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Version 15.0 Update User Guide

This update to the Windows version of the RFMS Business Management System includes many new
features and enhancements. The update also includes many "behind the scenes" changes that
increase processing speed and other performance related functions. This document explains only the
new features contained in this update. For all changes see the release notes on the download

| = Release Notes»
webpage. Click the release notes button to find these. | ™ Vex Lo

To see what you may have missed in previous updates click here.

For directions on loading updates to the RFMS software, click here.

The same documentation is included in the on-line help system and can be accessed by pressing the F1
button at any RFMS screen. If there is something on the screen that you either don't recognize or
understand, check this document or refer to the Help Files pressing F1.

Documentation Conventions

% Notes: Indicates extra Information

o This symbol indicates a best practice, or an example.

Indicates Menu item shortcuts: An underlined letter indicates this is a “hot
Setup>System Setup key”. On Main menus click the Alt button plus that key to go directly to that
field or function. On Drop Down menus just type that key.

Field Name Indicates a Field Name or button Name

Important Important information

To conserve space the screen shots are seldom actual size and may have

Screen Shots blank spaces or other non-essential information cropped from them.

h 1 Links to other documents or web pages are included when additional
explanations are available. Click the notebook to find that information.

Various places in this document have links to other topics in the document.
Links to other topics To return to the original topic click Alt + left arrow. Try it out with the link to
the left!

RFMS has many fields that can be user defined. In the documentation
these will be shown in all capitals with the abbreviation UD before the field
User Defined FIELD LD JOE # |

UD HEADER LABEL 1 |
UD HEADER LAREL 2 |

name.

Update documents contain only the new features contained the software
updates. For all changes see the release notes on the download webpage.

| = Release Notes)
Click the release notes button to find these. 8 View e

Update Release Notes
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https://rfmsinc.zendesk.com/hc/en-us/articles/201559487-RFMS-Program-Update-Instruction-Document
https://rfmsinc.zendesk.com/hc/en-us/sections/200359858-Release-Notes
https://rfmsinc.zendesk.com/hc/en-us/sections/200367553-Update-Documents
http://www.rfms.com/RevisionHistory.aspx

ERIT T
‘_.

RFMS Button and Menu Conventions

Exit the current screen. Can also use the Escape key on the keyboard.

Access the help file. Can also use the F1 Key on the keyboard.

Activates or selects the highlighted record.

'_.ﬂ-i Add a new record. Can also use the Insert key on the keyboard.
=3 Make changes to a record.
=

= Delete a record.

Add or View Notes on a record.

View all notes and Client Management Remarks related to a record.

Find a record using specific fields. Changes to blue when a find is in process.

Resets a filter to the default settings.

D E = = =R == T

Refresh the browse without resetting the filters

i
=
=

Saves the current information and exits the screen.

& Cancel Exits the screen without saving the newly entered information.
=] Exact match required in a search.
] Partial match only required in a search.
Text search
. Ctrl-S Reminder: this searches the browse list from the highlighted record down only.
or Ctrl-

When beginning a search it is best to begin at the top of list.

b |

Print a document or go to a report menu.

S

Allows adding, changing or deleting graphic, non-graphic files or web sites.

=) &) | Tag Untag Tagall or Un-tagall record(s). Selects records
oY View details of a record.
Y Send an email or RFMS mail message regarding the highlighted record.
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View the history of a record.

or View the pdf history of reports for the highlighted record.

Click to view the tracking record created for every record insert made into Orders,
or Quotes and Bid Pro Estimates. If gray, no records are present.

Brings up the Client Management remote actions screen and allows adding a
CMM action or relate a CMM record to this record. Yellow indicates that CMM
information is associated with the highlighted record

B
&

With all date fields in RFMS, hit the D key to fill in today’s date, type in a date, use
the up and down arrows to move the date one day at a time or click F8 to bring up
the calendar and then choose the date.

indaw I

Cascade
Armange |conz

1 Customer Orders
2 Customer Quotes
v 3 Browse the Customer File

The bottom part of the screen lists all windows open in the current module. The
one currently being viewed is checked. To view a different window, click it with the
mouse.

.

