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User's Guide 
  
EARNEST iFs 
Interior Furnishings Specifier 
  

! The Table of Contents contains links to each of the sections of the document, to move to a section just click on the 
link.  

! Please read the License Agreement, included in this document prior to installing this product, and register your 
license with Earnest Development.  Your purchase, acceptance, or use of this Software or documentation will 
constitute your acceptance of the terms of the License Agreement.  

! Assistance with set-up and additional support services are available from:  
Earnest Development 
1411 Fourth Avenue, Suite 812 
Seattle, WA  98101 
206.622.1950 
EarnDev@EarnestDevelopment.com 
www.EarnestDevelopment.com 

  
Introduction  

Thanks for Working in Earnest! 
Earnest iFs™ is a unique application designed for interior designers and furnishings specialists to produce furnishings 
specifications efficiently and professionally. 

•          iFs is a database system that provides editing and data management features far superior to what is possible with 
spreadsheets or word processing.  

•          iFs can be used in a number of ways – to produce furniture “spec. sheets”,  to track and report furniture quantities, 
to report room-by-room requirements, generate budgets, and manage furnishings standards. The number of projects 
and libraries that can be managed is unlimited.  

•          iFs enforces accuracy and productivity. Data-entry is quick, changes are immediately implemented, and errors are 
minimized. 

•          The pre-formatted, professional looking reports are ready for review or printing at any time. 
•          iFs supports multiple users in a networked environment, and moves easily on to a laptop for working off-site. 
•          The platform is Microsoft® Access™.  The source code, objects and all Microsoft Access features are exposed, making 

the system infiniately scalable and customizable.  
•          The product support is exceptional. Earnest Development has been working with architects, designers and facilities 

professionals since 1984, and offers what ever you might need in the way of training, technical support, project 
consulting and database customization.  
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System Requirements 

! iFs version 9.0 (iFsv9) is a Microsoft Access 2000 application using an set of interdependent .mdb files.  

! Microsoft Access 2000 is compatible with the Microsoft Windows operating system, and is purchased separately.  

! All machines that will be using iFs require a licensed copy of Access 2000, (a “full install” of Access is 
recommended). iFs v9 is not compatible with other versions of Microsoft Access.  

! Earnest iFs system files require approximately 10 MB of disk space. Each new project created will require a 
minimum of 600 KB of additional disk space.  

! Editor screens are designed for Super VGA, 800 x 600 pixels, 256 colors and small fonts. Other display settings 
may result in the need to scroll vertically and horizontally to view the full screens.  

! Machines that have more than one version of Microsoft Access installed may require additional configuration.  

! To view the HTML version of the iFs User’s Guide requires Windows Explorer (v4.0 or newer), Netscape Navigator 
(v4.5 or newer), or other similar Browser software.  

! To view the .pdf version of the iFs User’s Guide requires Adobe Acrobat (v4.0 or newer), or Acrobat Reader 
(available free from Adobe).  

Installation 
Using Windows Explorer, create a new folder on the c: drive C:\EARNEST 

! Copy all iFs files, Including subfolders, to the EARNEST folder.  

! For Multi-user licensees, also: 

" Create a folder on a shared network drive named EARNEST_Master.  Make sure the drive is included in 
your network’s routine back-up.  

" Store a copy of all iFs system files in this location as a backup copy, and for use when installing iFs on new 
machines.  

" Update the master files if you receive an update file from Earnest Development, or if you customize the iFs 
application.  

" If desired, create a Windows desktop shortcut to launch iFs, using the iFs icon included with the system 
files.  

Network / Multi-user setup  

If you have a network environment, users can work on an iFs project from different workstations, and multiple users can 
work on a project simultaneously. The recommended setup is as follows:  

! Purchase a multi-user "Site" license of iFs and Microsoft Access.  

! Identify a directory for the project files on a shared server drive.  

! Confirm that all users are connected to the network, and have full read/write permission to access the server and 
shared directory.  

! Confirm that the sharing option for Microsoft Access is set to "Shared" on each PC (see instructions in "Multi-user 
Data Input" section)  

! Install the iFs system files on the local drive on each user's workstation.  

! Store project data files in a shared directory - users will attach to projects from their copy of the iFs application. At 
the time a new project is created, save the project to a shared directory to make projects available to other users.  

! If a project is first created and saved on a local drive, it can be moved to a shared location to allow access by other 
users. 

" First, confirm that the location you intend to move the file to is accessable to the appropriate people, and 
that permissions are set to “Read/Write”.  

" Close iFs.  

" Open Windows Explorer and move the project.mdb file to the new directory.  
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" Open iFs – if the last project you had open is the one you moved, you may be prompted to browse to and 
select the new location of the file.  

" Other iFs users can connect to the project by using the "Restore" routine which is launched from the "Project 
Navigation" screen.  

! For additional instructions regarding a Multi-user environment, see the "Multi-user Data Input" section in this guide 
and your Microsoft Access "User's Guide".  

Multi-user Data Input  

If your computer is connected to a network, you can open a database exclusively, or you can share it with others to view 
and edit at the same time. The following is a brief description of multi-user settings available to you in Microsoft Access 
(for more information on this and security, see your Microsoft Access "User's Guide").  

! Once the application is open, you can check and/or change this setting on your computer by choosing from the 
menu bar ; [Tools], [Options], [Advanced]; and set the default Open Mode For Databases option to “shared”.  

! When working in a multi-user environment, others can change or even delete the same data you are trying to edit. 
Because of this you may occasionally get messages that prompt you to make choices in order to resolve conflicts. A 
record will occasionally be locked because of another user's activities. If this happens, wait a few seconds and try 
again.  

! Multi-user options can be set to suit your own situation. Microsoft Access has three record locking schemes. 

" To change the setting, from the top menu bar choose [Tools]; [Options]; [Advanced]  

" The three locking schemes are: 

# No Locks ("optimistic") permits multiple users to edit the same record simultaneously. This is the 
default setting.  

# Edited Record ("pessimistic") permits only one user to edit a record at a time.  

# All Records (the most restrictive) locks all records in a form and underlying tables for the entire time 
you have the form open.  

