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Fast Track Proposal Writer Overview

The Fast Track Proposal Writing software offers a fast and efficient method of building a detailed
contract or proposal that is specific to your project.

The program contains hundreds of paragraphs of standard language, separated into three
groups: Proposal, Work, and Contract. Language is added using the "Add" function; it is edited
using the "Edit" function, and the "Zoom" function makes it easier to view each group. Fast
Track Proposal Writer uses a simple but effective marker method of editing text within the
paragraphs.

% Fast Track Proposal Wiiler

P iy Fachen, bath, dsck
@ Fast Track Proposal Writer - |-
: k. v Bodeesn [Z318 NE 252 Avernn
- Ty e Zo [Comas WAEDT |
Dwte [OT2EROLT

Proposal

_ta |

o |
Lisam

5
=

[l

'kl

Proposal

The Proposal Section is the beginning of the contract. The paragraphs in this section cover the
basics, defining the client, the contractor, and what type of agreement this contract will be.

Work

The Work Section is where the details of the contract are written. Most of the contract language
resides in the Work section. Details on the plans, permits, surveys, appraisals, licenses,
demo/tear-out, excavation, concrete, masonry, framing, roofing, siding, windows, doors, sheet
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metal, plumbing, electrical, HVAC, insulation, drywall, cabinets, surfacing, floor covering,
kitchen/bath accessories, finish carpentry, hardware, metalwork, light fixtures, paint/decor,
debris removal and more are outlined in this section. The Work Section of a contract can run
20-30 pages, depending on the project.

Contract

The Contract Section is the final legalese. It covers Terms and Conditions, CYA (cover your
assets) language, payment schedules, etc.

IMPORTANT: The language in the Fast Track Proposal Writer software is presented as a
beginning point. We cannot cover all situations in all states. We are not legal counsel. You must
consult an attorney for approval of all content before you rely upon, use or distribute any
content contained in this software program. Construction Programs & Results, Inc., makes no
representations about the suitability of the content of this software for any purpose whatsoever.
All content is provided "as is" and without any warranty of any kind. Construction Programs &
Results, Inc., hereby disclaims all warranties and conditions with regard to the content,
including but not limited to all implied warranties and conditions of merchantability, fitness for a
particular purpose, title and non-infringement. In no event shall Construction Programs &
Results, Inc. be liable for any damages whatsoever, including, but not limited to, any general,
special, indirect, exemplary, or consequential damages, whether or not arising out of or in
connection with the use, copying, or display of the content. .

NOTE: All information, including, but not limited to, any documents, text including their
arrangement and images in this software program (hereinafter "content') are protected under
copyright ©1990-2011 by Construction Programs & Results, Inc. All Rights Reserved.
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Markers
Markers are the method of replacing text within the paragraphs, or phrases. A MARKER is a
term that has a # sign in front and at the end, and a number (either 0, 1, or 2) just before the

last # sign. There are three types of markers:

0 = Reserved Markers

Markers ending in a O are reserved markers. Only the following words can be used in a marker
ending in a 0. The words that are used to replace each of those words is also shown.

#CONTRACTORO# - Your company's full name
#CONTRACTOR20# - Your company's abbreviated name

#CONTRACTOR ADDRESSO#

Your company's address

#CONTRACTOR CITYO# - Your company's city
#CONTRACTOR STATEO# - Your company's state
#CONTRACTOR ZIPO# - Your company's zip code
#CUSTOMERO# - The client name
#CUSTOMER ADDRESSAO# - The client address
#CUSTOMER ADDRESSBO# - The client city, state, zip

1 = User Input

Markers ending in a 1 are user input. You can add almost anything between the first # sign and
the closing # sign, as long as there is a 1 in front of the closing #.

When editing, whatever is between the two # signs will appear as the request for input:
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Liman

Work =CS will furnish and install approximately pig e @R Ts]S g mpeie I S
square feet of #BLOCK DIMENSION2# natural gray concrete block wall,
approximately #SPECIFY LINEAL FEET1# lineal feet in length by #No.2# feet in

did

height.
Enter text to replace =
SPECIFY NUMBER OF SQUARE FEET
Contract [l H
Add Replace I Caneel |
Edt A

]

2 =Fill In Table

Markers ending in a 2 will invoke the fill in table. The words between the first # sign and the
closing # sign must match (exactly) a Category in the Fill In Table.

