ADVANCED ORDER ENTRY

May 10, 2018
Presented by: Cindy Thompson
Trainer & Consulting

Overview

Using advanced features in Order entry can streamline overall processing time. There are several Order
Entry / Quotes options and features that make generating orders and quotes much more efficient. They provide
an extra layer of information and assistance for more complex orders, and just generally assist you manage your
data. Other advanced features provide an extra layer of information needed for more complex orders.
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Sample Checkout

o g

Samples are entered on a quote just like a regular line. If you use barcoding, samples can be entered into your
inventory and then scanned when entering the quote line. Or, you can simply enter a line and indicate that the
line represents a sample. To check out a sample:

1. Inthe Quotes module, click on the green plus sign to insert a Quote.

2. Enter the Customer Information.
3. Fillin estimated install/delivery date, salesperson and customer type.
4. |Insert line and choose the product and color the customer is most interested in.
5. Enter a quantity of one.
6. Click on Sample box.
7.
of two days later. These dates can be overwritten
8. Fill in the deposit amount, if any.
9.
10.
unclick Sample and click on Return.
A\ Adding Quote Line - Quote ES790019 [=]

Line Number = 0001 =

Product Code CARPET
Rell Number \ \ [F8] has been replaced by
selecting source from
Style [TEST | buttons on the right.
Color ‘TEST ‘

ID Info ‘

wan ]|
ity

a

[ Use Tax Line

i

Sample

Unit Roll Inventory™

pree [ o] .| @

-

Sample Info
Due: 05/09/18  Returned:

Order Line Assignment

Roll Inventory - [Ctrl-R]
Item Inventory - [Ctrl-I]
Roll Preducts - [Ctrl-P]
Item Preducts - [Ctrl-D]
Services - [Ctrl-5]

Unreferenced - [Ctrl-U]

2\ Semple Informatien For: TEST

X

Qut Date
Due Date

05/09/18

Date Returned

Deposit Amount

o OK

25.00

nofiooiion

Fg

Fg
Fg

X Cancel

[ Notes

P Available

X Cancel

@ ods QKT
el e I NESY Oy Print Sample Status Repnrtl "

& Print Sample Status Report

|

— Stores ——

=)

— Sales People

CARL RODGERS
CHUCK BROWN
CLAIM

JAKE SORENSEN
JIM SHITH
MICHAEL SHEA
RUBY MASSEY
SALES REP TED

.
010 SALES REP1
| SALES REPZ
01 2. TONY RAYHORN
o TRACY WARD
v Combine WES SHAMEK
Options

The Sample Information box appears defaulting to the current date ‘Out’ date and a ‘Due’ date

Click OK. Notice that the Sample line is now green and shows sample icon to the left of the line.
To return sample, double-click on the sample line, click on Sample Info and enter return date or simply

— Samples To Print —
 Due

" Checked Out

&

— Sub Sort By
% Cust/Style/Colar
™ Siyle/Color/Cust

¥ Frint Previews W Page Break on Sales Rep.
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A report can be generated to see what samples have been checked out or what samples or due or both. Select
parameters to include stores and salespeople desired, how to sort it and to run a page for each salesperson
individually

Page Mo: 1 SEMINAR CLASS
05/07/18 SAMPLE STATUS REPORT
04:43FM Due
Sub Sort By: Customer/Style/Color
Store: Combine "*" denotes that sample is due
Quote #  Customer Style Color Out Due  Returned

Sales Rep:  CINDY THOMPSON
* ESB8390001 TOLL BROTHERS FIESTA TEXAS CONFETTI 05/0118  05/04/18
Phone: 555-555-8101

Email: TOLLBRO@SHOWROONM.COM

*  EST30020 VARNEY, SUSAN SUGAR MAPLE 0719160 05/02M18 05/04/18
Phaone: 555-555-4697

Email: susan@emailaddress.com

Sales Rep:  DONNA
*  ES690015 CUNNINGHAM, JAMES CAMNYOM CREST INDIAN CORN 03/30M8 04/01/18
Phone: 555-555-8521

Email: JAMES@EMALADDRESS.COM

%' REMS Order Entry for SEMINAR CLASS

Fle Edt Reports Liities Window Help Navigator Mal Web Orders

Using Bundles and Templates § hsocated roduct Dundes
& v &
4 Bundle & Template ] s s sunsen |
Eundle Name Color / Deseription Reetail Price

MANUAL  NORTHSHORE PLA ORE P ) WATURAL | 000 e 450}
Bundles and Templates are grouping of either
specific products and their matching pieces, or
a generic listing, created in Products, to help RO kL Zl

. Products in selected Associated Product Bundle

you remember a” Of the Steps In a process PC| Style / Name Style # Size Color / Deseription Color # Fetail Piice | Roll Cast | CutCost | Supplier
Associated product templates are also called Nom ot st T g o

W2 26 NORTHSHORE TOUCHUPR KITTKU NATURAL TKU-500 0.00 - 12.9000 |BRUCE
bundles The product bundles may be ¥ 26 NORTHSHORE WD FILLER | FILAXX NATURAL FIL&10 0.00 81000 |BRUCE
downloaded directly from B2B or another
product service, or you can build a product RO KL o

.Hed\ndlcatesthatlheDmducthasheer\de\etedandr\eedstnhevenlaced B Piice |@ TagOne | B UnTagne |2y Tagsl | By Un-Tag sl

template in Products. When a product
template is available, you are alerted in Order Entry.
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Splitting Lines
mmbSplit

To split an existing line, click on the Split Lines button that is located just below the customer order line area on
the customer order.

This function is applicable for items and labor (product codes 03-99) and for roll goods (product codes 01 and 02),
provided the roll line has not been assigned.

