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Contract manager — short guidance
(Limited user)

1. to start the contract manager with ConWin
2. contract manager reminder

3. contract manager — start with reduced mode
4. general operation contract manager

5. print documents
reference: ConWin is a brand of the Softarray GmbH
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1. to start the contract manager with ConWin

Therefore you choose your favoured customer and click on the v-manager
symbol (left above) or you choose "v-manager (document management)" by
pushing the right mouse button.
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Thereupon the surface of the v-manager will be opened and the customer is
automatically selected in the program.
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Now you see 3 tabs on the edge of the screen (“offer”, “order” and “contract”) where documents can
be deposited.

At the announcement "documents deposited" you see immediately if there are any enclosures about
your customers deposited. In order to indicate a document you have to click on the symbol which is

equal (beside the tabs).

SFrx Manager - Dokumente von H+R Werbetechnik (KNr: 754) - Bearbeiter: Datenbank-Administrator R =10l x|
Login Dokumente Terminverwaltung Orucken Wartung - Beenden
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If the document has more than one page, you can turn them over by the navigator-function (right
over the selection of the documents). Sometimes the full screen of the documents is not enough.
For that case you can activate the original size of the document or a magnifier function within the

right upper range.
Sign off the program for returning to ConWin.
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2. V-Manager Reminder

In order to remind you of forthcoming dates the v-manager opens itself with every computer start.
You can adjust the frequency with which the v-manager reminder should verify the dates.
Therefore the following surface opens itself with every start.

FFK Reminder - Setup
FFK Reminder

FFK €& Reminder

— Reminder Settings
RemindEver: [12 [Hows ¥| |  Stop

™ Play audio: | |
- bz
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The verification is adjusted once a day standard.
It is advisable to take over the value.
Therefore you have to push the “take over” button.

If dates for you are existing, they are indicated in an overview list.

At first this overview is only for information.

Please confirm the access into the list by pushing the , took note of” button.
Thereby the system registrated that you were pointed to the date.

© Level9 GmbH Software Engineering & Consulting

E-Mail: info@level9.de | http://www.level9.de

D-03205 Calau | SchlossstraBe 24 | Tel: +49 (0)3541 87 28 737 | Fax: +49 (0)30 947 94 94 - 29

D-10965 Berlin | Mehringdamm 97 | Tel: +49 (0)30 947 94 94 - 0 | Fax: +49 (0)30 947 94 94 - 29

CH-8152 Opfikon/Ziirich | Wallisellerstrasse 161 | Tel: +41 (0)43 321 2002 | Fax: +49 (0)30 947 94 94 - 29

TR-34427 Istanbul - Omer Avni Mah. Inebolu Sok.: 37 | Tel.: +90 (0)212 252 73 31 | Fax: +90 (0)212 334 21 50
Gerichtsstand / register data: Deutschland, AG Cottbus | Registernummer: HRB 6899 CB | USt-ID-Nr. / VAT: DE 230322976
Geschéftsfuhrer / managing director: Alexander Bramigk | Prokurist / authorised representative: Daniel Friebel



Level9 GmbH | Software Engineering & Consulting

jahriches Preisangebot ‘Wiederyorlage Termin - Miarbeiter: Peschmann, Andreas (Kraftfaheer) Kunde
im September Verhandlungen uber Ve.., Wiedervorlage Termin - Mitarbeiter: Alle Benutzer Kunde; Schrmidt Kommuna
KWE hat bis 01.03 2006 Option, Vertr.. ‘Wiedervorlage Termin - Mitarbeiter: Kunde: Kommunales Witschaftsunterne
Verlrag endet am 31.03.06 Wiedervorlage Termin - Mitarbeiter: Voigt, Heiko [Vertieb) Kunde: Heiner Gn
Anderung Preis, Gutschrift Wiedervorlage Termin - Mitarbeiter; Motz, Arvdeas (Stalleneiniger) Kunde: *
Kiindigung zum 01.04.06 mit 4-Monat.. ‘Wiedervorlage Termin - Miarbeiter: Peschmann, &ndreas (Kraftfahrer) Kunde
allgemein Wiedervorlage Termin - Mitarbeiter: Peschmann, Andreas (Kiaftfahrer) Kunde

FFK Reminder

Papietkorb

[ dobe Photoshop | £ | Flaa tu...| Erotal command...| | @S5G @AM BB 25

B >|| ook Manager -

In order to be able to react accordingly to a lining up date, you should start now the v-manager direct-
ly.

Therefore you have to click on "v-managers start" or double-click on the vmanagers symbol on your
Desktop.

Please continue to read in section 3 (start — v-manager in the reduced mode).
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3. V-Manager — start in the reduced mode

For starting your v-manager please double-click on the v-manager symbol on your desktop.
Now you are requested to put in your log in data.
Please enter your access data for your ConWin-access.

2]
FFK Manager

2)e
FFK Reminder

c

Papierkorb

At first you become a reference that the v-manager was started at the reduced mode. Please click
,OK“. Now you see a list (like the v-manager reminder) with your open dates.

