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Introduction

Purchasing Powerprovides your purchasing department with all theld they need to fully automate
contract bidding, awarding, and purchase ordergregmn including contract preparation and thetprin

of all necessary reports and documents. Sincenkss Iwith the other IBSWIN modules, it shares the
common subcontractor, project, phase, and lot mébion. It provides a simple electronic interface t
your favorite construction accounting software lionmate redundant data entry. Give your purchasing

department the power!

Subcontractor Information
Provides master database with all pertinent inftionaon each of the subcontractors and

suppliers that you order from.

Specify the Subcontractors by Phase
Allows an easy way of specifying the subcontractbieg will be used from the master list of a

specific project/phase.

Prepares off-site contracts
Simple entry of line by line off-site type contraend change orders. Provides a simple one-screen

history of all the contracts issued to each sub.




IBSWIN Purchasing Power - User Guide

Automated on-site Type Contracts
By entering the bid cost per plan from a specifibcontractor the system will automatically
"spread" the cost to each lot and pay point. Saresand errors.

Print contract turn-around documents with eaclatat pay points.

Generate, Print, & Edit Option Purchase Orders
Simple interface to Options Plus allows purchasiogview the option orders and generate
necessary purchasing reports.

Create and Print other Purchase Orders
Provides a very simple tool for purchasing to gateeand print additional purchase orders.

Automatic Contract Merge with Microsoft Word

Allows you to easily insert contract informationtlwboilerplate documents prepared in Microsoft
Word.

Available Commitment Reports
Contracts, change orders, and purchase orders sugechly project/phase.
Purchase order detail by lot.
Commitment detail by subcontractor.

Automated Data Interface to Construction Accounting
Currently IBSWIN has interfaces with BudgeTrac &atje 300.
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Purchasing Power Set-Up

The Purchasing Power module is designed to
automate every aspect of your purchasing
department.

By starting with entering your budgetd8SWIN

allows you to enter and compare subcontractor

bids. It also provides a simple way of generating

Offsite Contracts (non-lot specific), Onsite

Contracts(lot specific),Option Purchase Orders

and other work orders. It has a simple link to
Microsoft Word allowing you to easily generate ydowilerplate contract agreements without having to
manually re-type the Agreements that you alreadselsetup. In additionRPurchasing Powerprovides
simple and concise commitment and purchase orgertiag.

As with the otherBSWIN modules you will have to set-up yoilmventory (Projects, Phases, and
Sequence Sheets) and Subcontractor informationrédoefntering contracts. Refer to the appropriate
section(s) in th&eneral Setup and Configuration User Guidéor assistance. Below you will find the
additional set-up requirements for Purchasing Power

Indirect/Offsite Contract Categories

This screen, found und&etup: Purchasing:
Indirect/Offsite Contract Categories, allows
you to setup general descriptions for offsite
contract types, such &urbs & Gutters

Since these type of contracts potentially have
multiple line items assigned to various
accounting cost codes, these categories allow
you to group your contract line items together
to be able to create your contract more easily.

Using theDetail Items button, as explained
on the next page, will help you create a master
budget, a bidding template for your
subcontractors, and allow you to save a lot of
data entry time when working with offsite
contracts.
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Adding detail items (creating bidding templates)

Using theDetail Items button, found in the indirect/offsite categoriegeen, allows you to create a
predefined list of line items for that contract éyprhese will display as a dropdown list in thesié
section ofPurchasing Powerto help save data entry time and to also help wnidating a budget and/or
bidding template.

Begin by inputting all the

detailed line items that are
normally associated with that
contract type. The items entered
here should include anything
that would normally be bid on
in any given project. You are
doing nothing more than
creating a master list of items.

For each detail item, you can

assign thélrade (or cost code),

add theUnit of Measurement

the Item Description and the

Unit Price (which can be the

average cost or regular of that itenif applicablg. The Notes button allow you to input and extended
description if the main description line is notdoanough.

Please Note:Each of these fields for each line can be charadeghytime within théPurchasing Powemodule.
Inputting in this screen strictly serves to save yaput time when creating your budgets, biddinggkates, or
contracts.

Select Onsite/Offsite Trade Codes

Found under Setup: Purchasing:  Select
Onsite/Offsite Trade Codes this screen allows you
tell IBSWIN which trades are onsite or offsite kattit
can display a shortlist of trades in the applicable
sections ofPurchasing Power including some of the
Budgetreports.

It is important that your trade list is entered
completely, and correctly, before using this scraen
ensure that no trades or cost codes are migsmd.
more information about set-up trade and cost codes,
please refer to th&eneral Set-up and Configuration
User Guide
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The Print function allows you to print, or export to excel,comprehensive list of all trades, there
associated cost codes, and contract pay pointsg@percentages and descriptions) sorted ancetlter
various ways depending on the options you select.

Preliminary Change Order Origins (PCO) (Offsite)

This is a simple screen that allows you to inpuekghvariousOffsite
Change Orders can come from (or originate). For instance:
Architect, General Contractor, etc.

It simply becomes a drop down that can be selectetie offsite
contracts section of Purchasing power and is usedrécking and
categorization purposes for change orders.

(Please see page 17 for more information)

Subcontractor Pay Points/Contract Spread

There are two-ways of enterifay Pointsor Contract Spreaercentages and descriptions. One is at the
Cost Cod£rrade level, and the other is at tisbcontractorlevel. Generally, entering them at the trade
level is adequate, but in some cases you may

have negotiated a different payment spread

with a specific subcontractor. In that case,

any pay points entered at the subcontractor

level, will always override the trade level.

To set-up your pay points, you will need to
make sure that all the necessary trades are
setup for the contracts you are issuing, along
with the respective subcontractors entered in
full. For more information please refer to the
General Setup & Configuration User Guide.

Important: Due to space restrictions in some reports paytmascriptions
are limited to 25 characters. By entering a spaany of the characters 11-15
will create a line break so that they do not getatfi



IBSWIN Purchasing Power - User Guide

Setting up general Trade specific Pay Points (Ors@dnly)

If you go to Setup: Subcontractor Trade Codes you are able to enter the pay points and
descriptions via th€ontract Spread button located on the bottom left of the screee (gicture

on previous page). Then simply enter up to 5 peagenamounts totaling 100% and the applicable
descriptions. These will used $preadthe contract amounts to each of the lots pag points
There will be more detail on this subject latetha user guide.

Setting up Subcontractor specific Pay Points (Orséind Offsite)

In addition to inputting the basic information farsubcontractor, you are also able to add pay
points with descriptions (for each trade code asigto the subcontractor) which overrides the

generic trade level pay points or contract spré&&dk is ideal if you have negotiated a unique pay

structure with a specific subcontractor who worka itrade that usually has a generic pay structure
associated with it.