Before you split a line, lock the line total on the original line to prevent a change in the invoice total from rounding
errors This function may also be helpful when doing Partial Billings. You may divide original line entries and assign
only those portions that you wish to bill for.

For example, one of your line entries may be for 200 yards of pad. When assigning there may be several different
inventory records for the same pad, each with only a small amount available. If there are 40 yards on one record,
50 on another instead of adding new lines to the order, you can "split" the line.

Enter the quantity of for amount desired and the system will create a new line for with the identical information as
the original. Those lines can then be assigned to the inventory records you wish to use.

If you split a line that is linked to a work order line, you must regenerate the work order line after the split. Area
and notes on the work order line do not split.

A Split Customer Order Line [z3]
Line #: 0007 Status: Mone
Product Code: 04 Width: Q.00
Item Mumber; 1/2 MAGIC & Length: Q.00
Mame: 1/2 REBOMD PAD Quanti:  1,200.00
Dezcription; 64 DEMNSITY
Unit: SF Line Taotal: E9E.00
Length 0.00
Huantity 1.000.00
o 0K & Cancel

Combining Customer Order Lines

=

The lines to be combined must be in a none status. Combines TAGGED lines. The lines must be the same style,

product code, color. Lines can't be combined unless they are exactly the same (not including area name). The
areas for both the lines are put on the combined record.
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E Select Lines to Combine

@y en am
Line # | Group |
Mumber| Group | Product Code Roll/ltem # Style/ltem Color/Description

001 1 (0 -EAHF'ET “UnRef* BAREFOOT SOFT - BERBER -12' SaHARA [B]
n0z [} -CAF!FJ& “UnRief ACCOMODATION MARBLESTONE
003 1 |G1-CARPET INSTALLATION| *UnRef CARPET INSTALLATION - STANDARD /FURN
o4 082 “UnRef METAL/CLAMPDWHN 1"PIN HMF GOLD
005 08z *UnRef* METAL/CLAMPDWN 1"PIN HB SILVER

04-PAD

OMD PAD

E# DENSITY

ooz 1 |04-PAD “UnRef 3/8REBOND PAD 5H DENSITY
00| 1 |81-CARPET INSTALLATION | "UnRef* CARPET INSTALLATION - STANDARD FURN
mo 08-z *UnRef METAL/CLAMPDWMN 1"PIN HMF GOLD
m1 08z *UnRef METAL/CLAMPDWMN 1"FIN HB SILVER
izl 1 |04-PAD “UnRef 1/2 REBOND PAD A DENSITY
M3 1 |04PAD *UnRef 1/2REBOND PAD EH DENSITY
4| 1 |04-PAD “UnRef 3/8REBOND PAD Si# DENSITY
ms| 1 |04-PAD *UnRef FAD - REEOMD MARTINIQUE

Line Grouping

A Group tab has been added to the browse
which will present the Lines in Line Group
Order. If an Order Line is not specifically
assigned to a group, it will be automatically
assigned to “Line Group None”

When adding a new order line click on F8 to
change the Group or to add another group.

A Changing Quote Line - Quote EXAMPLE

Line Mumber [0006 =]
Product Code W
Item Number [S-196 00196258
Item Mame [WiOOD ADHESIVE-EVER LAST PRE |
[2.5 GALLON PaIL
1D /Info [175-210 SF/GAL
Uit [PL
Width [ 000
Length [ 000
Guantity liljﬂﬂ EBilling (uartity
Pice [ 000 ﬂ

LA E)

o

Group

Sampie Info

acl

>

Rall Imventory - [Chil-R] |

Itern [nventory - [Chil-l] |

Fiol Praducts - [Ctl-P] |

Item Praducts - [Ctrl-D] |

Services - [Ctl-5] |

Overhead Margin | 0.05% =2

The dialogue box will appear to select the Group desired to be associated with the line. If Default Product Codes

are set up the Group will automatically be populated based on that mapping.
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ﬂ Browse Line Group E

ﬂ ‘? (hy’ -a @ @ [~ Show [nactive
Group Mo, |Description|
Search Group Mo. I_
Group| Description Drefault Praduct Codes i
(4
CARFET
WINYL 02,52
Ww00D 05,85
- LAMINATE 1393
CER&MIC TILE [ 06.25,26.86
WCT 07.87
COVE BASE 03.83
] o] 4] | -

Also, note that below the browse, it shows the Line Group Description as well as the total of Lines for the
highlighted group. Highlight a record and the Line Group Total will be displayed at the bottom of the line browse
screen.

Line # | Style  Product Cods |HOII!Item Murmber | Color/Description | Group |
Search Product Code IDD 3:

Group| PC | Rolltem # | Stule / tem Name Color # Description Width| Lengt Quantit Pric: Total] Status Line # Est Del| Store| Item § =

31|03 | 3720004 AMBROSIA/2 343 00100 MATURAL | 027" 35" 1.00 B398 £8.56|Mone 000z nda [

WORTHSHORE | PLAN M NATURAL

Ta3 OREISTAIRNOSE 8%3/8" GUNSTOCK

Tl NORTHSHORE 238" GUNSTOCK oo o 0.00 0.00 0.00{Mare 0004 nia
HeQBETP | SEMI GLOSS [FIELD TILE |BXE |G ALMOND e 08" 125.00 522 52 50(Mone 00 nia

SA9R  ANTOWNNN ANHFSIVE-FWER | AST PREMINIM IIRFT12R (5
] B~
Line Group: W0OD $4.335.50
ﬁ Irsert Q Changs. @ Delste | & Retun. | B Motes ==5pit Lings | %42 Cambine |ﬁ Bundle |

ﬁlEkpo@ i] Area ﬁ Attachments |

na
[ 4] 4] v [mp] 0]
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Printing with Sub Total (Line Grouping Feature)

Printing for Invoice / Acknowledgement, Estimate or Claims all have the same “Line Grouping” feature added. If the
Lines for the document being printed do have Line Groups specified, Line Grouping will be enabled and will be set

to the last grouping request for that type of document.

