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Introduction

Introduction

Welcome to ArchiOffice® from BQE Software, Inc!

ArchiOffice is a project management solution for architects. It is networkable, multi-user software, which
operates on both PCs and Macs. It was created by Architects, for Architects, and has continued to evolve
to meet the needs of a growing customer base worldwide. ArchiOffice takes all the disparate pieces of
information in your office and organizes them in a most remarkable way by offering solutions such as
contact management, document management, task and project management, time and expense tracking,
billing and reporting.

Your employees can access ArchiOffice from anywhere, using any operating system. You can make
ArchiOffice instantly accessible to local and remote users via the Internet while retaining all the features
and functionality that your business depends on. This solution is simple, affordable, secure, scalable, and
very fast.

The goal of this ArchiOffice Getting Started Guide is to help you install and begin the set up process
while familiarizing yourself with the ArchiOffice program. It explains the concepts and procedures
involved in setting up of ArchiOffice, focusing on its installation and registration. Thus, this Guide enables
you to educate yourself quickly on how to run and start ArchiOffice effectively and efficiently. It also
explains some troubleshooting issues at the end, highlighting your most often encountered problems or
queries.

~ The ArchiOffice Getting Started Guide is not a complete training solution. It
is a guided tour designed to set up and familiarize you with ArchiOffice. After
completing the guide, we recommend that you explore the ArchiOffice Help. In
particular, check out the How Do | help items. Based on your preferred learning
style and available time, you can choose self-learning or guided learning. Guided
learning provides custom training courses to get you up and running with
ArchiOffice as quickly as possible. Check out www.bge.com/Services for more
information.
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System Requirements

System Requirements

For successful installation and implementation of ArchiOffice software, be sure your computer systems
meet or exceed the minimum requirements. System requirements are different for Servers and Clients,
depending on whether you are using Windows or Mac operating system.

Server Requirements

Windows

Pentium Ill, IV, M, D 1GHz or higher processor

2 GB RAM

2 GB free disk space

Microsoft Windows 2000, 2003, 2008 Server, XP, Vista, Windows 7 operating systems (32 & 64
bit)

Java Standard Edition runtime environment 6, updates 20 to 27 (download)

Networking TCP/IP

Port 8081, 1099 and 2638 open and accessible for use by ArchiOffice exclusively

Macintosh

I GHz or higher Intel processor. Must have a 64 bit processor, if running in Leopard.
2 GB RAM

2 GB free disk space

Mac OS X 10.5 (Leopard, 64 bit only), 10.6 (Snow Leopard), or 10.7 (Lion)

Java SE 6 (20 to 27)

Networking TCP/IP

Port 8081, 1099 and 2638 open and accessible for use by ArchiOffice exclusively

Client Requirements

Windows

Pentium Ill, IV, M, D 1GHz or higher processor

2 GB RAM

Microsoft Windows XP, Vista, Windows 7 operating system (32 & 64 bit)
Java Standard Edition runtime environment 6, updates 20 to 27 (download)
Networking TCP/IP

Word 2003, 2007 or 2010 for document/invoice creation
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System Requirements

Macintosh
e | GHz or higher Intel processor. Must have a 64 bit processor, if running in Leopard.
e 2GBRAM

e Mac0S X 10.5 (Leopard, 64 bit only), 10.6 (Snow Leopard), or 10.7 (Lion)

e JavaSE 6 (20 to 27)

e Networking TCP/IP

e Word 2004, 2008 or 201 | for document/ Word 2004 only for invoice creation

Recommendations for Best Practices

e  We suggest ArchiOffice be installed on a dedicated server to prevent incompatibilities.
e ArchiOffice cannot be hosted from a server that is also functioning as a BIM server.

ArchiOffice Getting Started Guide 201 | Page 3



Installation

Installation

ArchiOffice 201 | is a server-based application requiring one machine to function as a ‘Server’ that hosts
the ArchiOffice data. If you have only a single license for your firm, the machine you use to access
ArchiOffice will also function as the server. Besides a current version of the Java runtime
environment, there is no need for you to install any software on your client computer. You can
access the database files from your client machines via a link to the server using your ArchiOffice server's
IP address and the port number 8080 or 8081 (explained later in the Guide).

» Before installing the software, please read the End User License

Agreement (EULA).

The following instructions are for installation on a PC and Mac machine that will be hosting ArchiOffice.
Please find your correct operating system before proceeding.

b o If you are an existing ArchiOffice user, you can upgrade to the new
ArchiOffice 201 | version. Please check the Upgrade from ArchiOfficeV8
whitepaper for conversion details.

Installation on a PC System

If you have purchased ArchiOffice, you should have received a link via email for where you can download
the installation file (setup) as well as this Getting Started Guide. Please download the installer from our
website as instructed in the email.

”The installer or setup is a zipped file and will require an extraction program
such as WinZip to unzip the file.

Follow the steps below to install ArchiOffice on the machine that will be hosting the ArchiOffice data
(this applies to both multi and single users):

I. Log in to your computer as an Administrator.

2. Download the ArchiOffice 201 | installer/setup file and unzip the contents to your

desktop.

Double-click or right-click on the setup icon on your desktop and click Open.

4. If prompted to install Java, please click Install and continue. If this prompt does not
appear, continue to the next step.

5. When the ArchiOffice 201 | InstallShield Wizard appears, read the information and follow
the instructions on each screen and click Next.

w
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Installation

i ArchiOffice 2011 - InstallShield Wizard

Welcome to the InstallShield Wizard for
Archioffice 2011

The Installshield{R) Wizard will install ArchiCffice 2011 on waur
computer. To continue, click Mext,

WARMNING: This program is protected by copyright law and
international treaties,

o
LD
m

ArchiOffice

Power your office. Empower yourself.

[ Mext = ] [ Cancel ]

6. Read the License Agreement and select the ‘| accept...” option to proceed. Click Next.

i@ ArchiDffice 2011 - InstallShield Wizard

License Agreement

A
Please read the Following license agreement carefully, N

BQE Software Inc. End User License Agreement -

IMPCRETANT: THIS SOFTWARE END USER LICENIE AGREEMENT ("EULA") IS 4 LEGAL
AGFEEMENT BETWEEN TOU AND EQE SOFTWARE INC. FEAD IT CAREFULLY
BEFCORE COMPLETING THE INSTALLATION PREOCESS AND USING THE SOFTWARE. IT
PROVIDES 4 LICENSE TO USE THE SOFTWARE AND CONTAINS WARRANTY
INFORMATION AND LIABILITY DISCLAIMERS. BY INSTALLING AND USING THE
SOFTWARE, YOU ARE CONFIFMING ¥YOUR ACCEPTANCE OF THE SOFTWAERE 4AND
AGREEING TO BECOME BEOUND BEY THE TEREME OF THIS AGREEMENT. IF ¥OU DO
HOT AGEEE TO BE BOUND BY THESE TERMS, DO NOT INSTALL THE SOFTWARE AHD
RETURN THE SOFTWAFE TO YOUR PLACE OF PURCHASE FOR A FULL EEFUND.

{1 accept the terms in the license agreement

(%31 do not accept the kerms in the license agreement

7. Enter your User Name and Organization, making sure to check the option Anyone who

uses this computer (All Users) so that anyone using this computer will have adequate
access to ArchiOffice. Click Next.

8. Accept the default installation location. Once the installation begins, a progress bar
displays until the installation is complete.

9. When done, click Finish. If prompted, restart your computer for a successful installation.
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Installation

% ArchiOffice 2011 - InstaliShield Wizard

InstallShield Wizard Completed

2011, Click Finish to exit the wizard.

[ ] [ |
ArchiOffice
Power your office. Empower yourself,

bge '

The Installshield wizard has successfully installed ArchiOffice

Cancel

It will display the post installation instructions page (Welcome to ArchiOffice) guiding you to

license your software.

Your Internet/Antivirus Security software may prompt you to allow
program access. Please ALLOW (or Unblock) access whenever prompted. If you

don’t, ArchiOffice will not function properly.

o

= If you are experiencing problems while installing ArchiOffice, please check
the Troubleshooting section of this Guide or Knowledgebase Articles. Else,

contact us at (800) 371-0130 (ext#0) or support@ArchiOffice.com.
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Page 6


http://www.bqe.com/ArchiOfficeKB/kb.aspx?prodId=AO
mailto:support@archioffice.com

Installation

Installation on a Mac System

If you have purchased ArchiOffice, you should have received a link via email from where you can
download the installation file (setup) as well as this Getting Started Guide. Please download the installer
from our website as instructed in the email.