Simply go toSetup: Subcontractorsand select th€ontract Spread button. When you do, it will
open an window listing all the trades assignedh#&d Subcontractor. Just select the trade you wish
to input the Pay Points for and it will over rideyghing entered at the trade level.

Please NoteFor offsite contracts our system will always détfaom 100% for payment spreads. If there is a
case where you do need to input contract spreagkpiges for an offsite contract, you will needldoit at
the subcontractor level. If all you have is a réten% then you are able to enter that in a sepdiald
located below th€ontract Spread Descriptiongithout needing to setup the main pay point.

Bidding by Project - Creating a Bid Master Phase

IBSWIN allows you to create what is known as a master
phase for onsite budgeting and bidding. What thisva you

to do is to enter your budget and bids for therentroject,
rather than phase by phase, and for all plan etevat
combinations and then copy them to each phaseidhadiity.

This is especially useful if your subcontractord fair all plan elevation combinations which is usuthe
case. This will allow you award bids from tBéd Master Phasgwhich also has youvlaster budgek
from one location to each phase as necessary,catrddk any cost increases as wgdke page 12 for
more information).

To create aBid Master Phaseyou will need to follow the standard procedure $etting up normal
construction phases undgetup: Inventory: Phases The main difference is that when you setupic
Master Phasehat this phase will be checked-off aBid Masterand should be given a unique name to
identify its purpose (as per picture).

10
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Creating Contract Merge Documents

In Purchasing Poweryou can use your existing contract documents ocauibactor letters (that are
created in Microsoft Word) to merge contact/subraior information fromBSWINdirectly into them,
with a click of a button. By simply inserting thelevant merge fields from within Word you can ceeat
generic merge template for each type of documeathHEime you print your template from within our
system any personalized information (e.g. reciprarne, contact details, contract amounts, etc) bell
inserted automatically frorurchasing Power

To create a merge (letter/contract) template yduneed to have either

an existing letter or document (created in Word). ifisert the merge

fields to be populated byurchasing Powerstart by selectingetup:

Merge Documents & Templatesand then select the type of document

you are creating. Using th@nd button, you will then browse and select

the Word document you wish to modify (or want tedrt merge fields into) and seldutint. Word will
then open twice.

The first instance of Word will open your letter agemplate and the second will attempt to genexate
customized document (called Form Letter 1). As veermt generating any letters, nothing noticeable w
happen, and you can just ignore (or close) the fettar. However, when viewing your template (thistf
document that opened), you will see a new menwrdhat is now available to you in Word.

This toolbar will assist you in inserting your merfields. Use thénsert Merge

Fields button which, depending on your version of Wordl) appear as either a

small icon (see right), or a button visibly naniedert Merge Fields Generally it

will be located immediately to the left of thesert Word Fields button which is used to insert default
Word fields. For instance, if you wanted to ingbg today’s date you would use this button instead.

When you select thinsert Merge Fields button, a list of all the merge fields availabiein IBSWIN)

will appear ready to be inserted into your temptideument or letter. This is as simple as poingiogr
cursor to a specific location in your document vehygou would like your merge field to be insertetkgs
theInsert Merge Fields button, and select the field you want. A speclate holder will be inserted into
your document which will automatically be filled with your data when you generate your document.
Keep inserting as many merge fields as you needttzam save this new merge document template for
future use. (Examples of merge templates can badfdirectly in thdBSWINfolder).

The specific screens for generating your contracuchents or letters are addressed later in this Use
Guide under th€reate a Contracsections for eitheDnsiteor Offsite contracts. Once you have selected
your document to be generated, and selected gimtlar to above when creating your template, Word
will open twice. The first instance, is your medgcument template, and the second will be your ypewl
generated contract document or letter with allairymerge fields populated frolBSWIN. From Word
you can then print your document or letter(s).déd be, you can edit or customize your lettersatract
before printing, just like you would a normal docemh

11
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Offsite Bidding & Contracts

These are non-lot specific contracts that are
linear in nature. An example of an offsite type
contract would be for either engineering or
grading that is required to prepare the land for
construction.

The Purchasing Power Offsite Contracts sectionB8SWIN is broken down into 3 main sections:
Budgeting Subcontractor Bid Entry andCreate a Contract

If you do not wish to do bidding, then you can Bgsist go straight to the contracting section @4a§).
However, if you are wanting to track, and creatdivig templates, for your offsite or indirect cautis

then you must first setup your budget, which waklzally become your bidding template.

Offsite Budgeting (Creating a Bid Template)

To do any form of offsite bidding you must firsttenyourBudget Line Items The budget will not only
provide a point of reference from which to compaids with your budgetary requirements, but it w&ido
serve to create a standardized bidding templatedoh of your subcontractors so that you can easily
compare bids and line items costs.

There are two ways of accessing the budget
screen. One is via tHeurchasing: Offsite
Contracts: Budgeting, or via the main
Subcontractor Bid Entryscreen using the
Budget button (lower left corner).

If you go via the main menu, you will be
given the option tdmport Budgetsusing
an Excel Spreadsheet The formatting
required will be displayed on the import
screen. Otherwise, just sele&tld/Update
Budgets to select your indirect/offsite
phase to enter the main offsite budget
screen (pictured right).

SelectNew to create a new budget entry. TBiedget Datecolumn will default to today’s date, and can be
overwritten. TheBudget Totalwill appear as zero. Enter ailomments/Descriptiongyou desire. A
Notesfield is provided for any additional informatiomly wish to enter. Sele@etail to enter the detall
screen where you will be able to enter Bwglget Line Items

12
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The Budget Detail Entry screen is pictured below. Each line item contaims following specific
information: Item#, Trade Code Cost Code(linked to the trade codelQuantity, Unit (e.g. hrs, bags,
boxes, Ibs, etc.)item Description Unit Cost Total Cost(automatically calculated)\otes (for more

detailed explanation or descriptioftem Date (defaults to today’s date but can be changed) Exmabrt

Date (which is automatically filled in after the conttas exported to an accounting system).

To enter each item, selettew
and then click on theltem
Description column. If you have
set-up your Offsite Detail Line
Items (see page 8)correctly, a
drop down will show listing the
items in your pre-defined list,
from which you can select the
appropriate item. Then continue
adding as many items as necessary
to your budget for this particular
contract.

Please Note:Any item that you select from the predefined tiah be changed, updated, and modified in this scree
and made unique to this budget or project. Thegdeeld list is only there to help save time.

After the budget line items have been entered youhit theSavebutton to exit.

TheRevisionbutton, in the main budget screen, will automalyodiliplicate the selected budget with zero
cost. TheRev#column will reflect the next consecutive revisimmmber for that budget. You will now be
able to enter the additional costs for this newgauid

The Print button will allow you to print our one thiree reports. The actuBldget aBid Requestorm,
and aBudget Comparisoneport, each with their own filters and optiomg;luding exporting to excel.

