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Introduction

Congratulations on your decision to invest inltitegrated Business Series for WindoWI8 SWIN) suite

of products. IBSWIN represents the evolution of over déry of developing, improving, and simplifying
the software for homebuilders like your company. Udmgglatest software tools it provides the user with
a very simple interface and yet provides extremely plveonstruction management and reporting
capabilities. By using our software solutions, your camgpaill benefit significantly by having better
control of the information flowing through your variousperational departments and providing
management with reports they require with a simple pushbotton rather than a full day ordeal.

We hope you enjoy your experience using these softwatkipi® To insure a successful experience, we
offer an extensivi€Customer Support Planthat will assist you in your transition, by providinggmmg
updates, along with ongoing support and training for your. staféase feel free to contact us for more
information.

Getting Started

This User Guideis brief, due to the simple design of the product, and wecanfident that you will be
able to quickly grasp the concepts of the system. Sinaesas the standard windows mouse and
keyboarding conventions, the learning curve should berasy. Once you have grasped the basic flow
of the system you will appreciate the power and sopéitsgiic of thelBSWIN suite of products.

IBSWIN currently consists of the following modulé3ptions Plus Customer Service PlusScheduler
Plus, Sales Manager Plus Designer Plus Purchasing Power, and various add-ons comprising of
TracTime (Pocket PC — schedule updating and mpiBatch Faxing (Zetafax), Floorplan Magic,
Option Magic and Plot Map (from InView Studios)and Webview (Internet interface to various
modules) Since IBSWIN is an integrated system, there arencomset-up functions for all these modules.
This User Guidewill take you through the “common” database set-up funsti@ach module has its own
expanded User Guide which also includes the set-up fundmetfic to that application (if any), along
with instructions on how to use it in your day to dayimment. Since any data entered in our system is
shared between all the modules (and your operational depdg) there is a significant reduction in
redundant data entry. This significantly reduces timereases efficiency, and everyone in your
organization can share consistent reporting.
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Installation Instructions

The installing ofIBSWIN is designed to be simple and easy and is compatible withP& running
Windows 98 and above. Using the CD you received from Bhgskease follow the instructions below.

Installation:

Insert theBSWIN CD into your CD-ROM drive. Windows should automaticalstect the CD
and execute the installation program. If it does not wdl need to click on th&tart button (on
the bottom left of your screen) and seléttn. A small window will open. Using th8rowse

button select your CD-ROM drive. Double click on tBetup.exefile to run the installation
program and follow the on screen prompts.

The default installation directory for IBSWIN G\IBSWIN. To install IBSWIN in a different
location or on a networked computer select@mange Directory button when asked to confirm
the installation location. Then select the desireddedand/or installation folder (for example
FAAPPS\IBSWIN).

Note: If you intend on having multiple workstations running IB®¥\hen you must copy the
Workstation_Installfolder from the installation CD into the IBSWIN €étar.

Setting up multiple workstations:

IBSWIN is a true multi-user relational database system. Wistalled on a network, many users
can access and update the same information at thetsaendBSWIN only needs to be installed
once on a server or workstation. From there the maiabase will be shared to other networked
users. To setup additional users/workstations you need taheusetup program found in the
WORKSTATION_INSTALL (CLIENT for our older clients)folder from the new workstation.
When the screen that says “Install IBSWIN WORKSTAN INSTALL to” appears select the
change button and navigate to the IBSWIN folder. ThasHithe install. Once it has completed it
will have created a shortcut (or icon) pointinglbswin.exe on your desktop. IBSWIN is now
ready to use.

Starting IBSWIN

Once installation is complete, you are ready tolB8WIN by selecting the icon on your desktop. If you
do not have an icon on your desktop then you can run IBSWgIm theStart menu in thePrograms:
IBSWIN folder on the bottom left of your screen.
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Setting up the Common Database Files

Upon running IBSWIN you will be greeted by a Login scrasking for yourLogin ID andPassword
Enter these and sele0K .

. 1BS For Windows Login

Note: Your new installation of IBSWIN comes with the defauster

ID and password oADMIN to help you get started. The Admin user
Please Enter Your Login ID: |ADMIN ID gives you full access to IBSWIN. You can chooséh&we any
Please Enter Your Password: "1 level of security you want for each user. For secipityposes it is
recommended that you change the password for user acemutits
OK Exit a g a 0.
changing the security settings of existing accounts plgade page
29.

Sales DesignStudio Options  Service  Scheduling  Purchasing  WebView Reports B8 Tools TracTime Edit  Exit

Inventory
. Subcontractors
Once you are iMBSWIN you can access the modules you have . Trade Codes
purchased via the menu at the top of the screen. Thenturr Construction Stages
menu items are Sales DesignStudiq Options, Service Sales
Scheo_luling P_urchasing Webvi_ew, _R(_eports Setup Tools DesignStudio R
TracTime, Edit, andExit. The first six items represent each of .

the modules that make up the baB&WIN suite of products.

. R . Customer Service
When selected, each menu item will display a menu wit af

) 3 ) Purchasing
options that are available for that respective modwe (| 1. o pocuments &Templates
selection). Any Modules that you have not purchased (arado Setup Users
have access to), will lgrayed-outand inaccessible. Cnma;y Config

To begin setting up your database, gd&S&iup: Inventory
from the main menu. Here you will find the following
selections: Divisions, Projects, Phases & Maintain

' intpln Bonuenc: Hiect Sequence SheetsThese items make up the foundation of
" EXAME FiSn bRoN Lk your IBSWIN database. The following sections of thisel)

" Review Change Loqg . . . .
I Deliie Sequence Shest Sereen Layon Guide will outline the setup of thesemmon database files.

[
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Setting up Divisions

T The IBSWIN system has the capability to track buyers,
i T - service requests, service request items, and option orders
5 {Custam ConlHomes 334 Gens oy [NewporiBe for multiple divisions (or legal entities). How you crear
define your divisions generally depends on the accounting
practices of your company. To setup a new division select
Setup: Inventory: Divisions and click theNew button.
You will then be prompted to type inRivision Code The
Division Code is a two-character code that identiéash

— unique division in your company. It is recommended that
e : number assigned here correspond to the equivalent
[ome ] v | oo | e | accounting code (if you have one). Fill in the remanin
contact information as completely as possible. Theesddr
information provided here will be used on various forms @eports.

