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Introduction 
Order Entry>File>Claims or Order Entry>F5 key 

Overview 
RFMS has provided a comprehensive tracking tool that allows the dealer to maintain 
control of both the client's replacement process and the credit process from the vendor 
or installer. The Claims module is built on the concept of taking care of the dealer’s 
client. Once an issue has been identified, a claim can be established, and the tracking of 
costs and efforts started. 
 
The Claims module is included in the RFMS Core Business Management System and can 
be activated by setting up three general ledger accounts. Participants in this class will 
learn the necessary steps for tracking and processing claims and related material returns 
using the Claims Module. 
  
The Claims module in RFMS works essentially like the Order Entry module.  The 
difference is that specific fields, and general ledger postings have been modified to 
accommodate supplier/mill credits tracking when there is a problem with a job.  
 
A claim is automatically marked tax-exempt and has negative lines.  
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The Basic Flow 

 
  

Keywords for Working with Claims 
Claim Against - The person or company issuing the credit 
Claim For - The name on the original customer order that experienced the problem. 
Settled - The claim has been paid. 
Processed - The claim has been job costed. 
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Setup 
 

To use the claims module, the General Ledger must be installed.  

Account Codes 
Accounting>General Ledger>Standard Account Codes 
Four Standard Account Codes need to be added to provide a clear audit trail of claims 
activity in the General Ledger.  

  
RFMS will use these three codes to post credits and debits automatically.  These 
standard codes are: 

• Mill Claims Dues - Current Asset: DEBIT when processed (job costed) and 
CREDIT when settled (paid) 

• Claims in Process - Sales Income or Misc. Income: Credit when processed (job 
costed) 

•  Cost of Claims - Cost of Sales or Misc. Expense: Debit when processed (job 
costed) 
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Receipt File (Optional) 
Order Entry>Utilities>Setup>Receipt Configuration 
Create a receipt file and label it “For Accounting Use Only” or “Claims.” 
 

 
  

Customer Types (Optional) 
Order Entry>Utilities>Setup>Customer Type 
Create customer types to help with tracking by using reports. 
Some suggestions are 

• Claims-Returned 

• Claims-Replacement 

• Claims-Repair 
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Salespersons (Optional) 
Order Entry>Utilities>Setup>Salespersons 
Creating a Claim salesperson helps with tracking of just Claims. 
 

 
  

 
If you use a regular salesperson on a claim, then that salesperson’s commission will be 
affected. 



Version 20.0 
   8 
 

 Adding a Claim 
 

1.  Click the Insert button  to add a new claim. 

2.  The Customer Orders browse screen appears.  Type in the search criteria to search 
for the original order, the burden order, or the newly created order in the billing group.  

 

A claim MUST be attached to an existing order. 

3.  Find that order and double-click or click the select button  . 

 

This order number will now be listed in red on the Customer Order browse screen. 
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4.  The next step depends on how the option Default Customer “Claim For” Value - 
System Option is set.  This option allows setting the default for the Claim 
for Information.  If the default is Ask, then a box will open, allowing the choice of which 
address to choose for the claim being entered. 

 

If the default is Sold-To, then the Claim For field will be populated with the Sold-
To information. 

If the default is Ship-To, then the Claim For field will be populated with the Ship-
To information.  

5.  Manually enter the Claim Against information or select it by clicking F8. 

 

 

 

https://rfmsinc.zendesk.com/hc/en-us/articles/360003725214
https://rfmsinc.zendesk.com/hc/en-us/articles/360003725214
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6.  Click the Insert button to add a line.  Begin entering the line information.  Either 
assign inventory to the claim (Reserved) or generate a purchase order.   

 

 

A claim line differs from a typical customer order in that the PRICE on a claim would 
typically reflect “Cost.”  

