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        Introduction  
 
 
Welcome to ArchiOffice® from BQE Software, Inc! 
 
ArchiOffice is a project management solution for architects. It is networkable, multi-user software, which 
operates on both PCs and Macs. It was created by Architects, for Architects, and has continued to evolve 
to meet the needs of a growing customer base worldwide. ArchiOffice takes all the disparate pieces of 
information in your office and organizes them in a most remarkable way by offering solutions such as 
contact management, document management, task and project management, time and expense tracking, 
billing and reporting. 
 
Your employees can access ArchiOffice from anywhere, using any operating system. You can make 
ArchiOffice instantly accessible to local and remote users via the Internet while retaining all the features 
and functionality that your business depends on. This solution is simple, affordable, secure, scalable, and 
very fast. 
 
The goal of this ArchiOffice Getting Started Guide is to help you install and begin the set up process 
while familiarizing yourself with the ArchiOffice program. It explains the concepts and procedures 
involved in setting up of ArchiOffice, focusing on its installation and registration. Thus, this Guide enables 
you to educate yourself quickly on how to run and start ArchiOffice effectively and efficiently. It also 
explains some troubleshooting issues at the end, highlighting your most often encountered problems or 
queries. 
 

 The ArchiOffice Getting Started Guide is not a complete training solution. It 
is a guided tour designed to set up and familiarize you with ArchiOffice. After 
completing the guide, we recommend that you explore the ArchiOffice Help. In 
particular, check out the How Do I help items. Based on your preferred learning 
style and available time, you can choose self-learning or guided learning. Guided 
learning provides custom training courses to get you up and running with 
ArchiOffice as quickly as possible. Check out www.bqe.com/Services for more 
information.  

  

http://www.bqe.com/archioffice2010/help/
http://www.bqe.com/Services.asp?pageId=Home&prodId=AO
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System Requirements 
 
 
For successful installation and implementation of ArchiOffice software, be sure your computer systems 
meet or exceed the minimum requirements. System requirements are different for Servers and Clients, 
depending on whether you are using Windows or Mac operating system. 
 
 

Server Requirements  
 

Windows 
 

 Pentium III, IV, M, D 1GHz or higher processor 
 2 GB RAM 
 2 GB free disk space 
 Microsoft Windows 2000, 2003, 2008 Server, XP, Vista, Windows 7 operating systems (32 & 64 

bit) 
 Java Standard Edition runtime environment 1.6.0_20 or higher (download) 
 Networking TCP/IP 
 Port 8080, 1099 and 2638 open and accessible for use by ArchiOffice exclusively 

 

Macintosh 
 

 1 GHz or higher Intel processor 
 2 GB RAM 
 2 GB free disk space 
 Mac OS X 10.5 or higher 
 Java SE 6 (1.6) or higher provided with the OS 
 Networking TCP/IP 
 Port 8080, 1099 and 2638 open and accessible for use by ArchiOffice exclusively 

 
 

Client Requirements  
 

Windows 
 

 Pentium III, IV, M, D 1GHz or higher processor 
 2 GB RAM 
 Microsoft Windows XP, Vista, Windows 7 operating system (32 & 64 bit) 
 Java Standard Edition runtime environment 1.6.0_20 or higher (download) 
 Networking TCP/IP 

 

http://www.java.com/en/download/index.jsp
http://www.java.com/en/download/index.jsp
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Macintosh 
 

 1 GHz or higher Intel processor 
 2 GB RAM 
 Mac OS X 10.5 or higher 
 Java SE 6 (1.6) or higher provided with the OS 
 Networking TCP/IP 

 

 It is recommended to install ArchiOffice on a dedicated server to prevent 
incompatibilities. ArchiOffice cannot be hosted from a server that is also 
functioning as a BIM server. 
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Installation  
 
 
ArchiOffice 2010 is a server-based application requiring one machine to function as a ôServerõ that hosts 
the ArchiOffice data. If you have only a single license for your firm, the machine you use to access 
ArchiOffice will also function as the server. There is no need for you to install any software on your 
client computer. You can access the database files from your client machines via a link to the server 
using your ArchiOffice server's IP address and the port number 8080 (explained later in the Guide). 
 
