of the externally | T B New Form.ZIP 12/18/me 12:29..  WinRARZ
created Document || RecentPlaces
Manager — User Defined -
Form to be imported. v
=
Libraries
A
Computer
“w
h ] I r
Network
Open Exported | - oK
Flesoftyps:  [~2IF -] [ Cancal |

BIS® will request confirmation to import the new document. After clicking on the Yes button, an “End-User
Agreement and License For BIS® Custom Reports, Documents, and/or Forms” will appear. The user should
read the agreement, and if accepted, click on the “I agree” button. If the agreement is not acceptable, click on
the “I do not agree” button, and the process will be terminated.

An information screen will show that the import process for the form has been completed, and requires the
user to click on the OK button to close that window. The new document form will appear in the list for that
document type.

Close
Once the changes are complete, click on the Close button to close the form button.
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T

ISP DM-88

Tracking............ DM-2, DM-12, DM-16, DM-20, DM-23, DM-25, DM-27, DM-31, DM-35, DM-39, DM-43, DM-47,

DM-50, DM-53, DM-57, DM-58, DM-60

Transmittal ........cooiiiiiiiiiii e, DM-1, DM-10, DM-28, DM-39-41, DM-43, DM-82, DM-93, DM-143-149
U

o o N DM-7
Y4
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