The program will, by default, bring over the SELLING PRICE from either the Inventory or 
Products record.  Therefore, it is important to remember to click the PRICE button to 
enter cost amounts. 
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Reference Line 

When adding a line to a Claim, if Reference Line is clicked, then a note is added to the 
line tying the line to the Original Order. 
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Use Internal Notes & Attachments to document EVERYTHING – Calls, instructions, 
photos of damaged products, emails, texts from sales representatives, signed picking 
tickets, etc. 
Do not forget to put the Vendor’s Claim Number in the PO Field. 
 

Processing the Mill Claim Credit 
Overview 
When the mill credit invoice is received, the invoice needs to be posted to the 
corresponding Claim record taking care of the balance on the Claim. 
 

Steps to Processing 
1. Highlight the claim record that is associated with the Mill/Supplier credit. 

 
 

 



Version 20.0 
   13 
 

2.  Click the Post Mill Credit button  
 

3. The Customer Payment screen appears.  Enter the mill credit invoice number in 
the Reference field. 
 

4. Select the receipt register used for Claims. 
 

5. Click the E (Entire) button next to the Discount field to pull in the total amount of 
the claim.  If the amount is not correct, enter the actual amount on the invoice. 

 

6. The discount general ledger account code entered as a standard account for 
Claims in Process will be the default account. 

 

7. Click OK to save the posting.  This posting affects the balance due on the Claims 
record. 
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8.  The Payment Posted screen opens.  Click the Print Receipt button to print.  To 

continue without printing, click the Exit button. 
 

 
 

9.  The Add/Edit Payable screen opens containing the payment amount, which is 
filled in as negatives taking care of the second part of the mill credit process.  If 
needed, change the supplier name.  Enter the Invoice Number in the correct field. 
Click OK. 
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Posting to the General Ledger 
 

 
 

Payment in lieu of Credit 
 
In the event a vendor submits a check for a claim: 

1. Settle the claim as normal. 

2. When the claim is complete, and the accounts payable has been posted, void 
the payable created in the settlement process. 

3. Post the check through Banking, making a deposit For Income Other Than 
Sales. 

4. Distribute the receipt to the Cost of Claims account. 
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5. If the payment is going to be passed along to the consumer, create the 
accounts payable and code it to the Cost of Claims account, and process the 
payment. 

Special Situations in Claims 
Returns 
If a restocking fee is being accessed, a service line should be generated.  
Create a service line ‘Restocking Fee’ to be used as a discount line to reduce the amount 
of claim due.  
Example: 15% Restocking Fee for material cost $100 Qty =100.00 Unit Price= -.15 Line 
Total= -15.00  
Important Tools: Attach pictures, scan proof of delivery for returns, and any copy of 
claim information received to the claim for easy reference.  
Internal Notes should be used to document activity and correspondence with the client 
(in this case, the client is the mill or vendor) as with all orders, follow up for accounts 
receivable, etc.  
Utilize RFMS Email to notify Accounts Payable to hold any open order if appropriate and 
Purchasing to watch out for the replacement order. 

Credit Denied 
If a credit memo is not going to be issued by the mill, the accounts payable portion of 
the settlement process can be abandoned (if you are in a version where you cannot 
abandon, send to A/P, and void the A/P).  

This will result in the Cost of Claims account not receiving a ‘wash’ credit, and 
accordingly, the claim will have the financial effect of an expense. 

Partial Credit 
If a credit memo is not going to be issued for the total by the mill, the first step will be to 
post the credit memo as presented (leaving a balance on the Claim) through the 
accounts payable portion.  
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Return to the Claim and post a second settlement for the remaining balance and 
abandon the accounts payable portion (if you are in a version where you cannot 
abandon, send to, and void the A/P).  
This will result in the Cost of Claims account not receiving a ‘wash’ credit for the portion 
the mill denied, and accordingly, this portion of the claim will have the financial effect of 
an expense. 
 

Printing a Claim 
 
Click the Print Claims Documents button .   
 
Click on the Claim button.  
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Copies 
Enter the number of copies for this Claim. 
 
Print Claim 
If this box is not checked, the only option will be to save and/or email the claim. 
 