Follow the steps below to install ArchiOffice on the machine, which will be hosting the ArchiOffice data
(this applies to both multi and single users):

Close any open applications.

Log in to your computer as the first Administrator.

Download the ArchiOffice 201 | installer package or setup file.

The ArchiOffice 201 | installation screen opens. Click Continue to begin the installation.
It displays the Software License Agreement. Click Continue to Agree to the terms of the
agreement.

Lhwn —

MaNO « Install ArchiOffice 2011

To continue installing the software you must agree to the terms
of the software license agreement.

O Int

® Lic Click Agree to continue or click Disagree to cancel the installation ]
and quit the Installer. [

'4 " - { : 2\ S
( Read License ([ Disagree Agree
B gl
o
. T
>
= AL DISCLAIMERS. BY INSTALLING AND USING THE SOFTWARE, YOU ARE CONFIRMING YOUR
ACCEFTANCE OF THE SOFTWARE AND AGREEING TO BECOME BOUND BY THE TERMS OF THIS
AGREEMENT.IF YOU DO NOT AGREE TO BE BOUND BY THESE TERMS, DO NOT INSTALL THE
SOFTWARE AND RETURN THE SOFTWARE TO YOUR PLACE OF PURCHASE FOR A FULL REFUND.
THIS EULA SHALL APPLY ONLY TO THE SOFTWARE SUPPLIED BY BOE SOFIT'WARE INC
HEREWITH REGARDLESS OF WHETHER OTHER SOFTWARE IS REFERRED TO OR DESCRIBED
HEREIN A
v
. 2L Y Py " N\
Print... ) ( Save... ) [ Go Back [ Continue

6. Customize the Installation Type depending upon whether you are a new user or an
existing user. Select the Upgrade from V8 option only if you are upgrading from
ArchiOffice V8 to 201 |. Click Continue.

Click Install to perform a standard installation.

8. Enter your computer password (Admin) and click OK.

~
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Installation

Ev
.00, = Type your password to allow Installer to make E
- - changes.
© Introdu Name: ArchiOffice
© License ;
Password: (#]
© Destin d -
J » Details
© Install:
® Installat @ ( Cancel ) ( oK )

& humma\rﬂ

( Change Install Location... )

Go Back ) ~ Install

9. You are warned about restarting your computer after the installation. Click Continue

Installation to install the software now.

.8 N0 w Install ArchiOffice 2011
. .. When this software finishes installing, you
.‘ ‘ must restart your computer. Are you sure
@ introduct I h you want to install the software now?
-
© License
e | (" cancel ) ( Continue Installation )

of

© Installationrype
® Installation

® Summary

this software for all users of this corhputer. All
users of this computer will be able to use this
software.

(Change Install Location... )

( Go Back ) ( Install )

4

10. The installation process starts and displays the progress. As soon as the installation is

complete, restart your computer when prompted.

ArchiOffice Getting Started Guide 201 |
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Installation

LOLO « Install ArchiOffice 2011

Installing ArchiOffice 2011

O Introduction

O License

| © Destination Select

| © Installation Type

Writing files...

© Installation

immary

| | Install time remaining: About 11 minutes

I'l. After restarting your computer, read the Post Installation Instructions. This instructions
page also serves as the ArchiOffice Control Panel, and can be launched manually from

/Applications/ArchiOffice 201 |/Control Panel/

The Control Panel will allow you to start or stop the server, and provides access to both
the client and admin portals. You need to license your software to continue.

I2. Once the server portion is licensed, launch the client for the first time by clicking Client
from the Control Panel. This initial launch process will create a desktop shortcut and
prompt you to install several Java Plugins that are necessary for the program to function.

")
; If you are experiencing problems while installing ArchiOffice, please check

the Troubleshooting section of this Guide or Knowledgebase Articles. Else,
contact us at (800) 371-0130 (ext#0) or support@ArchiOffice.com.

Licensing

You are required to license the ArchiOffice software prior to use. When you purchase the software,
license keys and instructions are emailed to you, based upon the company name and number of users.
ArchiOffice requires two types of license keys —Server License Key and Client License Key.
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Installation

Server Licensing

The first step in the licensing process involves the licensing of the ArchiOffice Server using the
ArchiOffice Admin Portal.

I. Do the following to License the ArchiOffice Server:

PC: Open the ArchiOffice Admin Portal from the Start, All Programs, ArchiOffice
2011 menu or your desktop (Launch Admin Portal icon). You can also open it
directly from the browser by typing this URL:

http://servername:port/servoy-admin/

where ‘servername’ is the IP address of the computer on which you installed
ArchiOffice and ‘port’ is the port on which the software was installed. By default, it is
8081.

http://ServerlPaddress:808 | /servoy-admin/

Mac: Open the ArchiOffice Admin Portal from the ArchiOffice Control Panel, found
in

/Applications/ArchiOffice 201 |/Control Panel.

You can also open it directly from the browser by typing this URL:
http://servername:port/servoy-admin/

where ‘servername’ is the IP address of the computer on which you installed
ArchiOffice and ‘port’ is the port on which the software was installed. By default, it is
808I.

http://ServerIPaddress:808 | /servoy-admin/

2. Before the Admin Portal opens, you will be Connect 1o 127.0.0.1

prompted for a login. Please enter the default user
name and password:

User name: Administrator
Password: fullthrottle The server 127.0.0.1 at config requires & username and

password,
Warning: This server is requesting that vour username and

password be sent in an insecure manner (basic
authentication without a secure connection]),

Uszer name: € administrator b’

Password: L1 Ll )] )

[ Remermber my password:

[ Ok, ] l Cancel

3. Click on the Licenses option on the left to open the Licenses screen.
4. Enter your company name, server license key and number of licenses exactly as emailed
to you (case-sensitive). Make sure to leave the Licensed Product set to Client.
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Installation

| Menu

‘ | Licenses

AO

Network Settings
Profiles

Server Plugins
Database Servers
Clients

Solutions

Locks
Transactions
Users

Batch Processors
Upload Library

Licenses
Server Log
Performance Data

ArchiOffice
APPLICATION
SERVER

Servoy Server Home

License Information

You currently have 100 valid licenses, which allows 100 clients to connect.

Enter your license information in the fields below:

Company name: |Fountainhead Architects |
Licenses: |'IOO |
License code:  |234596-126168-101352 |

Licensed product

Check oodeg%; Delete code | Code OK

Company name: | |

Licenses: | |

License code: | |

Licensed product
Check code

Click Check Code to verify the license key. When successful, it displays Code OK.
Next, if desired, you can change the default password for the Administrator. Click the
Users option on the left to access the Users screen.

Click Administrator in the User list at the bottom of the screen.

| Menu

Users

AO

ArchiOffice
APPLICATION
SERVER

Servoy Server Home

Network Settings
Profiles

Server Plugins
Database Servers
Clients

Solutions

Locks
Transactions
Users

Batch Processors
Upload Library

Licenses
Server Log
Performance Data

To create a new user fill in the form below. To edit an existing user (rename, password change, add/remove
groups) dlick on the user's name in the list below. To delete a user, click on the ¥ image after the user's
name.

Create new user

Username: |

Password: |

Password |
(again):

User uid |
(optional):

Create user

User list
Administrator,%“l% X

8. On the Edit user screen, enter a new password for the Administrator. When done, click

Change Password and then exit.

ArchiOffice Getting Started Guide 201 |
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Installation

Edit user

ArchiOffice

APPLICATION
SERVER

Servoy Server Home

Network Settings
Profiles

Server Plugins
Database Servers
Clients

Solutions

Locks
Transactions
Users

Batch Processors
Upload Library

Licenses
Server Log
Performance Data

Edit user name

Username: |Administrator

Rename user

Change password

Password: |oo..o..ooo..o

Password (again): |nnnun

‘/f\ }
L o B

wal

Change password "1:

Edit user uid

User uid: |1

o

[ Change user uid ]

Add to group

Add to group

Group list
Administrators

Do not lose this password as is it cannot be recovered and regaining access will
require downtime, and an additional fee, while we obtain your database and reset the

password.