" For more information on record locking and security, see your Microsoft Access "User's Guide”  

  
System Structure and Files 
The iFs system is composed of three interrelated Microsoft Access (.mdb) files, the application (APP) file, the 
Project Navigation (NAV) file, and a project data (DAT) file, plus image and document files. 
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! IFS9App.mdb - Application file ("APP") - contains all interface-related objects including modules, macros, queries, 
forms and reports. 

" The APP contains links to tables in the active project database ("DAT") and the project's directory database 
("DIR").  

" The APP contains a link to the Earnest Products system modules in the file EarnLIB9.mdb as a vb reference.  

! IFS9Proj.mdb - Project Navigation file ("NAV") - contains the table "tblProjects", which stores project names and 
data paths used in linking project databases to the APP, and the table “tblUsers”, which stores the user log-in 
names.  

! IFS9Dat.mdb - Backup Project Data file ("DAT") - a master copy of the project database tables, with only base 
system records.  

! IFS9Smp.mdb - Sample project file - a project data file ("DAT") containing records for the iFs Sample Project.  

! IFSIcon.ico - The iFs Icon, for use with a Windows desktop shortcut.  

! EarnLIB9.mdb - Earnest Products system modules, shared by all Earnest Products database applications.  

! IfsUG.pdf – (This document) - User’s Guide, in Adobe Acrobat (.pdf) format  

! .jpg and .bmp files - Image files associated with the User's Guide  
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Table Relationships 

The iFs system incorporates a set of related tables, which are stored in a project data (DAT) database.  

! A unique DAT file is created for each project.  

! When a project is opened using the "Project Navigation" screen, the tables for the selected project are linked.  

  
Customization 

iFs is entirely customizable, and does not restrict the user from utilizing the considerable sorting, filtering, querying and 
reporting capabilities provided by Microsoft Access.  

! While iFs incorporates many timesaving features and a range of reports, you may want to modify or enhance the 
application to meet your special project needs. Learn more about Microsoft Access through the Microsoft Access 
"User's Guide", on-line Help and numerous publications available at book and software stores.  

! iFs incorporates a significant amount of programming code behind the scenes. Any customization of existing tables, 
queries, forms, reports, macros or modules should be on duplicate copies to avoid inadvertent effects on existing 
functionality. Contact Earnest Development for assistance - we can save you hours of time.  

! We're available to assist you in making modifications of all kinds; provide formal or informal training sessions; or 
provide project-specific services to suit your needs. Our services are provided promptly, and at affordable rates.  
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System Maintenance  

As with all computer files, it is essential to maintain BACKUP copies of all important files. Database files can and do get 
misplaced, damaged and overwritten from time to time. (Contact Earnest Development to obtain a current list of true 
emergency stories!)  

! The application (iFs9App.mdb) can always be reloaded using the setup disks provided at the time of purchase, 
however, if you have customized or added new queries or reports to your application, these will not be reflected on 
the standard product setup disks. Make a backup of the application any time enhancements are made.  

A project DAT file ("projectABC.mdb") is created for each new project. If projects are stored on a server, familiarize 
yourself with how to contact the network administrator, the routine backup schedule and understand the procedure for 
restoring lost or damaged files. If in doubt, or if you are storing your projects on your local ( c: ) drive, make a backup of 
any active projects onto a separate network drive, zip drive or diskette on a routine basis. 
  
  
Earnest iFs Basics 

iFs allows information to be input, edited and reported in any order. The following are a few of the basic concepts and 
terms used in iFs that the user should become familiar with. 

Projects 
iFs manages information one “Project” at a time. A project in iFs can be defined by the user in various ways. One project 
might be a single facility with a unique set of specifications. Another project might be identified as the “Master 
Specifications Library”, and be used to store specifications for furnishings that are frequently used on various projects. 
Another project might be dedicated to a client’s specification standards for multiple facilities. Each iFs project is stored in 
a separate file, and cannot be easily split or merged. 
  
<more> 
  
Specifications 
Specifications are organized into two main Libraries: the “Items Library” the “Pallet Library”, and both are supplemented 
by a “Notes” library.  
•           Specifications are identified by an [Item Class], [Code] and [Name]. 
•           Specifications all have a base set of fields like [Manufacturer], [Name], [Number], etc. Additionally, some item 

classes allow assignment of C.O.M., while others may have unique fields like [Power] or [Backing]. 
  
<more> 
  
Items Library 
The Items Library is made up of specifications that the user creates for a specific project, or has copied from 
the Items Library of another iFs project. The Items Library is organized into nine “Item Classes”: 
•           Accessories: coat hooks, desk accessories, etc. 
•           Seating: chairs, sofas, stools, etc. 
•           Casegoods: desks, cabinets, etc. 
•           Tables: Work tables, occasional tables, etc. 
•           Panels & components: modular/system furniture components. 
•           Files and shelving: file cabinets, metal shelving, lockers, etc. 
•           Lighting: task lights, hanging fixtures, etc. 
•           Equipment: carts, exercise equipment, appliances, etc. 
•           Softgoods: mattresses, throw pillows, etc. 
  
<more> 

  
Pallet Library 
The Pallet Library is similar to the Items Library, except that the specifications are configured for finish materials, 
yardgoods, and the like. The Pallet Library is organized into four “Item Classes”:  
•           Upholstery: c.o.m. fabric, leather, vinyl, etc.  
•           Carpet: area rugs, carpet tile, carpet, etc. 
•           Floor coverings:  vinyl flooring; tile; linoleum, etc. 
•           Wall coverings:  vinyl wall covering, wall paper, tile, etc. 
  
<more> 
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Notes Library 
A library of standardized notes for use in specifications.  
  
<more> 
  
Resources 
Includes information on manufacturers, manufacturer’s representatives and dealers. 
  
<more> 

  
Rooms 
A “Room” is identified in iFs by a [Room number] and [Name]. In order to generate quantifications and budgets for the 
project it is necessary to create at least one room with an associate Item Set.  
  
<more> 

  
Room Finishes 
Materials specified in the Pallet Library, such as carpeting or wallcovering, can be quantified by assignment of the item to 
one or more Rooms. 