Destination 
The Windows default printer will appear.  Click the ellipsis button to change printers, if 
needed. 
 
Line Grouping 
If this record has any line grouping, this option will be active. See Line Grouping for 
details.  
 
Post to Batch 
See Batch Printing  
 
Letterhead 
This option is designed for those who have pre-printed letterhead paper.  When 
checked, the Company Information will not be printed on this Claim. 
 
 

https://rfmsinc.zendesk.com/hc/en-us/articles/207102327-Line-Group
https://rfmsinc.zendesk.com/hc/en-us/articles/115012825587-Batch-Printing
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Save “Recordnumber.pdf” 
Checking this box will save a copy of the document being printed to the RFMS directory. 
 This file is not part of the database and can be deleted.  
 
Email PDF 
Checking this box will automatically open the email system and send a pdf copy of the 
printed document.  If there is an email address in the Claim Against information of the 
customer order, it will be automatically entered into the send to address. 
 
Preview 
Click here to view a copy of the Claim before sending it to the printer. 
 
Boxes 
The text color and background color of the Sold-To field can be changed on the Claim 
printout. 
 

Default 

Select this button if the color of text and background has been previously changed to 
revert to the default.  The default colors are:  Background – Blue, Text – White 

Text Color 

Click this button to change the text color for this Claim printout.  The color change will 
remain until manually changed or until the Default button is clicked. 

Background 

Click this button to change the background color for this Claim printout.  The color 
change will remain until manually changed or until the Default button is clicked. 
Standard Message 
Enter a message that will print on all customers’ Claims.  It will remain until changed or 
deleted.  A change may be made from any customer order. 
 
Custom Message 
Click the Custom button to enter a custom message to be printed only on this Claim. 
 
Claim Message 
This message will appear at the bottom of the Claim printout. 
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Options 
Click the Options button to select various printing functions.  See Invoice Printing 
Options for more details. 
 
Print 
Click the Print button to continue with this print job. 
 
Cancel 
Click the Cancel button to abort this print job. 

  
 

https://rfmsinc.zendesk.com/hc/en-us/articles/201552977-Options-for-Printing-Order-Entry-Documents
https://rfmsinc.zendesk.com/hc/en-us/articles/201552977-Options-for-Printing-Order-Entry-Documents
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Printing a Picking Ticket 
 
See Picking Ticket. 
 

Printing a Work Order 
 
See Printing a Work Order. 
 

Mill Shortage 
 
1.  Once a shortage is noted, create a shortage order, and then generate a claim to 
connect to it. 

2.  Assign quantity differences from the actual order and what was received from the PO 
to the created claim. 

3.  Process claim as any other claim. 

All roll orders should be measured after the first cut is made.  This will ensure that RFMS 
Inventory module matches the available physical inventory.  Once this is done, the RFMS 
Generated Roll Tag should be corrected, and a claim for the difference created. This 
prevents selling materials that are not physically available. 

 

Claims Report 
 
See Claims Report. 
 

https://rfmsinc.zendesk.com/hc/en-us/articles/201553587-Picking-Ticket-
https://rfmsinc.zendesk.com/hc/en-us/articles/206084007
https://rfmsinc.zendesk.com/hc/en-us/articles/360003308874-Claims-Report
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Claims Aging Report 
 
See Claims Aging Report. 
 

Best Business Practice Document 
 
The following PDF explains the best practice for claims. This document represents the 
combined experience of both the RFMS Training Group and the RFMS Help Desk. 

While many clients have different local concerns for how Claims are processed, we have 
found that the following recommendations are the best practices. 

Claims may arise for several reasons. In this document, we will primarily focus on claims 
for materials. 
 

See Claims - Best Business Practices. 

 
 
 
 
 

https://rfmsinc.zendesk.com/hc/en-us/articles/360049723434-Claims-Aging
https://rfmsinc.zendesk.com/hc/en-us/articles/201785726-Claims-Best-Business-Practices
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