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Contract Guardian Delivers Extensive Capacities in the Searching, Filtering and Reporting of Agreements.
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Contract Results

Searching for Contracts and Contract Related Data

Simply enter a keyword or phrase in the search box and Contract Guardian will prepare the items that match your criteria.
Additional options include:

=  Terms
Search terms without double quotes will be treated as single terms.
Ex: Search Terms
This will be treated as "Search" "Terms" and both words will be found in your meta data, contracts and contract
attachments.
=  Phrases
A group of words surrounded by double quotes.
Ex: "Search Terms"
This will be treated as one word and will only be found when both words are found in that order.
=  Fields
You can search any field by typing the field name followed by a colon ":" and the term you are searching for.
Ex: title:"Search Terms"
This will search for something with the title of "Search Terms". Since Contract Guardian provides you the option to create
unlimited contract types and unlimited user defined fields; you can define very refined searches.
=  Wildcard Searches
Contract Guardian supports single and multiple character wildcard searches within single terms. To perform a single
character wildcard contract search use the "?" symbol. To perform a multiple character wildcard search use the “*”
symbol.

Contract Management e Law Firm Management e Managed Services e Custom Development
Rippe & Kingston Systems, Inc. | 1077 Celestial Street | Cincinnati, Ohio 45202-1696 | 513.241.1375
www.contractguardian.com ¢ www.rippe.com



http://contractguardian.blogspot.com/2013/08/contract-guardian-expands-custom-field.html

The single character wildcard search looks for terms that match that with the single character replaced. For example, to
search for “contract” you can use the search c?ntract.

Multiple character wildcard searches look for 0 or more characters. For example, to search for sign, signature and signs you
can use sign*. You can also search your contract management repository by using the wildcard search in the middle of a
term.
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Filtering Contract Information

Contract Filtering is a great way to organize and search your contracts on ad-hoc basis. For example: In a healthcare environment
you could select the Contract Type field to include “Physician” so that you can see all of your Physician Employment Agreements.
You can combine multiple column heading filters as well. All of the contract grids provide the ability to sort each column in
ascending or descending order. Once you identify the contract or group of contracts, you can immediately:

=  View the contract

= Create a task for the contract

=  (Crete ajournal entry for the contract
=  Send the contract via email

The filtering is provided in the following contract support grids: Contracts, Contract Types, Contract Statuses, Other Parties for a
Contract, Contract Attachment Types, Task Types, Custom Contract Fields, and Custom Contract Fieldsets. The Contract
Administrator has these features as well as system administration filtering on Contract Management Users, Roles, Permissions,
Organizations and Departments.

Note: All of the contract management grids provide the client the ability to export their data to Excel Document Types

or a PDF document. _—
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Contract Management Filtering
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Contract Management Reporting

e Contract Guardian enables you to construct a report using criteria
S | | [ from any of the contract management field including user defined.
= Filtering (selecting) data is performed by a drop down menu of all

si' M6 Tu We Th £ 88 the fields available in the system. Based on the field, it will present

Fields ! various options like (equals, greater than, less than), date from a

EEEEEEE' pop up calendar, contains (example would be a drop down list of
EIEDED » EIEDERD users). You can then add additional condition via the AND/OR
i inclusion. For example: You might want all contracts that are of the

type LEASE and have a contract value greater than $1,000.

Once you submit your results you can see your results almost instantaneously. The grid presentation allows you to scroll left and
right. It also allows you to sort on any column as well as drag and drop a column into the

sequence you desire. You can name and save the report definitions for future use.
Save current report

Like all of the contract management grids, you can export the report to either Excel or PDF. One Submit
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Summary: A contract management system needs to provide a powerful, easy to use and fast search and retrieval
mechanism. Contract Guardian delivers on all fronts.

Contract Guardian was designed with ease of use, simple administration and online training packaged into a powerful
and flexible contract management system that delivers the perfect pairing for our clients in any industry. Learn more by
Scheduling a contract management demonstration or contacting sales at 513.977.4544
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