The following instructions are for installation on a PC and Mac machine that will be hosting ArchiOffice. 
Please find your correct operating system before proceeding. 
 

 If you are an existing ArchiOffice user, you can upgrade to the new 
ArchiOffice 2010 version. Please check the Upgrading from ArchiOfficeV8 
whitepaper for conversion details.  

 
 

Installation on a PC System 
 
If you have purchased ArchiOffice 2010, you should have received a link via email for where you can 
download the installation file (setup) as well as this Getting Started Guide. Please download the installer 
from our website as instructed in the email. 
 

The installer or setup is a zipped file and will require an extraction program 
such as WinZip to unzip the file. 

 
Follow the steps below to install ArchiOffice 2010 on the machine that will be hosting the ArchiOffice 
data (this applies to both multi and single users): 
 

1. Log in to your computer as an 
Administrator. 

2. Download the ArchiOffice 
2010 installer/setup file and 
unzip the contents to your 
desktop. 

3. Double click or right-click on 
the setup icon on your 
desktop and click Open. 

4. If prompted to install Java, 
please click Install and 
continue. If this prompt does 
not appear, continue to the 
next step. 
 
 

http://www.bqe.com/_pdf/Upgrade-from-ArchiOfficeV8.pdf
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5. When the ArchiOffice 2010 InstallShield Wizard appears, read the information and follow 
the instructions on each screen and click Next. 
 

 
 

6. Read the License Agreement and select the ôI acceptéõ option to proceed.  Click Next. 
 

 
 



Installation  

ArchiOff ice Getting Started Guide 201 0.12  Page 6 

7. Enter your User Name and Organization, making sure to check the option ôAnyone who 
uses this computer (All Users)õ so that anyone using this computer will have adequate 
access to ArchiOffice. Click Next.  
 

 
 

8. Accept the default installation location. 
9. Once the installation begins, a progress bar displays until the installation is complete. 
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10. When done, click Finish. If prompted, restart your computer for a successful installation. 
 

 
 
It will display the post installation instructions page (Welcome to ArchiOffice) guiding you to license your 
software.  
 

 Your Internet/Antivirus Security software may prompt you to allow 
program access. Please ALLOW (or Unblock) access whenever prompted. If you 
donõt, ArchiOffice will not function properly. 

 

  If you are experiencing problems while installing ArchiOffice 2010, please 
check the Troubleshooting section of this Guide or Knowledgebase Articles. 
Else, contact us at (800) 371-0130 (ext#0) or support@archioffice.com.  

 
 

Installation on a Mac System 
 
If you have purchased ArchiOffice 2010, you should have received a link via email from where you can 
download the installation file (setup) as well as this Getting Started Guide. Please download the installer 
from our website as instructed in the email. 
 
Follow the steps below to install ArchiOffice 2010 on the machine, which will be hosting the ArchiOffice 
data (this applies to both multi and single users): 
 

1. Close any open applications. 
2. Log in to your computer as an Administrator. 
3. Download the ArchiOffice 2010 installer package or setup file.  
4. The ArchiOffice 2010 installation screen opens. Click Continue to begin the installation. 

http://www.bqe.com/_inc/ArchiOffice_SupportOptions.asp?prodId=AO&link
mailto:support@archioffice.com
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5. It displays the Software License Agreement. Click Continue to Agree to the terms of the 
agreement. 
 

 
  

6. Customize the Installation Type depending upon whether you are a new user or an 
existing user. Check the ôUpgrade from V8õ option only if you are upgrading from 
ArchiOffice V8 to 2010. Click Continue. 