9. You have successfully licensed your server application. To initialize the Server License,

you need to reboot the server.

e PC: Reboot the server as usual.
e Mac: Shut down and then restart the server.

Now you can proceed to license the client application.

ArchiOffice Getting Started Guide 201 |
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Installation

Client Licensing

The second step in the licensing process involves the licensing of the ArchiOffice Client. When you launch
the application for the first time, you are prompted by the Preferences-System-Company screen to enter
your company name and client license key.

(9,

To launch ArchiOffice Client:

e PC: Open the ArchiOffice Client application from the Start, All Programs,

ArchiOffice menu or your desktop (Launch Client Access icon).
® Mac: Open the ArchiOffice Client application using the desktop alias or opening the
ArchiOffice Control Panel found in /Application/ArchiOffice 201 |/Control Panel and

clicking Client.
The system downloads and verifies
the application using Java Web

Start.

Next, you may import your data
from a previous version if you are
using an upgrade setup that allows
import of data from an older
version of ArchiOffice. Please check
the Upgrade from ArchiOfficeV8 (

Java Web Start

whitepaper or contact our Technical

Support for assistance.

key.

@ Preferences

ArchiDffice 2011

2

Werifyi lication. ,._gf,
erifying application =>
Java:
Name: ArchiCffice 2011
Publisher: EBQE Software
From: http:/f127.0.0.1:8081
] | Cancel |
After data conversion, if any, ArchiOffice then prompts you for licensing.
On the Preferences screen, enter the company name and client license key, exactly as
emailed to you (case-sensitive). Click the Validate License button to verify the license
Company MName | “our Company Mame
Client License Code I
License Count I
3
By changing your company name, your license key will become void, and you will not be able
to use ArchiCffice 2010,IF you would like to change your company name, please contact a sales assaciate
st BQE Sales by either calling 800-371-0130 {ext #0), or 310-602-4020, or by sending an email ta sales@archioffice., com.
If you have a different set: of license and registration keys and would like to proceed with the
company name change, then click Yes below, Otherwise, dick Mo,
Are wou sure you want ba proceed with changing your company name?
Please enter company and license information to continue
Page 13
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Installation

» After entering your company name, you may get a warning message about
changing your company name. Ignore it and click Yes.

6. Next, you will see a list of current users in the system.

¢ New Installation: If this is 2 new user installation, you will see only the pre-
generated Admin user and will already have a license allocated to it. Click
Continue.

e Upgrade: If this is an upgrade installation and you imported data from a previous
version, you will see all the users from your older database. You need to
authorize users to log in and use the software, depending upon the number of
licenses purchased by you (displayed at the bottom).

w Preferences
Use Licensed Seat
| MName Status Group
Addmin Admin Active iy | =
£
Please check which users you want to have licensed. Up to 5

¥ You must authorize and provide a license to at least one user from the
‘Administrators’ group.

ArchiOffice Getting Started Guide 201 |

Page 14




Installation

Log-in

Administrator and other users of ArchiOffice are supposed to log into the program to access its functions
and features. Once the licensing has been validated, you are prompted to log into the application.

Your Administrator will provide you with a
User Name and Password. If you have
imported your data from an older version of

B8 ArchiOffice - Security - Client

ArchiOffice, all existing users will have the
same user names and passwords. w A rc h I ©f{ﬁ] @ @
your office. yourself.
To start with, the Administrator uses these
defaults:
User Name: Admin Lser e | st
Password: Admin Password | swess|
=D )

v You will be prompted to specify
the documents storage path in your
Operating System from the
Preferences-Documents-Paths screen,
unless this information was brought in
with a data conversion. This is required for creating projects and documents in ArchiOffice.

Ready 550
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ArchiOffice Setup

ArchiOffice Setup

At least one person (Administrator) should be assigned the task of setting up ArchiOffice. The
Administrator will need to review and update the Preferences area as explained below. This will establish
all default settings for the application.

If your system/network is protected by a firewall, your IT/System Administrator
should make sure to open Port 8081 and Port 1099 for the server.

You can access the Preferences screen from the Home page, View menu or Window menu to set up
your company profile, users and specify other preferences. You can specify the following important
settings from there:

b o It is critical to set up preferences prior to entering any additional information in
ArchiOffice. If you have imported data from an older version of ArchiOffice, much of the
information will be imported for you; however you should still review and verify its
accuracy.

System: Enter your company information, report and invoice logos, default dropdown menu options,
number format details as well as your printing standards.

Preferences

= ) System

e [T

L. # Report Logos COmpany name IFourﬂainhead Architects ‘{J\J @
i e # Invoice Logos -

" @ Defaults Address1 |2801 Airport Drive -

| Lo Pams e Fountainhead
. ® PrintsetUp ress I ure

@ Backp City ITorrance

+-42) Import

- ‘Workgroups State ICA

#-47) Users

+-5) Contact Iip |a0s0s

+-) Project

#-3) RFP Courtry | United States of America

#-7) Documents

+-2) Billing

() Reports

+-]) Wieb Access Phone: | 310-602-4010

+- ) Reqister

Email |archioffice@bqa.eom
Fax |31 26639552
Optimal size 950 x 550 pixels at 72 dpi.
Client License Code I
License Count
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ArchiOffice Setup

Workgroups: Establish workgroups and their accessibility to information in various screens as well as
reports in ArchiOffice. This enables you to set and control user access to information and features on a
group basis; rather than one employee at a time.

Preferences
#-17) System
+-17) Impart
B0 Imp & % Billing & Paymerts “
Name Default Allowed Name
% | Adminiztrators F ﬁ' ~ Access Billing A
+J Contact +  Architects i Create Invoices
*‘-.3 Project % Architect Intern O ﬁ' Create Invoice for Mon Approved Slips
%L RFP o i ; ;
: Principals Previewy and Print Invoices
+-{7) Documents T B il |
;..J Billing Create Transaction
+J Reports Edit Transaction
+-3 Web Access Delete Transaction
H Reqister
D Res Delete Invoice
Edit Invoice
Preview and Print Transaction
Yigw Invoices
Wi Transactions
- “

Users: Enter ArchiOffice user profiles and all corresponding details such as human resource information,
time and expense, sync privileges, calendar details, etc. In addition, you can override the user’s
workgroup security here in the Security section. You can also enter their cost and charge rates, which is
vital for project’s profitability. This information must be entered in its entirety prior to setting up a
project.

Preferences
+ 1) Swstem
&3 Import ER Hame v IHDWard Roark
H-2D Workgroups
=1 Users Use Licensed Seat Principal [ G0 o Cortact ” Aszzign Contact
: Eafaultts | Name Status Group
o ormats
o Dominique Francar | Active  Architects 3 ﬁ ~ hame IHDWard I IRDErk
Principal
- HR Elsworth Tochey  Active  Architects v i THe "
- 4 Time/Exp : : Address | 123 Main Street
.. Sync Gail Wynand Active | Architects v r_ﬁ' Sufte 300
uite:
& Cther Options Horvard Rosrk Active | Administrators W ﬁ .
® Security City | Torrance
- @ Reparts Peter Keating Active | Principals - ﬁ —r 70 [a0e0s
- # Dashboards —
- Cuick Yiew ourtry
+-{_3) Contact Lol
+ () Project % | Phone hd H @ e
+-[3) RFP
: $ Phene W Gl
#-{J) Documents -
{3 Biling % | Email v E]ﬁ
+- ) Reports “w % Cellular v fﬁ'
E i Web. Access P 3 Eﬁ? k|
+-{J) Register
[[Ju=e Fitter L
Starts With Contains Mame Role Active
Name | app o - I Feasibilty Study - Hourly with Cap | Principal ﬁ ~
Fertis Health Clinic Principal v
Stetus [] Active []Onleave [ ] Terminated ” ﬁ
Fourtainhead Architects Principal ﬁ
e 3 Health Care Facility - % of Constut Principal [
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Contact: Set the defaults and formats for your contacts.

Preferences

) Swstem
) Import
- Workaroups

) Users Contact Mame Format I =lastnames=, =firstrame:= '@'
=+ Contact

+
*
+
+

‘- @ Defauls Sample Foark, Hovvard I [ Upciate ]
Lo e EE

o8 '"" Format Tags First Iniisl

+_-] ] =] First Mame

+-{[7) Documents

4 Billng Midle sl

+{) Reparts [ Jtestina

{3 Web Access S

+-{7) Register Last Name

Project: Set the defaults for the projects so that when creating new projects in ArchiOffice, users will
have consistent numbering, phase and job codes as well as additional project management information.
In addition, you can set the defaults for project dropdown menus, milestones and tasks. Properly setting
up this information will ensure that all new projects in ArchiOffice will conform to your practices and
project standards. This information must be entered in its entirety prior to setting up a project.