A Confirm Quote Printing | =2
[uote
e Copigz 1=
Destination [ Send To OneMote 2010 =]
Line Grouping |Subtotal by D escriptiorn
Mumber
inticn
ave LILOE - =
[~ Email FDF
[¥ Save to POE Histary
v Preview
Boxes
Default | Text Calor | Bgckglnundl
Standard Meszage | Custom Message | Duote Message |
(50 Options | |@ Print | X Cancel |
SEMINAR CLASS
3073 PALISADES CT
TUSCALOOSA, AL 35405
Telephone: 210-555-1217
Page 1 QUOTE ES830002
Sold To Ship To
NEW CUSTOMER INC NEW CUSTOMER INC
123 NOWHERE LANE 123 NOWHERE LANE
SAN ANTONIO, TX 732186 SAN ANTONIO, TX 73216
Order Number Order Date PO Number Phone
007G 2242 955-123-4567
Area Inwentory Stylefttem Color/Description Quantity Units Price Extension
w1 - CARPET
128 GRAPHIC LOOP TEAL/MAUVE 50000 5F 5.00 8,100.00
147423 TED 500PER DOOPER SPILL GARD 100.00 5% 500 ]
2,300.00
#d - TILE
ET4527-A FIESTA TEXAS 1212 COMFETTI 200,00 5F T.00 1,400.00
1,400.00
wo - SAMPLE ONLY
ET4527-A FIESTA TEXAS 1212 POLTERGEIST 1.005F 0.0 0.00
ET4527-B FIESTA TEXAS 1818 CROWS MEST 1.005F 0.0 0.00
0.00
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Set up Line Grouping

From the Group F8 click on the ADD button to generate a new Group Description and color.

The Group can be associated with
Default Product Codes that will
automatically populate the group when
that product code is selected. In some
cases a product code may have multiple
surfaces it can be associated with (i.e.
adhesives, cove base, underlayment) so
those would be left blank so the user can
associate them with the group that
material is being used with.

Additional Information Tab

Add Al

A Change Line Group
Group | H% - Set Color for Line Group
Description [CERAMIC TILE
Search Product Code |00 2 Search Product Code |00 2
[ PC Description | PC| Description -
(6 |CERAMIC 4
Add 10 |z
26 |CERAMIC AS5EC = 1|z
86 |CERAMIC INSTALL 14 |SUMDRIES
15 [SCOTCHGUARD
« 16 [UNDERLAYMENT
17 |MATTRESSES

18 |BOX SPRINGS
19 |FRAME
20 LSHPPHIFS (INSTANT

These fields allow users to specify more information on each order and allow you to run reports based on that
information. These fields are user defined by their drop down choices. Titles of all except ad source can be changed
from the Public Parameters. The choices are built from the File menu. Reports are currently in development but
information is available now by printing the Material Analysis report to CSV file.

2] Quotes

[E=EEoH =]

Customer# 148

[O!der“ Eak

Store F8 QuoteDate|  05/07/18 2] [F8 MAIN PHONE [ 555-123-4567

108 SITE ] ]

Contact |

Ad Source | |NTERNET

CONTRACT TYPE | T)ME / MATERIALS

= ORDERTYPE | CASH & CARRY

v TASK | USER DEFINED

Email [anyemail com

Phase |

Tract
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Locking Fields

Sold to, Sales Reps, Tax Status and Line Total/Unit Price can all be locked by using the padlock icon. Itis
recommended that a password be set to unlock the padlock button. Locking the field prevents it from being
changed either directly or by changing another aspect of the record.

Quote or Order LINE

Tax Status on Quote or Order

Sold To Section of Quote or Order

Quartity 300,00 Biling Quarntiky
Price 601 _ | &l
Total 180300 g |

G DI':'I, oCT
=1eHR 1 E Line Total is currently Locked
[ Sample  5amp Press to Unlock Line Total

Taw Statuz | T axable
‘0 Mumber |

Status

=l |

Tax Status is currently Unlocked
= Mo Statuz Specified | Press to Lock Tax Status

Order Entry
Cuztorner [nformation |
Sold Ta Ship
Customer # 270 ﬂ
Eirst Marne [1S] ~
Last Mame | EREMER Ni:l Laz
BREMER, JEM
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Print Options - NEW Save as file or PDF History and Email

The ability to email a quote or order
directly from the print option screen has
been added. It is now possible to
automatically save the order as a PDF
record in the default RFMS directory
without any additional effort. There is also
the option to save the document to PDF
history where it can be referenced or
reprinted at any time.

For Email PDF functionality to work
properly the users email configuration must
be set up in System Options/Users/Email
Configuration

Quate
Copiez

Deztination

Line Grouping

Boxes

Sold To

1 A Confirm Quote Printing

1%

=

| CutePDF ‘writer

|Subtatal by Description x|

[ Post to Batch
[ Letterhead

W Save Huote EXAMPLE. pdf
¥ Email POF

W Saveto PDF Histoy |Sa'.fe "Quote EXAMPLE.pdf" to CI\R

W Preview

Defaul | Text Calor | Bgckgrnund|

Standard Meszage Custam Meszage

Huote Mezzage

(39 Options

|@ Brint

A& LCancel
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PDF History

Users will easily be able to browse the PDF History and view each of the reports that have been printed for an
order, quote, job etc... To see the pdf history, click the pdf button. If there are no pdf files attached the button will
be gray. To view the actual record, click the view button. This will actually launch PDF document for all
functionality available with the version installed on the workstation or server

L BE < I
*urchase Order Murmber | Ship-Ta Name |

I PDF History

G, View PDF
g

Date Created | Time Created | Created By Llzer Created By Machine Drezcription

0440943 11:19 Ak R4 RUBY-LAPTOP Quate

Tracking History

Users will be able to browse Order Tracking information on every record insert made into Orders, Quotes and Bid
Pro Estimates. Order Tracking Information will only be fully populated from the 10.6 install forward. Click the Order

tracking button to see history.

