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Notice Contractor Workbook on worksheet menu bar (excel 2000-2003)
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Contractor Workbook located in Add-Ins (excel 2007-2010)

o
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There is a total of 8 choices to pick from the Contractor Workbook menu.

1. Contractor Workbook Help - can be selected from any contract (form)

2. Proposal More Pages (insert/delete total of 10 pages) works with Proposal page only

3. Job Ledger More Pages (insert/delete total of 10 pages) works with Job Ledger page only

4. Sworn Statement More Pages (insert/delete total of 10 pages) works with Sworn Statement contract
(form) only

5. Check Spelling - can be selected from any contract (form)

6. Register the Trial Version online - can be selected from any contract (form)

7. About DeLuxeContractorForms.com - can be selected from any contract (form)

8. Add Logo T can be selected from any contract (form).
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Contractor Workbook Help - The help file can be selected from any contract (form)

Select Contractor Workbook Help from Contractor Workbook menu. This will bring up Show Help pop up
message box. Select Show Help to bring up the help file.

- Contractor Workbook !}

| (@ Contractor Workbook Help
Proposal More Pages
Job Ledger More Pages
Sworn Statement More Pages
Check Spelling

Register Online
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Show Help

Cortents | index |

E1| readme

) Quick Assistance
= () Contractor Workbook
] Introduction
£] Copyright

Prerequisites
=] License
] CustomerService
£] WhoCanBenefit
= () HowTo
=] Features_Licenses
] TrialVersion
=] GettingStarted
] Using Contractor Workbook
g BuyingContractorWorkbook

Welcome to DeLuxeContractorF orms.com

Readme

Contractor Workbook™ for Excel™

Contractor Workbook Installation Software for Excel™
DelLuxeContractorForms.com(C). 1996-2012. All Rights
Reserved.

Email: support@deluxecontractorforms.com.

Website: http://www.deluxecontractorforms.com.

ph 810-724-5454.

Release Notes:

>>> SYSTEM REQUIREMENTS
Windows 2000/XP/Vista/Windows 7/MAC (with right software)
Excel 2000/2003 or Excel 2007/2010
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If you are not able to view Contractor Workbook help file. You will

need to select the help file from the exact zip file and right click the file.
Select properties. Unblock. Apply. Doing this will allow you to view
the help file from the excel application.

ile Edit View Tools Help

‘ Organize™ v

| |+ contractorworkbook 2 %

Eavo e I Name Type Size
El D.. | @ Contractor Workbook Help Compiled HTML Help file 2,364 KB
" | [ contractorworkbook_v2 Application ¢

E r. ) Open

‘ ﬂ M.. Open With >
M- Share...

Folders Norton 360 Premier Edition 4

C— E-mail with Yahoo!

Send To 4
Cut
Copy

Create Shortcut
Delete

Rename

Properties

@‘? Contractor Workbook Help
Type of file:  Compiled HTML Help file (.chm)
Opens with: [ Microsoft® HTML Help
Location: contractorworkbook_v2
Size: 2.30 MB (2,415,963 bytes)
Size ondisk: 2.30 MB (2,420,736 bytes)
Created:
Modified:
Accessed:
Attrbutes: 7] Readonly [ Hidden
Security: This file came from another
computer and might be blocked to
help protect this computer.
[ ok ][ cancel || Aoy

Attributes: Read-only Hidden

This file came from another
computer and might be blocked to
help pratect this computer

Security:
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Proposal More Pages - works with "Proposal” only
[ Contractor Workbook ']

@ Contractor Workbook Help I
) Proposal More Pages *» | [P Insert/Delete Extra Proposal Page(s) .
Job Ledger More Pages B "
Sworn Statement More Pages v | Del.uxeContractorForms.com |
Check Spelling 8 PROPOSAL - Select Your Choice '
Register Online > YOU ARE ABLE TO INSERT UP TO 10 PAGES
About DeluxeContractorForms.com » : .
iInsert another Proposal Page!
Add Logo » i ;
You are able to move the |
Proposal Pop Up Message Go Back to Previous Proposal Page
Box anywhere on the
Proposal Page with full
function of all fields on the Cancel Proposal Choices |

page. Leave the box open if
you plan on inserting multiple
pages.

If you select insert another Proposal Page you will receive a
message pop up box to confirm the insert. Select your choice.