The Copy function will allow you to copy your budget to ethprojects/phases.

Subcontractor Bid Entry

After choosingPurchasing: Offsite Contracts: Subcontractor Bid Ertry, you will be asked to select
your offsite phase and ttedirect/Offsite Contract Categoryhat you are entering your bids for.

Select the from the drop down menu, for the margbtidcreen pictured on the following page to appear

It displays the summary record for bids that wearevpusly entered for each subcontract®efore you
can enter any bids you must first enter a budgeteSrevious section for details)

13
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Entering an Offsite Bid

SelectNew to enter a new bid. A new line item entry
will be created. TheBid Date will automatically
default to today’s date, (which can be overwritten)
and theTotal Bid will be zero. Then select the
Subcontractorfrom the dropdown list. You are now
ready to enter the costs (as per the subcontractors
bid). This is done in theBudget Detail screen
(below), which you can access by selecting the
Detail button.

A window will open listing your predefine@udget Line Items Enter the cost details as per your
subcontractors bid. All fields in this screen canchanged as desired, however, new line iteamsotbe
added. This can only done from within tBedgetscreen.

The Detail button allows you to see
the detail line items supporting a bid,
and allows you to make any changes
if necessary to existing entries. If a
bid has beemwarded then it will
display in red in the main bid screen.
An awarded bid will automatically
create a contract record for that
subcontractor.

After the costs have been entered

select Save and exit this screen to
return to the maimid Entry screen.

Definitions of the buttons from the Offsite Bid Ent screen are:

Save Save your entry and return to the main menu.

New Select this to enter a new bid.

Revision Enter a revision to an existing bid.

Detail Allows you to enter the detail line item informatior a specific bid.

Award To award and finalize bid selection for a subcarita This automatically creates| a

contract record and will assign the next availatgatract number. You can override this

with another contract number desired.

Delete Deletes the selected or highlighted bid entry feuh.
Print Allows you to either display or print a Bid Comsam report for selected bids.
Exit Exits the bid screen and returns you to the mainuwathout saving.

14
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Creating Offsite Contracts

Upon awarding a bid, you can proceedPurchasing: Offsite Contracts: Create a Contractto finish
the contract set-up and preparation. You will aliyi be asked to choose tisibcontractorthat you
would like to create the contract for and thenrttaen Offsite Contractsscreen will. Inside you will see it
displaying a summary line for each contract andh@ange order for this subcontractor.

Please Noteif a bid was awarded during the bidding procesdlitalready appear in this screen with all theailed
line items so all you have to do is verify the amioand generate your contract documents.

Creating a Contract without Bidding

Or, if you do not use the bidding system,
you can simple create a new contract by
selectingNew. This will display small a
window with the next sequential contract
number in the system. If you already
have a number assigned you can enter it
here. Select thAdd button to proceed.

When the new contract entry is created
the Date column will default to today.
This can be changed. Then select the
Phasefor this contract followed by the
Detail button to open theOffsite
Contractscreen (below).

To enter the line items seleblew.

An Item # will automatically be
assigned. As you select theadefor
each line item theCost Codewill
automatically appeaif cost codes
have been setup. Then enter the
Quantity, Unit (i.e., EA, hr, etc.),
the Item Description andUnit Cost
for each line item.

The Total Costwill automatically be

calculated. Use théNotes field to

enter additional comments or

descriptions. Theltem Date will

default to today’'s date and can be changed atpthi# if desired. A date will also appear in tBeport
Datefield if this contract record has been exportedriaccounting system.

Special Note:By clearing the export date a contract recordlmne-exported required.

15
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Important: If you set-up your default list of line items ftive offsite contract category (see page 7-8 foaits,
then you will be able to select the item from apdtown that will appear in the description columnickhwill save
you data entry time.

Use theSavebutton to save your changes and Bedete button to delete a specific line itefaxit will
return you to the mai®@ffsite Contractssummary screen.

Preparing Contract Documents

After entering all the cost details you will be dgao Print your contract
documents. The contract consists of the addenduntootract detail
information and the contrabbilerplateinformation.

Select Contract Addendumto print the detailed addendum information.
This preformatted document can ta@lored for your company. To create
the contractboilerplate document you will need to merge the appropriate
information fromPurchasing Powerwith your contract merge document.
You will first have to insert the merge fields intour contract document in
order to use this featu(see page 11 for details)

Revising a Contract

The Revisionsbutton in theOffsite Contractsscreen allows you create revisions or change sridean
original contract. After selectingevisionsthe process of entering the revision informat®rdentical to
the original contract entry. The addendum docuradds the revisions to the original contract amdoint
reporting purposes. You also have the ability td adescription and/or Comments along with extensiv
Notesfor each contract. This descriptive informationl wrint on your contract addendum document.

Note: The Export Dateis automatically updated when your contracts agored to your accounting system. By
clearing the export date a contract record carelexported if required.

Contract Tracking

Pictured to the right, the Contract
Tracking feature allows you to keep
track of your contracts and various
stages in-between. This allows you to
manage  your contracts  more
effectively. You can fill in the
information as desired and a report
can bePrinted for all the contracts
that have been issued.

Please Note:lf any of the license expiration dates expiteirchasing Powemwill notify you before you enter the
Create a Contracscreen

16
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Creating Contract Draw Schedules

Purchasing Power allows you to
create contracDraw Schedulesthat
allow you to inform  your
Subcontractors of what you will allow
them to accept as a payment.

You can create multiple draws on any
number of items per line item spread
over whatever pay points you have
setup for thatrade/cost code

To enter this screen simply select the
Draw Schedulebutton from the main contract screen and the windbove will open. You will notice
that it will listing all the items for the contratttat you had selected.

Before entering youDraw Qtymake sure that th®preadpercentages are accurate. If you need to change
this for any particular line item you can by selegttheChange Spreadbutton. Then you will enter the
This Draw Qtyamount. When you create additional draws, @tg Remainingfield will reflect the
remaining quantity of each items that is left.

The Print button will allow you to print you draw schedule $send to your subcontractdgxit will
prompt you toSaveand return you to the main contract screen. Nexg tyou enter th®raw Schedule
screen it will automatically increment to the nexaw, starting off with the balance remaining frtime
previous draw/s.

Please NoteTo view or re-print a previous draw that you haveated, just enter the draw number inThé Draw
field and the screen will automatically show yoa thraw number you entered.

PCO (Preliminary Change Orders)

This screen allows you create and track
Preliminary Offsite Change Ordersor the
subcontractor.

By clicking Add PCO you can add an
change order, select i@rigin, and track if

it is Approvedor Rejected Any approved
PCO automatically becomes a regular
change order.