To see the full history, check the show extended view box. This will show other orders, quotes and bids that are a

source or destination related to this record.

W o2 oxE)|e e

Hurchasze Order Mumber | Ship-Ta BT e ) 2

U Order Tracking History

EXIT

)

Date Tirme Uszer Mame | Tupe Action Description D) 5S¢ Source Mame D Destination M ame

03713 | 233AM |RMASSEY  |NEW CREATE MEW RECORD FROM SALRRASA LEAD'S LAST MAMIRRPRO31713

110341713 | 255PM [RMASSEY  [NEW CREATE WEW RECORD FROM SALRRSA LEAD'S LAST NAMIRRRE 0317134

031713 | 269 PM |RMASSEY  |NEW EXPORT QUOTE TO WEW ORDER |RRREO317134 RRORFS000016

031713 | 209PM |RMASSEY |RELATE  |RELATE SALES LEAD TOORDER [RRSALEAD'S LAST MAMIRAORFS000ME

110341743 | 250PM [RMASSEY  [NEW CREATE WEW RECORD FROM SALRRSS LEAD'S LAST MAMIRRBIIO31713811

031713 | 360PM |RMASSEY |NEW CREATE NEW RECORD FROM SALRRSA LEAD'S LAST NAMIRRBIN 031713812
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Baseline

This screen allows you to create a baseline for the highlighted customer order or the billing group that order is a
part of. The baseline is a "snapshot" of the order at that moment in time. You may also print a report that
compares a previous baseline with the order in its current status. You can use your baseline points to compare how
a job is doing over a period of time and the final quantity, cost, selling price and gross profit percentage.

BASELINE COMPARISON

For Invoice # 081710

Baseline Actual Baseline Actual Baseline Actual Baseline Actual Variance
Qty Q Cosl Cost Szl Szl GP GP GP
Style/ltem Comparison
50.000% BILLING 00 -2.000 00 -3,400.000 00 -4,000.000 0,00 15.00 15.00
1/2 REBOND PAD 00 26.6T( 00 29.07C 00 44 BOE 0,00 35.12 35.12
1/2 REBOND PAD 4% 28.87( 0.0 26.407 0.0 44 BOE 00 41.07 0.0 0.0
ADHESIVE 00 0.0 00 0.0 00 00 -100.00 0.0 0.0
BEAUTIFUL EVENING 33.80( 33.88( 447 33F 487122 00 00 -100.00  -100.00 0.0
BELLAGIOMZX12Z FL 100,000 100.000 335.000 325,000 1,000,000 1,000,000 68.50 66.50 0.00
CARPET INSTALLATION - STANDAF 26.87( 28.6TC 108,680 106,680 17788 17788 40.03 40,02 0.00
CERAMIC INSTALLATIOM/RESIDEN 100,000 100.000 500.000 500.000 1,000,000 1,000,000 £0.00 £0.00 0.00
FAE-CEC MACHIME TIME 100,000 0.0 300.000 0.0 TOD0.00C 0.0 ET.14 0.00 0.00
MEASURE FEE 0.0 0.0 0.0 0.0 0.0 0.0 -100.00  -100.00 0.00
wCTAl ¢ ' ¢ ' ¢ ¢ + r n
Baseline VS Progress Order Humbe 081710

Baseline Createc 081710

Baseline Delivered Undelivere: Current Variance to Baseline Payment Information

Contract Total 7.275.23 257523 35.40% 0.00 2,575.23 (4,700.00) Contract Total 257523
Change Orders 0.00 0.00 0.00% 0.00 0.00 0.00 Change Orders 0.00
Grand Total 727523 2575.23 35.40% 0.00 2,575.23 (4,700.00] Grand Total 2575.23
Material Cost 222129 (173.32) -7.80% 0.00 (173.32) 2,354.81 Delivered 257523
Service Cost 1,685.68 500.68 28.70% 0.00 500.68 1,185.00 Delivered Retainage 0.00
Overhead Margin 205.61 17.20 0.00 17.20 188.41 Paymentz 0.00
Freight Cost 0.00 4787 0.00 4767 (47.67) Current Balance 2575.23
Tax Cost 0.00 0.00 0.00 0.00 0.00

Gross Profit 3,162.65 2,183.00 0.00 2,183.00 979.65

Net Sale 727523 257523 0.00 2,575.23 4 700.00 Project Balance 257523
Gross Profit % 43.47% 34.77% 0.00% 84.77% 41.30%
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Discrepancies Between Baseline and Actual Order Lines
For Invoice # 081710
Line Type Order Line PC  Roll/ tem Number Style Color Supplier Qty Line Total
Baseline 081710 NO BASELINE 0.00 50.00
Actual 081710 19 08 5196 00196358 WOOD ADHESWVE-EVER LA 3.5 GALLON PAIL TRIWEST 2.00 50.00
Baseline 081710 NO BASELINE 0.00 50.00
Actual 081710 20 50 50.000% BILLING AUGUST 17, 2010 1.00 $3,000.00
Baseline 081710 NO BASELINE 0.00 50.00
Actual 081710 21 98 50.000% BILLING AUGUST 17, 2010 1.00 $1,000.00
Baseline 081710 NO BASELINE 0.00 50.00
Actual 081710 22 80 TRIP15S0 TRIP CHG/5-50 MILES ALL INSTALLERS 1.00 50.00

Accounts Receivable
This screen allows access to the Accounts Receivable information menu. Select the options desired to filter the
customer information. This is a very efficient way to access an individual invoice for a particular receivable account.