The Export Enterprise Export Entity, and Payment Enterprisecolumns areonly used if you are
exporting Purchase Orders and Contracts to the supportedindiog systems. Please refer to our
exporting guides for assistance.

The Builder Participation Flooring (%) are used to calculate Flooring product retail prices in our
Flooring module.

When you have entered the relevant information faheaf your divisions, you can eith&ave your

changes oEXxit without saving. Theelete button allows you to delete the selected division, hawe
please note that allata for that division will also be deleted.

Setting up Projects

Multiple projects can be setup for each division. Tosgirojects sele@etup Inventory: Projects and
choose the division that you wish to maintain projdots Click the New button to add a project and
assign it &roject Codedollowed by itsName As with a division the project code should be equivalen
the code used by accounting for each project. Contirling fih the remaining columns as completely as

possible. Fropcs rorharsoomes-socsl

The Active column denotes whether a project is still acti oo b tifnr juffarir SmdOmbgtoy
(A or blank) or no longer active (1). This will hidall |5 sesmemw——7—

. . . . A 501 San Juan Estates - 01/01/2003 |1/ Orange
information for this project from all the screenslanenus [ s _samws T oo/ o

1 ZFLRMA | ZFlooring Master Price Lis| 2 1

except for customer service. Thehone Numbers
Partnership Name andDesignated Lendecolumns will
be used on various reports and documents throughou
system. TheOption GL and Export Projectcolumns are
used for exporting to accounting, and the tax percentz

are used in th®ptionsandSales Manager Plusiodules. I 22 | [ o 8% [ ] | (e | e |

»
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Project Buttons Defined

Web Link | This feature allows you activate a project for use withweb based interface Webview. F
details please refer to théebviewuser guide.

Export This button consolidates any export related columnarptoject screen into one window

SetUp make it easier for you to enter the relevant codes.

Non-Spec | This button allows you to flag a project as a non-spefegt. This can also be done globsa

Project and is recommended if all your projects are non-specst ialifornian builders do not fg
into this category. For more information please aohPharaoh Information Services.

Project This is an area that allows you to keep notes speégi@ach project.

Notes

Overhead | This button is used to enter project related costdh®lat Cost and Profit Summaryeport

Costs in theOptions Plusmodule

Sales This button is used to enter any loan fees and costpufaifying prospects and buyers in t

Costs Sales Manager module. Please refer to tl#ales Manager Plusiser guide for mors
information.

Contract | Setup a contract numbepréfix’. This prefix is used to generate contract number|

Prefix Purchasing. Auto contract numbers will automaticattjuide this prefix.

or

to

lly
[

1%}

S in

Setting up Phases

Multiple phases (jobs) can be setup for each projectiwliviS o setup phases sel&tup: Inventory:
Phasesand choose the division and project that you wish to addamntain phases for. Clidkew to add
a new phase and assign a unique phase code and name phasehThif?hase No.is the equivalent to
your job number.

Important Note: The phase number must be unique across &
your projects. For example do not use just 02 use 02MULH or
above SJEO1 to uniquely identify each phase. If you areydoiy
offsite or indirect contractors or PO’s you may aiged to create
a unique phases for that.

In this screen th€ity, State and Zip fields are especially

important.

throughout the system and will '4_‘
unnecessary data entry. The street address for gaeil o=

Flr | Ctop| Bid [Released

Msta| Mtr|Mtr|For Sale |75 N

42 Phase Name
ESTATES- OFFSITE/ALLOCABLE
02/02/2004|STE01  [ESTATES -PHASEL
02/02/2004]SJE02  [ESTATES -PHASE2
11 SJE03 ESTATES -PHASE3
L SIJEMAST |ESTATES -MASTER

|Address

T SJE00 SAN JUAN CAPISTHCA|
SAN JAUN CAPISTHCA
SAN JUAN CAPISTHCA

SAN JUAN CAPISTH

i
=TT
ki

These fields are used as part the lot ado
eliminate a lot

City St |-

I
Counter| Flooring| Export | Trac |
Tops | Setlp | Setlp | Time ‘ sl B ccicll IR

55

come from the sequence sheet as explained in theawtiirsbelow.
Additionally, if you are using the IBSWIN Flooring moduldae column labeledFir Mstr’ is used to
designate specific phase(s) as a flooring master phéke has important significance in the Flooring

module.

Likewise, the Bid Mstr’ flag, when checked, has important significance in Pasitly. Phases selected as
Bid Masters, do not show up the Phase drop down menus aexdé&tchasing.
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Phases Buttons Defined

Web This feature allows you activate a phase for use withveeb based interface Webview. For
Link details please refer to théebviewuser guide.

Counter | Counter Tops Master Phasds used to denote the master pricing phase used in theeCount
Tops Tops module.

Flooring | Flooring Master Phaseis used to denote the master pricing phase used in thgnBePlus
SetUp (Flooring) module.

Export | The Cost Cd Option GL, Export Phs andBudgeTrac Projecffields are used only if you are
SetUp exporting information to an accounting system.

Trac This feature allows you to define your Schedule Templakge&l Manager.
Time

Setting up Sequence Sheets

To setup or review an existing sequence sheet sBkcip: Inventory: Sequence Sheetdvaintain
Sequence Sheet#After selecting a phase use tdew button to add a new lot to the sequence sheet. |If
you are setting up a new sequence sheet you will be proapsed-up your plans first.