The PCO Detailbutton allows you to enter
your detailed line items.(For more
information regarding entering change order detgilsase refer to page 9)

17
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Onsite Bidding & Contracts

Onsite budgets, bids, and contracts are
consideredlot specific where your costs are
typically entered by plan/elevation. An example
of an onsite contract would be cabinets, where
the bids are made for each of your plan types.

We recommend that you begin by entering y@uiginal Onsite Budgetfirst (to have something to
compare your bids or actual costs to), and thenimgoonto eitheiSubcontractor Bid Entryor Create a
Contractdepending on your needs or requirement.

Creating an Onsite Budget

The purpose of creating a Budget is to have a mdirgference from which to compare subcontracias b
with your budget requirements. The budgeting fuorctvill allow you to print a detaileBid Comparison
Reportwhich can assist you in deciding which subcontmashould be awarded the contract.

To begin entering yourOriginal
Budget buy going to Purchasing:
Onsite Contracts: Original Onsite
Budgeting This screen will display
the list of trades wused in the
construction process of each plan
according to the trades selected in the
Select Onsite/Offsite Trade Codes
screen(see page 8)

It is recommended, that you use your

Bid Master Phase(see page 10)

which should have all your plan

elevation combinations in it for the

entire project, to input your master

budget. Doing so will allow you to

copy your budget from thisMaster Budget to each phase, without missing any plane/elenatio
combinations, which may or may not exist in thevidlal construction phases.

Simply, enter the budget amount for each trade/plamation combination. THeup Budget button will
duplicate any budget amount to any field to thatr@f the selected field. This can be helpful is budget
is the same amount for certain plans and trades.

Using Notesyou can add any additional information per tradel theZero Suppressoption allows to
exclude, or hide from the screen, any trades thae la zero budget (across all the plan), that ate n
applicable for that project. A similar filter isfefed in the print screen.

18



IBSWIN Purchasing Power - User Guide

Adding Your Project mix to the Budget Report

Since you are using you Bid Maser phase, whichfeka phase that represents the entire projedges
not actually have the correct mix of plan/elevatammbinations for the entire project. When using th
Print option you can seletise an Alternate Mixto input the project mix to print your Original Bget
representing the entire project accurately.

To revise your original budget, and to be ableréagk the revision, it is recommended that you dthan
budget by trade screen.

Budget by Trade

To revise your original budget, or to enter youddget by
trade go toPurchasing: Onsite Contracts: Budget by
Trade Here you can easily manage and track the budget f
the selected trade in greater detail than via thigil
Budget screen.

If you did not set-up arOriginal Budget then you can
selectNew to add the budget entry. TiBaidget Date
column will default to today’s date (which can be
changed), and th8udget Total will appear as zero.
Enter anyComments/Descriptiongou desire. ANotes
field is provided for any additional information o
wish to enter. Seled@oststo enter the budget amount
per plan.

19
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The Onsite Budget Detaiscreen (right) displays each plan and elevationbooation for the phase along
with the number of lots@uantity) that will have that particular plan constructddhis mix is derived
from the information entered in ti8=quence Sheet

Enter the cost details for each plan in Buedget Per Unitfield. Enter all amounts for each plan. The
Total Budgetfield will be automatically calculated as you entgach bid amount. Once completed, press
Saveand exit the screen.

After the budget line items have been entered youhit theSavebutton to exit and return to the main
Budget Entryscreen.

The Revision button will automatically duplicate the selected
budget with zero cost. ThRev# column will reflect the next
consecutive revision number for that budget. Yoll maw be able
to enter the costs for this new budget.

The Copy function will allow you to copy your budget to eth
phasesPrint allows you to print &éirect Construction Budget
report. This will show all the budget informatiorerpplan and
trade as setup in ti@riginal Onsite Budgeting (see page 18)

Subcontractor Bid Entry

After choosing Subcontractor Bid
Entry, you will be asked to pick the
phase and trade that you will enter your
bids for. If your subcontractors are
bidding for the entire project, it is highly
recommended that you do all your
bidding from a Bid Master Phase
(please see 10 for more details).

Note: If this is the first time you are
bidding for this Trade it is
recommended that you setup your
budget first(See page 18 for details)

SelectNew to enter a new bid. A new line item
will be created. Thaid Date will automatically
default to today’s date (which can be overridden)
and theTotal Bid will be zero. You will need to
select a&Subcontractor
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The next step is to enter the cost details ashgesuibcontractors bid. This is done in Bhe Detail screen
which is accessed using tBestsbutton.

A window will open displaying each plan for the ppaYou can enter the cost per plan and if theyrere
same use thBup Bid button to duplicate the costs down from the plan gre on.

If there is a variation in cost for a particulaaplelevation, then use the button in the far lefumn
Elevationswhere you can adjust the amounts individually.

The Total Bid field will be automatically calculated as you ergach bid amount. Once completed, press
Saveand exit the screen. Upon exiting you will be read to theOnsite Subcontractor Bidscreen.
Here you will notice that th&otal Bid for the subcontractor will now reflect the totdltbe amounts you
just entered.

At any pointduring the bidding procesgpu can revise an existing budget using Revision button.
When this is selected the budget will automaticeliplicate with zero cost details and Rev#column
will reflect the next consecutive revision number that subcontractor. Then enter the cost detals
mentioned above.

Print allows you to print théid Comparison Reporto compare your bids to your budget and to assist
you in making a decision as to which subcontractoto be awarded the contract. Another report of
interest is the&Subcontractor Bid/Onsite Budget Summary Reporhis can be found und@urchasing:
Contract Reports. A sample of this report is pictured below.
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Awarding a Bid

To award and finalize a bid, select the subcorntraand hit theAward button.

If you are in theBid Master phase you will be prompted for which Phase you
would like to award the bid. Using the Bid Mastéape for bidding will allow
you to award the bid to each phase as necessaty aratk all your bidding for
the entire project from one screen. If you inputirybids in actual construction
phases you will only be able to award the bid & pfhase.

When awarding a contract, a screen will appear vk next
consecutive contract number. Either accept the ctenpgenerated
contract number, or use your own pre-determinedo®aim

If a bid has been awarded then the entry will spldiyed in red. An

awarded bid will automatically create a contracthwthe costs already

entered so when you go to tGeeate a Contractmenu item you will be
able to generate your contract and payment schedde the next section for details.

Creating Onsite Contracts

Upon awarding a bid, you can now proceedPtochasing: Onsite Contracts: Create a Contractto
finish the contract setup and preparation. ChobgeSubcontractorthat you would like to create a
contract for. You will now see th®nsite Contractsscreen that will display a summary line for each
contract and/or change order that you have with thibcontractor. If you have awarded a bid, your
contract will already be in here ready for you tmpyour contract documents and addendums.

If you are entering a new
contract, start by selecting
New. A small window with
the next sequential contract
number will appear. HiAdd
to accept, or type enter
another number of your
choice. Then select tHehase
(in the Phase column) from
the dropdown list. The system
will default to today’s date in
the Date field which you can
change.