<more> 
  

Quantification 
There are several ways that quantities are generated in iFs: 
•           Items specified in the Items Library are assigned to a Standard Item Set which is assigned to at least one Room. 
•           Items specified in the Items Library are assigned to a Room with a Unique Item Set. 
•           Material specified in the Pallet Library is assigned as C.O.M for an Item in the Items Library, which has been assigned 

up to at least one Room. 
•           Material specified in the Pallet Library is assigned as a room finish. 

  

<more> 

Space Standards 
Space Standards are included in iFs to provide a means to link the standards that are typically established in the 
Programming phase of a project to the more detailed room-by-room furnishings requirements. The use of space standards 
in iFs is handy in those projects where the relationship between Space Standard, Room and Standard Item Set is 
important. 
<more> 
  
Item Sets 
There are two types of Item Sets: 
•           “Standard” Item sets:  sets that are given a Set Code and can be assigned to multiple rooms. 
•           “Unique” item sets: one-of-a-kind sets that have no Set Code, and are assigned to one room only.  

  
Item Sets can be created and used in a number of ways.  
•           A single Unique Item Set can be created to quantify all items specified for the project. 
•           A Unique Item set can be created for each and every room. 
•           Standard item sets can be created for each unique collection of items (it is not manditory that a Standard item set be 

assigned to multiple Rooms). 
•           A combination of unique and standard Item Sets can be used if the project has a mix of typical and a-typical spaces. 
  
Standard Item Sets 
You can minimize input time and inconsistent data by assigning a Standard Item Set rather than creating a 
unique set for each room.  
•           Use a Standard Item Set when typical furniture configurations occur for more than one room. 
•           Changes to a Standard Item Set are "globally" updated for all rooms with the same set. 
•           Standard Item Sets can be used as templates for additional sets. There are two methods for doing this 

o         Copy – copy in items from any existing set. 
o         Make Unique – create a unique set from any Standard set. 
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Methods for Creating and Editing Data 
  
Entering Data (Editors) 
 The order in which you enter data in iFs is relatively unimportant. It is important, however, that you be organized and 
consistant in the way you enter data. You will want to have a few things prepared prior to beginning data input: 

•           A coding system for specifications 
You can use any combination of characters, but each code must be unique, and follow a pattern that is logical, 
compatible with your other project documents, and not so complex that it becomes cumbersome to use. The 
codes you start out the project with can be changed at any time, in fact one of the advantages of using iFs is that 
this type of change, while it may affect numerous records, is accomplished by making a single change in one 
place. 

•           A room numbering system 
Room numbers must also be unique, can be changed, and work in much the same way as codes. If in your 
project, room numbers are unnecessary or unknown, any sequential set of numbers or characters can be utilized 
to differentiate rooms or areas from one another. 

•           Project documents and reference materials at hand 
Collect as many of the documents, catalogs, tear sheets, drawings and notes you can to make your work session 
productive. Sometimes it is valuable to set up a rough library of specifications and assignments to get preliminary 
counts. iFs specifications and room data can be easily expanded or changed.  If you find that you have the whole 
resource library to your self for the next few hours, you may want to concentrate on developing the specifications 
first! 

•           Allow sufficient time to get aquainted 
While we have tried to make iFs a truly user-friendly product, there are sometimes features that aren’t obvious 
and results that are unexpected, especially for the first time or infrequent user. Meet those deadlines by making a 
habit of periodically stepping back to preview reports, and by allowing time to experiment with using some of the 
special features built into iFs to help you be more productive. 

•           A few handy keyboard tips 

o         Use the arrow keys and tab key to move around the form.  
•           When the cursor is on the desired control, type in the text.  
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•           To accept, press the enter key. This will also move the cursor to the next field. 
o         Use the Esc key to undo an new entry or record. 
o         To insert the current date press CTRL+SEMICOLON (;)      
o         To insert the current time press CTRL+COLON (:)              
o         To insert the value from the same field in the previous record press CTRL+APOSTROPHE (')         
o         To add a new record press CTRL+PLUS SIGN (+)   
o         To delete the current record press CTRL+MINUS SIGN (-)  
o         To save changes to the current record press SHIFT+ENTER                       
o         To switch between the values in a check box or option button press SPACEBAR                           
o         To insert a new line in a text box press CTRL+ENTER                     
o         To copy a selection of text, select it with the cursor and press CTRL+C 
o         To paste a selection of text, select the destination with the cursor and press CTRL+V 

! Mouse: Point the cursor at the desired control and click to anchor the cursor.  

! Copying text is accomplished in a variety of ways, much like other Windows applications. In addition to the method 
described above using the keyboard you can also use the mouse:  

o         Highlight the source text; right click the mouse and select Copy;  
o         Move the cursor to the destination; right click the mouse and select Paste.  

Deleting Data (Editors) 

iFs contains table relationships that in some cases result in “cascading deletes”. These conditions should be fully 
understood by the user before deleting any records. Text and Records can be deleted in a variety of ways:  

! Highlight the text and press the Delete key, or cut text by pressing Ctrl + X, which will store the text for pasting 
into another record or field.  

! To delete an entire record, first make it the “active” record. 

" If the screen you are working in shows multiple records, the record selector (the gray column at the far left 
side of the screen) displays an arrow indicating the active record.  

" If the screen shows only one record, the record that is displayed is the active record.  

 
Once you have the correct record active, press the Delete key, or right click the mouse and select "Delete 
Record", or press CTRL+MINUS SIGN (-).  

! Deleting records will in some cases also delete "related" records (this is a "Cascading Delete"). This action ensures 
there are no orphaned records that would fail to report or calculate properly. There will be warning messages when 
this is the case. Deleting any record should be done only after careful consideration.  

! First, consider how the deletion would affect your overall database; rather than deleting, it might be more 
appropriate to re-name or change it. For example: 

" If you delete a record from the Items Library or Pallet Library, all instances where the item was assigned in 
your project will also be deleted. Consider giving the item a different [code] or [description] rather than 
deleting it. Reports in iFs can be filtered to exclude items that are not used in the project.  