Setting up Plans

Use thePlans button to setup the basic plan and square footage informdthis is mandatory for all
modules. Only up to six alpha numeric characters can dx fos the plan code. In thpan screen you
will find the following buttons:Copy Planswhich allows you to copy plans from one phase to ampthe
Rename a Planthat will allow to change the plan code and will
automatically update that throughout IBSWIDelete a Planthat will

: SgFt For Each Plan

Page1 \ Page2 I Page3

L :"’“’ T‘ F::; - e *‘l“' “"“0 delete the selected plan along with available optiotscaisd prices for
T T ¢ this plan—please use with cautioPrint will print a Plan Information
j: : izjz j} report showing the expanded plan marketing information that be
T HEA entered viaExpanded Plan Marketing Info button which is
j:: lj jlt the gray box with a blue X located to the left of thlan
- —— number.

A o0 Al | weormeeams ]

W T o e DT Note: Entering the base price in the Expanded Plan Info

screen will automatically enter it into the sequenbees
T — when selecting the plan for each new lot.

Base Price: 345,000

Rename|
A Plan

Delete
A Plan

Copy
Plans

10
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Setting up Elevations

The Elev button found in the plans screen allows you to predeiinthe

elevations available for ALL plans in the phase. Blesting theExpanded
Elevation button (which is the gray box with a blue X locatedhe
right of the elevation code) you can modify the squanéaige for any
plan elevation if applicable.

Please Note: It is not mandatory to use the Elevation
button. The Alternative would be to enter the elevetio
manually into the sequence sheet.

Setting up Lots

After your plans are setup select thiew
button to add any new or additional lots to
your sequence sheet. When a new lot is added
IBSWIN will automatically assign it the next
incremental sequences€q and lot number.
Either of these can be changed if necessary.
The Seqnumberis an optional feature used
mainly for spec builders to re-sequence the
lots in order of construction.

Note: Please make sure that you use
leading zeros for thé&Seqience andLot
numbers to insure proper sorting in the relevant scraedseports.

Next, select the applicabllan and Elevation from the drop downs (or enter it manually if you aré no
using theElevations button during Plans setup), and whether the pldteizgerse (Garage) The Street
field is used to specify street address for a lot andAh@ Graphic button allows you to store any
scanned documents or image files (in .jpg or PDF forfoa®ach individual lot. Th&lotesbutton allows
you to enter lot specific notes which will print oretbequence sheet beneath each lot.

You can also specify the color scheme for each lohécColor field. By double clicking on that field, a
window will open, allowing you to enter any additiondbimmation including the actual paint codes, etc.
This will appear on selected reports and can be accestezllot/buyers screen throughout IBSWIN.

If you scroll further to right you will see the follomg fields/columns that are used specifically in Sades

module: Plan Price Lot Premium, Elev Premium, Preplot OptionsPreplot Flooring, Preplot
Windowsand Base Price Here you can enter yoan Price (if it has not been entered prior via the

11
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Plans button) Lot Premium and Elevation Premium ThePre-plot Optionswill update automatically if
you have the options module otherwise you can enter lleeenby hand. The combination of these will be
added together to calculate yd@aseor final Sales Price This will carry over to th&ales Plusnodule.
For non-spec builders please refer toNum-Spec Users Guidfr information on how to set up the base
price for a lot.

Sequence Sheet Buttons Defined

Web This feature allows you to assign user ID’s and passwiordgour buyers/lots for our wep

Link based interface Webview. For details please refédr@dVebview user guide.

Exclude | This where non-spec builders can specify which plansatdre sold on each lot.

Plans

Costs Found on the bottom left of this screen this is usednter project related costs for thet
Cost and Profit Summaryeport in theOptions Plusmodule.

Sales Allows entry of Base Price and Premiums affectinglthevithout having to tab to the right

Price on the grid.

Save The Savebutton will save any changes made to the sequence sheet

New Allows you to set up or add additional lots to a sequeneetshRefer to th&etting up Lots
section on the previous page.

Delete The Delete button deletes the lot and all information associatét ivincluding, all buyer
information, options, and service requests. Be candfah using this function.

Replace | This is the only way to change the lot number of astiag lot without deleting the actually

Lot lot. It will safely interrogate the entire databasel replace the lot number throughout the
system.

Subs Allows you to assign subcontractors (by trade) thdtheilworking inthis specific phase. To
do this you must have all your subcontractors setup (sge pa). Subcontractors are
assigned to a job by selecting the desired trade aftehvahlist of available subcontractars
will be displayed. Double clickon the desired subcontractor to move them into sslect
status. The Subs button effects both @gtions and Customer Servicenodules. It is
especially important for people using the Customer Sema#ule as a standalone product

Docs Provides you with Contract Document Tracking capabili®i the key information updated
here will print on theContract Statusreport. As contracts are created in therchasing
Powermodule the Doc# will be updated.

Plans Allows you to modify or setup the plans for this phaspisace sheet. Please refer to the
Setting up Planssection on page 10 for details.

Revs Provides the ability to track revisions to the comstion sequence sheet and enter notes|that
will print on the sequence sheet. You will be promptedhange the revision log each time
you exit the sequence sheet.

Print This prints the Sequence Sheet showing all the lotthenphase together with plan and

elevation and mix information. Und&etup: Company Configyou can also customize a
create your own signature fields that will appear orbtittom. Please refer to page 16.

nd

12
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Exit Exists the sequence sheet but not before prompting ysaveoany changes and to change| the
revision log if you need to.

Define Sequence Sheet Screen Layout

This screen allows the user to customize
the look and feel of the sequence sheet.
You can define what columns are visible,
what order to view the information in and
you can customize the column names for
display. It should be noted that this
customization of the screen does not
affect the standard sequence sheet report.

Setting up Subcontractor Trade Codes

Before you setup subcontractors you will need to
setup your trades and there associated cost codes.
Our system comes with a default list of suggested
trades which can be customized and changed to suite
your needs. This list of trades is used to describe
what type of work each subcontractor does and
where any monies associated with that work gets
accounted. See the next section on setting up
subcontractors for details.

To add, change, delete, or list all the trades curramtiiie system go t&etup: Subcontractor Trade
Codes SelectNew to create or add a new trade. You will initially be ppted to enter an internal code
to represent the trade (not cost code — although it ean BhisCode should be a short 4-6 character
abbreviation to describe that trade. The tfadscriptioncan be up to 50 characters.