22



IBSWIN Purchasing Power - User Guide

Use theCosts button to begin entering the costs associated eaith plan elevation combination. The
Onsite Contracts Plan Mixscreen pulls the plan/elevation information frdme sequence sheet for the
phase that you have selected.

Enter thePlan Unit Costand the system will
calculate the Total Cost based on the
guantity mix per plan.

Note: The Dup Cost button will duplicate
the selected cost down the row

After you have completed entering the unit
cost for each plan, thélotal Contract
amount will display in the top right of the
screen. To complete the contract setup, you
now will select theSpread button to spread
the plan costs to each of the lots in the
selected phase.

If you have already setup tiay Points(Contract Spread %'s) (see page Ben theOnsite Contracts
Lot Spreadscreen will be open. If youray Pointshave not been setup, you will be prompted to dodh
this point.

How you set up your pay points will determine hdve fplan costs are spread. If there have been any
changes made to the sequence sheeRélfreshbutton on the main contract screen, will bringha hew
mix thereby allowing you to generate a neay Schedule Addendum

The Lot Detail button, also displays the lot spread, however dmtgecalculate any of the fields. So if
you make changes in tidan Mix it will not effect the lot spread until you re-sait.

The Copy Contract buttonallows you to copy a contract from phase to phask aso gives you the
option to roll up any revisions. TH&opy to Budgetfunction is similar to copy contract however heoe y
copy the contract costs to become a new budgeinfpphase.

Note: When copying to a phase with a plan/elevation doatton that does not exist on the phase from whiahare
copying (e.g. plan 4A exists on the destinationsghlut not the source), then the costs for that/@levation (4A)
will not be updated. You will need to enter anytsaaanually.

The Onsite Contracts Lot Spreadcreen displays theot & Plan numbers, thd’lan Cost(as per the
subcontractor), and the breakdown of Brey Points(pictured on next page). The name of each pay point
will appear as the column header according to how setup your contract spread (pay points) for the
subcontractor or trade.

Note: You can change thielan Costand pay point dollar amounts for special contragtsion situations or where a
specific lot has different costs.
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If you scroll further to the right you can
add aLot Descriptionand any further
Notesfollowed by theltem Datewhich
defaults to today's date but can be
overwritten if desired. A date will also
appear in theexport Datefield if this
contract record has been exported to an
accounting system. Use tBavebutton

to save your changes aBdit.

Note: You do have the ability to
override the lot and pay point
spread in this screen at any time.
Also, by clearing theExport
Date a contract record can be re-
exported if required.

Preparing a Contract to Print

You are now ready to prepare your contract docuseytselecting th@€rint button on the mai®nsite
Contractsscreen. The contract consists of thasite Payment Scheduland theContract Boilerplate
information.

Select Onsite Payment Scheduléo print the detailed payment schedule. This ipre-formatted
document thatan be tailored for your company. To create the cantBoilerplate document you will
merge the appropriate information using the Wondptiate that you have creatéske page 11)

The Budget/Contract Comparisorreport allows you to compare
your budget with the subcontractors quoted costs Téport will
display the variance/difference between the twa @er plan basis.

The Contract Merge Documenbption allows you to select your
contract merge document and thiecing Agreementcan be used to
in place of thePayment Scheduler as a preliminary document for
the subcontractor to agree upon the pricing begsge you contract
documents.
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Revising a Contract

TheRevisionsbutton in the mai®nsite Contractscreen allows you create a revision or changer tode
the original contract. After selectingevisions for the contract you wish to change, the procafss
entering the revision information is identical ke toriginal contract entry.

The addendum document adds the revisions to tiggnalicontract amount for reporting purposes. You
also have the ability to addescription/Comment@and extensivéNotesfor each contract revision. This
information will print on your contract addendumcdment. TheExport Dateis automatically updated
when your contracts are exported to your accourdysgem. Usé&aveor theExit to save your changes
and to exit.

Please Notelf a change order is lot specific, you will ent@ur cost for the specific plan in the Plan Mixesan,
spread it, and then in the Lot Detail screen adhesamounts as necessary for each lot.

Contract Tracking

Pictured to the right, the Contract Tracking
feature is allows you to keep track of your
contracts and various stages in-between. This
allows you to manage your contracts more
effectively. You can fill in the information as
desired and a report can Banted for all the
contracts that have been issued.

Please Note:lf any of the license expiration dates expiPeirchasing Powemwill notify you before you enter the
Create a Contrackcreen

Roll Contracts

Found in the maif©Onsite Contracts menu,Roll Contracts
provides a convenient way of awarding multiple cacis
from pone phase to another. After selectingftb@ndFrom
phases, the following screen will open.

Here you will be able t&electwhich contracts to roll or
copy to the other phase. You can enter Tlwe Contract
number, or leave it blank for it to be automatigabssigned.
Then selecRoll Contractsto complete the process.

Note: When using the roll function, be aware that if yoll to

a phase with a plan/elevation combination that dmg<sexist on the phase from which you are copyeng. plan 4A
exists on the destination phase but not the soutteen) the costs for that plan/elevation (4A) widk be updated. You
will need to enter any costs manually for each nemtract created.
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Find a Contract

This menu item allows you to search for either asite or offsite contract by the contract numbehew
prompted for the contract number leave it blanfoti want to see the complete list.

Options Ordering

This menu item links to ourOptions Plus

module. If you have an existing options order

you would like to view/edit you can do this in
three different ways: 1) Find By Buyer Last Nan®),Find By Project - Lot Number, 3) Find By Phase
Lot Number. For information about Options Orderiptpase refer to options Plus User Guide

Purchase Orders

There are three categories of Purchase Orders
that can be created. These dret Specific- for
PO’s that relate to onlgnespecific lot,Non-Lot
Specific - for PO’s that relate tall lots in a
particular phase, and/ultiple Lots - that is
phase specific that allows the allocation of one
PO to multiple lots.

To the right is an image depicting tRarchase Ordermenu forPurchasing Power Each menu item will
be defined in the following sections.

Add Purchase Orders

Select Purchasing: Purchase Orders: Add a
Purchase Orderfrom the main menu and choose
betweenlot specific and non-lot specific PO’s.
Once you have selected the phé&ased lot - if
applicable)the screen to the left will appear.

Please Note:Both the lot specific and non-lot
specific screens are identical. TA#locate To
Lot column allows you to assign each line to a
specific lot.
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1. To add an item to the P.O. it is best to start welecting the appropriatendor or subcontractor.
This is done using the pull down list at the tojp-teand corner of the screen.