For more, see Fill In Tables.
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Customize

There are three functions available under the Customize menu.

Fill In Takle

Phrases

Fill In Table

The fill in table holds the data for Markers ending in a 2. Add, edit and delete categories and
descriptions for the fill in table here.

Phrases

This is where the paragraphs of language can be viewed. This is also where to add, edit and/or
delete.

Setup

Basic information about your company. It is filled in when you open the program the first time,
and can be edited here.
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Fill In Table

The Fill In Table is the source of the selections for all Markers that end with a 2.

How It Works

You can see the Fill In Table from the Customize Option:

(%) Fast Track Proposal Writer

Fle  Fommat | Customize | Search  Print  Help

| Fill In Table ||

Phrases

Proposal

A I

Notice the category "BLOCK DIMENSION" in the Fill In Table. There are 6 Descriptions in the
column on the right for the Category "BLOCK DIMENSION".
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=]
Category | Description =

BAY/BOW | bow

BEARING/NON-BEARING | bearing _|

BEARING/NON-BEARING non-bearing

BLOCK DIMENSION |47 x 8" % 12"

BLOCK DIMENSION 4"x 8" x 16"

BLOCK DIMEMSION 6 x 87 x 14"

BLOCK DIMENSION 6" x 8" x 16"

BLOCK DIMENSION |8 x 8" x 12"

BLOCK DIMENSION |87x 8% x 16"

BOLLARD SIZE 3"in diameter

BOLLARD SIZE | 4" in diameter

BOLLARD SIZE 4" % 4" square

BOLLARD SIZE 5" in diameter

BOLLARD SIZE & in diameter

BOLLARD SIZE |6"x &” square

BOLLARD SIZE 8" x 8" square

BTU 100,000 BTU

BTU [ 110.000 BTU

BTU 120,000 BTU =l
P hdds 4 4 |1 of 1737 | b M Help I

Now let's look at this sample language:

#CONTRACTOR20# wil | furnish and install approximtely #SPEC FY NUVBER OF

SQUARE FEET1# square feet of #BLOCK DI MENSI ON2# natural gray concrete
bl ock wal |, approximately #SPECI FY LI NEAL FEET1# |ineal feet in length by
#No. 2# feet in height.

When the sample language is added to a contract and the Edit function chosen, a pop-up box
appears for the Marker #BLOCK DIMENSION2#:
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Work

Add

SCS will furnish and install approximately 50 square feet of SRRSO AN =EISONE -
natural gray concrete block wall, approximately #SPECIFY LINEAL FEET1# lineal
feet in length by #Mo 2# feet in height.

4"x8"x 18"
6'x 8" x 14"

Ed

Uil 40

6" 8"x 16 =]
B x 8 x 12
8% 8 x 16"

with the six selections. Choose one and either double-click it or click on "Replace”, and the
Marker is replaced with the selection.

SCS will furnish and install approximately 50 square feet of 4" x 8" x 12" natural gray =1
concrete block wall, approximately lineal feet in length
by #Mo. 24 feet in height.

Enter text to replace
SPECIFY LINEAL FEET
]
[ Replece | Cancel |
4
- |

The next Marker is ready to be replaced.

Adding to the Table

You can add additional selections to the table with the "Add" selection at the bottom of the

table.
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Edt 2
Foom o
=
:GntrEEMd+ H 4 |1 of 1737 | b Wi
Add I I

A new row will appear - type in the Category and the Dimensions.

WOOD TYPE urtreated hemlock or fir
WOOD TYPE wirmyl
WOoOoD TYPE viryl coated
WOoOoD TYPE white oak
WP UGL DRYLOCK
WP asphalt emusion
WP bentonite
WP water sealing liquid
A | BLOCK DIMENSION 212 x 12
i Add+ |4 4 | 1738 of 1738 | b Help

NOTE: It is critical that the category MATCH the existing category, or the selections will not
appear.

You can also delete or edit any selections within the table. You will be asked to confirm before
deleting:

WOoOoD TYPE untreated

WooD TYPE untreated hemlock or fir
WoOoD TYPE
WoOoD TYPE
WooD TYRE Do you want to delete this tem?
WP CK
WP
WP

Waming |

WP water sealing liquid
BLOCK DIMENSION

P Add+ 4 4 1738 of1738 | b bl | (Hel

Fast Track Proposal Writer ©1990-2011, Construction Programs & Results, Inc.