Access to customizing the tool bar

Invoice Mumber IEG‘I 02596

-Disabled Field. If set in >Utilities>System Options>System Wide>General >(Set
T Up Global Interface System Options or Override Global Interface System Options)

Required Field. If set in >Utilities>System Options>System Wide>General >(Set
Up Global Interface System Options or Override Global Interface System Options)

The Edit Menu can be used as a shortcut to the toolbar options.

>Edit>
-{

E Customer Orders

EXIT L1

oo a8l

P8 Reports  Utilities  Win

—

Edit Menu B et

@ Change
¥ Yoid

“;@ Change Orders ‘
m Overages
Billing Group 4

B Payment

ey
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Payroll Update

This version includes the Payroll Update for 2015.
This includes any Federal Tax changes for US and Canada.

The following areas had tax table changes.

United States

Arkansas Missouri

California and California Head of Household New Mexico

Connecticut New York State and Yonkers
Idaho North Carolina

Illinois Oklahoma

Kansas Oregon

Kentucky Rhode Island

Maine Vermont

Massachusetts Washington DC

Minnesota

Canada

Alberta Nunavut

British Columbia Ontario

Manitoba Outside Canada and Providences
New Brunswick Prince Edward
Newfoundland Saskatchewan

Northwest Territory Quebec

Nova Scotia Youkan

System Wide

Emalil

x>Utilities>System Options>Email Configurations

If using Outlook, the setup now allows Outlook for single emails and SMTP when sending mass emails.
This automates the process so that users do not have to hit send on each email as in the case of check
stubs and using templates in CMM

Order Entry

Customer Orders

Line Groups

To ensure the correct line group is chosen, when a line is assigned to a Line Group that has a different
Product Code, then the Line Group Product Code will be cleared. If there are no Product Codes
assigned to ANY Line Group, then the previously assigned Line Group will be retained.

Version 15.0 ORFMS 2015 6



Adjust Total (Orders and Quotes)
it Tota)

Adjust Total for Quotes was introduced in version 14.2.
This button will be disabled when Order Total = 0 or there are less than two Lines.

The following warning appears when you click the Adjust Total button
3 Adjust Order Total 2

THIS CHANGE CANNOT BE UNDONEM
This feature allows a new Crder Total to be entered.
Miscellaneous Charge, Proft Margin and Line Amounts will be adjusted.

Curmrent Order Information
Allowed Lines: None Locked.

[] Unlock all Locked Lines

Erter the new Order Total £1,109.62
X Cancel
Figure Adjust Order Total Warning
Q d Molies: . .
- Order and Quote Adjust Total button now works with GST Included.

Provider
When adding a new Provider record and carrying forward information from the highlighted record, the
new record will use the Installation Date from the highlighted record instead of today’s date.

Emailing Invoices
Invoices can now be emailed form the Job Cost Screen even if there is no email present in the order.
The email will open and the address can be typed into the email.

Customer

Customer Sales Reps
The Sales Rep field is initially locked. Pressing the lock will unlock the field so sales representatives
can be changed. This allows a password to be set and required on the button.

Inventory

Inventory Move

The Inventory Move feature is an add-on program that allows moving multiple inventory records to
other store locations within the RFMS Inventory program. With the June 2013 update a new feature
was included allowing a store to use the order lines to initiate the process of transferring inventory. This
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also allows partial amounts of an inventory record to be transferred. Please contact the REMS Sales
Department for information on purchasing this product.

Process Requested Inventory
A notes section has been added.

' Requested Move Information £

0716413 |5

Tpatk Mumber

”:? Help A Cancel

Figure Requested Move Information

Process Requested Inventory no longer moves the inventory to the new store. This step is now
completed when the move is Accepted in Receive Moved Inventory.