SelectNew from the bottom of the screen to begin adding yourchase Order line items for this
particular vendor. You will notice that th®ty, Cost and Total Amount columns will
automatically fill with ‘0’ value. Enter all the p#nent information for each specific Purchase
Order item that you want to order through this \@mndlse the chart below as a guide.

Purchase Order columns defined

Qty The number of items you wish to order.

Unit The unit of measurement for the item.

Item A description of the item and/or product you aréesing.

Description

Cost The cost per unit of the item.

Total This is filled in automatically and is calculategt multiplying the quantity of

Amount items purchased by the total cost per unit.

Notes To add additional notes or information regardingttparticular item. The field
will be highlighted in red if any notes are entered

Cost Code | This is used to accurately assign this item to ap@ropriate cost code for
exporting purposes to your back office accountioftygare (if applicable).

2. To print or display your PO select thant button
3. To save new PO'’s or Back Charges sefzate To erase a particular item select it, and priees t

Delete button. Exit will close the PO screen and will always prompti o save any changes.
SelectYesto save and exit, dYo to exit without saving.

Purchase Order screen buttons

Eraser button which will delete the entire PO.

Move Phase Only works omon-lot specificPO's to allow you to allocate this PO to anothease.

Insert Line Allows you to insert a line anywhere on the PO

Track PO This button allows you to enter various datest you ca
track in relation to the PO. These fieldsl print on somi
of the PO tracking reports.
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Revision This button is only active if the PO line items baleen exported. Creates ngw

revision line for export.

Bck Chrg A back charge is a credit purchase order. To bhekge an item select tigek Chrg

button. A window similar to the PO screen will op&mollow the same procedures|to
add items and/or products to backcharge as isneditlin section 1 at the top of the
page(for more detail about Back Charges see page 29)

Copy

This is used to accurately assign this item toappropriate cost code for exporting
purposes to your back office accounting softwdragplicable).

Miscellaneous PO Menu Items

There are several menu items found underSiavice: Purchase Ordermenu (see the screen image on
page 20) which are briefly described below.

1.

Find & Edit Standard Purchase Orders: Allows you to find your desired purchase orderRgy
number, or to view a list of all PO’s from all pleasand projects.

. Purchase Orders by PhaseAllows you to print or display &urchase Order Summary Report

listing and totaling the cost of each lot or nohdpecific purchase order by one or more phases.

. Purchase Order Item Detail by PhasePrint or display each PO

with a detailed list of each item by lot. There arany useful filters
for this report (pictured right).

. Purchase Orders Cost Detail:This selection prints (or displays) a

report showing purchase orders sorted by the sutamior trade
(cost code).

. Purchase Orders by Subcontractor: To print a selection of

purchase orders sorted by either one or all subactors.

. Subcontractor PO Summary: Quick summary of the number of

PO’s and their dollar totals sorted by phase, saihg,type of PO.

. Purchase Order Log: PO log sorted in chronological order by one opakses.
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Back Charges

A Back Charge is a credit Purchase Order
which is made when, for instance, a
subcontractor damages something in the
process of doing there work. From the menu
there are three options to choose from picture.righ

Adding a Back Charge

There are two types of Back Charges that can betede One id.ot Specific- that relate to onlpne
specific lot, andNon Lot Specific- that relate tall lots in a particular phase. To add a back chaetpges
Purchasing: Back Charge: Add Back Chargdsom the main menu. Once you have selected theephas
and lot (if applicable) the screen below will appea

1. To add an item to the Back Charge, it is bestaa stith selecting the appropriatendor or
subcontractor. This is done using
the pull down list at the top left-
hand corner of the screen.

Select New from the bottom of
the screen to begin adding your
items for this particular vendor.
You will notice that theQty, Cost
and Total Amount columns will
automatically fill with ‘0’ value.
Enter all the pertinent information
for each item that you want to
charge back to this vendor. Use
the chart below as a guide.

Back Charge main screen columns defined

Qty The number of items you wish to back charge.

Unit The unit of measurement for that particular item.

Item A description of the item and/or product.

Description

Cost The cost per unit of the item.

Total This is filled in automatically, and is calculated multiplying the quantity of

Amount items purchased by the total cost per unit.

Notes To add additional notes or information regarding ttem. The field will be
highlighted in red if any notes are entered.
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Cost Code | This is used to accurately assign this item to &ppropriate cost code for
exporting purposes to your back office accountioftygare (if applicable).

2. To print or display your Back Charge selectPhi@t button. You will be given the choice to either
display or view an actual Back Charge or print @ent to Back Charge. Add any verbiage you
may require, or select whether or not you wismtiude the line item notes.

3. To save a Back Charge sel8etve To erase an item, select it, and then pres®#iete button.
Exit will close the Back Charge screen, but will alwgysmpt you to save any changes. Select
Yesto save and exit, do to exit without saving.

Miscellaneous Back Charge Menu Items

There are a few menu items found under Fhechasing: Back Charge menu, which are briefly
described below.

1. Find and Edit a Back Charge: Allows you to find your desired back charge byritsnber or to
view a list of all Back Charges from all phases angjects by leaving the Back Charge number
field blank.

2. Back Charge Summary by PhasePrint or display &eportthat lists and totals the cost of each
Back Charge per phase.
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Contract Reports

Pictured to the right is the menu items found uridi@rchasing:
Contract Reports. Most of these reports are scattered throughout
the Purchasing Power module but can also be foeng for easy
access. A brief summary of some of the reportsasiged below.

Commitments by Phase: Creates a Commitment
Report sorting and totaling all committed Contraatsl
Purchase orders by trade cost code for either oradl o
phases.

Contracts Summary by Phase:Provides a more specific
report with numerous options for which specific alatou
would like to appear. See the image to the righti&gails.

Direct Construction Budget: Under this menu option you

hare provided with two options: Budget Reportwhich will

print aDirect Construction Budgeteport for an entire phase,

by plan type, and trade cost code,Bt)dget vs Actualwhich will display the variance/difference
between the budgeted cost and the actual coseadimmitted contracts sorted by plan type.

Offsite Budget vs Actual: Displays the variance/difference between the biggbeost and the actual
cost of the committed contracts sorted by the w@ffsontract category.

Contract Tracking: Allows you to print an overview and status repdetailing contracts and the

various stages prior to completion and settlemgnits will print all contracts for the selected plas
by contract number. The option is also providedrint by subcontractor.
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AutoPay

AutoPayis an add-on feature in IBSWIN that provides ybald superintendents and office personnel
with the ability to review and approve onliRerchase OrderandContract Pay Schedules

It provides a simple user interface that can bessmd by a “wireless” laptop PC or desktop compandr
automatically creates invoice or payment transastifor your accounting system. This eliminates the
need to manually enter invoices in your accounsiygjem. Your accounting department and management
team still have the ability to review and approweaices prior to check processing via the available
reporting.

