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Introduction

Options Plusassists your salespeople from the moment they sit dattnthe homebuyer on the initial
discussion through the final selection of Options. Bg&em completely automates the intensive and time
consuming paper process from start to finish by gengratcurate options orders. It even automatically
generates purchase orders to your subcontractors, proeidesuperintendents with immediate updates,
and keeps everyone on the same page. The database isedroppricing, suppliers, and subcontractors,
cut-offs, and other vital data which is used to geneyaters.

OPTIONS PLUS FLOWCHART

Price Book Options

Sales Order
Customer Cost Summary

Suppliers and
Subcontractors

Management Reporting

Purchase Orders
Options

Accounting Journal Entries

Automated ordering
Auto-generation eliminates Purchase Order typing, andod® of revenue due to outdated or

incorrect pricing or mistakes in calculating.

Plans
Allows for "Plan Specific" option pricing so that youslesperson only gets a listing of options

specific for each buyer's plan.

Price Book
All current option prices are maintained on the databbmsproving pricing accuracy. Provides

professionally printed Price Book.
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Prices
Auto mark up feature makes price changes easy and speedsatipasttand price set up.

Purchase Orders
Automatic generation of Purchase Orders with a pustbafttan.

Sales Orders
System produces a Hard Copy Sales Order for the custonsggnt. This can be tailored to each
builder's requirements.

Management Reports
Lot Profit Analysis Summary Report
Ordered Option Recap by Phase
Option Purchased by Subcontractor
and many more

Options Plusgreatly increases your staff's productivity and output agpa®rders, whether they are
customer option orders or supplier purchase orders, areageshér minutes not hours.

The Options Plussystem allows your salespeople to spend more timetathome buyers and less time
with calculators—in fact, they won't even need a catoulanymore.
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Buyer Options Specific Setup

This section will take you through the special setup reog@inés needed for Buyer Options. This section
assumes that you have completed tmenmon database setup, including your Subcontractors and
Subcontractor Trade Codéss outlined in the Set-Up and Configuration User Guide, pg. 13abd) will
walk you through creating and processing buyer options orders.

Setting Up Options Groups

The first thing you will need to do is make sure @@ions Groupsare set up correctly. Options Groups
are the main categories under which you will assign amdpgyour various options. Although we provide
a default list of Options Groups with the system, you mvapt to modify them to meet your specific
requirements. Sele@etup: Options: Options Groupsand the followingOption Group screen will be

displayed:

‘Option Groups
. Grp Code  |Opiion Cosi Code[Description Opiion Type Maxgul;
SelectNew to setup a new option group. Eac [|isasm 1Base House Cost BH 3000
. 1LOTP 1Lot Premium EH 000
group has an alphanumeric code that prece [[wn | ppliance Group ° 0
- H AUDI 467 Audio Group 0 35.00
each option number ithat group. We sugges! Heasr ez Cabinet Opiion Grop o =00
using a consistent four-character code. B e 5 e
CLOS 492 Close ion Gro
- - - — CODRI  [230 Comr:?ep;nﬁve(fw?;]xs,Paﬁos g ::Eg
Note: The Account Nofield is only applicable if it CONT Const- Upgraies 0 0.00
is used for exporting data into your accounting o E:jﬁ:"‘““gp"j:;‘;‘““" = e
system . ELEF 447 Electrical Fixtures Option Group o 3500
FICAR 452 Finish Carpeniry 0 35.00
FIREP Fireplaces 0 3500
In this screen you can also specify the defs L | '
profit margin for a group and the require CSeve | Mew | pelee | e | et |

depositor down payment. These values will be
carried forward to the Options setup screen and order ggingeand can be changed at the individual
option level when setting up your options. T@ption Typeis also defined here. The three valid option
types areQ for standard option®gH for base house costs, addor custom options.

Setting Up Designers

Under Setup: Options: Designersyou can create a list o 'f o — -
designers along with basic contact information. THIBAG you | [fiae semei T e r
to assign a designer from a drop down list in the opti

ordering screen for each buyer.

Save | New ‘Delele| Print ‘ Exit |
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Setting Up the Construction Stages & Cutoff Dates

The construction stages and their cutoff dates play armale during options ordering. These are the
flags that advise the designer/sales person whetheptamas able to be ordered or not based on where
the construction is for that particular lot (see pageo2@ptions ordering).

There are two conditions that will determine how arbther

‘“Warning! Home Construckion Is Past Last Cukoff For Option GE 50 b Icemaker

you will need to setup the construction stages or theffcy Q iRl
dates as part of the options setup process. Yes Mo

If you are actively using the Scheduling module then aflethat follows should already be setup for you
and other than checking it is with the person respanshidt is all you need to do. However, if your
company is not using the Scheduling module or not for tbegryour working on then you must follow
the procedures outlined below.

