Instructions for Renewing Your CHS License

You may renew your CHS Maintenance Contract by logging on to our remote server. and following the steps in
this booklet to renew your license and pay by credit card. You can also send a check after calculating the
amount for renewal on our remote server.

OR, if you know your monthly license amount, you may send a check payable to: Office Taming Solutions, Inc.
Mail the check to: 800 W. Gibson St., Austin, TX. 78704

Continue to the next page.



Find OR Install Windows Remote Desktop Connection Software
Microsoft© Remote Desktop Connection software is used to access the Remote CHS server.
Follow the instructions below to find the remote software and connect to the Remote CHS server.

Windows Users:Microsoft Remote Desktop Connection software may already be included with Windows. Use
your Start button; then->All Programs-> Accessories-> Communications-> Remote Desktop Connection.

IF you do not have the Remote Desktop Connection software as described above, you can download it

free from the internet at: http://www.microsoft.com . Search the Microsoft web site for the “Remote Desktop
Connection” download and follow Microsoft’s instructions for downloading and installing the software on your
computer.After download, you will probably have to: Double click @msrdpcli” icon (setup program) and

follow the install instructions. Enter your own name (not your user name) and company when asked. Mostly just
agree to the licence agreement and click “Next”.

Macintosh Users: Go to www.microsoft.com and search for rdc mac download. Click on "Download details:
Remote Desktop Connection Client 1.0.3 for Mac". Then go about 1/2 way down the page and click Downloa
button for RDC103EN.bin or RDC103EN.hgx. There are 2 different ways to install on Mac: Use "bin". AFTER
it is working, and you have connected as described below, you will need to Maximize the Remote Desktop windk
for full screen.

For assistance with the above, please call the CHS Remote technicians at 512-351-3081.

Connect to the Remote Server

Start‘Remote Desktop Connection”from the Programs section of your Start menu. (may be different on Mac)
Or, if you have Windows, click Start; then->All Programs-> Accessories-> Communications-> Remote Desktop
Connection. You can drag and drop the Remote Desktop Connection to your desktop for ease of use.

Enter the addresseberg88.com:339to the “Computer:” text box.

The FIRST TIME you use the Remote Desktop Connection, please lick the Options button. Go to the next page

for further instructions.

% Remote Desktop Connection

Computer: icebergB8. com: 3392

w
Connect H Cancel H Help ]( Options = )
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Check Your Display Settings

Click the Display tals:

Ererrera| Dizplay

Make sure that the slide bar forthe___

ocal Rezources || Programs || Expenence

Remote dezktop size

desktop size is all the way to the right
(More) for Full Screen.

ALSO, make sure there is a check mark
in the box to “Display the connection bar
when in full screen mode”.

NOTE: The Remote Desktop Connec-
tion window may be different if you are

using Windows Vista. Please contact us i
you need help with this.

Choose the size of pour remote desktop. Drag the slider all the
the right to go fullzcreen.

Less ‘ J ore

Full Screen
Colars
' High Color (16 bit v|
N | .

Mate: Settings on the remaote computer might overide this setting.

\ . . .
Dizplay the connection bar when in full screen mode

Connect [ Cancel H Help

] [ Options €< l

After taking care of the ‘Options’ settings above , click the Connect button. The next time you use the
Remote Desktop connection, you should not need to use the Options button.

IMPORTANT DISPLAY NOTE! Once the Remote Desktop window has been opened and you have
logged on (as described on the next page), make sure that Remote Desktop window is Maximized. Remote
Desktop should be used in full screen mode (i.e. maximized), rather than in a sized window.

ALSO, Note: If you have Windows Vista, please do the followingPlace a check

mark in the ‘Always ask for credentials’ check box under the General tab.

‘ Remote Desktop

«_"1 Connection
£ =

General .anlqriandHumm[ﬁnm|Emﬂfmce|Mvmd

Logon settings

& ~ Enter the name of the rmmote computer

Computer

Lser name;

icabeng88.com 3392 -

(none)

You will be asked for credentials when you connect. To use
saved credentials. clear the following check bax

@wm ask for cm@

Continue to the next page.



Connect To the Remote Server

AFTER finding or installing the Remote Desktop Connection software, AND using the Options button as described

on the previous page, simply open your Remote Desktop connection. The computer is: iceberg88.com:3392. Clic
the ‘Connect’ button.

% Remote Desktop Connection |Z||E|b__(|
2
i
Compuiter: | icebergds. com: 3332
Connect [ Canicel H Help ] [ Options > ]

After you are connected to the Remote ——

Server, type in the following: g Micrnsaft
I

I Windows Se

'. Enterprise Edition
Password: chs123 Capyright @ 1085-200% Misrasol Corparation

User name: CHSServices

After entering the User Name and Pass-
word, click OK.