" If you delete an "Standard Item Set", any rooms where it had been assigned will need a new set of items 
assigned. You may want to first check for rooms that it has been assigned to. Instead of deleting the set, 
you may want to make the set “Unique” to a specific room, or change the [Code] and [Description], or un-
assign it for certain rooms.  

" If you delete a "Room" with a “Unique” item set, the item set will also be deleted. If this is not desirable, 
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consider changing the name or number of the Room, or add a [Code] and [Description] to the item set, 
thereby making it a “Standard Item Set”, before deleting the room record.  

  

Command buttons and tool tips (editors):  

! Command buttons are found in many of the iFs editor screens - these are controls that launch other screens, or 
activate an automated routine.  

! The "Tool Tip" for any Command button is displayed when you place your cursor over the button.  

! To activate the command, place your cursor over the button and single-click.  

! In the example above, the "New" button is clicked to move to a new record.  
 

Combo boxes (editors):  

! Combo boxes are found in most of the iFs editor screens - these are controls that provide a drop-down list to select 
values from.  

! In most cases, the combo box list displays unique values found in the current field for your project. In other cases, 
the combo box list contains values from the “Items Library”.  

! The list in the combo box is sorted by the [SortClass], if any, and the [Code], in A-Z order.  

! To select a value, click on the arrow located at the right of the control, or type a value directly into the control.  

! As values are input, the combo box will attempt to find the value in the list and automatically fill in the remaining 
characters.  

! To remove a value from a combo box control, highlight the complete value and press the [Delete] key on the 
keyboard.  

! There are some combo boxes that are set to accept only values from the list.  Most combo boxes have the "Add to 
List" feature.  

“Add to List" feature (combo boxes on editors):  

! If a value typed into a combo box is "Not in List", a message appears that it is a new value, and the opportunity to 
add it is offered.  

! If the new value should be added, click the [Yes] button. If not, click [No].  

! If the value you entered requires additional information, an “Add to List” dialog box will be displayed to add the 
additional information.   

! In the "Add to List" dialog screen, typically the "Description" is required, and all other fields are optional.  

! After the value has been added to the list, it is available in future instances.  
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Time Stamp (editors):   

! When a record is added or modified in any of the primary tables, a "Time Stamp" field is updated automatically, 
with the current date and time.  

! The Time Stamp is labled “Last Update”, and is located at the bottom left on most editors. It is not editable by the 
user.  
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Getting Started 
 
Opening the Earnest iFs application 
 
When the iFs Application is opened, the "Main Screen" will be displayed. There are several ways to open the application, 
choose the one most convenient for you: 

! Double-click on the iFs desktop shortcut that was created as part of your installation of iFs.  

! Or From Windows Explorer:  

" Find the directory that contains the iFs application file (usually c:\iFs9)  

" Double click on the file “iFs9App.mdb” (make sure this launches Microsoft Access 2000, iFs v.9 will not run in 
other versions of Access).  

! Or From the Start Button: 

" Select “Program Files”; Microsoft Access (make sure this launches Microsoft Access 2000, iFs v.9 will not run 
in other versions of Access).  

" From Microsoft Access: select “Open an Existing Database”; select “iFs9App.mdb".  

  

 
  
The Main Screen  
The "Main Screen" is displayed when the iFs application is launched, and should remain open in the background 
throughout the session. 
  

! The "Main Screen" is used to Login, view project information, and navigate to all other iFs screens.  

! When the iFs application is initially opened, the project that was last open is re-attached automatically.  

! The project information displayed on this screen is for the project that is currently active.  

! If the initial project file has been moved or renamed since it was last opened, the user will be prompted to browse 
to the new location of the file.  

Main screen - User Name 

! To begin using the iFs application, a value must be entered in [User Name]. Login values are usually short codes, 
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typically the person’s initials.  

! The [User Name] is used in tracking updates to the project data. The current date and user is updated on the 
record whenever data is input or modified. This information is displayed as “Last Updated” at the bottom left corner 
of most editor screens.  

! The [User Name] is not a security feature. If the value that is typed in is not already in the lookup list, the user is 
prompted for more information, and then can proceed.  

! Once the [User Name] is added, the full set of features on the Main Screen are enabled.  

 
  
Main screen - Project information section 

This information is read-only on the "Main Screen". This data is input in the “Project Information” screen. 

Main screen - Utilities section: 

! Click the [Project Navigation] button to move between projects, or create a new project.  

! Click the [Revisions / Issue Log] button to view or input information about updates or revisions to the data, dates 
when documents are issued, and other project milestones.  

! Click the [Display Database Window] to display the Microsoft Access database window (recommended for advanced 
users only).  

! Click the [About] button for information about Earnest Development, iFs and the version you are running.  

! Click the [User’s Guide] button to view the Earnest iFs User's Guide (this document).  

  

Main screen - Editors section 
Buttons in this section launch the screens that allow you to create, view, or edit data. 
  
Main screen - Reporting section 

Page 15 of 58



Buttons in this section launch the screens that allow you to edit settings, view and print reports. 
  
The Sample Project 
A sample project is included with the system files for you to explore and become familiar with the system. 

! The sample project file is named iFs9Smp.mdb.  

! The Sample Project data can be edited, reported and copied.  

! Sample Project data is fictional, and not intended as a guideline for an actual project.  

  

Managing Projects 
  

 
  
Project Navigation screen 
From the Main Screen, in the Utilities section, click the [Project Navigation] button. 
The "Selected" and "Current" project (non-editable fields on the bottom of the "Project Navigation" screen):  

o        When you first open the "Project Navigation" screen, the current project file path & name are displayed as 
"Selected" at the bottom of screen, and the "Current Project" message displayed. 

o        When you highlight a different project in the list, the path & file name for the highlighted project is displayed, 
and the "Current Project" message is no longer displayed. 

•          OPEN Selected Project 

o        Button is enabled only when the selected project is not the current (already open) project.  

o        To Open an iFs project:  

$         In the "Project Navigation" screen, highlight a project in the Projects List. 