Construct|0n Stages |Cons(ru|:(ion Stages
Stage Num|Sub Task [Description o
. . 00 00 Building Permit & Trench

Go to Setup: Construction Stagesto view the | [Tw 0 [CyPorm

. . 00 02 Start Trench
master list of stages. To customize or a| [m 00 |Foundation
additional stages selecNew and enter the| Mol TJrerconoms i
information as requiredAll the other buttons are] Hua—fa—fooraseel and inspecton

02 00 Plumbing/Copper

self explanatory. For more information about th | 01 order Supplies
Screen please refer to the Scheduler Plus l ggg gg Underground plumbing and inspection

Steel installed, slab inspection and poured

gu Ide . gsc gg ;:)alll:;datinn Backfilled and grading
03 01 Inspect slab _,L‘
Note: Sub Tasls do not pertain to Options.
Hew Sub Task Delele‘ Print | Exit ‘
Cutoff Dates

To enter your cutoff dates go t@etup: |C;:t5‘:;l:i::95l3995|:073i9Rﬂl":h et Days To CompletelCutoff Date |Milestone[Trade [~
Inventory: Phases: Const Stagegor if you 1oy s " O R T
have the scheduling moduleScheduling: [fremisin" O U — T
Schedule Days To Complefe P Conerie ] — a

Poat oo, form bomnie W Teow
The screen pictured shows the master liSt [ o suie’ ol
Construction Stages. For options the  Off{sie nies se peci (I
column required is th€utoff Date where you [fsas O —
enter specific cut-off dates for options Cut-Ofi|Hrraing i feorwars [ !
This will override the calculated schedule del——7— | = s
(if you are using scheduling). o [ [ =

Note: The cutoff dates entered here are for the entire pdnad@re not lot specific. For lot specific
and automated calculation of your cutoff dates, it would reghie entire Scheduling Module.

For more information about this screen please reféié Scheduler Plus user guide.
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Setting Up Buyer Option Items

To begin setting up the options available for a particplase selecsetup: Options: Buyer Options
When prompted select the phase to set up the optionyg @icking on the side arrow.

Note: By typing a portion of the phase hame and/or = [options For Phase SJEN ESTATES -PHASE1 Tract: 51665
using the down arrow key, you can quickly get to the | [ \CelorOpt Group |0pt Num Margin _Description _ =
. M Color o001 30.00 | Base Plan Information - All Plans
phase desired. Color |[APPL __|001 40.00|Upgraded GE package - White
Color |APPL 002 40.00 |Upgraded GE package - Black
. . i . Color | APPL 003 45,00 | GE 50 Ib Icemaker
The main options setup screen pictured (rig [lcoe|apPLoos 45.00| GE 24" Botile Capacity Wine Cooler
. . . Color | APPL 005 45.00 | GE Mini-Refrigerator
will open. All the options setup is done from th [ [ceerarr. o0 15.00]GE Microwave uparads
screen and is where you will be able to view a e — 3500 Warmina Deamer
1 1 1 Color | APPL 009 35.00 | GE Double Oven
preVIOUSIy Setup optlons and Change/reVISe th Color | APPL 010 35.00 |Vaccum System - Builtn J
as necessary. Although options are setup = |[[coearPL o1 40.00{ Upgraded GE package - Olive
. Color | APPL 012 35.00 | Freezer Combination
phase they can be copied from one phase [[coe|aus o1 35.00| Pioneer Stereo System
another (see page 13). B ATD {00500 lpgreded Waofar & Tasstm _
e s S — e ;H
The procedure for Settlng up Optlons Can Hew Find | Delete | Items | Prices | Motes | Plans | Copy Subs Print Exit

broken down into a 4 step process which-s
outlined below.

Note: A description of each button found on the bottom of tigtions setup screen can be found on page 12.

Step 1 — Creating a new option and entering the description

After selectingNew, to create a new option, you will be asked
assign theOption Groupapplicable for this option. Click on thg

‘[New Option

Pick the Option Group you wish

side arrow to select the applicable group from the ésts in to add a new option for ....

IBSWIN (page 7) and select tiAald button to proceed. A new  Option Group: [ - |
option line item will be created. In doing so @@t Num will
automatically be assigned the next sequential numbethtor add | e |

option group you selected. (E.g. APPL 001, APPL 002, etc)

Note: The ability to override and designate your own optiombering/coding system is available. Just
change the settings under the options tab irSétep: Company Configmenu and each time you create
a new option you will be prompted to enter @yt Num after selection your option group.

The margin for that optionwill also be updated from the margin that was setup feragtion
group selected. You can however override this at anyonspecify the margin at the option level.
This margin is in essence the percentage profit thatwant for this option item. IBSWIN will
automatically calculate the buyer’s price based on tgimusing theost(your cost) that will be
entered into the system (see steps 3 & 4 for details).