Preferences
+-17) System
:j wfrok:roups Project Types v g aw
+ ) Users T
-0 Contact ipe Project Number | 2011-0005 A
i ] +  Commercial mw -
=4 Project o
- . . efault Unit of Area | Sq Ft A
» = Interior Design @'
- $ Mixed Use i Use Cortact's dddress
: :E::&ttah 4 Residential New i Department Label [ Office
& Miestones *  Residentisl Remodeling @'
» Teams % Residertial Addtion i}
# FPhases % Space Planning @'
# Iob Codes % School: K-6 MNew Construction @
@ Tasks . ) -
L. Miscellaneous = School: K-6 Remodeling @'
+-{(5) RFP % School: K-§ AddtionRemodeling @'
#-{3) Documents *  Restaurant i
5 {2 Biling % Hospitality ﬁ
417 Reports . - @'
il-{C3) Web Arcess = Feasibilty Study
+ |7 Register % Urhan Design @‘
+ Institutional i
% School: University i
.
= Internal @'
*  Hospice @'
v

RFP: Set defaults for your ‘Request for Proposal’ projects (projects representing all your pre-contract
work). These projects are set up similarly as the regular ones, but these defaults represent the project
before it becomes billable. An RFP project can roll over to a billable project once the client has signed a
contract. This is better than creating a brand new billable project.
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Preferences
£ 7) Syskem
-7 Import @ Use Tasks for Time on new Projects: O
+-{{7) Workgroups
H-{ ) Users 1. Initial Phase:
+-{7) Conkack 2. Research Phase T_ﬁ
+-{5) Project 3. RFQ Phase -
=13 RFP 4. Interview | Presentation Phase Tarsk Ressarch Client ks
o Defaults 5. Follow-up Phase b
# Miestones &, Contrack Award Phase
% Teams Task Detail -~
-# Phases )
- # Job Codes
Lew IEEE Hours I
+-) Documents P— ot Hild @ )
+-{3) Biling Administration v ro E chi E il o Responsible Neame
=) Reports [ Howard Roark 25
+-{ ) Web Access :
+-J) Register # Reszarch Program [] Peter Keating
- Initial response ko client [ ENisworth Tachey
[ Gailwyrand
[] Daminigque Francon
v

Documents: This represents the default document management structure to be used in ArchiOffice.
Here you can modify document Notebooks and dividers as well as add your own templates to
ArchiOffice. ArchiOffice works with most conventional document types and comes with more than 70
templates, which can be customized to suit your needs. It is important to set the location where you
installed the ArchiOffice Documents folder. If you do not have the path specified properly, you will not
be able to create a project.

Preferences
+-{ ) Swstem
+:l Import main sub o @
-3 Workgroups ?E E ¥ e
03 Users #-) 1. PROJECT & DRAWING INFO Title: |Leﬂer
-3 Contact #-3) 2. CORRESPONDENCE ]
-7 Project +-(3) 3. PRICING AND BIDDING File Mame: | letter rif i}
+-() RFP {23 4, CONSTRUCTION ADMINISTRATION Template | Text Create [] Wiord v
: Dacurments +-7) 5. PROMOTION —
. —-I_ ) General Description | Send letter to cartact
-# Types [
- # Paths # Transmitkal
-3 Biling # Memorandm Shiw in GuickDoc Diate | 12MEA0 128 P
+-{05) Reports # Fax Cover Sheet .
+..:l Web fccess # A0 Merge Fields Requires Contact Data Size |33‘434
+-{7) Reqgister . # AOMergeFields 2 [] Requires Project Data
+-{7) Labels
#-5) Enwelopes [ Use Sequence Mumber
£ i) Invaoices

[] Restrict Users

[[] Unique Far Project

RTF Fisld Substhution

File Path Mac I zersBurnsDocumentsi&0 DOCS 201 0Memplstesietter

File Path P I CrDocuments and SettingsDitkMy Documents/80201 0 Documents/Templatesle
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bl you have imported your data from a previous version of ArchiOffice, the
path to your Documents folder will be imported during the data conversion
process.

Billing: This information may require collaboration with an Accountant or Bookkeeper. It sets the
defaults for billing preferences such as invoice numbering, payment terms, expense markups, tax models
and billing labels. Here you can also customize expense types if necessary. This information must be
entered in its entirety prior to setting up a project.

Preferences
#-| ) System
-7 Import
+-|.7) Workaroups
: ) Users Inwaice Mumber | 11-68 A
+-{ ) Contact
- Project Paymert Terms | 30 w  Days
+-| 3 Proij ¥l y:
+-{L3) RFP
: j Documents |:| Slips Require Approval
-1 Billing Showy Biling Header & Footer
« [
# Accounting Invaoice Balance Dus () Show Project Balance
# Tax () Show Invoice Total
# Labels
8 Initcorsion Timer Round To Minutes IT
+-{3) Reports
+_"] Wb Access Expenze Markug IT Y W
+-{7) Reqister
Billing Efficiency Target % 25
Biling Period  Calendar Morth h
Invoice Template | Invoice Type B v

Invoice Output | (2} POF (O RTF

Invaices Path Mac I MzersBurnzDocuments/A0 DOCE 201 Minvoices

rw

Invoices Path PC I IAA0 DOCS 201 invoices

» If you have imported your data from a previous version of ArchiOffice, the
path to your Invoices folder will be imported during the data conversion
process.

Web Access: Set your default map URL. The Contacts portal provides links directly from your contacts
information using the maps you choose here. This information can be used for easy mapping of contact
addresses or driving directions.

Preferences

#-{ ) System

+-{5) Impart

+_"| Workgroups

{3 Users

+ =) Contact Default Mapping Web St Google Maps - ‘D:‘ @
f ) Project Mame | Google Maps

-7 RFP

+J Documents Map URL | hitp:fmaps google cominaps Pt=qihl=enig=<=Address>= ==City>> ==States> << Zipes 2=Cauntrys=Swloc=ad

+ . dr

+-{3) Biling

+-{7) Reports

Web Access Directions URL | hittp:fmaps. google .cominaps Pdaddr===To Address== =<To City== <=<To State== <=To Zip==, ==Ta
= M IF.L 5| Country==&zaddr=<=From Addresz==, <=From City== ==From Zip== <=From
: » [
+ ) Register Country==&f=d&hl=en&layer=_Eie=UTFo&z=14&om=1
Flash Help URL | kittpoiasnsy boge comsfarchioffice2011helps f’
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ArchiOffice Basics

This section focuses on the basics of ArchiOffice including navigation options available in the program.
Before proceeding, please review the Setup section to ensure all default settings have been set up

properly to meet your needs.

Navigation

You can navigate ArchiOffice using the following navigation options:

¢ Menu: Context-sensitive menu with
dropdown options, e.g., File, Edit, View, Help,

etc.

=
P8 /rchiOffice - Contacts - Client Software

File

Edit

i

Wiew  Records

Fountainhead Archi

<UD

|
|
|

E E [ E

List of Contacts

Roark, Howa
Keating, Pete

Francon, Dor

Taggart, Dagny

N Help
Home Chrl+1
Conkacts Chrl+2
Time | Expense Ctr4+3
Projects Chrl+4
Billing Chrl+5
Calendar Chrl+e
Reports Chrl+7

Preferences  Chrl+8
ser Setup Chrl+3
Charting Chrl+0

Taggart Transcor

Iy
head Ar

head Ar
head Ar

e Tabs: Color-coded tabs (title bars) provide access to various modules in ArchiOffice, such as

Contacts, Time/Exp, Projects, etc.

g

9F Contacts A

9F Time/Exp A

9F Projects || % Billing

S 9F Calendar N

alll

Reports

e Master Control: Options to go to the Home page, previous and next screens visited, sync with

external applications, etc.

i

) @

e Preferences Bar: Options based on the user’s access privileges, including Accounting Sync,
Preferences, Support, User Setup, Login, etc.