H=1rrx Manager - Bearbeiter: Datenbank-Administrator = |

i/ Logn Dokumente Terminverwsltung Drucken Wartung - Beenden

FFK Reminder
€ Manager

|F§w Titel [inhait

So iahiiches Preisangebot ‘Wiedervodage Teimin - Mitarbeter. Peschmann, Andreas (Kiaftfahrer) Kunde: H+R Werbeteche
7Eintrage: | 20060514 im September Verhandhungen uber Ve... Wiedervorage Termin - Mitarbeer: Alle Benutzer Kunde: Schmidk Kommunalfahizeuge, Dokum
20060514 KWE hat bis 01,03.2006 Option, Veitr... ‘Wiedervorlage Temin - Mitarbeder. Kunde: Kommunales Witschaftsuntemeh, Dokument: 951¢

20060615 Vertrag endet am 31.03.08 Wiedesvorlage Temin - Mitarbeter. Vcigt, Heiko (Vettreb) Kunde: Heiner GmbH, Dekumers: 05
20060515 Anderung Preis, Gutschiit Wiedesvorlage Termin - Miarberer: Moz, Arvdeas (StiaBerveiriger) Kunde: VAT TENFALL EUF
20060615  Kilndigung um 01.04,06 mit 4Monat..  Wiedervorlage Temin - Miarbeter. Peschmann, Andreas (Kiaffahrer) Kunde: G stnerei Claudiu

20060515 aligemein Wiedervorlage Termin - MitarbeRer. Peschmann, Andreas (Kraftfahrer) Kunde: Papieifabik Ham
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Select the desired term in the list by click on the date of the term.
Now you have two opinions to administrate a term:

1. ,receive document” here the concerning document will be shown so that you have the possibility
to look at it.

BFFK Manager - Dokumente von H+R Werbetechnik (KNr: 754) - Bearbeiter: Datenbank-Administrator =10]x|
Login Dokumente Terminverwaltung Orucken Wartung - Beenden

Kunde Ausahl | Dokumerife) Information/Suche |
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1/1 Dokumente hinteslegt
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2. ,delay the term“ here the term overview will be opened where you can change reference and date
of the term.
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'
BSirF Manager - Bearbeil Datenbank-Administrator ‘._lm}_‘

[ Login Dokumente Termnverwaltung Orucken Wartung - Beenden

Falig seit/... | Titel [ Inhat
o jshiliches Preisangebol Wi hage Tetmnin - Pesch Andreas (Kisfifahres) Kunde: H+R Werbeteche
7Eintiage: | 20060514 imS b iberVe,.. Wiedaivorage Temin - Alle Benutzer Kunde: Schmidt Kommeunafahizeuge, Dokum
| 20060514  KWE hat bis 01.03.2006 Option, Vertr... Wi lage Temin - Mitarbeter. Kunde: K Wi Dokument 951¢
2006-0615  Vertrag endet am 31.03.08 ‘Wiedeivorlage Termin - Mitarbeder: Voigt, Heiko (Vertrieb) Kunde: Heiner GmbH, Dokument: 05
20060515 Andenung Preis. Gutschiift Wiedervorlage Terin - MiarbeRer: Molz Arvdeas (StraBerveiniger] Kunde: VATTENFALL EUF
2006-05-15  Kiindigung zum 01.04.06 mit 4-Monat..  Wied 92 Termin - N Andreas (Kiaitfahrer) Kunde: Gatnerei Claudiu
20060515  aligemein L ge Termnin - - F Andreas (Kraftfahrer) Kunde: Papieifabiik Ham

After input of the changed values please click “file away” in order to take over the change
Now you will be informed at the new date again.

£ Manager - Dokumente von H+R Werbetechnik (KNr: 754) - Bearbeiter: Datenbank-Administrator = =10l x|
Login Dokumente  Terminverwaktung Drucken Wartung - Beenden
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4. general operation v-manager

To activate the term overview again you have to click ,term administration”.
Here you can take a look at all terms which are deposited beside the current vacant terms.

B £rK Manager - Dok~~~ van H+R Werbetechnik (KNr: 754) - Bearbeiter: Datenbank-Administrator

1 Eintrége: IHoFl Werbetechnik

FFK
950801 £V

1/1 Dokumente hinteregt

The further procedure after call of the respective date overview is the same as in the chapter before.

Over the customer selection all customers for whom you have a term can be selected.

In the upper field (customer selection) you got further information about the customer.

Through click on "Dokument(e) information" you receive further information to the current selected
document.
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5. print documents

Every document can be printed with an integrated printmanager. Therefore you have to click the prin-
ter symbol (above the document list).

The print manager opened and you can make further settings.

Inherent are the tabs (,,offer”, “order” and/or “contract”) and the setting of the header resp. the foo-
ter.

All documents which are located into the marked tabs will be printed.

For printing only the selected documents please choose the option “print only selected document”.
Then press the,,print“-button.

Further settings of the printer selection, preview and information to the printable range you find also
into the print manager.

Usually the presetting should suffice to get an optimal print result.

swahl | Dokument(e) Information/Suche |
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