A Customer A/R Information
Report Tepe — Parameters — Sub Sort
* 1 Billeq Invoice.x ‘wiith Balances First Name | EI & |nvaice 3
2 Un-Biled lrwoices " Bill Date
" 2 Selection 1 and 2 Combined Last Mame |E.&MBF|IDI3E HOMES-CARILLOMN C EI -
) - Order Date
4 All Aocount Activity CAMBRIDGE HOMES-CARILLON CLUB
5 &l Biled Ireices Start D ate /080 5 EI

EndDate [~ 12/31/73 =] Fal

[~ Print Add Info

Ll T h

Customer: CAMBRIDGE HOMES-CARILLOM CLUE et al / Activity: Del. w/Balance

Cusztomer Irvnice Order Date | Bill Date  |otal Charges|stal Credits|  Balance| Days Current|  Ower 31| Jwer 51 %
CAMBRIDGE HOMES-CARILLL 051211B 05041 0540411 1.500.00 000 1,500.00

CAMBRIDGE HOMES-CARILLI CGO00S27 1145840 114340 1.531.00 000 153100 a 0.00 noo o ooc
CAMBRIDGE HOMES-CARILLICG000828 11415840 124340 500.00 0.00 500.00 1] 0.00 noo o ooc
CAMBRIDGE HOMES-CARILLICGO00523 1141840 01151 56200 0.00 562.00 1] 0.00 noo o ooc
CAMERIDGE HOMES-CARILLI 4,033.00 000 409300 I 0.00 noo o ooc

4] 4] 4 ] e v 4t | b -

Reset | GoTo | Eiew[lrderl Lines Receipts Job Cost | H | él A Exit |
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CMM Integration

Clients with the Client Management module can add an alert, appointment, task, remark or letter for each
order/customer in Order Entry. See Client Management for full instructions for this functionality

@ oKD 2D I

LAaS
) _[Client Management Actions
Export Date | "ES" Quote Humber | Purchase Order Numl:uerl Shio-To Namel Ship-To Addrezs BT 1

{8 cClient Management Remote Actions EI@
E&IT New MNew HNew Hew MNew Mew Sales E' (Huote Number I 55300005
i E Appt Taszk Letter Remark ? Alert Lead ‘ EE Quate Date [ 0317/13

Client Management Related Records |Add To Project(s) |

ﬂ ﬂ Q, View Record

Status Assigned To Created B

Type Date Creal| Due [ Description

REMARK - QUOTE 04/0913 Jackie is waiting until summer to remodle the dining room. Should be ready to install floc

SALES LEAD 0317013 QUOTE | TO BE ASSIGNED

SALES LEAD 0ITN3 QUOTE | SALES REP1

The

Line highlighted above is a REMARK which any user can access in many places in RFMS to record information
against a Customer or Record (Quote, Order etc). Think of them as permanent notes that can’t be accidentally

cleared.

I Adding Remark

— Remark Information —Related To
F '1  Add Appt | B Add Task

Record Type [GUOTE

Remark Type [PROSPECT FOLLOW UP

Femark - 500 Character Limit
ackie iz waiting until summer to remodle the dining room, Shouldbe - Quote # |SS3EIEIEI|35

ready to inztall floor covering in July. B |
uziness |ELWARDS, JACKIE
Contact | EDwARDS, JACKIE

Phane #'s [404-677-1556 -

EMail [JEDWARDS@ISP.COM

— Record Information
Date Created | 04/03/13 | 10:36 A6

Created By [RMASSEY
Date Edited | 04/09/13 | 10:36 &M

Edited By [FMASSEY

\r"iewingF!ights|(" Private  Public

Advanced Order Entry - 2018
Page 14



A remark requires a Remark Type which is available

for searching on the Find or binoculars icon.

Huote Humber I LI

g —Sold To
=
= i
[e]
Address 2| LI
Ciy K1
- sie] 4 Zip| A
c County | LI
L
— Job D | 1
PO Number | EN|
Customer Type | = LI
SglesRep. 1 | =l LI
Sales Rep. 2 | =1 LI
Draptime I— LI
MightOthe [ 4|
Export Options (4] K2
Remark Tvpe (NI

Remark Type
COLLECTION
CONFIRMATION

JOB FOLLOW UP

LEAD INFO

LOST BID-PRICE

LOST BID-REASON
PROSPECT FOLLOW UP

Overages
How to add an overage for a customer order:

‘a

49 0 =i

o=

Overages for Highlighted Dr-l:ler|

(71 Overages for Order 041113

E=8 IO

From Overage Screen click on ADD

@ vRQ0 Be 09

 Driginal Order
Order No |D41113 D aptirne: |555-1 23-4567
Delivered I Ordered 0409413
PO Number |CLAIM#3458?88 EstDel Date | 0512413
STATE FARM INSURANCE Order Total 3372110
STATE FARM AGEMCY'S ADDRESS
TLANTA, G& 35408 A0/ CM $0.00
Grand Tatal $3.721.10
%Ba\ance $3721.10
— Owerage:
Order Humb BREMER. JEM
TR ISR | (e e 07 MONTE VISTA Wy
FAHULUL HI 96733
Order Mo | Customer Mame
D aytime | BEG-777-2390
Ordered 04/09/413
COrder Total $753.00
&0 /4 CM $0.00
KT KT I I3 1T R | 2 BierdTa 75300
Mumber of Overages: 1 Tranzaction Total $4.474.10 Balance I $753.00
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[2] Overage Order - 0411138 (Original Order 041113)