‘ - H ‘ﬁ System - Portals & Charts

ArchiOffice Getting Started Guide 201 |

vm

Page 21



ArchiOffice Basics

e Dashboards: Area that displays system charts, lists, logo, portal, etc. You can configure an
unlimited number of dashboards holding a mix of charts data portals. The dashboard is
customizable- you can edit or zoom charts and access right-click options.

fice - Home - Client Software

File Edit ¥iew Records Window Help Accounting

Fountainhead Architects

) Uy ©

4 contacts || ¥ Time/Bxp ‘A || T Projecs A || =\

Raark - Portals + Charts 1

o Jroe T

Roark, Howard Fourtainhead Architects # |  2010-0000 Fourtainhead Architects Internal 2010-0003 PHU Scie... Staffing Schedule O
esting, Peter Fourtainhead Architects 2010-0001 Taggart Corporate Headguarters - Commercial 2010-0000 Fourtain... Website Review O
Francon, Domini__. Fourtainhead Architects 2010-0002 Rearden - Aspen Residence Residential Mew 2010-0001 Tagoart ... MEP Comtract Review O
Taggart, Dagny  Taggart Transcontinental, inc _ | 2010-0003 PHU Science Certer Institutionsl 2010-0002 Rearden ... Window Shop Drawings O
Galt, John Taggart Transcontinentsl, Inc. | 2008-0143 Roark Residence Residertial MNew 2003-0143 Roark Re... Punch List Reviewy O
d'Anconia, Fran... Anconia Copper 2010-0004  Ferris Heatth Clinic Institutional 2010-0003 PHU Scie... Schedule GC Interviews O
Ferris, Floyd Skate Science Institute 2010-0000 Fourtain... Place Ad for Office Manager ]
Mouch, Wesley  Mouch Methacls, Inc. 2010-0003 PHU Scie.. Solicit Proposals from Consultants O
Rearden, Henry  Rearden Steehworks 2010-0003 PHU Scie.. Test Task ]
Stadler, Robert Patrick Henry University

Akston, Hugh Akstan Engineering bl

Total 16 Cortacts “ Tetal 6 Projects “~ Total: 9 To Do(s) ~
Invoici Receivables / Aging

$13491 © Gross © Cost © Profit = Current 0 1-30 ®§1-90 @ =80

120,000 $134.91

$110,0004——— "EE EEEEEEEE. 125,000 $3877
$100,000 +———| ————

90,0004 | | 100,000 $27,008

80,000

$70,000 $75,000

$&0,000

$50,000 $50,000

$40,000

$30,000 $25,000

$20,000

$10,000

50 %
z=s2szsszsses2s2s2zcc ¢ gggeegggegeeesTEE
TTTTLTETEISTTTIRRTTTY R EEEEEEEE-EY
=7

Ready

I =

Tutorial

This tutorial covers the basic processes involving project setup, time tracking, billing, payments, project
management and reporting.
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Contacts

The Contact screen allows you to create and maintain a profile of your contacts including clients,
vendors, sub contractors, consultants, and anyone related to your projects. Contact information can be
entered manually or, if your contacts are maintained in another application, you can import that data into
ArchiOffice as well as synchronize them with Outlook or Address Book.

To enter contact information:

I.  From the Home page, select the Contacts tab.
2. It displays a list view of your contacts. Click New on the button panel to add a new

contact.
Contact Coadd o e Q. @. | E5] | @ |j |
find  re-find mylist  list duplicate new delete
- Work m [*" Home m
Mame | M. Peter Keating Mathe |Pe.ter | |Keaﬁng &4 % | Email vl pki@fountainheadbqe.com I ﬁ A g
Company | Fountainhead Archiects Company | Fourtainhead Architects % Cellular vl (21076022345 I I ﬁ'
Title | Principal Address | 2601 Airport Drive %
Tyne | Employes Address2 | Suite 350
) Referral |- City | Torrance =
e iings st [ A zin 50505 .
Lack [ Brochure O Country | United States of America
Party v Directary Biling [] Maiing []  Sync “
Documents Type v S P v S Crested by R EEN O |
news  find list
Documents Logs Events Frojects Misc o
de s o ek s e ]
|_ P2006-0002-0388561 doc @ Word 09/07/2010  2010-0002 Rearden - Azpen Residence  Howard Roark
|_ P2006-0002-D83753 doc @ Word 094072010  2010-0002 Rearden - Azpen Residence  Howard Roark ﬁ'
df Rearden Lake House SiteDiagram pof FDF 09072010 2010-0002 Rearden - Azpen Residence  Howard Roark ﬁ'
@ Rearden Site Plan 3.6.06.JPG Image 09072010 2010-0002 Rearden - Azpen Residence  Howard Roark ﬁ'
|: P2005-0002-D102287 doc Wiored 09072010 2010-0002 Rearden - Azpen Residence  Howard Roark ﬁ'
|: P2006-0002-D95177 doc Wiore 090172010 2010-0002 Rearden - Azpen Residence  Howard Roark ﬁ'
|: P2005-0002-D95159 doc tarin Window Transmittal Wiored 090172010 2010-0002 Rearden - Azpen Residence  Howard Roark ﬁ'

3. Enter the required information about the contact on the Work tab such as Name,
Company, Address, Phone, etc. When a new contact is created, default settings specified
in the Preferences are automatically applied.

» You can add more tabs to this screen by clicking the Add icon 9.
Additional tabs provide the ability to enter multiple addresses and phone
numbers, i.e., home, billing, job site, assistant, his/hers. This helps keep the
contact details organized and easily accessible.

4. Before proceeding to create a project, you must have entered the client’s contact details
(address and phone) first. All projects are built based on the client’s contact information.
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Projects

The Projects screen allows you to create and maintain a profile of your projects or jobs. When a new
project is created, default settings specified in the Preferences are automatically applied.

I. From the Contacts screen, select the client’s contact record.
2. In the detail view, select the Projects tab below the contact details.

add vigw Q @ | @ | @ ’j |
find re-find rmylist  list duplicate new delete
Home [ Wark m %
Mame | Howard Roark @ Mame I Hevwsarel I I Roark B4 = | Fhone v @ Al g
Campany | Fountainhead &rchitects Campany | Fourtainhead &rchitects %  Phone N E’@
Tite: [ Principal Addresst [123 Main Strest = ¢ oEma v =i
Type | Employee Address2 | Suite 300 ) % Cellular ¥ E @
netive 17 EMETS O = City | Torrance e v @
oty o Melings 0O State [ CA Tip | 90505 &
- |:| Mailings Country
Referral IS Directary Billing Mailing Sync [] w
Category v S Status v SH Proj v w ;‘r-; ’:T ‘ Q |
! new  find list
Documents Logs Events Projects hlisc Invoices Transactions o
2009-0143 Rostk Residence Residential Mew Biillakle Active Howeard Roark Ellsworth Taohey ﬁ
2010-0000 Fourtainhead Architects Internal Internal Active Howeard Roark Howvard Roark @
2010-0004 Ferris Health Clinic Institutiorsl Billzbile: Active Howvard Roark Howvard Roark @
T-0001 Single Family Residertial - Fixed F... Residertial Mews Billahle Templste ﬁ
T-0002 Single Family Residertial - Hourly  Residential Mewe Billzhle Template @
T-0003 Heslth Care Facity - % of Constu... Institutionsl Biillakle Template @
T-0004 Heslth Care Facility - Fixed Fee Institutionsl Biillzkile Template @
T-0005 Feasibilty Study - Hourly with Cap  Feasibilty Study Billahle Template ﬁ
T-0006 Restaurant - Fixed Fee with Hourly Restaurant Billahle Templste @

w

Click the New button to create a new project.

4. It prompts you to enter the required information such as type of project Billable
(contract work that will be billable), RFP (pre-contract) or Internal (internal office work
that is non-billable or project related); client, project name and number.