Note: The margin iNOT the same as markup. For a comparison chart pleasegpgged7.
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Enter the description for this option (up to 50 charagtershe description column. When this
option is ordered this description will print on the Pasdh Orders and Superintendent Reports. If
you need additional room to enter your description uséttesbutton. Anything entered in the
notes will print as part of the option description.

The Color button on the left of each option gives you t (G GEGrrmm——" L EX

ability to enter the list of colors (if any) avdila for the
selected option. At options ordering time this will allgou to B
select the desired color from a drop down list for ¢igiion. In | Here—
the buyer setup screen any option that has a colatiselevill
have a redColor button.

Color Selection

Note: This color function will only work if theostandbuyers J_f
price are the same for each color. If either your costthe
buyers’ price are different you must create a new option New | petete | save |
specifying the color as part of the description.

Step 2 — Assign the trades for each option item

The second step in setting up your options is to assigiraéldes responsible for installing the
option. This is important as it provides the abilityaitd the cost items for each option by trade and
is responsible for which Purchase Orders will neecetgdnerated.

Select thete ms button from the buyer |0|)lions For Phase BRO1  -Big Ranch Phs: 01 Tract: 99191

Optlons Setup Screen to Open the mi 1?:?::2: ?II?:}Q(;E:IP 35’1‘""'“ Mmglill.lﬂl] I)B‘jlizrill;ltai':::llnforlnmion-AII Plans -
Items WIndOW (rlght) SeIeCNeW to E:::: ll;)?;[P gg: ggg I;?I)P.r(e;:?"|l)lal:linge-While
add a new item. Pick the trade ar [ledim— i —oulioa st oo o
then (|f required) yOU can enter a ShC E:::: APPL 004 15.00| GE 24" Bottle Capacity Wine Cooler
description specific to the trade t |l beontracior llems For 1BASEHO01 Hase Plan Information Al Pz o/
1 = Item Trade |ltem Desc -
describe the work to be performed b el ey —
the subcontractor. This description W [Jeom[f [[PHUM___|ROUGHPLIRENG
only appear on the options purcha feif [Msv _—lmsuianon ist eLoon
order for the subcontractor doing th fraer] [Jecer — [ececrricar winme
. B WIND SET WINDOWS & DOORS
work for that particular trade. ] CaBI SET CABINETS 1

New

New | Beplace

Delete | Cosis | Prices

save |

Note: The subcontractor(s) who are
contracted to do the work must be assigned to each trildlie vwach phase. These assignments can be
copied from phase to phase. If however you are generatingacts in Purchasing Power the Subs are
automatically assigned for you. Otherwise, you must ag$igrsubcontractors manually using thebs
button in either the buyer options setup screen ordfjeesice sheet screen. (See page 14)

10
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Step 3 — Enter your costs by trade

From the items screen select tGests
button to enter your costs as per the
subcontractor for each item description.
These figures are entered on a per plan
basis. Use thBup Costbutton (in blue)

to duplicate the costs to each plan for
that line item.

Note: If you notice that there are plans missing (in ghsise) you will need to exit this screen and go
back to the maiBuyer Optionsscreen and select tipgan button. This will allow you to set-up additional
plans. For instructions please refer to page 12 irsreeral Set-Up and Configuratioguide for details.

Step 4 — Entering the construction stage and buyers price

The final step requires you to assign t ey RO R T R LT
COI’]StI’UCtIOI’] (CUtOff) Stage fOI’ yOUI’ OptIO Stage|Construction Stage Margin|Plan 1 Plan 2 Plan 3 Plnn-1_|
and tO enter the buyel”S prlce Th|S |S do W00 Building Permit / Trench 125000.00| 130000.00| 135000.00 0.00‘

by selecting thePrices button in the costs

screen.

SelectNew to assign &onstruction Stage JJ
to your option item followed by the buyer’| & :
price per plan. The construction stag New | Delei | Rephwe | SwE | | DupPuie

assigned will be the flag that will warn yos
at ordering time that this particular option is pastasstruction date (see page 20)

Note: As you are entering the buyer’s prices@ynstruction Stageyou will have the ability to create multiple
price points per construction stage simply by seledtiegy to add the next cutoff point and buyer prices.

If you entered aMargin the system will calculate the price for each plan mateally. This can
however be overridden in 2 ways: change the marginfoettéis option and the newly calculated
price will spread to all the plans, or enter the prigeg want manually for each plan. This will
override any figures in the Margin field.

Note: If you arenot using the margin field to calculate the prices DO NOdngje the margin after you have
manually entered prices. Doing this will change thegsrio the Margin price.

Use theDup Price button to duplicate the price to each plan for the sadecbnstruction stage.
TheReplacekey lets you to change the construction stage for tkeeted line item.