Overage Order

[Ducer # [0477138 Fa Store [00T_F2 Order Date | 04
Al S04To 2] 4
EREMER, JEN —
57 MOMTE WISTA /A Changing Customer Order Line - Overage 0411138 (Original Order 041113) e
KAHULUIL HI 367)

Order Line Azsignment

Line Number {0001 5 Rall Inventory - [Ct-R]

Sales Rep #1 [ITH Broduct Code |01 CARPET -~ : (CHi]

uk Em nsenton - T

Open the lineup that has the total Sales Flep #2 Al Number] ol Roll Products - [CH-P
o the ORIGINAL line Time Siot [Tid Style [BAREFOOT GOFT - BEREER - 12 M

Line # | Style P Color [SAHARA [B] Itern Products - [Ctil-D]
Search Product C 1BAnfo | Services - [Chl-5]
Unit [SF Aedasy
G _ | Unreterenced - [CriU] |
— 1200 [ 514 Longtrs 000 LF
Lenath .00 Roll ki 75.00 LF
Quantity 300.00  Biling Quantity
Prics 350 2 &l
Total 1.060.00 g |

Override Price

[uantity 30000

Hew Price 6.01
. Fill in the TOTAL price including the original amount what will bill charge to
Price E.01

the Overage client
Digcount |0 00 g
Change .00

Line Tatal | RREDERE]

Service Cost

I—I Matenial 7h3.00
¥ 0K X Lancel | Services .00

Mizc. Charges Iil:ll:ll:l
Sales Tax liﬂﬂl]
Mizc. Taw l—m

Fecycle Fee IW ﬂ

Order Total $£753.00
Balance Due $753.00
Grand Total $753.00

111

The difference between what was on the ORIGINAL invoice
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Split Commissions

There is a private parameter to allow users to view and edit the split percentages on orders and quotes
Split commissions will affect sales reporting and commission reporting.

S ks Fep H1 [FRED TOVE @ o= Click the percentages to edit the split
Sales Rep #2 [FRED LOVE K| 50.00% percentages.
Time Slot [-None- =]
Line # ]Style | Product Code I Roll/ltem Number | Color/Description | Group |
Search Line Number [ 1000 =] Hich e T m
This box appears Group| PC | Roll/ltem #

Sales Representatives

i p FREDLOVE [ eoo0xs
ages can be FRED LOVE 20.00%2]
changed.

where the percent

[ 0K ][x cancel |

—%—

Additional Commissions

This feature allows you to pay extra or multiple commissions on any customer order. You may pay commissions to
any customer, supplier or worker you have in your RFMS database. These commission amounts are paid in addition
to commissions paid to the sales representatives. By attaching the appropriate customer, supplier or worker to the

customer order and selecting the desired Commission Schedule, commissions are paid to that individual upon job
cost.

[7] RFMS Order Entry

- X
File Edit Reports Uiliies Window Help Mail Web Orders Dashboard Navigator
A Quotes SN
Customer# [
[U[der@ ES790015 2 sore [ 9 |[Fe Quote Date| 0g/22/17 /%] [Fe. MAIN PHONE 108 SITE ]
Contact |
Ad Source o A\ specify Additional Commission =] o
CONTRACT TYPE S o <
Email ‘
Name | |
Phase | ] Role | ]
Block | Commission schd < Source 1
Model | |
[V ] & coneal
Additiona! Conpggggions (\ome Schedule Role
MELLON, LISA 001 - GENERAL COMMISS DESIGNER
1..ADDITIONAL INFO TAB
Commission = =R 0|
Lo ('0 2..INSERT COMMISSION BUTTON
—— dditional Commissions
‘ « 7 ¥ 9 9 B/ [ Show Inactive 3..ELLIPSIS TO SELECT NAME
Search Namme. | ] Tetephone
N o 4..CHOOSE PAYEE
ame Role Schedule Telephone2:
KENNEDY, DEBBIE CONSULTANT 007 - NEW Tetephone #3:
DESIGNER 001 - GENERA 5 Telephone #4; §..FINGER TO APPLY
SMITH, FREDDIE CONSULTANT 008 - GURNEY
Email 5..ADDITIONAL COMMISSION IS SET FOR THE
6..DESIGNER, LISA MELON
Wl >
c tefede > il < 2 ommissions | HEY Insert Commission ) Change Commission | ) Delete Commission
Mainlnfo AdditionlInfo

 prachments | B vies || pon X Gonca
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Billing Groups

New or existing customer orders can be linked together by Billing Groups. To create or a new billing group or link
orders together while highlighted on the new order or existing order and click the Invoice Billing Group icon. Fill in
all the appropriate information (i.e. Billing Group Name, Finance Charge info, Retainage info.), then click Exit to

save the new information

Billing Groups and Partial Billing

Partial Billing of customer orders is accomplished by using Billing Groups. The overall concept works like this

(1) An order is entered for the entire job,
(2) Material lines are split and exported to a new order(s)

(3) A billing group is created that includes the original order and all new orders

(5) A billing notice is produced

)
)
)
(4) Those new order(s) are job costed as they are completed
)
(6) The original is final billed when the entire job is completed.