7. Click Install to perform a standard installation.  
8. Enter your Password (Admin) and click OK. 
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9. You are warned about restarting your computer after the installation. Click Continue 
Installation to install the software now. 
 

 
 

10. The installation process starts and displays the progress. As soon as the installation is 
complete, restart your computer when prompted. 
 

 
 

11. After restarting your computer, read the Post Installation Instructions. This instructions 
page also serves as the ArchiOffice Control Panel, and can be launched manually from 
 

/Applications/ArchiOffice 2010/Control Panel/ 
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The Control Panel will allow you to start or stop the server, and provides access to both 
the client and admin portals. You need to license your software to continue. 

12. Once licensed, launch the client for the first time by clicking Client from the Control 
Panel. This initial launch process will create a desktop shortcut and prompt you to install 
several Java Plugins that are necessary for the program to function. 

13. After you are done, click on the ôLaunch ArchiOffice Clientõ icon. This will open 
ArchiOffice 2010 and place an ArchiOffice (Servoy Client) alias on your desktop. 

 

  If you are experiencing problems while installing ArchiOffice 2010, please 
check the Troubleshooting section of this Guide or Knowledgebase Articles. 
Else, contact us at (800) 371-0130 (ext#0) or support@archioffice.com. 

 
 

Licensing 
 
You are required to license the ArchiOffice 2010 software prior to use. When you purchase the 
software, license keys and instructions are emailed to you, based upon the company name and number of 
users. ArchiOffice 2010 involves two types of license keys ðServer License Key and Client License Key. 
 
 

Server Licensing 
 
The first step in the licensing process involves the licensing of the ArchiOffice Server using the 
ArchiOffice Admin Portal. To do so: 
 

1. On a PC: Open the ArchiOffice Admin Portal from the Start, All Program, ArchiOffice 
2010 menu or your desktop (Launch Admin Portal icon). You can also open it directly 
from the browser by typing this URL:  
http://servername:port/servoy-admin/ 
where ôservernameõ is the IP address of the computer on which you installed ArchiOffice 
and ôportõ is the port on which the software was installed. By default, it is 8080. 
http://ServerIPaddress:8080/servoy-admin/ 
 
On a Mac: Open the ArchiOffice Admin Portal from the ArchiOffice Control Panel, 
found in  
/Applications/ArchiOffice 2010/Control Panel. You can also open it directly from the 
browser by typing this URL:  
http://servername:port/servoy-admin/  
where ôservernameõ is the IP address of the computer on which you installed ArchiOffice 
and ôportõ is the port on which the software was installed. By default, it is 8080.  
http://ServerIPaddress:8080/servoy-admin/ 

http://www.bqe.com/_inc/ArchiOffice_SupportOptions.asp?prodId=AO&link
mailto:support@archioffice.com
http://servername:port/servoy-admin/
http://serveripaddress:8080/servoy-admin/
http://serveripaddress:8080/servoy-admin/
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2. Before the Admin Portal opens, you will be 
prompted for a login. Please enter the default user 
name and password: 
 
User name:  Administrator 
Password:  fullthrottle 
 
 
 
 
 
 
 
 
 
 

 
 

3. Click on the Licenses option on the left to open the Licenses screen. 
4. Enter your company name, server license key and number of licenses exactly as emailed 

to you (case-sensitive). Make sure to select ôClientõ as the Licensed Product. 
 

 
 
5. Click Check Code to verify the license key. When successful, it displays ôCode OKõ. 
6. Next, for security purposes, you need to change the default password for the 

Administrator. Click on the Users option on the left to access the Users screen.  
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7. Click ôAdministratorõ in the User list at the bottom of the screen. 
 

 
 

8. On the Edit user screen, enter a new name/password for the Administrator. When done, 
click Change Password and then exit. 

 

 
 

 Do not lose this password as is it cannot be recovered and regaining access will 
require downtime while we obtain your database and reset the password. 










