Special Note: To exclude an option for a specific plan, enter $1.00 feragption price - This allows you to
enter $0.00 price options for standard option selections.

11
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Buyer Options Screen Function Buttons Defined

Now hit save and go back through the previous screemglstve to finalize all levels of detail for
this option. Repeat this 4 step procedure to setup eacmaptour catalogue.

New To enter a new option. Please refer to Step 1 on pagedefails.

Find Helps you find options for specific Options Groups or catego

Delete Allows you to delete the selected option from this phase

ltems Allows you to assign the trades responsible for installing theption. Please refer to Ste
2 on page 10 for details.

Prices This is a short cut to the buyer prices screen for gelacted option. Details about this
screen and its functions can be found in Step 4 on page d&thls.

Notes Allows you to add additional information/description ftwetselected option and will prir
on the appropriate reports including your PO'’s.

Plans

Use this button as a quick access to setup or alter dbie plan and square foota
information (found undeBetting Up Sequence Shedts the General user guidgs Only
alpha numeric characters can be used for the plan code.

In theplan screen you will find:

Copy a Plan— This will allow you to copy the plan
information to another phase.

Rename a Plan- will go through the entire database
and update information with the new plan code.

Delete a Plan —This will go through the entire
database and delete all options and flooring
information with this plan code.

Print — print a plan information report with the
expanded plan marketing information entered on the
screen to the right.

Expanded Plan Marketing Info — by selecting the
gray box with the blue X next to the plan code you
will get to the expanded plan information screen.

P

12
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Copy This is an especially helpful function that will alloy@u to copy options to another phase.
The following copy functions should only be used when capyiptions from one phase to
another phase in the same projgbere the plans are the same

Copy All Options From This Phase To Another.
Copy One Option, All Plans, To Another Option.
Copy One Option, All Plans, To Another Phase.
Copy One Option Group To Another Phase.

The following 2 copy functions can be used to copy betvpeeject/phasewhere the plans
are different They simply copy the header descriptions and items lewd you to enter the
costs and pricing information:

Copy All Option Headers and Items to Another Phase.
Copy One Option Group - Headers & Items Only.

Subs Please go to the next section Assigning Subcontratagphase for more details.

Print This selection takes you into a secondary screen wieerean print the following reports;

1) Summary Listing: Lists a summary of all the
items with either associated costs or pricing
per plan.

2) Detail Listing: More detailed version of
above report with more categorization
options and also gives a breakdown of the
profit, actual margin, and cost of goods.

3) Sales Manual:Creates a checklist of options
available by plan with the price to assist the
sales people when working with clients.

4) Profit Analysis: Gives a detailed breakdown
of the profit per lot/homebuyer listing the
options that have been purchased.

5) Options Book: Is a checklist of options
available for each plan which can be used by
the sales department with the homebuyer.

Exit Allows you to exit the screen

Color Found on the very left hand column for each optiondliisvs you to setup multiple colors
for the selected option. Please refer to page 9 undsubieading of Step 1.

13
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Assigning Subcontractors to a Phase

In order for IBSWIN to be able to generate Options $2f0r your options orders it will need to know
which subcontractors have been contracted to do thke. Wo/ou are using the Purchasing Power module
this is automatically done for you as you create youtreots.

To manually assign these (per phase) selecSthms button
which can be found in eitheGetup: Options: Buyer
Options or Setup: Inventory: Sequence Sheet: Maintain
Sequence SheefThe following window (right) will appear.
Select the trade you wish to assign subcontractorsndo a
selectOK. Then the second screen pictured will appear.

On the left hand portion of the window you will see yastr

of available subcontractors according to the trade yaoue h
selected. On the right side you will see the ones hhsée
been assigned (or are contracted) to work in this phase.
Simply double click on the subcontractors name to assign
un-assign them.

Note: You can have multiple subcontractors assigned to a

trade. In this case at ordering time you will be prompted
select the appropriate subcontractor for that parti@pton.

ThePrint button prints the list of subcontractors assigned wpghase and theopy Subsbutton lets you
copy the subcontractors assigned to other phases.

14
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Processing Option Orders

Now that you have completed the setup of your options
database you are ready to start entering option ordemsm

the main menu select th®ptions. If you have an existing
options order you would like to view/edit you can do this in
five different ways:

1) Find By Buyer Last Name

2) Find By Project - Lot Number

3) Find By Phase - Lot Number / Add New Buyer
4) Find By Street Address

5) Find By Option Order Number.

Adding a New Homebuyer

The New Homebuyerselection allows you to add a new homebuyer to thersyand make their options
selections. Initially you will be asked to select giese you are selling options for.

Note: By typing a portion of the phase name and/or using thendowow key you can quickly get to the phase
desired.

A list of lots available in the selected phase vgjear.