User name: I CHS5ervices

Passward: I sesses

ok Zancel Qptions ==

When the window shown below opens, type in your Customer ID and Customer
Password that you should have receiving in the mail. If you have not received thos
please call us at 512-693-4103.

After typing in your ID and Password, click the button labeled ‘Open Window to
Renew, Review, or Sign Up For Services’. Continue to the next page.

If you are not using Remote Bervices: Enter Your Customer ID and Password. Then click button.
If you ARE using Remote Services and are logged on as a Remote User: Just click the button.

Customer ID:

R

Fustumer Password:

Open Window to Renew, Review, or
Sign Up For Services

IMPORTANT! When you are finished using this CHS Customer Services program, please return to this
window and use the Quit button to close this program.



Renew Your Maintenance Contract

On the window shown below, customers that are not using remote services only need to do Step 1. Fill in the numb
of months to renew your license. If you are in Texas, the amount calculated will include Sales Tax.
After filling in the number of months to renew, review your total. Then click the

‘Continue (Close This Window)’ button.
B select Renzwal Months

Renewal Steps (If not renewing right now, just Close--=)

[x |

1. Renew your CHES Maintendsge License for 1 t0 12 months {maintenance license is required far remaote custamgrs).
2. Renewyour REMOTE SERY for1to 12 months.
“'ouwill be creating aone invoice to pay sy bath renewals.

There are & types of Rendyals to be done an this windaow:

If Femote Services have lapsed for more than 3 days. the remate services will be terminated and a renewal fge equalto
one month of remote fees will be required to reacthsig the service. The renewal fees cowver the one maonth of fervice that
was provided before termination. The same principal sglies to renewing the CHS Maintenance License thilt has lapsed
for more than 29 days. Mote that if the remote services haveNgpsed over 10 days, a lapsed fee of $30.00 wifl be applied.

If Remote Servdces are terminated and wou decide notto renew Remo®™zNg ervices, vour data file or files il be archived
and can be downloaded and used with a local installation of the CHS progrsg.

Please follow ALL steps below.

STEF 1: Enter 1 to 11 Months to Renew Your Maint. License {if needed)—> 11 onths
(Get 1 month free if 11 months are selected!)
“rour CHS Maintenance. License expirationis:  31-Dec-08 Daws Lapsed: 23
The new CHS Maint. expiration date will be: 31-Dec-03

STEP 2: Enter 1 to 12 Months to Renew CHS REMOTE Services (if needed)—>» [['. Months
“our CHS REMOTE service expiration is: 31-Dec-08  DaysLapsed: 23
The new CHS Remote expiration date will be:  31-Dec-08

STEP 3: Review Invoice Total, then use Continue button below. Invoice Totsl: | $595.38 |

As renewal months are entered, an Invoice amount is being calculated forwou an the pindow behind this aone. (vou
will be akle to change the number of months on that window, if needed.) When wou afe ready to create a renewal
irvoice, use the 'Continue [Close This Window) button below and follow the instructigns on the next pop up window.

Continue {Close This Window)

If you have opened this CHS Services program in order to add or terminate services. just close this
window and use the features on the window behind this one.

Continue to the next page.



Renew Your Maintenance Contract - continued

Bl To Complete Your Renewal |X|
To complete your CHS License andfor your Remote Services
renewal, follow the steps below for creating and paying for your

Renewal Invoice:

Read the information on the next pop up
window, then click the Continue button.=—

1 - After clicking Continue. enter your email address at the bottom left
of the Calculation and Services window. (Your cursor will be there)

2 - Click button labeled 'Create Invoice / Email Invoice' at the bottom
left of the Calculation and Services window.

3 - You will receive an Email with the Renewal Invoice attached. Use
our merchant payment link in that email to pay the invoice with a credit
card. Once the payment is received and posted by CHS. we will
update your renewal expiration dates.

4 - NOTE! After creating the invoice. it will be displayed on the right
hand side of the Calculation and Services window and can be printed
for your records. You can use that invoice to send payment by check,
but doing so will delay the update of your expiration dates.

5 - IF you have trouble receiving the email with the payment link.
please read the information in the yellow box at the bottom right of the
Calculation and Services window (under the invoice).

THANK YOU FOR BEING A CHS CUSTOMER!