5. On entering this information, you automatically move from the Contacts screen to the
Projects screen.

6. On the Details tab, you can enter the project’s basic details such as employees (team)

working on this project, phases and job codes included in the scope of this project and as

stipulated in your contract. In addition, phases and job codes can have sub classifications
to accommodate consultant’s fees or any other sub categories related to budgeted
phases and job codes.
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Q&6 B S Oim

find re-find rmylist  list duplicate new  delete

Details General Logs Documents Events Checklists Slips Billing
[ Team ][ Phases ][ Joh Codes ]
€%  Project Mo i
_Assign Employee. _Assign Team _Update Rates Approve Slips
Project Name | Rearden - Aspen Residence Emplayes Rale BilRste | _Active
Project T¥pe | Residential Mew ~ % Howard Roark Principal $250.00 ]ﬁ' ~
Eilling Cliert | Rearden, Henry Reassign +  Peter Kesting Project Architect $185.00 @
- —_— . p
Office | Bouder Office % GailVWynand Architect Intern $7s00 [ ]ﬁ'
% Ellsworth Toohey Architect F170.00 "
Project Status — aActive w T D @
% Dominigue Francon Dratter $1s500 [ O ]ﬁ'
(&) Bilskle () RFP O Internal
Color ‘ﬁ

Use Billing Client Address ﬂ Gl

Adoress 1 | 165 Durant Avenue

Address 2

City | Aspen

State | co Zip [ 51611

Couritry

Originator | Hoveard Roark

Principal | Howard Roark

424

Praject Leader | Peter Keating

7. Next, move to the Billing—Options tab and set the project’s invoice method. This is
important prior to entering the project’s budget.

8. Move to the Billing—Budgets tab where the phases (sub phases), job codes (sub-job codes)
have already been set. Enter the fees and hours budgeted for each phase. This will
coincide with information stipulated in your contract.

b o It is imperative that budgets are set for ALL projects, whether hourly,
stipulated sum, percent of construction or unit cost. Without a budget, you will
not be able to effectively report on or evaluate the efficiency of your project(s).
Though hourly projects do not necessarily need a budget, it is important for you
to estimate your fees and time that you will be spending on each phase of the
project so you can manage each project accurately to ensure profitability.

After project setup, you and your team members can begin tracking their time on it.
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Time and Expense

The Time/Exp screen is the central location for all time and expenses entered in ArchiOffice. The Time &
Expenses list view displays all the existing time and expense entries in the system.

.
2.

(9]

e

From the Home page, select the Time/Exp tab.
On the Time Card tab, select the desired Employee from the dropdown list (your name is
pre-selected by default).

Time & Expense Q @ ‘
find re-find  list
Time Card Expenses Cretail Filter
Employee  Howard Roark “
Week beginning 4 [ Totals: Sunday Monday Tuesday Wednesday Thursday Friday Saturday
=un, 12 Jun, 2011 87| 0BM12020711 OB/ 372011 DB 420711 08152011 OB/1E/2011 08 772011 DEME2071
Hours Chargeable 15.75 - 7.00 6.50 225
Hours Hon-Chargeable - - - - -
Hours Internal 10.5 - 1.00 1.50 5.00 3.00
Hours Entered 26.25 - 8.00 s.00 7.25 3.00 -
Hours Required 40 - a a a a a
Hours Remaining 13.7% - - - 0.75 5 &
Slip Efficiency 39% 88% 1% 28% 0% 0%
Howard Roark - Wednesday, June 15, 2011
Date Emp Project Project Phase Job Code Description Charge Hours
TR
oeMsHl [ g HR O &* |
08511 HR  Resarden - Aspen Residence 03 Design Development  Administration Send Package of F 1.00 @ ﬁ ~
061511 HR  Fourtasinhesd Architects In-House Meetings Office Staft meeting 1.00 @ fﬁ'
08511 HR  Resarden - Aspen Residence 03 Design Development | Basic Services Zoning & Code Ang 1.25 @ @
061511 HR  Fourtasinhesd Architects Paid Time Off Yacation surfing 400 @ fﬁ'

Total 725

Enter the required information such as Date, Project Name, Job Code, Description,
Hours, etc. in the section below the grid.

Specify whether the time entry is chargeable or not by checking/un-checking the Charge
option.

Click the Add icon 5 to add and save the time entry.

Similarly, on the Expenses tab, enter the required information such as Date, Project
Name, Expense Type, Quantity, Cost, etc in the section below the grid.

Specify whether the expense entry is non-reimbursable and/or employee reimbursable
by checking the relevant Reimb option.

Enter the quantity and cost of the expense.

Click Add icon 5F to add and save the expense entry.

bl you prefer, both time and expense information can be entered in the
Time/Exp—Detail screen. On this tab, you have the option of using a timer to
track your time, place a slip on Hold, enter notes, etc.
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Billing

ArchiOffice provides several options for generating invoices and applying payments. For each project, you
can generate invoices using the Projects- screen. Here you can set the defaults and billing options for a
project. You can also perform the billing functions from the Billing screen.

To generate invoices:

I. On the Projects screen, select the Billing-Options tab.

QB E & O

find re-find mylist list duplicate new delete

Details General Logs Documents Events Checklists Slips Billing
l v ][ Invaices ][ Transactians ][ Options ][ Budgets ][ Maintenance ]
‘:‘E ‘:E Budget Actual Invoiced
E E % Hr= FrH  FeestExp Hr Fees Fa Hrs $/Hr  Fees+Exp Yo Fees+Exp Hr Fees Remain
® 01 Pre-Design 100 §1s0 §15,000 52% 40§97 7,570 52% 7,570 F7130 | A
® 02 Schematic Design 20% 593 §135 $50,000 85% 361 §1935 §70566 | 100% $50,000 0
® 03 Design Development 25% T4 135 100,000 39% 209 §183 $38,950 5% 75,000 §25,000
¥ 04 Construction Documents 42% 948 $168,000 14% 14 $23,563 S4% $90,100 77 900
| DB Contract Administration 13% 392 52,000 $52,000
v
Totals: 2774 $135  $400,000 $15,000 34% B24 3226 $1409438 B1%  $245100 7,870 $154 900
= = Budget Actual Invoiced
E@ E@ Hrs FrHr Fees U Hrs $/Hr  Fees+Exp U Fees Remain
® Existing Facilties Survey 27 §138 $3,600 45% 9 ¥ 1613 45% 1613 $1.988 |~
® Value Analysis 44 §135 $6,000 12% 3 F20 70 $6,000
# Detailed Cost Estimating 138 $135 $2,400 F2,400
# Construction Management 133 $135 18,000 $18,000
v
Totals: 222 §135 $30,000 8% 12 $193 $2,363 5% 1613 §28,388
Totals: $430,000 $15,000 143311 $248,713 $7,870  $183 288

2. Enter an amount to be billed (if billing by stipulated sum).
Choose the criteria for the Invoice Format and the Invoice Output.
4. Generate the invoice by clicking the New button.

w

> Once an invoice is generated, it becomes a Draft invoice, which can then
be finalized and sent to the client after review.

The Billing screen allows you to view and generate invoices for projects. You can also view outstanding,
draft and historical invoices from here as well as apply payments to outstanding invoices.
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The list view provides a listing of all invoices in the system.

I.  From the Home page, select the Billing tab.
2. On the Billing-Projects screen, specify filters to view the desired invoices.

Billing g g |E

find  re-find  list

Projects I [ Outstanding ] [ Drafts I [ Histary ]
) Active @ Al Cliert v 7 Last Invoice From E To E i
. i . ; .
O InActive U Project with unappraved Slips Principal o
(O cancelled !O Project with unbilled Slips )
() Completed ) Project with hold Slips iate i) v =
Click on data in underlined columns to go to the record (3]
Proiect Ho Last Invoice Total Invoiced Total Paid Invoice
troject Ko, Amount To Date To Date Method =
! 2009-0143 Roark Residence Hovveard Roark 0272872011 $15,000.00 $63,000.00 $70,000.00 -§1,000.00 EE Percent of Const.. D
! 2010-0004 Taggart Corporate He .. Dagny Tagoart 11/30/2010 57,966 75 §372,14 36 §324,157.50 $48,726 86 B= Percent of Const.. [
! 2010-0002 Rearden - &zpen Res... Mr. Henry Rearden 0573172011 $34,875.80 $259510E60 $230,810.60 F28,700.00 EE Stinulated Sum D
! 2010-0003 PHU Science Center Dr. Robert Stadler 123172010 $67,512.60 $414 01260 $346,500.00 $67,512.60 EE Stipulated Sum ]
201 0-0004 Ferris Health Clinic D Floydd Ferris 02/28/2011 $33,906.25 $114,528.20 $87,500.00 2702620 EE Hourly Rate O
Mumber of Projects: 5 Totals: F170261.73 $1,229 965 76 $1,058,995.10 $170 967 66
Invoice Cutoff Start [5] e osmzeon [F]W imvoice Dete | 08220011 (51| 7

w

Select the checkbox for the projects you want to bill.