Note: If a lot has been sold previously the buyer’s lastaantl appear in th&uyer column.

Select the lot and click on the
OK button to display the
Homebuyer Option  screen
Start by entering the buyer’s last
name, full name, and other
pertinent  buyer information
Please refer to thélomebuyer
Screen Definedsection on the
following page for information
about the various fields found on
this screen. Once completed, you
are ready to create an order (see
page 20).

15
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Homebuyer Screen Defined

The top portion of the screen (on the previous page) shbeBuyer Information. Anyone with the
appropriate security rights may edit any information—ysee system administrator for assistance. Below
is a description of the key features of the screeneabov

Buyer Information Defined (Top)

Phase Lot, Tract, Seq Div, andProj describe which home the current buyer record belongs to.

Full Name is what will print on all reports and letters whehe touyer's name appears. Please
make sure that the name appears here as you would likapipear in all correspondence with the
homebuyer.

Addressis filled in from the sequence sheet andhe address of theewhome that is being sold;
do not enter the buyer’s current address here. Thest#te, and zip code is referenced from the
phase records and can be changed if needed.

Closedis the close of escrow dat&he Expired date is automatically calculated based on the
warranty period that was entered during setup usingkbeeddate (close of escrow - if available
at the time of data entry).

Est Closewould be used in cases where escrow dates have yetteidrenined.

Color Schemerefers to the color scheme code and refers to tloemation entered in the
sequence sheet. Double-click to enter the specifidseoddlor scheme.

Appointment Datas where you would enter the date for your next schedylpdistment with the
buyer. This appears in the Options Status Report.

Statusallows you to enter a note regarding the option orde¢usti.e. Buyer coming in for second
appointment. This appears in the Options Status Report.

Current Addr button allows the buyer’s current address to be entefdus address will be used
on correspondences / reports that will be sent tbulger.

Designer Namecan be selected from a drop down list that is set-up ([Beteip: Designers

Buyer Notesbutton can be used to record any specific notes. Eath imcautomatically date
stamped. The button will turn red if a note has be¢ered and will also appear on the Option
Status Report.

Constr Stageis automatically populated if using the construction schmeglunodule. The
Construction Stage can also be manually selected an@yexthausing the drop-down list. This
affects the ordering of any products that have beengsetith ordering constraints based on the
construction stage of a house. In this case a warnithgappear letting you know that the
construction of the house is past the allowable orgemme frame for this product. This can be
overridden with caution.

16
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Column Fields Defined (Middle)

The second half of the window is devoted to enteringliatidg all the options for the lot. If the lot has
been Pre-plotted, existing options will be displayed fsage 21 for Pre-plotting Options).

Group, Opt# Line#, & Option Descriptionare assigned automatically as you select the option to
be purchased.

Color can either be entered here or if entered during theisetou wil have a predefined
drop-down list to choose from (see page 10 for details).

Unit Costis taken from the cost details entered during the opteng.

Qty can be updated as necessary and is the number of uniesidesi

Total Costis calculated by multiplying thenit Costby theQty desired.

Depositis calculated by the percentage amount entered in thensgroup code.
Check#is an optional field to enter the buyers check number.

Opt Typeis automatically assigned as per the group option set-up.

The line below the options list provides additional informaton about the options.
Order #displays the order number for the highlighted option.
Deposit Reqgesteds calculated by the percentage deposit entered in tlensgroup code.

BalanceDue shows the outstanding option amount excluding any payments.
Total Ordershows the total amount of the Options ordered.

17
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Function Buttons Defined (Bottom)

Save Allows you to save the options for the lot. The shutonwill not exit you from the screen.
If you do not hit save upon exiting this screen you lalprompted to save the order.

New Order | please refer to th@reating a new Options Ordersection on page 20.

Delete Highlight and delete a specific item from the order. ord in theChgLogwill be created
In addition, if a PO has been printed, the systempsdimpt you to print &ancellation
Noticefor the subcontractor and buyer.

ltems Allows you to review the trades assigned to each omlong with a description of the
work to be performed and the applicable subcontractor ¢8ee.page 10 for more details)

Note: The item list cannot be edited. It is a view onlyest

Notes Allows you to add any special notes or additional desoripfdor each line item. Thiote
button will turnred if there are notes for a specific line item.

ChgLog Provides a simple way to log changes to the option ofiderse will appear on the Buyers
Option Contract. TheChglLog will turn red if changes exist. Option deletions will
automatically update this change log.

Paymts Allows you to log buyer’s payments for the options ordei®electNew and thePayment
Dt will appear in automatically as today’s date (this lbaverridden).

Select thePayment Typefrom the drop down list
followed by theCheck Number(if applicable),and
the Payment Amount These payments will print on
the Buyer Option Contract. SeleSaveto exit and
save entries in the payment screen.