The threeCost Codecolumnsallow you to enter the relevant accounting cost codedscan be up to 12
alpha-numeric characters. T@ption Cost Codeés for options, th&ase Cost Codes the main or general
base cost code is used for contracts, and@ther Cost Codeolumn is used as the default cost code for
standard or miscellaneous PO’s. It is recommended thaemgter the correct accounting cost codes into
each of these columns even if they are the sams.Wilhiensure that they print correctly in the releva
reports and documents.

As you scroll to the right you will see the columns @y point descriptions and percentages. These are
used in conjunction the Purchasing module to create thegbeglule for contracts. Tiontract Spread

13
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button (on the bottom left) opens the window picturedhi right that
allows you to enter these pay increments (or paymenhtg)o
conveniently. We allow up to five pay points per traddeca~or more
information please refer to tiiurchasing Powemanual.

The Wrap Insurance button at the bottom

allows the user to designate particular trade(s)

as Wrap Insurance trades. When selected, the

user is presented with a check box and applies

to the trade currently selected on the grid. This fldbbe used for special
contract change order process in the IBSWIN Purchasiuyie.

The last columrHomeowner Reporis used to specify the trades that you would like to isotat the
customer service Homeowner Report if you use it. Hiivet button will print a Trade Code list.

Setting up Subcontractors

IBSWIN allows you to create a database of
subcontractors with whom you do business with. These
can either be entered manually or it is possible f@oimn
the subcontractor information from an existing
spreadshedplease contact us for more information)

To add, view, change, or delete a subcontractor in

IBSWIN go to theSetup: Subcontractorsmenu and make the necessary modifications. To add a new
subcontractor select tidew button and assign an alpha-numeBicbh Code This sub code can either
match the vendor codes in your accounting software orcgm use your own. Then enter its name and

additional contact details.

Assigning a Trade(s) to a Subcontractor

In IBSWIN it is necessary to assign trades to eacyoaf subcontractors. This will help identify
the type(s) of work that the subcontractor does andiradsmtifies which accounting cost code (as
defined in theSubcontractor Trade Codscreen) any costs get committed to. To assign a,trade
click on theTrade button in thelrades Assignedolumn.

You will then be presented with a screen that willddgou to assign
up to 10 trades to your selected subcontractor. By clickinghe
down arrow to the right of each field, you can selemtinfa dropdown
list whatever trade is appropriate.

If a subcontractor works in more than 10 trades, younéld to create

14
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an additional subcontractor entry and assign the remgaimades (up to another 10) to this
subcontractor record. To save time you can easily @ploopy the existing subcontractor record
along with all its details using ti@opy button. In doing so, you will need to enter a new unique
Sub Codeto differentiate the different entriedVe recommend adding a trailing number on each
code for the same subcontractor for consistenlyen each entry can be assigned to a different set
of trades. For example, if Joe’s Plumbing has a sub cbd®EPL then you would use JOEPL2
for the second entry.

Important Note: Trades only need to be assigned to direct construction or onsite subcontractors
and only to trades/cost codes that will have contracts or options PO igstieein.

The other column of note iExport Sub The Export Sub column is used specifically for exporting
If you are exporting to a compatible accountiogram and youSub Codedoes not match
the vendor or subcontractor code in accounting, thencgmuuse this field to specify the correct code.
This is especially necessary for subcontractors whdkvwn more than one trade (as mentioned above).
Some of these fields are used as merge fields thatecarsdrted into your contract documents. The best
way to access all of the fields (plus many new additionas) is through thBrofile button as described

purposes.

below.

Subcontractor Buttons Defined

Profile This screen provides a graphical view of all the colurand the buttons found in the
subcontractor screen. This makes it far easierei @ind/or enter any additional informatipn
that is entered in the subcontractor database.

Window | Allows you to enter certain variables related speificto the Window Coveringsnodule.

Covering | Please refer to the relevant user guide for more irgtom

Flooring | Allows you to enter certain variables related spaifico the Flooringmodule. Please refer

Setup to the relevant user guide for more information.

Counter | Allows you to enter certain variables related spedifico the Counter Topsiodule. Pleasge

Tops refer to the relevant user guide for more information.

Contract | Allows you to enter the payment increments (or paynmennts), by percentage, over the

Spread duration a contract. This function is for the Purclj$ower module. Also viewable in the
profile screen.

Web This feature allows you to assign user ID’s and passwiordgour buyers/lots for our wep

Link based interface Webview. For details please refédr@dVebview user guide.

Copy Allows you to duplicate the selected subcontractor tymadsa different trade code.

Find Enter a portion of the subcontractor name to do abkear

Delete Deletes a specific subcontractor record.

Notes Attach special notes to that vendor. This will printv@rious vendor lists.

Print Print subcontractor listing reports in one of the miangnats offered.

Exit Return to the maiSetupmenu.

15
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Customization and Configuration

Under theSetup menu you will find many selections that are specificeglated to customizing and
configuringIBSWIN to suite your operational requirements.

Note: It is recommended that after the initial setup of yaftware that these areas be accessed only by
system administrator as they can adversely effect theaprogram operates. If multiple users are setup
(see page 29) the administrator can restrict access éness.

Company Configuration

The first step to customizing and configuring your softwate let it know how to work for you. This can
be done from the main menu undatup: Company Config Thetabsat the top of this screen (pictured
below) are used to setup various global options for eamdtul®. Your Pharaoh trainer will review the
pertinent ones with you at your initial training sessioBelow is tab by tab breakdown of some of the
setting available to you.

General

This screen is where you can review your
standard company information. It is here that
you can modify your company's address,
select if you want to display theplashlogo
screen, and determine whether you want to
print the division name and/or address on the
various documents produced by the system.
The company name and address fields are
checked by default.

Note: Your company name cannot be
modified. This is part of our license control
and can only be modified by Pharaoh
Information Services.