Renew CHS Maintenance License Calculation

Select # of Months to Renew-> | 11 I‘ Download CHS
[Get 1 month free if 11 months are zelected!] Program

Fenew To-» | Thurzday, December 31, 2009
Current E:-:piraticun->| 12/31,/08 |Lapsed Days>| 23

# Months License Fee Total
11 x $R0.00 | = $R60.00
Lapzed Maint Aenewal Fee $0.00
Salez Taw $45.38

*Mo refunds or credits
If lapzed 29 daps

Atfter you click the Continue button above,

Eenew REemote Services Calculation

CHS MAINT. LICENSE TOTAL WITH TAX $505.38

About Remote

your cursor will be in a field to enter your
email address. Enter your email address, then
click the button labeled ‘Create Invoice /

-

Select # of Months to Renew-> | 0

Remote User Guid |

Email Invoice’.

Reneva to-> | Wednesday, December 31, 2008
Current E:-:piratiu:un->| 12/31./08 |Lapseu:| Da_l,ls>| 23

Set Up Remote ﬁc |

# Months # Users Llzer Fee IJzer Fees
] = 2 A o000 | = $0.00
Izers Fee Credit $0.00
# Months | | Addl Files File Fee File Fees
1] = 1 X $3000 | = $0.00
Doz Plar: | # Monthe Dox Fes Dox Fee: |Uszeb
A, ] X| 34000 | = $0.00 i

Remote Service Lapsed Fee $0.00
Remaote Renewal Fees $0.00
Salez Tax [CHS Portion] $0.00

*Mo refunds, byt credits

When the window below opens, just click the
‘Send’ button. If you get any messages
about errors in sending, justignore.

s, but credi Continue to the next page.
ong at bop right Dutlook Express EHE
o For Do infio.
A program iz attempting to send the following e-mail
meszage on your behalf;

T

REMOTE SERYICES TOTAL WITH T%

RENEWAL INYOICE GRAND TOJYAL

$595.38/ |

IR R el o renew, enter email add, then click buttan

Subject: |I:HS |nwoice and Payment Info

1 belo

Create Invoice § Email Invo

7 “whould pou like to gend the meszage’?
ice |

Do Mot Send

Send I




Renew Your Maintenance Contract - continued
After the email has been sent, you will receive the message below. Please read it. Then click the ‘OK’button.

INYOICE CREATED

An UMPAID invoice has been created and the invoice information is displayved to the right on this window, ‘You can print the invoice by using the button above the invaice, &n email
has been sent to wour email address with a link For making pavment to our merchant account, & copy of the invoice is akttached ko the email, IF wou do nok receive the invoice via
email, try using the bukton o "Show Payment Link To Copy To Browser' underneath the invoice information to the right of this windmw, Yoo can copy and paste the pavment link ko

wour internet browser by using that butkon,

Click the X button at the top right of the window to close the wingow.

Calculation and Services Window Calculator |
[Mfice Phone | [ [, %l il

Click the ‘Quit’ button to close the CHS Customer Services and Payments pngQ

CHS Customer Services and Payments

™ This site is currently inactive while we perform maintenance. Please try back soon.

amamnd s amlemma M mmnn b a Dl mmems FCinb e YW ns s Faambnsmnme TM o amd Mammisinmd Thae AL L sk bnen

IMPORTANT! Please Use “Logoff’ Button To Disconnect From the Server

Itis very important to realize that you are “logged on” to a remote server computer, and are not on your own
computer. There will be other users on the remote server computer at the same time. Other users will only have
access to their own data, and there is strong security in place so they will not ever gain access to your data.

There are guidelines in this document for using and sharing a remote server. Please follow the guidelines to make
this the best experience for yourself, and all other users.

MOST IMPORTANT : To disconnect from the Remote Serse the ‘Logoff’ from Remote Server’ button

on the remote server menRlease DO NOT use the Windows X buttoat the top right of the server desktop
window. Using the Windows X button will NOT end your session, and may tie up band width that other users may
need. Ifyou are going to lunch or a meeting, and will not be working in the CHS applications for awhile, PLEASE
LOG OFF.

Custom Homebuilders' Solutions

Welcome to CHS Online Services
chsservices

CHS SERYICES

P T~

Logoff from Remote Server

Continue to the next page.



Check Your Email and Make Your Payment

Open your email and look for one from CHSSoftware@prodigy.net. If you don't see it, check in your junk mail!
Please read the instructions in the email to use the link in the email to pay for your maintenance with a credit card.

After you have paid, we will receive an email with your new license expiration date and data key. This may take 1t
days.

If you need any help with this, please call us at 512-693-4103.

THANK YOU for being a CHS Customer!