$         Click the [Open Selected Project] button (or dbl-click on the item in the list box) A message will be 
displayed when the project attachment is complete (usually just a second or two, depending on your 
PC and/or network performance). 

•          ADD NEW Project: 

o        Opens the New Project screen. 

•          CHANGE Project Name: 
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o        Change the name of the project as it is displayed in the "Projects List". 

•          REMOVE Selected Project: 

o        The [Remove] button is enabled only when the selected project is not "current" (already open). You cannot 
delete a project while it is open. To delete the "current" project, you must first move to a different project. 

o        Deleting a project removes it from the Projects List, but it does not delete the actual project .mdb file. The 
project can be subsequently "Restored", as long as the project.mdb file has not been permanently deleted.  

o        To delete an project.mdb file permanently, you must delete it through Windows Explorer, or other file 
management utility.  
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The New Project screen 

•           In the "New Project" screen you can create a new iFs project. 

o         Enter a "Project Name" (this is the name that will be displayed in the Project List on the "Project Navigation" 
screen). 

o         Click the button labeled "File name and path" 

o         In the "Save File" window, find and select the directory you wish to save the project file in, and enter a file 
name. 

o         Click the [SAVE] button. 

•           Choose a Data Source. 

o         Choose “New database” to create a shell project. Only essential system data is included in the tables. 

o         Choose “Copy” if you wish to create a project using some or all of the data from an existing iFs project. 

o         If you choose “Copy”, select the project you wish to copy from, and check one of the three boxs that applies 
to your needs. 

o         Click the [OK] button. A message will be displayed when the action is complete, and the name of the new 
project will be added to the Projects List.  

•           When you are finished with adding new projects, close the “New Project” screen. 

•           Open the project by double-clicking on the name in the projects list. 
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Restore Project screen 

•          If a project has been removed from The Project List in the "Project Navigation" screen (by using the [REMOVE] 
button), it can be "Restored" at any time. 
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•          In a typical installation of iFs, the Project Directory file (iFs9PROJ.mdb) is installed locally, and is not shared by users. 
A project will initially be listed only in the "Projects List" belonging to the user that created it. In a multi-user 
networked environment, users can access a project created by others (when stored on a shared server drive) by 
"Restoring" the project  

•          To Restore a project: 

o        In the "Project Navigation" screen, click the [RESTORE] button. 

o        Enter a "Project Name" (this is the name that will be displayed in the Project List on the "Project Navigation" 
screen). 

o        Click the button labeled "File name and path" 

o        In the "Locate File" window, find and select the file you wish to restore. 

o        Click the [OK] button. 

o        The project is now included in the Project List on the "Project Navigation" screen. 

  

Project Data Editors 

  

 
  
Revisions / Issue Log Screen 
From the Main screen, “Utilities” section, click the “Revisions / Issue Log” screen. 
  

! Record milestone revisions to the project data, progress notes, submittals and issue dates.  

  

Page 20 of 58



 
Project Information editor 
From the “Main Screen”, Editors section, click the “Project Information” button. 
  
•           “Project Name”, “Number” and “Database” Owner appear on the Main screen and should be filled in for all projects. 
•           Other information is not required, and may be filled in, or changed, at any time. 
•           Client – the firm or company for whom the specifications are being prepared. 
•           Team – the key team for the project. 

o         The “Database Owner” is typically the firm or company who is responsible for creating and managing the the iFs 
database. 

o         For other team members, type in the role, name and contact name. 
•           Critical Dates – the critical dates for the project. 

o         The “Project Duration” is for overall project start and end dates. 
o         For other critical dates, type in the description, and start and end dates. 

•           Ship To – when filled in, this information is displayed in all specification sheets. 
•           Notes – These are project overview notes. 

o         Any number of note records can be created. 
o         Notes are ordered by the Sort number. 
o         A distinct Title can be selected for each note. If the title you want to use is not in the lookup list, type in a new 

value and when prompted, confirm “Yes” to add it to the list. 
o         The project notes are one-of-a-kind notes, and are not stored in the “Notes Library”. 
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Items Library Detail screen 
From the "Main Screen", Editors section under “Libraries” click the [Items] button. 
  

! The “Items Library” is organized by “Item Class” and “Item Code”.  
o         There are nine, fixed “Item Classes”. 
o         Each item class has a fixed set of fields. 
o         Use the tabs to view records in each Item Class.  

  

 
  

! Within an Item Class, the records are sorted alphabetically by “Item Code”.  
o         Item codes are user defined, and can be any combination of characters. 
o         Item codes should be simple, but they must be unique. It is recommended that item codes have a prefix 

that corresponds with the Item Class 

•          There are several ways to move between individual records: 

o         Click the “Previous” or “Next” button  
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o         Or click the datasheet view button   

•          all records are shown in tabular (“Datasheet”) view. 

•          Right click to sort or filter. 

•          dbl-click to select one record and return to form view. 

 
o         You can also move between records, in either Form view or Datasheet view by using the record 

navigation buttons at the bottom of the screen. 
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The Item class for an existing record can be changed by moving to the record and selecting another Item Class from the 
lookup list: 

Working with images in the Items Library  

Specifications in the Items Library can include an image, such as a diagram, photo, sketch, etc. 

You may want to experiment with s as there  that can be used for the images. The size of the image file is an important 
consideration if you wish to store the file in the database. If you prefer to use a format that gives you a high quality image 
files and compression factor will result in, and the image quality should be a consideration  you wish to incorporate. 

.jpg      25 KB 

.gif       41 KB 

.bmp    539 KB 

•           The image can be created with standard image composing software. 

•           The image can be copied and pasted from an online web page or CDRom catalog. 

•           The image can be scanned from a tearsheet, catalog or drawing. 

The image can be in black and white, or color (Images will print out in color only if you use a color printer). 

To insert an image:  

! Right-click on the image box. Select [Insert Object]  

! Browse to the image file you wish to insert.  

! Click [OK].  
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The Notes Subform 
The notes subform allows you to assign standardized notes to your specifications. 

! Enter a sort number.  

! Select a note from the pull-down list, or type in a new note.  