(For a definition of each of the Payment Types
please see page 27)

Edit PO This button allows you to edit or change an existingamgtipurchase order. For details
please refer to page 23.

Set_Up Takes you straight to the buyer option screen wherecgoumodify or setup additional

Options options. Please refer to page 9 for details.

Print This is where you will print the key option order reporta addition, it is here where yqu
generate and print the purchase orders. As with all reyort can eithePrint or Display
and the desired report once checked will display its owquencriteria to customize how
and what your report will display. A brief explanationezch report provided is outlined

below.

Buyer’s Option Contrat: When this is selected a field will appear that allgas to enter &
range of dates to print Option Orders for.
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Superintendents ReportWhen this is selected the same range field appearsas almng
with option to include Contract Amounts and/or the Chdragp

Subcontractor Purchase Order: When this is selected, you will be given the follogy
choices:One Sub, All Subsor Currently Selected Option

Note: If One Sub is selected, you will be prompted to
select a sub.

You will also need to choose whether or not to print
all PO’s or unprinted ones only. If you have Batch
Faxing then you can fax these PQO'’s directly to your
subcontractors from your computer.

Subcontractor Cancellation Notice This has the
same three subcontractor choices as the
Subcontractor Purchase Order report above.

Subcontractor Price RequestThis is for custom
optionsonly (seepage 2).

Escrow AmendmentYou will be asked to choose a Signature Block.

Start Order DocumentWhen this is selected, you will select eitiAdr Optionsor Selected
Option typesIf you pick Selected Option type®ptions Standard and Special Reques
will appear to be selected. Select as many as you eecpigo, a field will appear tha
allows you to enter a range of dates to print and als@ption to include the change log.

~ ~—

Profit Analysis When this is selected, you have two sets of choitps\l Options or
Selected Option Types or 2) All Options Groups or SeleGption Groups. If you pick
Selected Option types, Base House Costs, Standard OpgintisCustom Options wi
appear to be selected. Select as many as you require.

7

Custom Requests Statu®urchase Order Summary& Option Cancellationsdo not
prompt for any additional information.

Lot Cost & Profit Summary:Gives the option to include standard PO costs.

Ordered Options with CosProvides fields to enter the date range to print andpkien to
include theOption NotesandContract Amounts.

Note: Additional options reports can also be found undeRgorts: Options menu.

Exit

Exits the Homebuyer screen but not before giving yowfii®n to save in case you forgot.
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Creating a new Options Order

By selecting theNew Order button (on theHomebuyer Screena window will open listing the options
that are available for that specific phase and plan.

Select the items to be included in the option orderegking theBuy It! check box and\dd them to the
order. ThePrePlot column displays options added to a lot prior to a buyergbassigned and allows you
to Pre-plot the appropriately checked option. (See next foagketails).

As you select items th&otal
of the order wil increase
accordingly on the bottom right
sowing the buyers cost. Items
displayed in red are past their
construction cutoff stage. If
you choose to order that item,
you will be warned before
being able toAdd these items
to the final order.

The Find button gives you

easy access to jump straight to

a particular option group

without having to look for it. The Extras and Custom dust are for ordering custom items that are not
part of your options catalogue. Please refer to pages 21fé 2tails.

Items with alternative subcontractors

If any of the option items ordered involve trades tieate
multiple subcontractors assigned/contracted then the
screen to the right will appear. This screen listtails

of the selected option. Review this and then click len t
arrow to the right ofAvailable Subcontractordield to
select the subcontractor responsible for completing thi
task. Click OK to save the selection. The same screen
will appear for applicabléeem.

Warning: Be careful to select the correct subcontractoefmh option item. The accuracy of your PO’s depends
on this. If multiple option items have more than ounk assigned be aware that there is nothing that clesidy

you that you are moving from one item to the next ithmng this selection process. Please read each screen
carefully before you cliclOK.
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Pre-Plotting Options

To addPre-plotted options/ou use thdhomebuyer screefor the desired lot as you would for standard
options ordering. There is no need to add a buyer's name lot when pre-plotted options are being
added. Just find the appropriate record by using one ohtie find functions available under the main
options menufind By Project - Lot Number; Find By Phase - Lot Number or Find By Street
Address

Warning: DoNOT add dfictitious buyer to the lot as it will have to be cleared befabuyer can be added. This
can also create confusion and appear in some reports.

Options are pre-plotted at the time they are added ttoth&o order options as pre-plotted, clislew
Order on the mailHomebuyer screerand select the appropriate checkbox underPitgeplot column
(located to the right of th8uy it! column). Once completed select tABD button and the options
selected will now be listed in the Homebuyer Optiorsor

All Pre-plotted options appear with zero amounts inHbenebuyer Option Screeand theType column

(on the far right) will displayPR for pre-plots. The total price of the pre-plot optionsleved will
automatically adjust the sales/base price for thaffleése amounts will appear on the sequence sheet.