The categories are unlimited - if you wish to add a new category to the table you can at any
time. To use it in the language, simply use the # sign in front of and behind the category, with
a 2 just before the last # sign:

#New Category2#
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Phrases

Phrases are the paragraphs of standard language. To view, add or edit the phrases, use the
Customize function:

(%) Fast Track Proposal Writer

File. Fomnat | Customize | Search  Prnt  Help

Fill In Table

Proposal
Wark a8
Contract

Proposal

Add |

The phrases are organized by Category on the left - click on the + sign to open each section.
Edit or delete any phrases here.
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Woklangmge |
g Help B
| 42110 | Concrete——Sub-base =

- GENERAL CONDITIONS a | HCONTRACTOR204 will fumish and install &No. 28 square feet of
| - INSURANCE / BONDS HMo 2# inch thick BROCK SIZE22 gravel sub-base for the new HI0BZ =
S & ZONING / SURVEYS H.
[#- APPRAISALS / FINANCING
— | | = LICENSE
[#- INSPECTIONS
|| ®-MISC.
__ | ®-DEMO / TEAROUT
[+ EXCAVATION
[=- CONCRETE
40000 | = Concrele Extended Text
400101 Concrete—None Sub-base will be installed over undisturbed so, and will be leveled prior | [
< 40110 | Concrete—Installed Allowanc to pouring concrete, All sub-base matedials will be washed and readily
40210 | Concrete—Allowance Amour bondable to the new concrete.
—_ . - 41000 | * Subs / Matesials *
~

sdd | sawe | pelets | Cose N

The Extended Text is optional language that can be added to the contract or proposal if desired.
If not selected, only the basic text (in the top block) is added to the contract or proposal.

To Add new phrases, use the Add function at the bottom, and the following appears:
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% Add New Language

Select the Category for the phrase, input a Section number, Title and Text. Add Extended Text
if applicable. Choose "Save", and the new phrase is nhow available for use in a contract.

When adding a Marker, be sure to
1. Use a # at the beginning and end of the phrase
2. Include the 0, 1 or 2 just before the closing #
3. Make sure the Marker language is applicable.
e [If using a 0, spell the Reserved Word correctly
o [If using a 2, spell the Category correctly to match the Fill In Table
e If using a 1, there are no limits, this will be the prompt for the user input
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Add New Language

Phrases are the paragraphs of standard language. To add new language, use the Customize
function.

ka

g

IS

Language

[ 22110 | Concrete—Sub-base

S

£

=

[#]
[#
[+
[+

-

- GENERAL CONDITIONS
- INSURAMNCE # BONDS
B_'..

ZONING / SURVEYS
APPRAISALS / FINANCING
LICENSE
INSPECTIONS
MISC.
DEMO # TEAR OUT
EXCAVATION
CONCRETE
40000 | * Concrete =
40010 | Concrete—MNone

_ 420110 | Concrete—Installed Allowane
i 40210 | Concrete—Allowance Amour

- 41000 | * Subs / Materials *

P T R — &

HCOMNTRACTOR208 will fumish and install Mo 28 square feet of
HMo 28 inch thick BROCK SIZE28 gravel subbase for the new H#J0B2
=

Extended Text

Sub-base will be installed over undisturbed soll, and will be leveled prior
bo pourng concrete. All sub-base matenials will be washed and readily
bondable to the new concrete.

Delete Close

Use the Add function at the bottom, and the following appears:

Fast Track Proposal Writer
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% Add New Language

Select the Category for the phrase, input a Section number, Title and Text. Add Extended Text
if applicable. Choose "Save", and the new phrase is now available for use in a contract.

When adding a Marker, be sure to
1. Use a # at the beginning and end of the phrase
2. Include the 0, 1 or 2 just before the closing #
3. Make sure the Marker language is applicable.
e [If using a 0, spell the Reserved Word correctly
o [If using a 2, spell the Category correctly to match the Fill In Table
e If using a 1, there are no limits, this will be the prompt for the user input
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Setup

When you first open the Fast Track Proposal Writer software, you will be asked to fill in the
Setup Information.