! The notes can be edited in the “Notes Library” editor.  
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Pallet Library Screen 
From the "Main Screen", Editors section under “Libraries” click the [Pallet] button. 
  

! The “Pallet Library” is organized by “Item Class” and “Pallet Code”.  
o         There are four, fixed “Item Classes”. 
o         Each item class has a fixed set of fields. 
o         Use the tabs to view records in each Item Class.  

•          There are several ways to move between individual records: 

o         Click the “Previous” or “Next” button  

o         Or click the datasheet view button   

•          all records are shown in tabular (“Datasheet”) view. 

•          Right click to sort or filter. 

•          dbl-click to select one record and return to form view. 

o        You can also move between records, in either Form view or Datasheet view by using the record 
navigation buttons at the bottom of the screen. 
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Pallet Library Screen – Carpet 
From the "Main Screen", Editors section under “Libraries” click the [Pallet] button. 
  

Click the tab for “Carpet” 
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Pallet Library - Wall Coverings 
From the "Main Screen", Editors section under “Libraries” click the [Pallet] button. 

Click the tab for “Wall Coverings” 
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Pallet Library – Flooring 
From the "Main Screen", Editors section under “Libraries” click the [Pallet] button. 

Click the tab for “Flooring” 
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Resources screen 
From the "Main Screen", Editors section under “Libraries” click the [Resources] button. 
  

! In the Resources screen you can add or edit information about Manufacturers, and assign a Representative/Dealer.  
! To add a Resource, click the [ADD] button.  
! To move from one record to the next, use the [Previous] or [Next] buttons, or the record navigation controls at the 

bottom of the screen.  
! To see the a list of manufacturers in a tabular layout, click the [Datasheet View] button.  

o         To Sort or Filter the records, select the record and field, and right-click. 
o         Dbl-Click to return to Form View.  
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To Edit information about the Representative / Dealer, double-click the “Company Name”, or click the “Edit Reps” button. 
  

 
Dealers / Representatives screen 
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Notes Library Screen 
 
Create standardized notes to be used on specifications.  
The sort number determines what order the notes appear in the look-up. 
The text of the note can be revised at any time, and will be immediately reflected in any specifications that it has been 
assigned to. 

  

Page 32 of 58



 
Standard Item Sets screen 
 
From the Main screen, Editors section, click the “Standard Item Sets” button. 

! To add a Standard Item Set  

o         Use the scroll bar at the right side of the screen to move to a new record at the bottom of the list, or 
Click the ADD button. 

o         Enter a Set Code and Description 

! To find a Standard Item Set  

! Use the scroll bar at the right side of the screen to move up or down in the records.  

! To view or edit the  “Item Set” details for a Room: 

! Select the record.  

! Click the [OPEN] button, or dbl-click on one of the records, to launch the "Item Set" Detail screen.  

Page 33 of 58



 
Item Set Editor screen 
 
There are two ways to launch the Items Set Editor: 

•          From the “Standard Item Sets” screen. 

•          From the “Rooms” screen. 

The yellow bar at the top left of the screen displays the active record. 

! If it is Unique set, the room number is displayed  

! If it is a Standard set, the code and name of the set are displayed.  

o         The Set Code and Description will also be displayed at the bottom left of the screen. These can be edited 
in this screen. 

o         If it is a Standard set, the “Assigned To” box will be displayed at the bottom right of the screen. This lists 
all rooms that have been assigned the set. 

To move to another Set: 

! Use the “GoTo” pull down box to select the desired set, or  

! Use the record navigation buttons at the bottom of the screen.  

  

To Filter the detail records on a specific Item Class:  
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! Select the Item Class from the pull-down box. Records for only the selected Item Class will be displayed.  

! Click the “Remove Filter” button to view all items assigned to the set.  

  

To add an Item to the Set: 

! Move to a new record at the bottom of the List  

! Enter a sort number.  

! Enter a quantity.  

! Select an Item from the pull-down list, or type in a new Item Code.  

o         The name, manufacturer and model will be displayed in the remaining fields. 

! Repeat this process to add more items.  

To Copy items from another Item Set: 

! Click the “COPY” button located at the top of the screen  

! The “Copy Set” screen will be displayed.  
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! Check the appropriate box to sort the list by Room Number or Set Code  

! Select the room or set that you wish to copy from.  

! Click the “Next” button.  

! The “Copy Confirm” screen will be displayed.  
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! The top section “Current” shows the items and quantities that are currently assigned to your Set.  

! The bottom section “Pending” shows the items and quantities that are assigned to the set you are copying from.  

! Click the appropriate button to either “Replace” or “Merge” the data.  

o         Check “Replace” if you want to over-write your existing items data. 

o         Check “Merge” if you want to add the new items your existing items data. 

! Click the “Commit” button to complete the action.  

To view or edit the detail of a individual Library Item: 

! Dbl-click the “Item Code” to open the “Items Library Detail” editor.  
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Space Standards Screen 

From the "Main Screen", Editors section under “Quantities”, click the [Space Standards] button. 

•          Space standards typically correspond to a space requirements program created at an early stage of the project. 

•          Each standard can be assigned a default Standard Item Set. 
•          When a standard is assigned to a room, the default will be applied automatically. 
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Rooms screen 
From the “Main Screen”, Editors section under “Quantities”, click the “Rooms” button. 
  

•           Rooms are organized by Room Number.  
•           If actual room numbers are not available, any sequence of unique numbers and/or characters can be used in the 

[room number] field. 
If quantitification is necessary, but it is not important to have individual room assignments, one “room” record can be 
created for the purpose of assigning item and/or finish quantities. 
To add a new Room 

! Click the [Add] button.  

! Enter the [Room No.] (accepts Alpha or Numeric values, must be unique), and the [Room Name].  

! To find a Room: 

! Use the scroll bar at the right side of the screen to move up or down in the records.  

! OR  

! Use the [GoTo] combo box to find it, by typing in the room number, or by selecting from the list,and press 
the[Enter] key on your keyboard.  

To assign a "Standard Item Set" to a Room:  

! Select a value from the [Item Sets] combo box, or type in a new Item Set Code.  