The Temp Work Area is wherelBSWINwill store any temporary files that it creates. dfault
this is the Microsoft Windows variable TMP howevhistcan be changed to another directory if
necessary. Please speak to your Pharaoh consultaystemsadministrator before changing this
setting as it affects every user and may render themsysnusable.

The Signature Blocks button allows you to create custom signature blocksydar sequence
sheet and some reports. For more information orticgea signature block see page 19.

Add Logo allows you to attach your company logo to IBSWIN. Thils then print on the top left
of your PO’s, work orders, pay schedules, etc. The imiegedist be in .jpg format.

Design Center Addressallows for an alternate name and address on some sefporh the
IBSWIN Design Studio modules.
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Sales

The sales screen has two main sections. The
first allows you to select which tax district
applies to you (if applicable):

Mello Roos: For properties in a Mello Roos
Tax District (CA).

Spec_Assmt: Used for builders outside of
California that use special assessments.

Note: If neither of these options apply to the
property that you are working on, no figures will
be affected as long as you do not enter any figures IlReos or SID/LID field in the Sales module

Ordered Options Less “Cash Option”: It is checked if you want exclude “Cash Options” from
the sales price of the house.

AUTO Sales Letters: This changes the sales auto letters default trigger date# of days before
2" estimated close of escrow date to # of days afterdsae

The second section is for customizing and defining youn gales escrow screen fields. Any
changes will affect how these fields appear on screémpant on your flow sheets.

Key Measure Base Dayare parameter settings used in the production of thg Measures’
report found in Sales Reporting.

The Add Standard PO Signatureallows you to attach a scanned signature to IBSWIN& Wihi
then print on the bottom of your PO’s. The imagerfilest be in .jpg format.

Options

Options Ordering Is RETAIL Only: This

is only applicable if you are using IBSWIN
for options ordering only and do not track
costs or generate PO's.

Generate PO’s By Subcontractor Name:
Changes the way in which PQO’s are
generated. A sub with multiple trades would
get 1 purchase order.

Archive Option Cancellations: If this
check box is marked then all cancellations
will be reported in a cancellation table.
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Disable Auto Price Changes: Use this option to disable the Auto Price Changesifeavhen
updating options costs.

Option Setup Price Unchanged With Zero Margin:If you have a zero margin in options groups
than IBSWIN will not calculate a retail price.

Use Option Group Cost Code For Pre-Plot Option PO’sif you check this box then the system
will override the cost code setup in the trade scre¢h thie cost code from the option group
screen when PQO’s are generated.

Modify Ordered Option Types: If this is checked, it will allow you to modify the ag type of
options that have been ordered from PR to O.

Generate Option PO’s With Current Costs: This check box tells the system to use the current
cost in options setup when you generate the PO’s

Option_Standards Generate Contract CC’s: This check box tells the Purchasing system to
create Change Orders to Contracts when Upgrade Optieree@ered that have been set up with
special credits to the standard contract.

‘Ask’ If Option Extra is Detail For Another Option: If checked, the Options user is asked if the
option detail for an ‘Extra’ is to be attached to avmesly ordered option.

Purchase Order Title: This will allow you to choose a different name faruy POs to print on
POs and the print screen from within an order.

Purchase Order Number is: This will allow you to choose a different name fauy PO numbers
to print on POs.

Purchase Order Number Ref: How the purchase order number is referenced on the Op@bn
report.

Option Order Title: This will allow you to choose a different name fauy Option Orders to
print on Options Order and the print screen from widimrorder.

Override Auto Option Numbering: If this check box is marked then the user will be dble
manually change Option Numbers that are automaticalgrasd by BSWIN during Option Setup.
In addition, the numbering gap between options can beedefin

Back Charge Custom Verbiage Selectionsfhere are two customizable comments or disclaimers
that can be added for Back Charge document customization.

PO Legal Verbiage: Enter the legal verbiage to appear on your purchase orders.

Option Order Disclaimer: Enter a custom disclaimer to appear on the bottonptidro orders.
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Option Book Disclaimer: Enter a custom disclaimer to appear on the bottompiio® Book
report.

Signature Blocks: Allows you to create custom
signature blocks for some reports. To create a
signature block, selecNew and thenselect the
highlighted memo which will appear. In the screen
provided, enter/create your signature block exactly as
you would like it to print including the lines (using the
extended dash). The first line in this screen is veskr

as a header to name the signature block and will not
print. To view an existing signature block, click on
memoin the second column.

Customer Service

Service Company Name, Phone, and Fax:
You can enter alternative contact
information that will print on work
order forms.

Aqging periods (in_days): Enter the

aging periods (in days) that your
company normally uses. The days
entered will affect certain reports
generated in the Customer Service
module. (i.e. which items have been
completed by the 14th day, 30th day,
60th day, and then by the 90th day).

Default Warranty period: Select or
change the default warranty period of 1 year.

Alternate ‘Phase’ & ‘Lot’ Labels: Rename references ®hase and Loto your company’s
preference.

Do Not Date Stamp Service Item NotedDisable date stamp application to notes is servioasite

Display “Inactive” Subcontractors: Subcontractors marked asactive will be displayed in drop
down menus for selection in service items.
Display “Inactive” Trades: Inactive trade codes are displayed for selection cgeitems.
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Select Buyer Request ScreerColor: If you mark the buyer as a ‘Do Not Contact’ buyerha t
Buyer Request screen, you can select a background c@oabest.

WO Custom Verbiage: Select one of the three verbiages to be printed enwtrk order. You
may also customize any one of the preceding three gpatpolickingEdit Text.

Flooring

Combine Flooring Supplier & Installer PO’s: If this box is checked then the supplier & installer
are printed on the same PO’s globally.

Ask for Grout Color When Order Is
Initalized: With this box checked you will
be asked for grout color the first time the
order is opened on the standard products.
Ask For_ Grout Color When Tile s
Upgraded: With this box checked the
designer will be asked to enter the grout
color for upgraded products only.

Retail Price For Extras Added To Rooms

With Standard Products, Will Be Zero:

Exactly as the description specifies. If extras are dddegoom that has the standard product then
any extras will be added with a retail price of zero.