Inventory Move Tracking Sheet
The Order Invoice Number, Estimated Delivery Date, Carton Count and Ship To Name have been
added to the Tracking Sheet

Inventery Move Tracking Sheet ) (Original) Page 1
Frinted 03/12/15 3:13FM
Transaction# 1022 AT ORI
(T48TI2T102Z)
MY MEW STORE DOCUMENTATION COMPANY
BZ SKYLAND BLVD STORE ADDRESS
TUSCALOOSA, AL 34758 FAX: 111-222-3333
Tel: 205-943-2282 NORTHFORT, AL 25478
Rolliltem & Product Code Styleilter Wikdth Length Quantity
FRIVATE ITEM NUMBEI 08 - SUFFLIES FRIVATE ITEM NAME T3 50.59 4.00 SF
e Drye LotRUN Color/DestDESCRIPTION Moved 12/30/14
Cr SiE_: E : =S=F p:Li( Received Ol Lec New Loc
Sys Ref #5357 Sidemark: *In-Transit* ||"||I|I || " ||I
Unit Ship Weight! oz Line Total Ship Weightd oz 525
( Est Del Date: } Invoice Number::G401021 (E;ip To: CUSTOMER LAST, CUSTOMER FIR—Sh
o —

The number of boxes per buy/sell quantity have been added to the sheet.

For example:

If Buy/Sell is 16 per box and the Move is for 48 then it will read "Carton Size: 16 SF per BX" and
"Carton Qty: There are 3 BX"
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Products

Rolls

File>Rolls
The following features have been added to the Roll Product Record Extended Information 2 tab. This
information will be used in a future version of Measure.

e Measure Product Checkbox

e Estimating Unit Drop Down Menu with Imperial and Metric
= This field if left blank will default to the Global System Option setting.
= |f this field is changed, the user will be asked if they want to clear the estimating data.
This does not include the waste factor or the measure product checkbox
e Seam width will be stored as entered
e Cut Gap will be stored as entered
e Waste Factor will be stored as a decimal not as a percent.
% Changing a Roll Prog

Product Information 1| Extended Information 2

Additional Product Spec
Id#
Inwventory User # 0.0000
Shipping 'w/eight 0.0000 0z /SF
Ship Qiy Yariance [+/]

ct Set bembership

E stimating Information
[ Measure Product
Esitmating Unit | Imperial w

Cut Gap 0.0000 | In 0lnches
Seam 'Width 0.0000 | In Olnches

Pattern width 0.0000

Pattern Length 0.0000 | In Olnches

0.0000 | In Olnches

0.0000%

In Olnches

Pattem Drop

Waste Factar

Figure Roll Extended Information Tab

The Pattern Drop, Pattern Length and Pattern Width fields will now store data as entered with the units
based on the estimating unit.
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Items

File>ltems
The following features have been added to the Item Product Record Extended Information 2 tab. This
information will be used in a future version of Measure.

e Measure Product Checkbox
e Estimating Unit Drop Down Menu with Imperial and Metric
= This field if left blank will default to the Global System Option setting.
= |f this field is changed, the user will be asked if they want to clear the estimating data.
This does not include the waste factor or the measure product checkbox.
e Actual Length will be stored as entered.
e Actual Width will be stored as entered.
e Waste Factor will be stored as a decimal not as a percent.

[ Changing an Item Product

Praduct Infarmation 1| Extended Information 2

Additional Product Spec
Private Collection

E stimating Information
[] Measure Product

Frice /Cost Code Estimating Unit | lmperial W

Construction Actual Length 0.0000 [In Olnches
Country Fg éy Actual Width 0.0000 In Olnches y
Fibes Fa/|[¢ Pathern Width 0.0000 [In 0lnches
Species Fa & Pattern Length 0.0000 |[In 0lnches ]
Irventary Uger # 00000 Fattern Drop 0.0000 [In Olnches
Shipping Y eight 0.0000 W azte Factor 0.0000%
Thickness 00000 mm- | Fg
Ship Gty Vanance [+/] oz |F&

Primary Component
Compozition

Type
E dit Product Set bMembership

[ MHMS Product

Lazt price formulas applied date:

Lazt item cost used for pricing: 0.0000

Figure Item Extended Information Tag

The Pattern Drop, Pattern Length and Pattern Width fields will now store data as entered with the units
based on the estimating unit.
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Services

File>Service
The Measure Product Checkbox has been added to the Service Product Record Extended Information
Tab. This information will be used in a future version of Measure.

i Changing a Service
Praduct Infarmation 1| Extended Information 2

Id#
Ship Qty Varance [+/-]

Last price formulas applied date:
Last gervice cost uzed for pricing: 26.5000

[] WHMS Product [ Measure Product

Figure Service Extended Information Tab

Accounting

Accounts Payable

Accounting>File>Accounts Payable
Spacing between the detail lines now follow the interface settings from system options.