Fill in your company'’s full name, abbreviated name (the shortened name you will use in the

documents - if you don't use an abbreviation, repeat your full company name), address, city,
state, zip. This information is used to customize each contract during the Edit process.

(') Fast Track Propossl Writer il

HName |Beniam

Kiichen
Description |2

Fddrass FZE!E H

[5cs ey, State Zp[Camas.
2218 NE 252 Avere Dere 017267
[Camas

Jwa

{38607

[swe |  _conca |

Work

b

If you need to change this information in the future, the table is available under Customize —
Setup.

| %) Fast Track Proposal Writer

File | Customize | Prnt  Help
Fill In Table

Phrases »

Fas
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Creating a New Contract or Proposal

To create a new contract or proposal, start by selecting File, New:

(%) Fast Track Proposal Writer

| File | Fommat  Customize  Search  Print

| Mew |i
|mpaort from FTE
st Tl
e I ra
Recent »
Exit

Proposal

The following box will appear. After filling in the boxes, select "Create".

[, T —

Client Name |

Date  |01/27/2011

Zp
Phone Number

|
|
State |
|
|

Create | Cancel

Within each section (Proposal, Work, Contract), use the Add function to select and add
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paragraphs to the proposal. Paragraphs will be added by double-clicking on the paragraph title,
and by using the "Insert". If both are done (the paragraph title is double-clicked AND the Insert
is pressed) the paragraph will be added twice.

y Address  |2818 NE 232nd Aven
Proposal Language =l

Stybe: [T | Giended T Help ——
1110 | Agreement for Professional Services

=5 B PROFESSIOMAL SERVICES & PROCEDURI |This Agreement For Professional Services is entered info by and =~ &

1000 | * Defirtions Usad In This DBase = [petween SCONTRACTORDH a #STATEZS #RCOMPANYZR,

e [HLICENSEZ2H) hereinafter caled SCONTRACTORMH or

o "Contractor”. and the party signing below. hereinafter called
1310 | Guaranteed Price—Owners suppd "Ovmer” . geverming wark Lo be pefomed on the propety anvd

i 1350 | Guararteed Price—Contractor 5| foullding located at SCUSTOMER ADDRESSADE, BCUSTOMER

1410 | Feasabilty gudy——approx. Estima | [ADDRESSBOS

1420 | Feasabilty study—Approx, Estima ;

1510 | Job-——Method of Constrection FOR: HQBE —

1520 | Job——Cremer fumished materials || #CONTRACTOR204 shall fumish all labor and matesials to perform —

< 1530 | Job—Crwnier fumished plans the work descrbed in the fabawing specifications and attached LI

1540 | Jab——Company Supenvision Exdended Text

1550 | Job-—Construction Proceedurs

0 | Agreement for Professional Service

= COMTRALCT
— 1800 | Demoiition, Discovery and Evaluat
i
1 | |
Inged Cose o
ra

If Extended Text is available, and you want it added to the proposal or contract, select the
"Extended Text" box at the top:
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1||"-'|::-r|- l 1n-:|uu.r:

E DEMO / TEAROUT

- 200001~ Deme / Tear Out =
- 200101 TAO—Nane
- 201101 TAO—~AMlowance Amount
— 201201 T/AO—Minimum
— 20130 | T/0—Bxerior labor only
— 20140 | TAO—Inkerior labor only
-~ 202101 T & Demeltion
- 20310 | TAO—~Reinstallation

- 204101 T/O~-Wet Rot / Insect dam:

;---amznnmwammnﬂw'_ ended Teot

-+ 210001 " Subs / Suppliers / Materials  |Owner wil remove all personal and household tems from the work area
i 21110 | TAD—By Owner | |prcrto the job start_ and will store those items aweay from any work area,
i---zmmm—mwodwndm

- 21220 | T/O-—Plagtic ground cover |

- 213101 T/0-—Scaffolding =

Close this box. Edit each section, review it, and print.

You can return to add paragraphs to a proposal or contract at any time.
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Importing from Fast Track Estimating

If an estimate has been created in the Fast Track Estimating software, it is possible to use that
estimate to begin the Work section of a contract or proposal.