CAUTION - Are you sure you want to add another Proposal page?. If your not
sure, see Contractor Workbook help file.

If you inserted another Proposal page in error you are able to select
the go back to previous Proposal page button. This will delete the
Proposal page that was inserted in error. YOU CAN EITHER
INSERT A NEW PAGE OR GO BACK TO PREVIOUS PAGE.

If you select go back to previous Proposal page you will receive a
message pop up box to confirm the page delete. Select your choice.

rosoft Excel

Are you sure you want to delete this page? If your not sure, see Contractor
Workbook help file.

Selecting the Cancel Proposal Choices or the [X] button will close
the Proposal Page pop up message box.
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Job Ledger More Pages - works with "Job Ledger" only
l., Contractor Workbook ']

@ Contractor Workbook Help

About DeLuxeContractorForms.com »
Add Logo »

You are able to move the Job Ledger Pop Up Message Box
anywhere on the Job Ledger Page with full function of all fields on
the page. Leave the message box open if you plan on inserting

multiple pages. J/

Select which page you want to insert or delete from Job Ledger
YOU ARE ABLE TO INSERT UP TO 10 PAGES

Page 2 |Page 3 | Page 4 | Page 5 | Page & | Page 7 | Page 8 | Page g | Page 10 |
Job Ledger Insert Page 2 / Delete Page 2 / Cancel

Insert Page 2 Delete Page 2 Cancel |

**NOTE** You may either insert a new page or delete
page added. YOU MUST INSERT/DELETE IN ORDER!

For each page selected you are able to insert a new page or
delete the insert page if added in error or no longer required. You
are able to add up to 10 pages.

You will receive a pop up message box when you select insert or
delete page to confirm your selection.

CAUTION - Are you sure you want to insert page 2? If your not sure, see
Contractor Workbook help file.

Microsoft Excel

CAUTION - Are you sure you want to delete page 27 If your not sure, see
Contractor Workbook help file.

=]

Confirm your selection of "yes" to insert or delete page. To close
select "no" or [X] button.
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Proposal More Pages >
Job Ledger More Pages » | (P Insert/Delete Extra Job Ledger Page(s) \F
Sworn Statement More Pages 4 .
Check Spelling >
Register Online 4



Sworn Statement More Pages - works with "Sworn Statement" only
[.. Contractor Workbook !]

@ Contractor Workbook Help
Proposal More Pages >

Job Ledger More Pages >

Sworn Statement More Pages bl [P Insert/Delete Extra Sworn Statement Page(s) |

Check Spelling 4
Register Online »

About DeluxeContractorForms.com »

Add Logo »

You are able to move the Sworn Statement Pop Up Message Box
anywhere on the Sworn Statement Page with full function of all fields
on the page. Leave the message box open if you plan on inserting

multiple pages.
S

Select which page you want to insert or delete from Sworn Statement
YOU ARE ABLE TO INSERT UP TO 10 PAGES
Page 3 |page 4 | Page 5 | Page & | Page 7 | Page 8 | Page g | Page 10 |

Sworn Statement Insert Page 3 / Delete Page 3 / Cancel

Insert Page 3 I Delete Page 3 | Cancel

**NOTE** You may either insert a new page or delete
page added. YOU MUST INSERT/DELETE IN ORDER!

For each page seletr:ted“you are able to insert a new pa-aé of
delete the insert page if added in error or no longer required.
You are able to add up to 10 pages

You will receive a pop up message box when you select insert or
delete page to confirm your selection.

 Microsoft Excel

CAUTION - Are you sure you want to insert page 37 If your not sure, see
Contractor Workbook help file.

‘MlcrosoﬂExcel

CAUTION - Are you sure you want to delete page 37 If your not sure, see
Contractor Workbook help file

T

Confirm your selection of "yes" to delete page added. To close
select "no" or [X] button.
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Check Spelling - can be selected from any contract (form)
. Contractor Wo:kbook:-.]

Contractor Workbook Help

Proposal More Pages 4

i Job Ledger More Pages 4

| Sworn Statement More Pages 4

:l Check Spelling » '\%« Spell Check Page [
Register Online > ‘

About DelLuxeContractorForms.com »

Add Logo >

Select Spell Check Active Spell Check Active Sheet
Sheet Button

If there are any spelling errors, the following box will pop up.
Use the option buttons to fix the spelling errors.