< Billing Group No. 83

- - =5 [ I ey
2 7090 SEEEIE RPN .
Project Infarmation Frojected Costs & Profit
Frimary Order Mo | CEO00S02 Project Mumber | Current Tatal: 13.860.54 Material Cost: h297.89
7 7 Change Orders: 0.00 Service Cost: 278418
Project Informati
toject Information [MASSEY PROJECT Dverhead Margin patgi
Contract Partial Billing Retainage Grand Total: $13,860.54 Freight Cost 77.40
Load 0.00
| Undo | | Unda | Amaunt $1,396.05 Fayments: 0.00 Tax Cost 0.00
Contract Armaunt 13.860.54 [¥ Partial Biling Group Percert 10.00% = Balance: $13.860.54 Giross Profit 5.276.77
Dlelio T Gt TEATIAATE Last Deliversd Date | 04411413 Days [ 3023 Delivered Tatal: 4,000.00 Net Sale: 13,860.54
W Allow Finance Charge Last Bill Date [027173 Due Ii Undelivered Tatal: 9.860.54 GP Percent: 38.07%
- . . [Gross Profit # Met Sale]
Last Billing Mumber EM 1 Billed [
Partial Delivered - Partial Billed
Orders |Eontact Information |
Order Murnber |Cust0mer Mame | Order D ate | Delivered Date | Billing Mumber
Store Order Ma Delivered| Customer Hame PO Number Draptime Ordered| Biling #] AlA Billed
E 0d 0oos02-1 04/11/13 | MASSEY, DANNY 10-2010 BILLING 555-993-8888 | 0B/14410 1
E % 00 RSDALLAS MASSEY, DANNY CPT TILE 555-393-8888 | 0614410 a
00 RSDALLWD MASSEY, DANNY WooD 5A5-993-8888 | 0B/14410 i
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Product Driven Order Entry

Product Driven Order Entry is a process that allows you to select products ONLY from the Product records when
entering a new line. This feature is designed to allow you to optimize the usage of current inventory as well as
reduce waste. Before beginning to use Order Entry in the Product Driven mode you must do the following: Activate
the Public Parameter "Product Driven Order Entry" located in

Parameters, Public Parameters, Product Drive OE. There may I
be certain products you wish to select directly from inventory. W i i Broduct Diiven g
Highlight these products as exclusions. Set the appropriate Select Excepted Product Codes: Exclude Count: 3 (M 45]
information in the field called "Product Driven Order Entry FC| Desarption Type =
Roll Pre-Select Values". This parameter will set a guideline for % vl FEIE (3

tems

the system when choosing the appropriate roll inventory. This

|tems

parameter requires a high value and a low value. e T
EE— Items

z
09 |COVE BASE Ibems S
10 |z Items
1 |z Items
12 | WINDOW COVERINGS Items
|4|«|<| >|»| n| -
— Product Driven D/E Boll Pre-Select Yalues
Low[ 32 High | 15-3]
/A Adding Customer Order Line - Inveice FS000020 =l Ehin Ta
A Available Roll Inventory [}
Lire Mumber IDDDZ 3: ﬂ ) fw, ﬂ ﬁ @
Product Code [7 CARPET :
Foll Numbe | Style: BEAUTIFUL DAWN

Color: CANDLESTICK

Style |BEAUTIFUL DA
Color | CAMDLESTICK,

Dye Lot |Roll Number | Available |

1D,-'|nfo| Stare | PC | Dye Lot [ate Fcvd | Location Foll Humber
Unit |SF Frctasts 0 ; 12.00
Wwidth [ 1500 |

Std Length: 15

Length [ 2600 Roll Min.: 15
Quartity [ 35000 _Biling Quantity |
Pice [ 000 .| @&l
Tow [ 000 &
Statuz Im
Group[ 1 Fa|CARPET

Motes | g velile | Refs

W Ok X C Matching Records: 1

™ o= T = T =X = LI o

4] | vl 4] | ]
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Batch Processing

Order Entry>File>Batch Processing or F12

Batch processing of picking tickets, picking sheets work orders (Including Custom Work orders) and cutting lines is
now available.

The batch processing screens are similar to the customer orders browse screens. Orders are listed when picking
tickets or work orders is selected and lines are listed when Cut lines is selected.

Tool bar
No editing is available from the tool bar.

I 2 8Use to find a specific range of records or a specific record. Alternately click the Find Tab on the left hand side.
This find works the same as the ones for Customer Orders and Quotes. The list stays when switching between
processes until the batch processing screen is closed.

EIReset the browse list to include all records.

View highlighted order or line

View lines on highlighted order.

\View notes on highlighted order or line

Once records are tagged, use this button to start processing.

Cut Lines
Lines cut, (staged or delivered in ERRM) already will not be listed.
= Use the find option to decide which lines to display.
=  Choose to include rolls, items and services.
= [f ready to cut only is chosen only lines ready to cut will display.

If not chosen, Inventory Lines in “None”, “Gen PO”, “On Order” or “Reserved” Status will be displayed and the
status will show in pink. These Lines cannot be tagged for processing. The intent here is alert the user that there
are Lines in the target filter that are not ready in the event that these Lines were overlooked for ordering.
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Picking Tickets and/or Picking Sheets
Orders available for processing are ones which are:

= Not delivered
= Either an Original order or a Claim
= Have order lines in a cut status.

Use the find option to decide which lines to process and format of Report

e If Include Rolls, Items and Services are all checked, the Picking Sheet only shows Roll and Item
Inventory, but will post Rolls, Iltems and Services.

o If the user decides to only check Include Rolls, for a Roll Report, then only Order Lines with Rolls
will be posted. Then for a second report only checks Include Items, then only Order Lines with
Items will be posted. Services would be skipped entirely.

e Picking Tickets act the same always. So, if only Include Rolls is checked, but “Picking Tickets —
Stage Orders” is used, only those Orders that have Roll Inventory to process will be selected, but
all eligible Lines on the Order will be processed.