NOTE: This function will match the Paragraph Number for each assembly in the Fast Track
Estimating estimate with the Paragraph number in Fast Track Proposal Writer. If these numbers
are not in sync, the wrong paragraphs will be added to the proposal or contract. Review each
proposal when it is created to make sure the proposal, as it reads, matches the estimate.

Begin by using the Import from FTE in the file menu, or on the Home Page of the software:

(%) Fast Track Proposal Writer

Fle | Fommat  Customize  Search  Print

Mew

import from FTE |

ist Trac

Save

Recent 3
Exit

Proposal

Add |

The software will search for the FTEC.mdb (or FTEC) database from Fast Track Estimating,
which is the database that stores all created estimates. (It is best if the Fast Track Estimating
software is closed when using this function.) The Fast Track Estimating Software should be
installed in the C:\CPR\FTE directory. Make sure the date on the FTEC database (or FTEC)
matches the last date changes were made to any estimate.
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E3
G\ ) | - LocalDekC) - CPR - FTE - Estmatng - 0| Q,!
o

Organize + || Views = New Foldar
Name = -| Date moddied || T |5 B 5
Fa TS . BACKUP ] I1.-"25.-"25111.31 I IFET:HGH I I :I [ - l I
B Documents 17252011 12:79
3] Racently Changed % FTED.mdb VIS 1141 Mcrosolt Access .. 1,324 KB
4| Recent Places
Bl Deshicp
& Computer
IE Pictures
B mus:
B Searches

Pubie

Folders ~

Fiie name: | FTEC mdb =l Jaccess Datar” mdb) =

e

After selecting the correct database, the Fast Track Proposal Writer will open the database,
search for the estimates, and present them as follows:

Fast Track Estimaling - Choose Edlimale lo Imporl I

ek . i Fist Nane | Lt Nama | Address Gy Qate
}__ Davaon Stone 123'W. Magiicuty Rd. | Camas WA
16 John Reattor 1234 W. Suskabush | Camas WA
IC Im | Stone
 had ot | Swrdly 11234 W. Undershin Moneopols | MN
13 Joe Hines 44 Bugwump Dr Bend OR
12 Afred Shea 1234 M. Seath St. Minneapoliz MM
11 Afred Shea 1234 M. South 5t Minneapolia MM
310 |Deven | Conmay 1588 NE Broadway Sainfoa ch
g |dasen | Smeh |14 Jeny Place Dorfestonn Al
5 D Sone 2818 NE 292nd. Ave Camas WA
| 4 Joe Blawdown 123 W. &h St Camas WA &
-~ | r
Create Proposal | Cancel | -

Choose the estimate to be imported, and select Create Proposal. (You can only import one
estimate at a time.) You will be given the opportunity to change any of the Client data if you
wish. The paragraphs will be selected and added to the proposal/contract, based on the
paragraph numbers in the estimate.
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The paragraphs will still need to be Edited. Add the remaining Proposal, Work and Contract
language as desired.
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Editing an Existing Proposal

The Edit function will replace all Markers with the appropriate language.

#MarkerO0#

Markers ending in a O are Reserved Markers, and will be replaced with the information provided

about the company in the Setup table, and about the Client when the contract or proposal was
started.

#Marker1#

Markers ending in a 1 will request user input, as shown below:

Lanan
.2
Work =CS will furnish and install approximately pig e @R Ts]S g mpeie I S =
= E= =N square feet of #£BLOCK DIMENSION2# natural gray concrete block wall,
A approximately #SPECIFY LINEAL FEET1# lineal feet in length by #No 2# feet in
[ | [reiont
_zeom_|
Enter text to replace =
SPECIFY NUMBER OF SQUARE FEET
Contract B =
| el e
Edt Ve
Zoom [

The Marker is #SPECIFY NUMBER OF SQUARE FEET1#. The input box states "Specify Number of
Square Feet", taken directly from the Marker. The number 50 has been input in the box - when
the Replace is selected, it is added to the proposal and the Edit function moves to the next
marker. You can see this below:
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Work SCS will furnish and install approximately 50 square feet of EINOANNIEISORE =
natural gray concrete block wall, approximately #5PECIFY LINEAL FEET1# lineal

Edi m

Do | eetin length by #No 2# feet in height.
»
FTeTS =
6'x8"x 14"
Contract 6" x 8% 16" =]
Add | B 28" x 12
| i xe”
Zoom |

#Marker2#

Markers ending in a 2 will open a list of selections, taken from the Fill In Table.