Option | Set Up Global Interface System Options

LEC Global Interface System Options (=3
Mote
Uszer Toolbar Customization Access

Level Required o]

Dizabled Field Behavior

Show dizabled fields with grey background

Fequired Field Behavior

Use Spreadsheet Tvpe Grids
1615

Browsze FRow Spacing

X Cancel

Figure Set Up Global Interface System Options

4] 44
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Suppliers

Accounting>File>Accounts Payable>Suppliers
A “Do Not Print Tax Document” checkbox has been added to Supplier information. If this box is
checked, the subcontractor’s tax document will not be printed, even if the Supplier has a Tax ID and

meets the $600 minimum.
&

Supplier

Record Will Be

P

Supplier | 1099 SUPPLIER NEW
Address

L e ' 2N

LY
Account # Terms (Days) 0 Purchased (Gross Past Year) 10,560.00
Tax ID Murnber | 511-86-9567 Discount % 0.00 Purchased (Met Past Year) 10,560.00
EMail
Load 0.0000 Pay Status | QK to Pay Y] [ | Doble = [_Inactive
| ] Do Mot Print Tax Document
e PO e e . S F
~ Crednr Dept ™ Remuzatece ENnail ~

Changed

ay To
Pay To | 1099 SUPPLIER NEW
Address

X Cancel

Figure Supplier Information

Month End GST Report

Accounting>File>Month-End>GST Report

Bank Charges, Deposits other than sales and Sub Contractors Payroll are now included in the Month

End GST Report. Only transactions

that occur after the update will be included.

BAS Summary is now included as the last page.

CARPET COURT NEW ZEALAND

Page No: 2 GST Report
28/11/14 From 28/11/14 To 28/11/14
03:01PM * Denotes Journal Batch Number
Date ID# Name Rate Sale Value Purchase Value Tax Collected Tax Paid
Suppliers you have made Acquisitions you have made
Total sales & income & other supplies (G1) 3,002 Capital Acquisitions (G10) 0
Other Acquisitions (G11) 25
Adjustments (G7) 0 Adjustments (G18) 0
Total Supplies after Adjustments (G8) 3,002 Total Acquisitions after Adjustments (G19) 25
GST Payable (G9 0 GST Credit (G20 U - Jc
Figure BAS Summary
Version 15.0 ©RFMS 2015 12



Human Resources
Check Stubs

Printing checks now has the option to print the company name on the stub. Additionally, if the option is
selected to print the check number, it will also appear on the line with the company name.
[ Print Pay Checks - sabrina =]

Parameaters |Chack Setup

Check Begister | 105 - CHECKING - AMSOUTH~52530396 =A
Feceipt Register | - Please select a receipt register -
Period Ending | 12/11/14 2
Check Date| 1211141412 [FB
Check Humber 080224 |2 [Last Check in File: 080223)
Check Print Order

(@) MName Order () Department / Mame Order

Frint Company M ame
Cormpary | DTERLER TATICH

|:| Print 0 epgetment M ame
Frint Check Number

; - s Pause between reports [ | Preview
(V. o oetdan S e e

-
X garce

Figure Print Pay Checks

> ..080225
COMPANY NAME) <— »

B aassts " beriod: 1127114 121114 Check No. 080225 Check Date 1211114
~" Earnings—— S— — -Deductions——— — -
EARMINGS.  1,50000 oo | 0.00 Gross Earnings: 1,500.00
000 3 aoo | a00 Tot Deductions: ooo
000 | 000 | : 000 NelPay 130000
o 000 | 5 0.00 . B 500
0.00 | 5 000 E 000 ‘ 000
000 i H 000 0.00 000
000 000 0.00 | (an' Qoo
o0o oo | o.co E
o ‘ | w @
[1:]
000 ; VT Gross: 182027
000 ¥TO Net: 1,680.27
|
Figure Check Stub
Earning Descriptions
Earnings descriptions have changed as follows:
Old New
Total Gross Federal Gross
Federal Gross Federal Taxable
FICA Gross FICA Taxable
State Gross State Taxable
Local Gross Local Taxable
Version 15.0 ©RFMS 2015 13



Australia and New Zealand

Australia and New Zealand can now exempt earnings and deductions from Superannuation. The
[E]xempt and [R]eductions buttons will give four choices: (1) Earnings, [2] Superannuation, [3] Earnings
and Superannuation, [4] No Exemptions.