Round Flooring Orders: This will make the system round your orders off tortbarest dollar.

Auto Adjust Std. Area Carpet Total: When using the optional room function, IBSWIN can
automatically adjust the optimal cut measurements baseaboms being added or subtracted in the
order.

PO Install Qty Is Standard Room Area: When Install PO’s are generated the Qty used will
always default to the default room Qty rather thanctieulated figure used for materials.

Allow Update of Price & Costs When Copying Flooring Price Extas: If checked, flooring
product extras will update the price and cost for the ganmeuct already existing in phases that
you are copying flooring products to.

Allow Global Install Price Changes by Product Type:In Setup/DesignStudio/Flooring/Product
Types, you can adjust the install cost for a specificlpcotype. This cost will be used to change
the install cost of all flooring products of that tyjpe $elected phases, if this box is checked.

Round Flooring Prices To Next 25 Cents:automatic rounding up routine as indicated.
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Add PO Signature: Allows you to attach a scanned signature to IBSWINs Wl then print on
the bottom of your PO’s. The image file must be in fgognat.

Remove Signature:Allows you to remove the file you added in the abovp.ste

PO Legal Verbiage:Enter your own custom legal verbiage to appear on your aseabrders.

Variable Standard Flooring Product: If a flooring product in the drop down list is selectiw
selection will be listed as a 5th standard/default prodyse. tThis is in addition to carpet, wood,
vinyl, and tile. If nothing is chosen Vinyl Tile ike default.

Retail Price Markup Calculation Variables: allows you to include supplier and/or project tax as
well as per unit freight fees in the calculation of té&il price for flooring products.

Order Screen Toggles:Each of the check boxes below allows you to hide uarmolumns from
the ordering screen.

Report Toggles: These check boxes allow you to hide quantity, unit pgeess price, allowance
or payments for thdefault flooring order report.

Windows

Round Window Covering Orders:
Automated ordering rounding to eliminate pennies.

Add PO Signature: Allows you to attach
a scanned signature to IBSWIN. This will
then print on the bottom of your Window
PO’s. The image file must be in .jpg
format.

Remove _Signature: Allows you to
remove the file you added in the above
step.

PO Legal Verbiage: Enter and legal
verbiage to appear on your Window PO’s.

Window Covering Order_Disclaimer: Enter a custom disclaimer which is to appear on the
Window Order.

Order_Toggles / Reports Toqgglesprovides a way to custom tailor window order screen and
reports as required.
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Counter Tops

Add PO Signature: Allows you to
attach a scanned signature to
IBSWIN. This will then print on the
bottom of your PO’s. The image file
must be in .jpg format.

Remove Signature: Allows you to
remove the file you added in the
above step.

PO Legal Verbiage:Enter custom legal verbiage to appear on your purchasesorder

Variable Standard Counter Top Product Allows you to select a custom counter top product
type to be used as one of the standard/default typeghihgas chosen Marble is default.

Retail Price Markup: Calculation variables to be used when calculating ttesl igrice for your
products.

Purchasing

Offsite Contract Title: Enter a title
for offsite contracts here, or use the
defaultOriginal Contract

Onsite _Payment Schedule Title:
Enter a title for the onsite payment
schedule, or use the defaBlhyment
Schedule

Alternate Company Name:
Alternate company name for use on
purchasing reports.

Include Plans Not In Actual Phase Mix:
This function is specifically for those using the bidstea phase. Any contract awarded from the
bid phase will automatically have every plan elevatiociuded for copying purposes.

Add Leading Zero To Revision Number: Add a leading zero to the revision/change order
number. It is recommended to have this checked offatoctiange orders sort correctly.
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Ask To Spread Onsite Revision to Another TradeThis function activates the prompt to create
change orders to contracts using a different cost cadeltr

Budget/Bid Onsite Lot Specific Costs:This function allows for an entry to be made in @nsi
bids and budgets for lot specific costs not normally apiePlan/Elevation.

Enable Onsite Mix Change Orders From Sequence Sheerthis function enables the generation
of Mix Change Orders to Contracts if a Plan/Elevat®ochanged in the sequence sheet and Onsite
contracts have been generated for currently selectese pHarocess is performed in the sequence
sheet.

Filter Onsite/Offsite Constracts to Users ‘Allowed’ Progcts: This function will limit the
contract available to a users based on the projeatigesetup.

Verbiage Selections:There are numerous options for changing or adding custobmgerto
various Purchasing Power documents.

Add Standard PO/Onsite Contract/Offsite Contract Signatures Allows you to attach a
scanned signature to IBSWIN. This will then print oe thottom of your PO’s, Onsite and/or
Offsite contracts (default report formats only). Timage file must be in .jpg format.

Construction Schedule

Construction Works Sat & Sun: Check this if your
subcontractors work on, or consider, Saturdays and
Sundays as part of the regular work week.
Otherwise, the scheduling module will recognize only
Monday through Friday as work days.

Holidays Button: When selected you may enter the
dates and the descriptions of any holiday that your
company will observe.

Note: Holidays must be entered at the beginning of each year.
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Export

When selecting this tab, you will have three
buttons to choose from, Timberline, Master
Builder and BudgeTrac. These are the three
accounting programs that IBSWIN is
currently integrating with. To enable access
to export parameters, you must select the
appropriate accounting system.

BudgeTrac

Below is a description of each option available for
BudgeTrac export You will need to know some
cost code related, and accounting related
procedures to determine the necessity of some of
these options. Please contact Pharaoh for assistance

BudgeTrac Record Types:Tells IBSWIN which
BudgeTrac modules to export the 3 different
commitment types: P - Purchase Orders, S -
Staging, C - Contract Management.

BudgeTrac Department: Assign the BudgeTrac Department code if applicable.

Default Category: Enter the correct/default BudgeTrac category if applicable

Summarize PO Detail At Export: This exports PO’s as total number rather than aldétai
line-by-line listing.

Export Division As Enterprise: To use Export Division in IBSWIN as theEnterprise
number/code in BudgeTrac.