4. Click the Generate Invoices button at the bottom to create new invoices. This moves
them to the Drafts status.

5. On the Drdfts tab, finalize an invoice by checking the appropriate draft invoice, and then

clicking the Finalize button. Finalized invoices can then be printed from each individual

project.

Payments

Payments can be applied for the individual projects using the Projects screen.
To apply payments:

I. Open the Projects screen and select the Billing-Transactions tab.
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2009-0143: Roark Residence Q a ™ & \
find re-find mylist list duplicate new delete
Details | General | | Logs | Documents | | Events | | Checkists | | Slips | | Biling
[ summary Invoices |_Transactions | Options [ Budgets |_maintenance |
Billing Clisnt IRDE”(‘ Howard From E Ta E i Q |
new  find list
Date Invoice Ho Hotes Payment Credit Retainer Refund

03A 62011 $1,000.00 000 0,00 $0.00 a
031672011 117 $8,000.00 $0.00 0,00 $0.00 a
03452011 000 000 $15,000.00 $0.00 a
104 372010 2010-0027 $14,000.00 $0.00 0,00 $0.00 a
104 272010 2010-0023 $7,000.00 000 0,00 $0.00 a
064672010 2010-0010 $5,000.00 $0.00 0,00 $0.00 a
064152010 2010-0014 $15,000.00 $0.00 $0.00 5000 £
051282010 2010-0010 $7,000.00 $0.00 $0.00 5000 £
031232010 2010-0004 $12,000.00 $0.00 $0.00 5000 £

Totals: $70,000.00 $0.00 $15,000.00 $0.00

Total Paid. $70,000.00

Total Invoiced: $69,000.00

Project Balance: -$1,000.00

2. Click the New button to record a new payment.

3. Enter the payment date and corresponding notes (i.e., check number payment details,
etc.).

4. Select the Payment option.

Enter the amount of payment received and confirm the amount to apply.

6. Choose Apply for the corresponding invoice. Finally, click Done.

(9,

If you prefer to enter the payment in a batch method, you can do so from the Billing screen.

I.  Open the Billing screen and select the Outstanding tab.
2. Find the corresponding invoice for the payment, using filter options at the top if
necessary.

Billing O & |
fing re-find  list
Projects | outstanding | | Drafts || History

From E Ta E H Project v ~ SR
Invaice Method v 7 Client v A
Principal v S Aging w S
Click on data in underlined columns to go ta the record fist Cu
Invoice Ho. Project Ho.
11030/2010 2010-0038  Percert of Construction 2010-0001 Taggart Corporate Headguarters  Daony Taagart 174 48 726.66 $0.00 48 726.66 m
053172011 1167 Stipulated Sum 2010-0002  Rearden - Aspen Residence Mr. Henry Rearden a 28 700.00 F0.00 §28700.00 @
120312010 2010-0041  Stipulsted Sum 2010-0003  PHU Science Center Dr. Robert Stacler 143 $67 51260 §0.00 P67 51260 E
022872011 11-186 Stipulated Sum 2010-0004  Fetris Heafth Clinic Dr._ Floyd Ferris &4 $27,02520 $0.00 $27,025.20 @
Mumber of Invaices; 4 Tatals; F171 967 66 §0.00 F171 967 66
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3. Apply the payment by going to the end of the row for the invoice entry. Click the

payment icon.

the payment (as explained above).

Reports

It will automatically open the Projects-Billing-Transactions screen where you can enter

The Reports screen allows you to save and run standard and custom reports in a detailed or summarized
layout. You can also view your reports in different formats, such as PDF, RTF or Excel. It is
recommended that you should check each category and run the reports included and see how each

would best represent your data. Once you have the report filters and criteria set properly, saving the
report for future can be very helpful.

I.  From the Home page, select the Reports tab.
2. Select the desired report from the Standard Reports list on the left.

B rehioffice - Reports - Client Software

File Edt Records ‘window Help

Fountainhead Architects r'.-'| p :
) 14 uill
fl) U») & ) j
oF Contacts || 9 Time/Exp & [| 9 Projects A|| % Biling & || 9" Calendar Reports |
Reports
Standard Reports Time Card Report
@ Contacks Thiz is & detailzd version of the general slip report. =
(=13 Time and Expense
- @ Employee Quick View t iz pre-set to only show time slips, and show summary tatals for employee, project and weeks
- ® Expense Card Report If you wwart to limit it to one employes, you will need to select that in the search criteria.
w4 Payroll
-~ # Periodic Totals
- # Slip Report
- @ Slip Report with Cost ~ ~
Display Details
- # Sl Report with Notes =Y
i~ @ Time Card Custom Type
tability Report () Detail (%) Summary
i Sart By
-{3) Projects Employee [ |Role [[] service Type [ Project Name [ Project Mo [ Expense Type
-2 Biling
) calendar
Tatals
) Daily (O Weekly () Mortthly (&) Only Summary Totals
Custom Reports All b
DF 1-3 2010 i &8~
Etswvorth Time Card m -
Records to Indude
Howeard's Active Projects ﬁ‘ 8 . Perform = search to
Use current found set ] 0 Records in found set e
Output Format
() POF (& wiewer () RTF () Export
v [ Save Report ][ Run Report

3. Specify the Display Details for the selected report, such as Type, Sort By, Output

Format, etc.
After building the report
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« JasperViewer
G| (][] m BJE] oo -
~
Fountainhead

Time Card Report from 03/18/2004 to 07/01/2010

TotakTax+

Employes Hours Time s Total Markup
Architect Architect 62425  $4514500 $4514500  $45145.00
Christy Jameson 271315 $7,10646 $7,106.46 57,106.46
Colin Sullivan 14500 5362500 $3,625.00 §3,625.00
Daniel Menitoff 17250 51470625 514,706.25 514,706.25
Earl Bankstrom 414750 29310820 $283,108.20  §283,108.20
Edward Thompson 3,583.10  §340,66193 $340,661.83  §340,661.93
Edwin Sanchez 15700 $11,00000 $11,00000  $11,000.00
Emily Simpson 184075  §146,697.74 $146,697.74 §146,687.74
Gary Beal 477925 §520,43599 $520,435.80  § 52043599
Greg McGihon 279150 519461535 $184,615.35 §194,615.35
Howard Roark 332885 526545368 $266,260.73 S 266,268.73
John Smith 3,38825 §258,17045 525817045 525817045
John Young 211743 §187,33008 $187,330.08  § 187,330,089
Ken Shickawa 5950 $4,35250 $4,352.50 54,352.50
Kristin Famsworth 321625 §179,857.94 $179,857.84 §179,857.94
Mike Rhineland 483800 537498426 $374,984.26 37498426
Mally Holcomb 500 $ 000 $0.00 $0.00
Pam Morgenstem 331325  §310.27182 $310,271.82  $310,271.82
Roberto Trujille 300 312000 5120.00 $120.00
Steven Gold 3,08225 521728667 21728667 521728667
Grand Totals 4440679 §3,374,94032 $3,375,747.38 §3,375755.38

b
£ ¥
Page 1 of 1

5. If you wish, click Save Report to save your report under the Custom Reports category.

Project Management

ArchiOffice provides many ways to measure the efficiency of your projects. The following features can
provide you with useful information to review your projects and track their progress.

Projects Summary

Projects—Billing—Summary screen: This view allows you to measure efficiency based on the projects budget,
compared to the actual time and fees to what has been invoiced. This information is updated in real-time
and represents the status of your project.

Project Profitability

Projects—General-Quick View screen: This view displays the most pertinent information relating to your
project’s profitability. Here you will see the Total Cost to Date, the Total Net Billings or Payments
Received, which then reflects your actual Profitability. In addition, this view provides a breakdown of the
budgeted time on a project compared to the actual hours spent, as well as the cost for each project
phase.
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Troubleshooting

Various technical issues that may be encountered during the installation and startup of the ArchiOffice
application have been explained here:

Error

Java has discovered application components that could indicate a security concern. This applies to Java
version(s): 6.0, 6ul9+.

Symptoms
While attempting to run Java based applet or application, a security warning appears: 'Java has discovered
application components that could indicate a security concern.’

Warning - Security @

Java has discovered application components that could (/71|
indicate a security concern. \ |

Block potentially unsafe components from being run? {recommended)

More Information...