AutoPaysaves time entering and matching invoices ag&@st and contract for your accounting staff, it
simplifies approvals for your field superintenderdad it eliminates the need for your subcontractor
submit invoices. Many homebuilders have been ableegotiate better prices from their subcontractors
by implementing this AutoPay process and making gnecounting much easier.

Superintendant View

Used individually, or as the first step in usiAgtoPay, Superintendant View is used to approve the
payment of the purchase orders or contract paytpdiat have been issued previously in IBSWIN. By
selectingPurchasing: Superintendent View

There are three selections; $rheduling/PO
Approval 2) Non-Lot Specific PO Approval
and 3)Contract Approval

The Scheduling/PO Approvakcreen below provides your superintendents wighathility to update the
schedule tasks for the selected lot, review andosgppurchase orders, and print various reportstitey
would need.
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Purchase Order Approval Process

Onsite PO's are selected from the
main Superintendant Viewscreen,
whereadNon-lot Specific PO'shas a
separate menu item. The approval
process is however exactly the same.

Upon selecting théedit PO button
for a specific PO, the screen to the
right will open. Your superintendent
would simply select the lines by
checking theApprv'd column for
each item that they are approving for
payment.

Upon completion of the Purchase Order approvass stiperintendent (or accounting manager) can print
out a report detailing the approved invoices.

PHARAOH DEMONSTRATION APPROVED PURCHASE ORDER DETAIL
3 Annravad Franv {ota DOVITINNT Pﬂ!le 1
(Deniare. cna Gan Juan Estades i Approved Fromx / / to 00/27/2007
[Preject: So1 i 091277200
I Phaca <JIEQM ESTATES .PUASE1 I
i LR LEE - L = Al
PO Approval
PO# Rev  Dale Date  Sdscontraclorliem Dexapiion Cost Code PO Type Total Cost
L51:03-BOB AND MARY SMITH
002862 04/14/93 0472606 GREENS APPLIANCES 860088 OPTPO $990.00
SLPPLY & IMSTALL
002363 041409 09/27M07 GREEMS APPLIANCES QP TRPO $930.00
INSTALL APPLIANCES
003188 040303  09/2707 ABC CABINETS 575 STDPO $300.00
Paint Cabinets
007093 077 07107 AJ. Cabinets LY STDPO $55.00
Line1
073107 073107 AJ. Cshinets STDPO $65.00
Line2
TOTAL LOT 03: $2,390.00
[
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Contract Approval Process

The Contract approvals can be done in a similar manner to the

Purchase Orders. After selecting the phase to approntracts
for, a window will open listing all the available@mtracts and

change orders for the superintendant to selecapptbve.

Upon selection of the a contract, thmsite Contract Detail

For Payment Approvakcreen will display pictured below). By
selecting the approved pay points, your superirgsetsican quickly facilitate the payment processing.

In addition, an Approved
For Paymentform can be
prepared as pictured right.

APPROVED FOR PAYMENT
Sulx CRAIG'S CONCRETE
CONC CONCRETE FOUNDATION SLAB
6315 JAMBOREE AVE
IRVINE, CA 92613
(HIET10017
Phase: SJEO01 ESTATES -PHASE1 (M9TBAZD
SAN JAUN CAPISTRANO, CAS18T1 ROM ERRS
Tract S1665
€ Cwremt Approvak *  Proviously irvoiced
Seq| Lot | Plan Frice Draw 1 Dvaw 2 Draw 3 Retention
30.00 % appnt 30.00 % appr 30.00 % appr TO.00 %6 Appr
02 | 02 ROAR $6,500.00 §1.95000 € $1,950.00 §1.950.00 ®s0.00
05 | 05 oA $6,500.00 §195000 € §1,950.00 $1,950.00 $S0.00
06 | 06 poc $6,150.00 §1,84500 € 1,545.00 $1,845.00 #15.00
08 | 08 MOA $6,700.00 §201000 & §2,010.00 $2,01000 7000
o9 | 09 pos $6,100.00 §1,83000 & 1 ,830.00 $1,83000 ¥®10.00
10 | 10 poc $6,400.00 $1.920.00 §1,920.00 $1,920.00 §640.00
11 1M oA $6,800.00 $2,04000 $2,040.00 $2,04000 $80.00
12 | 12 [oB $6,100.00 §1 830,00 1 830.00 $1,830.00 #w10.00
13 | 13 pos $6,600.00 $1,930.00 $1,980.00 $1,930.00 WE0.00
14 | 14 poa $6,500.00 $2,040.00 §2,040.00 $2,040.00 62000
| Totals : $64.650.00 $19,395.00 $19,395.00 $19,305.00 $6,465.00
- Previously Paid - 50.00
- Approved For Payment - $9.585.00
Notes : = Total Approved - $9.585.00
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Invoices

Invoicing is the final step in the process of

using theAutoPay system, and cannot be used

separately. The Invoicing module generates the

invoice payment that is used for accounting by tangathe actual electronic invoice record that will
interface with your accounting system. This precean be completed by either the purchasing or
accounting departments.

After selectingGenerate Invoicesfrom the main Invoice menu you will be able toogess either
contracts or purchase orders. Each selection wsplay a list of approved items that a ready to be
invoiced.

Simply check each contract or PO
that you wish to generate an invoice
for and then select thé&enerate
Invoice button.

After the contract/PO selection is
made, the system can then prepare
various documents that management
can review prior to finalizing the
creation of the actual approved
invoices for your accounting system.

ONSITE CONTRACT INVOICE REPORT FOR - 09/27/07

Payee Lnz Phase Lot Cost Code Contracts Description Trade Total Amount
Invoice: 000000000020

ABC FRAMING 01 SJEM 0z 578 00000018 Lot: 02 - Stage: 001 CARR 240.00
ABC FRAMING 002 SJEM 03 578 00000018 Lot: 03 - Stage: 001 CARR 240.00
ABC FRAMING W03 SJEN o 578 00000018 Lot: 04 - Stage: 001 CARR 240.00
ABC FRAMING 04 SJEM 05 578 00000018 Lotz 05 - Stage: 001 CARR 240.00
ABC FRAMIIG 005 SJEM 0% 578 00000018 Lot: 06 - Stage: 001 CARR 240.00

Totallnvoice: 000000000020 $1.20000

Invoice: 000000000021

ABC PLUMBING o1 SJEM [ 550 0000058 Lot: 02 - Stage: 001 PLUM 1,4T0.00
ABC PLUMBING 2 SJEM 03 550 0000058 Lot: 03 - Stage: 001 PLUM 1,960.00
ABC PLUMBING 3 SJEM 05 550 0000058 Lotz 05 - Stage: 001 PLUM 1,400.00
ABC PLUMBING 04 SJEM 06 550 0000058 Lotz 06 - Stage: 001 PLUM 1,225.00
ABC PLUMEING s SJEM (1] 550 0000058 Lotz 09 - Stage: 001 PLUM 1,120.00