Freehand Editing

The proposal is not limited to phrases in the software - you can freehand type anything in any
field, and it will be added to the proposal or contract.

To copy any phrase, highlight it and use the CTRL-C to copy - use CTRL-V to paste it elsewhere
in the proposal or contract.
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Search Function

The Search function makes it easy to find any instances of a word or phrase in the Phrases or in
an existing contract.

The example below shows the Phrases found when searching for the word "molding":

%\ Fasl Track Froponal Wiiler

Crwroer vll fumash, and SCONTRACTORD0S will nsial SNo 23 new window{s) on
edenior wial of the SROOM 2

undersiands and sgrees that window urlts must be complels, ncuding the
hung window_ jambe, casngs. i moldng. reghl ook screeni and any ofher
jnecessany pans to complete the installation of the windowis)

Work Ay changs in soe of Hha new windows Som that spacihied on the existing woiking
[demreirige, will resl in a0 addlional work cnder, with an adustment in Conlract price
- DEMO f TEAROUT oeing wrtten by FCONTRACTOR20S

2 WINDOWS

91150 | Windows —Fe-wrstal
& CABINETS
®- TILE
@ FINISH CARPENTRY
Contract

= INCLLRDE I ALL CONTRALTS
£50560 | O A—Watenial removal

If the Search function is utilized while creating a proposal or contract, the language can be
added to a contract by choosing the "Insert" function.

Fast Track Proposal Writer ©1990-2011, Construction Programs & Results, Inc.



Printing

Using the Print function in the menu, you can print the current contract or the Phrases
(paragraph language). In all instances, when using Print, the report will be available for preview
prior to printing.

% Fazt Track Propozal Writer

Fle Fomat Customze Search | Frrt | Hebp
— S ET
| Pamgaph Heades | Propesal Language Parsgraph Headers _
Fast Paageph Language  » Work Language Paragraph Headers p-bath. 3
Conbract Language Paragraph Haaders

Addrees [3818 NE 292 An

Zry, State Fip iEma!.WAﬂEE
Dlate ]mmm‘ri

Proposal ‘
W I

CONTRACT

There are four options available for printing a contract or proposal. The first 3 are accessed by
using the Print, Contract option above. You'll see the following preview:

Export
= N W M i A - CRYSTAL REPORTS'
[ Msin Repon

Stone Construction Services, Inc.

Proposal 2818 NE 292ndAvenue
Camas, WA 98607

Printed Date: 1/28/2011
For: Benjamin Smith

SCS will fumnish and install approximately 50 square feet of 47 x 8" x 12" natural gray concrete block wall,
approximatehy 10 lingal feet in length by 5 Teet in height
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1. Using the Printer Icon in the top left corner, print the report as is.

Using the Export function, you'll see two more options:

Export to PDF |: |J,a-| o
Export to TXT

Proposal

Printed Date: 1/28/2011
For: Benjamin Smith

2. Using "Export to PDF" will create a PDF file of the report as it appears.

3. Using "Export to TXT" will create a text file of the report as it appears. From the text file,
you can open the report in your Word Processor and format it as needed.

The fourth option doesn't use the Print function at all:

4. The language in each section can be transferred to your word processing software by
using the CTRL-C to copy the language, and CTRL-V to paste it. Beginning in the Proposal
section, select all language (by highlighting it), hold down the CTRL key and press the letter
C one time. Move to your word processing software, place the cursor on a new page, hold
down the CTRL key and press the letter V one time. The language in the Proposal section
will be transferred to your word processor. Repeat with the Work and Contract sections.

PARAGRAPH HEADERS / PARAGRAPH LANGUAGE

Printing the Paragraph Headers (Titles) and Paragraph Language can only be done using the
Print function. A preview report will always open before printing.
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Backup Your Database

The Fast Track Proposal Writer software database resides in a SQL database named
"ftpwsqgllite.db". This database is in a folder named Resources. The Resources folder is in the
same directory as the FTPW.exe program; the default directory is C:\CPR\FTPW.

This database holds all proposals and contracts created, as well as all paragraph language.
Periodically making a copy of this database as a backup is strongly recommended.
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