Export Lot as Phase: Exports thelot number used in IBSWIN as th®hasecode used in
BudgeTrac. Use only if you a doing lot level accountinBudgeTrac.

Export Phase Cost CodelUses the cost code field in the phase screen amsheade for all
options PO'’s. This overrides the option cost code thraughBSWIN.

Export Option Group Cost Code: Similar to previous check box except uses the cost code
field in the options groups screen for all options PO’s.

Export Phase WIP_GL Account No.: Select this to export th&/IP GL Account Number
found in the phase screen instead of the defaolect WIP GL
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Export Trade/Cost Code WIP GL: If selected, a GL Account column is opened up in the
Trade Code screen for the Option, Base and Option Cod¢<C And entry in these will be
exported to Budgetrac.

Export Onsite Contracts as Lump Sum: Onsite contracts will be sent to BudgeTrac as a one
line entry.

Timberline

Below is a description of each of the options avaalddt
Timberline export You will need to know some cost
code related, and accounting related procedures to
determine the necessity of some of these optionas®le
contact Pharaoh for assistance.

Timberline Job Field Setup: To export to Timberline
each commitment in IBSWIN must have the correct
Timberline job code. Since this is highly customizahle
Timberline IBSWIN allows you to define how it should
build this code using existing fields in tReoject Phase
and Sequence Sheescreens. To this you may need
assistance from a Pharaoh consultant.

Char: Determines how many characters are used prior teefh@rating character.
Sep:Allows you to specify the separator (/, *, -, etc.diade the job field codes.

Timberline Extra: Use this list box to enter an extra job field fopt©On PO’s only if
applicable.

Jobcost Category:Enter the appropriate Timberline job cost category doaaplicable.

Default Offsite Lot: Specifies the lot number to be used in an Offsite @oht

Default Contract Change Order Status:Specifies the state of the contract when exported to
Timberline.

Export Insurance On Contracts: This will allow you to export the insurance inforneatiwith
the selected commitment.

Summarize Onsite Contract Export: This export the onsite contacts as a total rathan th
being broken out by pay points.

Export Phase Cost Codelses the cost code field in the phase screen amsheade for all
options PO’s. This overrides the option cost code througBSWIN.

Export Option Group Cost Code: Similar to previous check box except uses the cost code
field in the options groups screen for all options PO’s.
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Export Onsite Contract As Lump Sum: Onsite contracts are exported as a lump sum total
without any detail.

Summarize Onsite Contracts By Pay PointSimilar to above except you get a lot by lot total
instead. Costs will not be broken out by pay point.

Master Builder

Below is a description of each of the options avaalabl
for Master Builder export As of this publishing,
Master Builder only exports IBSWIN purchase
orders. Other commitment types can be added.
Please contact Pharaoh for assistance.

Export Phase Cost CodelUses the cost code field in
the phase screen as the cost code for all options
PO’s. This overrides the option cost code throughout
IBSWIN.

Export Option Group Cost Code: Similar to previous check box except uses the cost code
field in the options groups screen for all options PO’s.

Include Option# as Part#: Uses the IBSWIN Option Number as the Master Buildet par
number.

Revisions ‘Modify’ Existing Line Items: When checked, IBSWIN PO revisions will modify
existing Master Build PO lines, otherwise, each liaedmes a new line in Master Builder.

WebView

Please refer to thé/ebviewuser guide.

TracTime

Please call Pharaoh for assistance. This is usually
configured by your TracTime consultant.

Security
This tab is only available to users who have the
Allow Admin User Functionschecked in their
user profile under the general tab in the setup user
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screen. Most of the functions found here can only bapeed when all users are logged out
of IBSWIN.

Disable User _Logon: This feature allows you to lock users out of IBSWIN levhjou are
doing maintenance. When selected, the ‘Start Shut Dd@ancel Shut Down’ and ‘Re-
Index’ command buttons are enabled.

Start Shut Down: Starts a 10 minute procedure that warns existing usefBSWIN of
impending system maintenance. At the end of the wgupamiod, users are completely logged
out of IBSWIN. During this process, the procedure sends auile, ‘Application-
Closedowns.$$$’, into the IBSWIN directory on your servéihe presence of this file will
keep other user from logging into IBSWIN. The file iscauatically deleted once the Shut
Down procedure is finished. At the end of the Shut Dpvatedure, you will be notified that
all users have been logged out and you can re-index or etemphatever process you needed
to complete without user interference. Should you neeabtot the Shut Down before all
users have been logged out of IBSWIN, selectGarcel Shut Downcommand button. This
cancels the Shut Down and notifies existing users timatShut Down process has been
canceled.

Re-Index: Allows you to re-index the IBSWIN database withouvieg the Security screen.

Current Users: A method to see who still maybe logged on to IBSWIN.

Options Order Timeout: Setting a value (in minutes) here, will automaticédly IBSWIN
users out of their buyers option order screen if tme fimit is exceeded and there has been no
activity in the screenThe existing buyers order is saved be for this logout procedure

Change a Phase CodeThis will allow you to correct or modify a phase cdtlat may have
been entered incorrectly.

Change a Project CodeThis will allow you to correct or modify a projectdmthat may have
been entered incorrectly.

Change a Trade Code:This will allow you to correct or modify a trade cotlat may have
been entered incorrectly.

Change An Option Cutoff: This will allow you to replace on option cutoff to @her on all or
selected phases.

Move A Project To Another Division: Moves an entire project and its related data to anothe
division.

Move A Phase To Another Project:Moves an entire phase and its related data to another
project.
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Update Tractime Phase TagslUpdates the sequence sheet Tag field for Tractime usegs us
this field.

Delete Project Flooring Cancellations:Allows purging of the flooring cancellation file, since
it can get fairly large quickly.

Change a Lot Plan: Allow you to change the plan on a specific lot. Causbould be used
here as contracts may have to be refreshed and r@dspoeto this mix change.