Not in Dictionary:

[ Kitchan

)

Once you are finished with making any spelling corrections
You will receive the following pop up message box that
spell check is completed

"Microsoft Excel

Spell check is completed

To close the pop up message - select ok or [X] button
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Register Online - can be selected from any contract (form)

[ Contractor Workbook ']

'@ Contractor Workbook Help

Proposal More Pages 4
Job Ledger More Pages 4
Sworn Statement More Pages L4
Check Spelling L4
Register Online >l E Register Online

About DeluxeContractorForms.com »

Add Logo L4

To register your Trial Version - select Register
Online which will take you directly to our website to
purchase Contractor Workbook software product
(www.deluxecontractorforms.com). Once you
purchase Contractor Workbook you will be given a
registration key. You will need to put the
registration key in the same file/folder location of
where you installed Contractor Workbook on your
computer. This registration key will activate the
software product and enable all functions that
were not available during the trial version.
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About DeLuxeContractorForms.com - can be selected from any contract (form)

Contractor Workbook ']
@ Contractor Workbook Help |
Proposal More Pages 4
. Job Ledger More Pages 4
| Sworn Statement More Pages L4
: Check Spelling >
Register Online 4

About DelLuxeContractorForms.com » ' ) Contractor Workbook

Add Logo » |

Select About Del.uxeContractorForms.com -
Contractor Workbook for version information.

Del.uxeContractorForms.com @

Contractor Workbook Version 2.0.0
Contractor Workbook Software for Excel
Copyright(c)1996-2012 All Rights Reserved
Del uxeContractorForms.com

Benefits of Registration:
* No Authorization Code required
* Full access to entire workbook
* Able to save, save as, export & print file
* No annoying messages
* Free 90 days unlimited technical support services
* Free 90 days program updates

secure registration online @

www.deluxecontractorforms.com
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Add Logo i can be selected from any contract (form)

@ Contractor Workbook Help

Proposal More Pages

Job Ledger More Pages

Sworn Statement More Pages

Check Spelling

Register Online

About DeluxeContractorForms.com

Add Logo

vy v vy vy v v

|2 mnsertyourLogo to every contract |

DeluxeContractorForms.com @

Click insert your logo
-

Insert Your Logo?

Select your file location - For this example will are using defaultlogo.jpg file

Open
Lookin:  [[E) Logos v @ &
Lo
L&b £ samplelogo.jog
My Recent
Documents
=
Desktop
My Documents
—
My C(;mDU(Er
> Contractor Workbook recognizes the following file types
My Networl - - = £ 5 e =
Places *bmp,*.jpg,*.ipeg,* jpe, * jfif,. * gif, * if, * tiff, *.png)
Flepame: | ]
J Files of type: W,T:,,es ) J]
o

Microsoft Excel

Are you sure you want to insert the file from this location? E:\DeLuxeContractorForms. comLogos\defaultiogo.jpg

Yes No

Click on yes and the file that you wanted added will now be added to all the
contractsfforms. You may need to adjust the object on each contract{fform.

Contractor Workbook ~

Menu Commands

J1a vi S l

Insert your logo/data |EEESEEEREEEN
in this area

See help file on how to add logo

Insert Your Logo

PROPOSAL /‘\
1

Click the X button to close {insert your logo)

To move and size the object. Select on the object when yousee —+

Doing this will select the object {(see example below) object has
lines around the object

Insert your logo/data
in this area

See helpfile on how to add logo

Hold mouse button and move the object around the contractfform.
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WORKING WITH THE CONTRACTS

Select one of the Contracts, there is 22 total. The following contracts are identified as follows:

Proposal, Job Ledger, Construction Costs Estimate, General Costs Estimate (bonus Contract),
Agreement, Statement, Payment Received, Additional Work Authorization, Fax Sheet, Sworn Statement,
Full Unconditional Waiver, Partial Unconditional Waiver, Full Conditional Waiver, Partial Conditional
Waiver, Notice of Commencement, Notice of Furnishing, Proof of Service, Claim of Lien, Proof of Service
Claim, Release of Claim of Lien, Memo and Note.
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PROPOSAL

Activate Contract (Proposal) is in bold.

To see more contracts right click (object below)

This brings up the following (object below)
Activate Contract has check mark
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