To assign a “Space Standard” to a Room: 

! If a Space Standard is assigned to a room, the default Item Set from the Space Standard (if it has been set) 
will be applied automatically.  

To view or edit the  “Item Set” details for a Room:  

! Select the Room record.  

! Click the [OPEN] button, or dbl-click on one of the three left columns, to launch the "Item Sets" Detail 
screen.  

! If the Room does not currently have an Item Set, a unique one will be created when the "Item Sets” Detail 
screen is launched.  
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Room Finishes Editor screen 
From the Main screen, in the Reports section, click the “Reports” button. 
  

! Finishes from the Pallet Library can be assigned to rooms in order to generate quantities.  
! The top section of the editor allows you to select a room.  
! The bottom section allows you to assign the finish material and quantity to the room.  
! The Filter allows you to display one class of finish at a time.  

  
  
Reporting 
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Reports Screen 
From the Main screen, in the Reports section, click the “Reports” button. 
  
To run a report: 

! Select the report you want to run  
! Adjust any report settings  
! Click the PRINT PREVIEW button at the top right of the screen.  
! The report filter screen will be launched.  

  
To change other report settings: 

! Click the “Edit other Report settings” button  
! When you are satisfied with the report settings, close this screen to return to the Reports screen.  

  
To change the order in which the Reports are listed, or to change the title of a report: 

! Click the “Edit Report List” button.  
! When you are satisfied with the changes to the reports list, close this screen to return to the Reports screen.  
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Report  Filtering screen 
Most of the reports in iFs can be filtered on a set of critera selected by the user when the report is run.  
  

•          The filtering screens and the criteria choices available vary slightly depending upon which report you are running. 
•          If filtering is not desired, leave all the criteria boxes blank. 
•          If you want to report only the items that have quantities, select “Assigned Items Only” from the box labled 

“Include:” 
•          If you want to report only the items from a specific Manufacturer, select the name from the box labled 

“Manufacturer:” 
•          If you want to report only a single item, select it from the box labled “Item:” 
•          The “Filtering description” box will automatically reflect the criteria you have selected.  

o         If you do not want to display this information in the report header, you can delete the text from the box 
by selecting it and pressing your [Delete] key, or type in the text you wish to have displayed. 

  
  
When you are satisfied with the filtering selections click the “Print Preview” button at the top right of the screen to run the 
report. 
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Report Print Preview 
 
All reports in iFs are launched in Print Preview, so that the user can view the report prior to sending it to a printer. 
  
To Print the report 

•          If you wish to select certain pages or a specific printer, from the menu bar at the top of the screen select “File”, 
“Print”,  and choose the appropriate settings. 

  
•          If the default printer is approprite, and you don’t need to see the printer settings, click the [PRINT] button in the 

tool bar at the top of the screen. 
  

•          If you want to change the Report Settings prior to printing the report, cancel Print Preview by clicking the [Close] 
button at the top of the screen. 
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Reports Settings Screen 
From the “Main” screen, in the “Reporting” section, click the “Report Settings” button. 
  
In this editor you can: 

! Set the unit of measure for Area values, such as “SF”, or “square feet” or “m2”  
! Set the number of decimal places that are displayed for Area values  

o         for sq. ft. this is typically 0, for square meters this is typically 1. 
! Set the report date formatting  

o         There are many formats to choose from in the look-up list, like “January 30, 2002”, “30 Jan, 2002, 
“1/30/02”, etc. 

! Set the report date.  
o         Check the box to use today’s current date. 
o         Un-check the box to enter a specific report date. 

! Set the values for report headers and footers.  
o         To exclude one or more of the header lines, leave those fields blank. 

! Set a message stamp  
o         There are many message stamps to choose from in the look-up list, like “DRAFT”, “PRELIMINARY”, 

“APPROVED BY _________”. 
o         If the message you wish to display is not already in the list, type in the new value and when prompted, 

confirm “Yes”  and it will be added. 
! Set the page numbering  

o         Several number formats are available 
o         A page number prefix can be set, like a section name or number.  
o         Page numbering can begin with a value other than 1. 

! Insert a company logo or or other image file to be displayed in the reports. See “Working with Images” for more on 
this topic.  

! When you are finished, close this screen to return to the Reports screen.  
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Reports List and Titles Screen 
From the Main screen, Reporting section, click the button “Edit Report List” 
  
In this editor, you can: 

! Change the order that reports are listed.  
! Customize the title of any of the reports.  
! Change the title of the reports back to the system default titles.  
! Change the “Active” status of a report  

o          when the box is checked, the report will appear in the “reports list”, when un-checked it will be hidden. 
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License Agreement 

THIS AGREEMENT IS A LEGAL DOCUMENT. READ IT CAREFULLY BEFORE COMPLETING THE INSTALLATION PROCESS AND 
USING THE SOFTWARE.  

IT PROVIDES A LICENSE TO USE THE SOFTWARE AND CONTAINS WARRANTY INFORMATION AND LIABILITY 
DISCLAIMERS. 

BY INSTALLING AND USING THE SOFTWARE, YOU ARE CONFIRMING ACCEPTANCE OF THE SOFTWARE AND AGREEING TO 
BECOME BOUND BY THE TERMS OF THIS AGREEMENT.  

IF YOU DO NOT WISH TO DO SO, DO NOT COMPLETE THE INSTALLATION PROCESS. PROMPTLY RETURN THE ENTIRE 
PACKAGE TO THE PLACE WHERE YOU OBTAINED IT, FOR A FULL REFUND. 

A. General:  
1. This Agreement grants you a non-exclusive license to load and use the software on a single designated computer. You 
may change designated computers, however the number of computers having copies of the software and the number of 
users may not exceed your number of licenses.  

2. This Agreement allows you to install and use the Software on a single computer and make one copy of the Software in 
machine-readable form solely for backup purposes. You must reproduce on any such copy all copyright notices and any 
other proprietary legends on the original copy of the Software. 

3. This Agreement allows you to install the Software on a storage device, such as a network server, and run the Software 
on an internal network, provided the number of concurrent users does not exceed the number of copies of the Software 
purchased.  