Refresh Contract/Budget/Bid Cost Codesif you change your accounting cost code/s for a
trade/s, then you will need to use this feature to propadat change to all existing contracts,
budgets, and bids for exporting purposes.

Delete Project Purchase Orders:This feature allows you to delet®lLL PO’s (except
Customer Service PO’s) in a project. This will helduee over head in the IBSWIN database.
As always, backup your database before deleting PO'’s.

Set Beginning PO Number:Allows a new client to set the starting value of 8@ something
other than 1.

29



IBSWIN Setup & Configuration - User Guide

Users

If you wish to add greater security you can do
this by creating multiple user accounts with
individual user ID’s, passwords, and
accessibility restrictions.

Found inSetup: Setup Users/ou can modify
different user accounts by selecting thad
button. Select the account you wish to edit
from the master list and click OK. Then you
will be returned to the main configuration
screen.

The account you are editing will always appear

at the top of the window displaying thegin

ID, Password, and User Name The various

security options are sorted by module via tabs (as p@&lug®me of the selections will allow read-only or
no access (to parts of the database), by project ongny combination thereof. You will only be albde t
modify the items applicable to the modules your compasypiachased. Pharaoh has an Expanded User
Security Guideo further assist you or contact support at Pharaoh.

Force Off Users

This function is found under the Tools menu and is prignaged to force a user off the IBSWIN system.
While this may have many uses is also helps elimiagietential login error which states that your user ID
is already in use. This can occur if someone else loggesing your user ID and password however also
happens if IBSWIN was closed down incorrectly, or abytl a system crash. To correct this, log on to
IBSWIN usinglogin ID: pharaoh andpassword pharaoh. Then go torools: Force Off Usersunder the
main menu. A list of active users will appear. Highlighur user ID and select theorce the User Off
button. Exit and then restart IBSWIN. You should nowabé to log on like normal. The procedure for
forcing of any user/s is exactly the same as outlifede however you will not need to exit the program
afterwards.

Please NoteAlways notify a user before forcing them off. Forcioffjusers whilst they are using or updating the
database can result in loss of data and a potentidl oratheir workstation.

Reindex

Found under th&ools menu (and in Company Config/Security), this is a spécaeake keepindgunction
and should be run on a regular basis to keep the databasstimp as efficiently as possible. Since
IBSWIN is a relational database, this function correctsdatg or indexing problems and optimizes the
application.We recommend that this process is run weekly.
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Please Note:Everybody must be logged out of IBSWIN to be able tm&ex the database. If you are aware of
any loss of data in your system DO NOT Reindex your @atabrhis will result in a permanent loss of data - IF
there was any chance of recovery.

Troubleshooting IBSWIN

1%}

“Codes, Subs, Groups, - Make sure the setup process was fully completed. Seveaadats ar

etc. not assigned” dependent on one another. If any one of the setup stamesmplete, the
Error message. error message will appear when the database is opened.

Already logged on - If you are out of the system (are logged off) and upormgptiiag to log
message box. back on and you receive a message that says that yaliesady logged on

please use the following procedure:

Log on to IBSWIN using théogin ID: pharaoh andpassword:
pharaoh.

Once logged in seledtools:Force Off Usersunder the main menu.
Highlight your user ID shown in the list ilsers who are currently
logged on”window and select thiéorce the User Offbutton.

Exit out of IBSWIN and then restart it.

Now you should be able to log on with your usual login hd a
password.

Auto Margin issues. - If Auto Margin is changed after the effected fields haheeady been
entered, changing the Auto Margin field will not autonellycupdate eack
field. After the Auto Margin has been changed, you musttepekch field
by tabbing through the costs for each product.

—

Company Config. — - The grayed out company name text box cannot be changjealivihe aid

Cannot change the of Pharaoh. The name is connected with the licensérol and prints on
company name. many reports.

Description field is not | - In many cases the description field is limited to 50 ati@rs. You may be
showing everything. able to enter additional descriptions unbetes

Error message box - If an error alert pops uplo not click on Cancel Always click on the

causing IBSWIN to Ignore button. You may have to repeat this process sevarestuntil the

close. error message box stops appearing.

By pressingCancel the system may close down and exit you out. In|the
event that this does happen and you receive a mess#gg dtat you are
already logged on when you attempt to get back into IBSWitat is the
case, please follow the instructions underAlready Logged on Message
Box above.

31



IBSWIN Setup & Configuration - User Guide

Grayed out menu
items / reports

If you need reports or menu options that are currentlyegraut, pleast
see your system administrator. You currently do not lecess to thos
areas.

System Administrators: to update user permissions please gédtup: Setup Users

e

IBSWIN, and/or the
system shuts down,
and/or freezes, and/or
IS running too slow.

Please check to see if you are opening too many wingoeggams at ong
time. You may not have enough memory in your computéatwlle all the
windows/programs being used at once.

Reindex the database, this can be found uhdels: Reindex Database
Also reference the instructions under tBeor message box causing
IBSWIN to close above. This behavior can occur after an error mes
box appears, or after clicking on a dropdown list butt@anrt@any times. If
a button does not seem to work immediately after bdicked, be patient
Your computer hardware may not meet or barely meetsIBAVIN
minimum requirements. Performance can be severedgtaff on slowe
computers. Always select the desired button once and foaitthe
computer to complete the necessary processes.

D

sage

Note button does not
appear / or stays red
after entering a note.

In the Options module the cursor must be in tQy column in order tQ
view the red\ote button.

Reindex — system will
not allow a reindex.

Someone may be working on IBSWIN. Please make sutestieayone is
completely logged off and the program closed before attegfxi reindex
the database.

Please notethat in extreme cases, you may also have to log
yourself off, and log back in on another computer to perfthe
reindex.

Sequence Sheets —
“Subs” button does
not work.

Make sure that you have setup all your subcontractorsebsédecting the

Subsbutton.

Sequence Sheets —
plan numbers do not
appear when printed.

Mask sure that all of your plan numbers are limited tig four characters.
Only alphanumeric characters (letters and numberd)eiset fields. Space
and special characters such @s _, etc. will not work.

*S
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