Ordering Non-Standard (Custom) Options

In IBSWINyou also have the ability to order additional non-steshdgtions. These are broken down into
two main types, Extra and Custom options. To order eatercustom options you do so from @aions
Ordering screerusing either th&xtras or theCustom buttons to do so.

Extras
Extras are option requests that are not part of thmelatd option selection. They can be used when
only one subcontractor is required to complete the option order.

When the extras screen opens, select the trade
and then type the description followed by the
Builder's CostandBuyer’s Prices Click Add

to save and exit this screen and add the option
to your order. Exit to leave this screen
without saving.

Note: There is no way to alter the price once an
Extra is added. If you require a price request
print the Option Pricing Requestand then
delete it and add it back in with the price later.
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Custom Options

Use the Custom Options function when multiple
sub-contractors are required to fulfill the options
order. After selecting theCustom button the
setup screen (right) will open. It is in this screen
that you can add multiple items.

Begin by selectindNew and choosingcustom (or

one of your custom option groups) as the Option

Group. Then selecAdd for the Option Number

and Margin to appear on the Custom screen.

Enter a margin if desired and type a description

(up to 50 characters) for the option. To add

additional details, click on th®pt Notesbutton and type as much information as necessarylyo ful
explain what the custom option must include. You willc@tihat the procedure here is very similar to
setting up your standard options in the buyer options str@de 4 step procedure outlined on pages
9-11 applies here with a few differences.

The Good Thru date is when the offer to purchase a particular custotiorowill expire. Use the
Items button to assign the trades and steps required to compdeteption. See page I6r details
The Price and Cost details will also need to be entered for each optimegou have these details.
When the custom option is first entered it will be patbiPending statusuntil pricing has been
established with the subcontractor. TGastom Option Pricing Request for the Subcontractor(s)
report can be used for this purpose.

Once pricing has been established (and entered) thentugtton will automatically be put into
Priced/Readystatus It is at this time that you can check with the buldrey agree to the price. If so,
then the option can be ordered using tB&JY IT!” button. The option will then be moved into
Approvedstatus and will appear in the list of options orderatiénmainHomebuyer screen.

Note: When you exit theustom optionsscreen you will not see the custom option in the osdegen until the
custom option is priced and purchased via Btg IT! button. During these various stages of creating and
ordering a custom option its status will be changed aaoghdi

The status of custom orders can be printed usingCtistom
Requests Statugeport found via thePrint button on the
Homebuyer scree(pictured on page 15) or under tReports:
Options Reports menu. This report (pictured on the following
page) helps you track and monitor your custom options tiydet
you know at what stage in the sales process they are.

The Copy button allows you to copy the selected custom option
to another phase.

22



IBSWIN Options Plus - User Guide

Editing Options Purchase Orders

Using theEdit PO button found on the Homebuyer Screen (pictured on
page 15) you can edit or change existing PO’s that havedmerated for
your subcontractors. After selecting this button delittindow will open
with a dropdown list of all the options PO’s (by subcaator and PO
number) that have been generated for this lot. Bytseiethe applicable PO
the following Edit PO screenwill open.

This screen will allow you to revise the PO
or even delete the entire PO or specific line
items using théDelete or Eraser buttons.
To add an additional line/item to the PO,
use theNew button. Any additional lines
will appear as a revision on the new PO.
You can also change the subcontractor
using theVendorfield if necessary.

Please Notelf you are exporting your PO’s
to an accounting program only the
additional lines will be exportedl you have
already exported this PO previously. If not
then the entire PO will export completely
with any changes. It is NOT recommended
that you change or modify an existing line
as this will NOT expor
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Back Charges

A Back Charge is a credit purchase order which is made atseibcontractor damaged something in the
process of installing the option upgrade. Found directly utlgiemain Options menu you will immediately
be offered three selections to choose from:

Adding a Back Charge

SelectOptions: Back Charge: Add Back Charges
from the main menu. Once you have selected the
phase and lot (if applicable) the following screen
will appear.

1. To add an item to a Back Charge, it is best
to start by selecting the appropriatendor
or subcontractor. This is done using the pull
down list at the top left-hand corner of the
screen. Selediew from the bottom of the
screen to begin adding your Purchase Order
items from this particular vendor. You will
notice that theéty, Cost andTotal Amount
columns will automatically fill with ‘0’ value. Use thiellowing chart as a guide and enter all the
pertinent information for each specific Back Chargenitinat you want to charge back tiois
vendor.

Back Charge main screen columns defined

Qty The number of items you wish to order.

Unit The unit of measurement for the particular item.

Item Description | A description of the item and/or product you are ordering.

Cost The cost per unit or item.