4. If you have purchased a "Site License" for the Software, This Agreement allows you to install the Software on an 
unlimited number of computers for use by an unlimited number of users within a single location ("Site") as authorized by 
that purchase.  

5. If you have purchased an "Enterprise License" for the Software, This Agreement allows you to install the Software on 
an unlimited number of computers for use by an unlimited number of users in multiple locations ("Sites") as specifically 
authorized by that purchase agreement. 

B. License Restrictions  
1. The software may be loaded on a network and used by a number users and/or computers not to exceed the number of 
licenses purchased. 

2. All documentation for the software, including this License Agreement, is to be kept with the designated computer.  

3. You may not loan, rent or lease, give as a gift or sell copies of the software to other individuals, companies, company 
branch locations or outside consultants.  

4. You may transfer your rights on a permanent basis provided you transfer this License Agreement, the software, and all 
accompanying written materials and retain no copies, and provided the recipient agrees to the terms of this Agreement. 
Transferred licenses are valid only if registered and authorized by Earnest Development.  

5. You may not export the Software into any country prohibited by the United States Export Administration Act and the 
regulations thereunder. 

C. Upgrades  
1. If this copy of the Software is purchased as an "upgrade" from an earlier version of the Software, it is provided to you 
on a license exchange basis.  

2. You agree by your installation and use of this copy of the Software to voluntarily terminate your earlier end-user 
license and that you will not continue to use the earlier version of the Software nor transfer it to another.  

D. Ownership  
1. The foregoing license gives you limited rights to use the Software. Although you own the media on which the Software 
is recorded, you do not become the owner of, and Earnest Development retains title to the Software and all copies 
thereof. 2. All rights not specifically granted in this Agreement, including Federal and International Copyrights, are 
reserved by Earnest Development.  

E. Limited Warranties:  
1. Earnest Development warrants that for a period of ninety (90) days from the date of delivery (as evidenced by a copy 
of your receipt) when used with a recommended hardware configuration, the Software will perform in substantial 
conformance with the documentation supplied with the Software; and that the media on which the Software is furnished 
will be free from defects in materials and workmanship under normal use.  

2. EXCEPT AS SET FORTH IN THE FOREGOING LIMITED WARRANTY, Earnest Development DISCLAIMS ALL OTHER 
WARRANTIES OR CONDITIONS, EITHER EXPRESS OR IMPLIED, INCLUDING THE WARRANTIES OR CONDITIONS OF 
MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE AND NONINFRINGEMENT. IF APPLICABLE LAW IMPLIES ANY 
WARRANTIES WITH RESPECT TO THE SOFTWARE, ALL SUCH WARRANTIES ARE LIMITED IN DURATION TO NINETY (90) 
DAYS FROM THE DATE OF DELIVERY. 

Page 46 of 58



3. No oral or written information or advice given by Earnest Development, its dealers, distributors, agents or employees 
shall create a warranty or in any way increase the scope of this warranty.  

4. (USA only) SOME STATES DO NOT ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE EXCLUSION 
MAY NOT APPLY TO YOU. THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS AND YOU MAY ALSO HAVE OTHER LEGAL 
RIGHTS, WHICH VARY FROM STATE TO STATE.  

5. Your exclusive remedy is to return the Software to the place you acquired it, with a copy of your receipt and a 
description of the problem. Earnest Development will use reasonable commercial efforts to supply you with a replacement 
copy of the Software that substantially conforms to the documentation, provide a replacement for defective media, or 
refund to you your purchase price for the Software, at its option. Earnest Development shall have no responsibility if the 
Software has been altered in any way, if the media has been damaged by accident, abuse, or misapplication, or if the 
failure arises out of use of the Software with other than a recommended hardware configuration.  

F. Limitations of Damages  
1. Earnest Development SHALL NOT BE LIABLE FOR ANY INDIRECT, SPECIAL, INCIDENTAL OR CONSEQUENTIAL 
DAMAGES (INCLUDING DAMAGES FOR LOSS OF BUSINESS, LOSS OF PROFITS, OR THE LIKE), WHETHER BASED ON 
BREACH OF CONTRACT, TORT (INCLUDING NEGLIGENCE), PRODUCT LIABILITY OR OTHERWISE, EVEN IF Earnest 
Development OR ITS REPRESENTATIVES HAVE BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES AND EVEN IF A 
REMEDY SET FORTH HEREIN IS FOUND TO HAVE FAILED OF ITS ESSENTIAL PURPOSE.  

2. Earnest Development's TOTAL LIABILITY TO YOU FOR ACTUAL DAMAGES FOR ANY CAUSE WHATSOEVER WILL BE 
LIMITED TO THE AMOUNT PAID BY YOU FOR THE SOFTWARE THAT CAUSED SUCH DAMAGE.  

3. (USA only) SOME STATES DO NOT ALLOW THE LIMITATION OR EXCLUSION OF LIABILITY FOR INCIDENTAL OF 
CONSEQUENTIAL DAMAGES, SO THE ABOVE LIMITATION OR EXCLUSION MAY NOT APPLY TO YOU.  

4. To the extent provided by applicable law, the foregoing limitations of damages do not apply to damages for personal 
injury to you, if any. The limited warranty, exclusive remedies and limited liability set forth above are fundamental 
elements of the basis of the agreement between Earnest Development and you. Earnest Development would not be able 
to provide the Software on an economic basis without such limitations.  

G. Trademarks  
1. Earnest Development, Earnest and Earnest IFS are trademarks of Earnest Development.  

2. Microsoft, Windows and Access are registered trademarks of the Microsoft Corporation in the USA and other countries. 
H. This Agreement shall be governed by the internal laws of the State of Washington, USA. This Agreement contains the 
complete agreement between the parties with respect to the subject matter hereof, and supersedes all prior or 
contemporaneous agreements or understandings, whether oral or written. All questions concerning this Agreement shall 
be directed to:  

Earnest Development  
1411 Fourth Avenue, Suite 812, 
Seattle WA 98101.  
(206) 622-1950 tel/vm  
(206) 292-3951 fax 
mailto:EarnDev@EarnestDevelopment.com  
http://www.EarnestDevelopment.com  
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