The amount eligible for calculating Superannuation is shown on screen as "Super Gross" and is below

"Federal" earnings. The Super Gross is how used for Superannuation calculations. Super Gross will
show on Payroll Stubs and Reports right next to Federal Taxable.

Sales Reports

Demographics Report
Eile>Marketing>Demographics Report
The City and State information has been added to the .csv output.

Store Zip Mum of Se MatOnly SalesTax OtherChallnvTotal Customer % of Custc% of Store % of Salw
2 |"" 35111 2 302.88 10.09 18.85 331.82 CASH & CY 32.498 31.353 0.388
3" 35475 1 631.72 56.85 1] 688.57 CASH & C/ 67.437 65.061 0.805 NORTHPO AL
A_lnn IE0AS 1 242 2 N9 1} 27232 BETAIL 100 2 527 OU0AA_CITY Al

Figure Demographics Report CSV
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Add On Modules

Client Management

Appointments
When adding a new appointment and selecting a related record, users can choose to use the Ship To
or Sold To location.

5] Adding Appointment o || = || &8
Appointment Information Related To
Appointment ' Add Remark Task
Type Fa
Location Record Type | g (:&
Dietailz # |RECORD NOT FOUND
Business | RECORD NOT FOUND i

Contact

Phone #'s

EMail

Appointment Status
; o
&ssigned To | JEMECHIA F§ #  Record Information
Azzigned To @ Accepted Requested
Status Declined Tao Be Assigned Drate Created | 1241 909 &M Inactive [
o Created By RINA
Priarity () L (@ Momal () High s
Date Editgel] 12/18/14 509 A

Appt Statuz (8 Scheduled () Meed To Reschedule () Comoleted

() Tentative (1
lse &z Template [
Appt D ate & |F
| I Would you like to use the Sold To or Ship To address for location?
Reminder [
Sold To Ship To
E Import Appointment Tempiaw: v DOk & Cancel

Figure Adding Appointments Screen

Leads
The PO Number and Job Number have been added to the Related Quotes, Estimates and Orders
browse tab on the Edit Sales Lead screen.

L 1ing Sales Lead o | B || £
Pmsw::c:r:::::::on Add Appt Felated Quotes, Bid Pro Estimates & Orders | Details | Remarks | Lead Check List
for Prospect Prospect q 4& @ @ Delete [] Show Extended Yiew
First Mame | TEST 3l Relationship —
Last Hame | paM Type Mumber PO Mumber Job Mumber
wiork, | 2051234567
wh b APGEEERGTESTOOM |, e Y acinnde A Ak || L]
C e g andE . .finde e [
Reminder Ti Edited\Qy SABRINA
Outzame Details Viewing Rights ™ pryate @) Public
Repeat Order Tracking N Ok # Cancel

Figure Edit Sales Lead Screen
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BidPro

<

Printing Estimates
Edit>Print Estimate

o Printig
General
Report Stvle | Blus Boxes v [[] Use Lines to Separate Estimate Lines [] Print for Overage
Report Header - Section 1

iﬂw’ w%?ﬂam D6bel | |F

Figure Print Estimate Screen

The “Use Lines to Separate Estimate Lines” Checkbox has been added. If this box is not checked the
line notes will be boxed.

Contract Pricing
If Store Specific is set up,

e The Store Column will be in the Contract Details Browse. Lines without stores assigned will
show “—“in the Store Column.
e The first column in the product selection browse is now the Store number.

o

Qﬁh". Mol es:

When Contract Pricing is opened, if there are contract lines with no store, a warning with a list of the
contracts will appear. There will also be an option to check if the warning is to not appear again.

If the user is setup for store specific pricing and tries to enter the same product from the same
store to a contract there will be a warning message.

Enterprise Manager

Audit for System Options
System options that do not require a complex screen are now available to be audited. This includes
Yes/No, Pick List, Entry etc. If a screen pops up with multiple options it is not currently audited.
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