= ' i' The application contains both signed and unsigned code.
w Contact the application vendor to ensure that it has not been tampered with,

Cause

Signed Java Web Start applications and applets that contain signed and unsigned components could
potentially be unsafe unless the mixed code was intended by the application vendor. As of the Java SE 6
Update |9 release, when a program contains both signed and unsigned components, a warning dialog is
raised.

Solution
Referring to the above screenshot, if the user clicks Yes, it blocks potentially unsafe components from

running, and the program will terminate. If the user clicks the No button, the application or applet
continues normally.
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Error
While trying to launch ArchiOffice, | either receive a blank Servoy screen or am not able to access the
ArchiOffice data on the server.

Solution
This installation issue can be confirmed and fixed by following these steps:

PC Users:
. On the Server, verify the ArchiOffice Servoy Server is running. Go to Control Panel, Administrative
Tools > Services and check whether the Servoy Application Server service has a status of Started.

%Removable Storage Manual Local System
%Routing and Remote A,.. OFffers rout. .. Disabled Local System
Secondary Logon Enables st...  Started Aukomatic Local System
%Security Accounts Man.., Stores sec...  Started Aukarmnatic Local System
%Security Cenker MMonikors s... Disabled Local System
%Server Supports fil. .. arted Aukomatic Local Syskem
_h %Servny Application Ser... Servoy Ap... Aukaormnatic Local System
%Shell Hardware Detection Provides n... arted Autornatic Local System
%Smart Card Manages a... Marwal Local Service
%SQL Anywhere - ACDE, .. Started Aukomatic Local System
%SSDP Discovery Service  Enables dis..,  Started Manual Local Service
%Symantec Lic MetConn... Symantec ... Aukarmnatic Local System
%System Event Motificat.., Tracks swsk,,.  Started Aukomatic Local System
%System Restore Service  Performs s...  Started Autaonnatic Local System
%Task Scheduler Enables a ... Manual Local System
%TCPIIP MetBIOS Helper  Enables su...  Started Aukomatic Local Service
%Telephnny Prowides T...  Started Manual Local System
Telnet Enables ar... Disabled Local System
%Terminal Services Allowws roulk,., Started Marwal Local System

2. If it does not show Started, then go to C:\Program Files\ArchiOffice
201 I\Servoy\application_server\database and delete all the log files.

'- database g@gr
o

File Edit Wiew Favorites Tools  Help

G Back -

Address |[3) C\Program Files\Archiffice 20111Servoy)application_serverdatabase

ir 7 ! Search Folders Elv W) Folder Sync

b aGo

Mame Size  Type Date Modified
File and Folder Tasks & %) a0_data_migrator.db 22,068 KE Data Base File Bl22(Z2011 5134 AM

|'.1='] an_data_rrigratar.log 320KE  Text Docurent 6/22(2011 8:15 AM

_g Move the selected items

(9]

() E-mail the selected items
¥ Delete the selected items

Other Places

.ﬂ archioffice.db 101,828 KB Data Base File 6/22/2011 12:00 PM

) Copy the selected items (5] = chioffice.log 68,864 KB Text Document 6222011 11:29 AM
&3 Publish the selected items %) servoy_repositary.db 65,576 KB Data Base File 61222011 8134 AM
il e E S7EKE  Text Document 8/22/2011 &:15 AM

Delete these 3 highlighted log files.

Now start the ArchiOffice 201 | Server again. Confirm whether the Servoy Application Server
has started (as in the first step).

Turn off your Firewall.

On the Client, turn off/down UAC on Vista/Windows 7 computers.
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Update Java to the latest version. This is critical if you are not able to open the ArchiOffice
Client. You may need to uninstall all versions of java, and then reinstall the current version. If you
are using the latest version, try uninstalling Java, and then re-installing it (www.java.com).

Once you update Java, Go to Control Panel > Java > General > Settings and click Delete Files
to clear your Java Cache.

8. Re-launch the ArchiOffice Client application by clicking the desktop shortcut or entering the
correct server |P address into a web browser. E.g.,
http://192.168.100.50:808 | /servoy-client/archioffice_client.jnlp

Mac Users:

I. On the server, check to make sure the ArchiOffice Servoy Server is running. Go to
/Applications/ArchiOffice 201 |/Control Panel and launch the ArchiOffice Control Panel. It should
indicate whether the server is running at the top.

2. Ifit does not indicate that the server is running, please contact ArchiOffice Technical Support at
(310)602-4030.

3. Turn off your Firewall.

4. On the Client, update Java to the latest version. This is critical if you are not able to open the
ArchiOffice Client. If you already have the latest version, check your Java Preferences and move
the Java vé versions to the top of the list.

5. Clear your Java Cache from Java Preferences-Network screen by clicking Delete Files.

6. Re-launch the ArchiOffice Client application by clicking the desktop shortcut or entering the
correct server IP address into a web browser. E.g.,
http://192.168.100.50:808 | /servoy-client/archioffice _client.jnlp

Error

Mac installer allows only the original Admin account (Me) to have Read/Write privileges.

Symptoms

In spite of creating an Administrator account and having a successful installation, after restarting the
computer and logging in with the same Admin account, the ‘Welcome to ArchiOffice’ startup instructions
screen doesn’t launch. This Admin account does not have access permissions as shown by the
Applications folder. Even though the installer allows installation for all users of the computer, it doesn’t
actually do so.

Solution
Please follow these steps to fix the problem:

Select the Applications/ArchiOffice 201 | folder and click command-I, or go to the File dropdown
menu and select Get Info.
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On the ArchiOffice 201 | Info screen, click the
small lock in the bottom-right.

Enter the Admin password.

Click the Add icon &¥ in the bottom-left of the
screen to add a new privilege.

Select Administrators and make sure it has
Read & Write privileges.

Then select everyone (which is already part of
the privileges) and change it to Read & Write
privilege instead of ‘No Access’.

To the right of the +/- buttons in the bottom-
left of the screen is a button with a gear. Click it
and select the Apply to Enclosed Items
option. This will propagate these privileges to all
subfolders and files.
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® M O[] ArchiOffice 2011 Info

~= ArchiOffice 2011 411.2 MB

L Modified: Yesterday 8:25 AM

¥ Spotlight Comments:

¥ General:

Kind: Folder
Size: 411.2 MB on disk (408,901,863 bytes) for
1,145 items
Where: [Applications
Created: Yesterday 8:16 AM
Modified: Yesterday 8:25 AM
Label: x

[ Shared folder
Locked

» More Info:

¥ Name & Extension:

ArchiOffice 2011

Hide extension

¥ Preview:

¥ Sharing & Permissions:
You have custom access

Name

tem
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Error
Not able to connect to ArchiOffice from a Client machine

Symptoms
After installing ArchiOffice and licensing it, | am not able to connect to it from a Client machine/system.

Solution
To connect to ArchiOffice from the Client system, open your browser and type
http://[Server|PAddress]:808|

To find the Server IP address for Windows OS:

I.  On the Server machine, select Start > Run, type cmd and press Enter to access the Windows
Command prompt.

2. Type ipconfig. Press Enter. This will display the IP address (e.g., 192.1.5.168) to be used for the
clients on your network.

This displays the ArchiOffice Client Application launch page, which will download the Client application
from the Server and create a shortcut on the desktop. During the download, you will be asked to verify
or accept the security certificates. You can launch the Client application from the desktop shortcut from
now onwards, without using the browser and the Server’s IP address.

If the shortcut does not appear on the desktop, it is because of your settings. Control Panel, Java,
Advanced, Shortcut Creation has an option set that prevents all Java shortcuts from being downloaded
and saved. You need to change this setting to permit shortcuts or else use the web browser to launch
your Client application each time.

b o For more technical issues, check our ArchiOffice Knowledgebase at
www.bge.com/ArchiOfficeKB.

Congratulations! You have now successfully installed ArchiOffice and understood its basic functionality. To
learn more about this program, check the ArchiOffice Help or visit
www.ArchiOffice.com/ProductOverview.

For more information, visit us at www.ArchiOffice.com.If you have any trouble in using ArchiOffice,
please contact ArchiOffice Support at (800) 371-0130 (ext #0) or support@ArchiOffice.com. For other
questions, please call us at (888) 245-5669 (US and Canada) or (310) 602-4020; or email
sales@ArchiOffice.com.
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