Total Amount This is filled in automatically and is calculated by npljing the quantity of
items purchased by the total cost per unit.

Notes To add additional notes or information regarding that @aler item. The
field will be highlighted in red if any notes are entkere

Cost Code This is used to accurately assign this item to the apjtepcategory fof

exporting purposes to your back office accounting softwbapplicable).
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2. To print or display your Back Charge selectPnat button. You will be given the choice to either
display, or view, an actual Back Charge or priniraent to Back ChargeYou can also add any
custom verbiage you may require and to include or excludeéem notes.

3. To save a Back Charge sel&etve To erase an item, select it, and then pres®#iete button.
Exit will close the PO/Back Charge screen and will alwaygsnpt you to save any changes. Select
Yesto save and exit ddo to exit without saving.

Miscellaneous Back Charge Menu Items

These are other menu items found underQpéons: Back Chargemenu (see screen image on page 24)
which are briefly described below.

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

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

Buyer Cancellations

This option allows yowancelexisting buyers. For each cancellation a sales datioalrecord is created.
Each menu option provides a series of search methdusl tine buyer that you are interested in.

Both the Cancel a Buyer(pictured) andCancelled

Buyers screens are the same except for @ancel

Buyer button which is replaced with Relete button

in the CancelledBuyersscreen. TheCancel Buyer

button cancels a buyer and tbelete button deletes

the cancellation record permanently. The buyer’s

records will then be removed permanently with the

option to convert the buyer to a prospect. The lot will

then be made available for sale. You will have a

choice to turn any options ordered into pre-plot opti@wng so will automatically update the base price
of the lot. For options that are not desired as presptbey can be deleted from the main option ordering
screen (for that lot) like normal.

Both theCancel a Buyei& Cancelled Buyerscreens allow you to view any options ordered.
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Batch Fax Options PO’s

If you have the batch faxing add-on activated thenfitom the
Batch Fax Options PO’smenu item that you will be able to bulk
fax your PO’s to your subcontractors. Please refahéobatch

fax user guide for details.

26



IBSWIN Options Plus - User Guide

Appendix #1 - Payment Types / Deposit Calculation

The list below outlines the various payment type codasable in processing options (& flooring) orders
in the options plus module. It will also provide clarifioa of certain calculated amounts and totals as they
currently appear on the Buyer Option Order and how tHegtahe specific option reports.

Payment Type Affect On Various Option Reports

C - Cash Affects theBal Due calculation. Use for non-financed options. It isudgd in the
Order Payments amount on theBuyer Option Order but does not affect the
Escrow Amendment Requesgport.

CK - Check Affects theBal Due calculation. Use for non-financed options. It isudgd in the
Order Payments amount on theBuyer Option Order but does not affect the
Escrow Amendment Requesgport.

CT - Credit Card Affects theBal Due calculation. Use for non-financed options. It isudgd in the
Order Payments amount on théBuyer Option Ordey but does not affect the
Escrow Amendment Requesgport.

CF - Finance Cash | Affects theBal Due calculation. Assumes cash back at the end of the Estircs
included in theOrder Payments amount on théuyer Option Orderand also in
the Add To The Sales Pricesection on th&scrow Amendment Requestport.

F - Finance Affects theBal Due calculation. Assumes no cash batkhe end of the Escrow. |It
is included in thédrder Paymentsamount on th&uyer Option Orderand also in
the Add To The Sales Pricesection on th&scrow Amendment Requestport.

CR - Omit Credit Does notaffect theBal Due calculation. It is notncluded in theDrder Payments
amount on th&uyer Option Order It does affect th©mit Credits section on the
Escrow Amendment Requesgport.

SD - Affects theBal Due calculation. It is included in th@rder Paymentsamount on
Security Deposit the Buyer Option Orderand also in th&ecurity Depositssection on thé&scrow
Amendment Requeseport.

CD - Does notaffect theBal Due calculation. It is included in th®rder Payments
Concession Deposit| amount on thé&uyer Option Orderand also in th€ RC Depositssection on the
Escrow Amendment Requesgport.

CS - Affects theBal Due calculation. Use for non-financed options. It isudgd in the
Condition Of Sale | Order Payments amount on theBuyer Option Ordey but does not affect the
Escrow Amendment Requesgport.

OT - Other Affects theBal Due calculation. Use for non-financed options. It isudgd in the
Order Payments amount on théBuyer Option Ordey but does not affect the
Escrow Amendment Requesgport.
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Appendix #2
Markup vs. Margin
Cross Reference Chart
Markup % Margin %
10 9.0
15 13.0
20 16.6
25 20.0
30 23.0
35 25.0
40 28.5
45 31.0
50 33.3
55 35.0
60 37.5
65 39.0
70 41.1
75 42.0
80 44.4
85 45.0
90 47.0
95 48.7
100 50.0
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