Total Invoice: 000000000021 $7.175.00

Invoice: (00000000022

CRAIG'S CONCRETE o1 SJEM 02 240 00000061 Lot: 02 - Stage: 001 conc 1,950.00
CRAIG'S CONCRETE 002 SJEM 05 240 00000061 Lotz 05 - Stage: 001 conc 1,950.00
CRAIG'S CONCRETE 003 SJEM [13 240 00000061 Lotz 06 - Stage: 001 conc 1,845.00
CRAIG'S CONCRETE 004 SIEM 08 240 00000061 Lot: 03 - Stage: 001 conc 2,010.00
CRAIG'S CONCRETE 005 SJEM 0 240 00000061 Lot: 09 - Stage: 001 conc 1,830.00
Totalinvoice: 000000000022 $9.585.00

Total Invoiced: $17,960.00
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INVOICE LISTING BY INVOICE

Inv Export Rem

Payea Lu# Phase CostCode PO/Cntici  Description Date Date Trade  Quantity Total Amount

Invoice: 0000000000 16
ABC CABINETS W01 SJEN 675 LU Lot: 02 - Stage: 01 ormar CAB| L 2,340.00
ABC CABINETS "W SJEM uTs LUl Lot 02 - Stage 002 oriFaT CAB| 1, 1,560.00
ABC CABINETS 401  SJEM &T5 D000 Lat: 06 - Stage: 001 oTHT CAB| 10 238000
Totallnvoica: 000000000016 $6,240 00

Iwvoice: 000000000018

CRIAG'S CONCRETE a1 SJEM 250 H0M0MODE Lot: 02 . Stage 001 teet atixar CoNC 100 2,Te000
CRAG'S CONCRETE 402  SJEM 240 HIRORODE Lot: 08 - Stage: 001 test oTHT CONC 100 285000
CRAG'S CONCRETE 03 SJEM 20 LI ) Lot: 08 - Stage: W2 tost oTHaT CONC 1. 285000

TotalInvoice: 080000000818 48,460 00

Involce: 000000000019

A5 Cabiets Wi SJEM na T3 une1 oTIF AT m $5.00
AJ Cabixts #0nr  SJEM na 70Nz Line2 armaT 180 500
Totallnvoice: 000000000070 $120.00

Imvoice: 000000000020

ABC FRAMING 401 SJED 578 $0000018 Lot: 02 - Stage: 001 0872707 CARR 100 240.00
ABC FRAMING 02 SIEM 5T8 ITITIH Lot: 03 - Stage: 001 092707 CARR 10 24000
ABC FRAMING 003 SJE0 578 0004018 Lot: 04 - Stage: 001 092707 CARR 10 240.00
ABC FRAMING W04 SIE0 578 H0H0N018 Lot: 05 - Stape: 001 032707 CARR 180 24000
ABC FRAMING W05 SJEN 5T8 H0H0I013 Lot: 06 - Stage: 001 0zZT0T CARR 10 230.00

Totallnvoice: 000000000020 $1,200 00

Final Steps for AutoPay

The final step for the AutoPay process is to expotr InvoicesPlease review the next section of this
User Guide for more information.
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Exporting Commitments

IBSWIN provides a simple electronic interface of commitiméenformation (purchase orders (all
modules), onsite contracts and revisions, offsietracts and revisions, and invoices) to many ludfike
accounting programs including: Sage 100, Sage BQf@getTrac, and Maxwell,. How to export to Sage
100 and Sage 300 is described in the applicabteasdelow.

Important Note: The following sections below explain only the pedares of creating an export file. To import to
your accounting program and/or to configure IBSWiNcommunicate accurately is beyond the scope isfuker
guide. The setup and configuration procedures Xpoging can be complicated and certain preliminafgrmation

is required from the accounting department/s tsaoorrectly.

We suggest reviewing theetting Up Common Database Filegn our Set-up & Configuration User Guid€if you
are not familiar with how your inventory is setuplBSWIN). Then you will need to follow the institians provided
in the Exporting to Sage 100/Sage 300/BudgetTrackIetup Guides to configure your IBSWIN datab@sensure
that the correct data is exported. Please contast®haraoh representative for further assistance.

Sage 100 Contractor

To export IBSWIN commitments to
Sage 100you will need to go to the
Tools: Export Functions: Sage 100
Contractormenu as seen below:

Begin by selecting what information or

type of commitment you would like to expdrte.:
Purchase Orders, Onsite or Offsite Contracts,
Onsite or Offsite Budgets)

When selected, you will need to specify the phase
that you would like to export PO’s for (in this
example). Selectingroggle all PO’s for export
will pre-checked all PO’s for export when you go
into the export screen. Otherwise, you can check
(or uncheck) which PO’s are ready for export.

Please Note: The export screen only displays
commitments or that have NOT been previously
exported.

After making your selections, but before using Ehxgort button, we recommend that you use Euant
button to print arExport Audit Report This will give you a summary of what is goinglie sent over to
Sage 100. You will then be required to select thieect Sage 100 company folder to export the data t
Please make sure the person doing the export hlasHsoknowledge and authority to do this.
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Once the export process is complete, the PO’steeletiould automatically appear in Sage 100 ready f
accounting review. Please consult your Sage 108uttamt for further help if necessary.IBSWINeach
commitment line item will automatically receive &xport Date. This will prevent them from being
exported a second time.

To re-export a PO or contract, simply delete thgoeixdate and re-process the export. Sage 100haiill
allow duplicate POs or contracts to be imported.

Sage 300 Construction

The Sage 300 export function allows you specify
the Phase that you would like to export POs,
Contracts, Budgets, Invoices, and Subcontractors.

After selecting one of the menu options, will be
prompted to select one or more phases that will lis
all the available commitments not previously exedrt

The Toggle all contracts for exportield will allow you to pre-select all commitmenit®t previously
exported by entering a check mark in the associated SelectOK to see a display of all the non-
exported commitments. You can select/deselect aegific items you want or do not want to be
exported. Whilst in this screen we recommend prgnanExport Audit Report This gives you a printed
record of what will be sent to Sage 300.

SelectExport to start the export. Another window will
open where you will need to provide a file nameg an
select the folder to which the export file will baved. We
recommend that the file hame coincide with the tgpe
export and the date (i.e. - PO0215). In additiorg w
recommend that you export the file to the main S2@@
directory/folder. This will make the importing preEss
easier for the accounting people. The system walaie a
comma delimitated text file with .JCC extensiontlnis
folder.

Once a PO and/or contract has been expdB8uVINwill

automatically date the detail line item to prevémem

from being exported a second time. To re-exportOad? contract, simply delete the export date and
reprocess the export. Sage 300 wil allow duplicate POs or contracts to be imported.
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