Work Orders
= Not delivered
= Either an Original order or a Claim
= Cut

Tagging Options
Records are selected to be processed by tagging.

= Left click on a record or highlight a record and click the tag/untag button or Right Click and then
click tag/untag. Using tag all is usually done after using the find feature to narrow the list.
=  Once records are selected by tagging, clicking the Printer Button process batches.

4+ Processing order is important!
Once a Line is Delivered / Staged, it cannot be picked up again unless the user sets the Line back to cut, so do not
choose one of the selections to deliver lines if you want to run another picking document.
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Order Entry Reporting

Providers History Reports
The Provider Earnings History report can be used to generate a report identifying labor paid in advance for jobs in
progress and not yet job costed.

. Provider's Earnings History

Order Date Sl&
@[
Sort Order [Provider Name =] Cluse HlicerDae Lk
[] Break on Sort Drder | B =
[] Print Sold-To Name Install Date 3
Proyider [- All Providers - =] [JUse Install Date
‘work Order [ m | 3 [
Pay Tupe [ATTPay Types- 2 pelvey Date
Product Code [& Service Product Codes | [[] Use Delivery Date
Delivered Status [Both = | [
Paid Stat -
aid Status [Both K| Pay Date
Order Number [ [JUse Pay Date
[ | [
Special Period [include |
HR Pay Date
Do Not Pay [Include [suppress reason) =] [JUse HR Pay Date
Do Not &ccrue |Im:(ude "Do Not &ccrue” k2| [ [
[ Output to File (Comma delimited .CSV format) [[] Combine
E [] Print Legend [ Print Preview
[« Resst | @ Pit  ][X Cancel |

Certified Payroll

This feature allows you to keep an audit trail of certified rates placed on certain jobs from a government level. For
certain governmental jobs a specific minimum rate is set. This helps to ensure that providers are being paid that
rate by providing a comparison between the actual and certified amounts.

Price Change Report
This selection prints a report of all selling prices that were changed on a customer order using an authorization
code within the specified time frame.

Soft Reserves Report
This prints a report of all soft reserves entered against inventory. Print this report periodically to be sure you don't
have soft reserves that are expired.
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Batch Print

This feature will allow you to post Invoices, Claims, Job Cost Sheets, Picking Tickets, Quotes and Work Orders to a
“batch file” for printing. This “batch file” saves all stored documents until you are ready to print them. When
printing any of the above mentioned documents, you will see an option labeled “Post to Batch”. Simply select this
option and click the Print button.

The “Post to Batch” option will be available on each of the above mentioned documents’ Confirm Print screen.

Orders/Quotes Profit Report (from Sales Reports)

This report is useful to spot check quotes or orders to see abnormal profit percent or zero cost lines. This report is
similar to the Quotes report in Order Entry, but not identical. For Quotes and Undelivered Orders the Gross Profit
% default same as in OE. The default Overhead % is inherited from the Standard Overhead Margin, but you can edit
it here.

My Commissions

This option was added in version 11.2 to the Order Entry Reports for a sales rep to print their preliminary
commission report. It uses the same report routine as the preliminary commissions report from accounting,
but is limited to the sales rep which is printing it.

For this report to be available the system must be set to in >Utilities>System Options>System Wide>General>
Password on entry only must be set to yes

Then the sales rep must have an associated password. Go to Utilities>Maintain Passwords>Add or Edit a
Password>Select a user name.

Enterprise Manager Users
Make sure the User Name is associated with the correct Sales Person (RFMS Name).
Go to Enterprise Manager>File>User/Group/Role Management>Insert or Edit

Report Options
The report menu option will then be visible when that password is entered on entry to the system.
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Print Preliminary Commissions Report

Lazt Pozsted Salez People
Cormmiszions Last Posted: 02/15/10 mmm_}
Dates '@

Ending Delivery D ate 031513 = ﬂ
Ending lnvoice Paid D ate 03414413 = FB
Comrizzion Date to Post

Sart Detailz By

* |nvoice Number ¢ Customer MName

O ptionz

[ Surnmary Bepart Only [ Page Breaks
| Line Commissions Report v Print Preview
-

-

[ Subtatal each imvaice on Line Commizzions
[ Print breakdown of Line Commissions

[ Print zero-percent Line Commissions

-

| |SALESCOM.CSY

Customer Pickup

v | Customer Pickup i

UTILITIES / SYSTEM OPTIONS / ADMIN SYSTEM OPTIONS
“use customer pickup” in the Search Option Field for Text

This feature is designed to have a client sign an electronic document and save and display that signature in Order
Entry. Itis compatible with the Topaz System signature pads commonly available at your office supply store. The
Topaz software does have to be installed on any workstation needing to see the signature.

However, a paper document can be generated and signed without the signature pad. Simply print the picking
ticket and with the order still highlighted select the Customer Pickup icon and print.
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For details see “Customer Pickup” on the RFMS Help Desk

s Customer Pickup

- Change
- B oy ¥ [ Show Hstoy

Style/tem
Line # Roll/tem # fem Ssqhum =0 - Deee

1 0130-265R1P2 2 DAL-RITTENHOUSE £
0190-ARC WHT 2X6 5|

Name | Sabrina|

§ M Save Signature
Cancel Signature

Word Merge
w

This feature exports the data from the selected records in Customer Orders, Quotes, or BidPro and
creates a Microsoft Word Merge document for the Invoices, Quotes, or Estimates.

By doing this, it allows RFMS users to customize these documents by

e Adding fields

o Deleting Fields

e Changing Font Style, Size and Color
« Changing the Placement of fields

« Inserting Additional Text

e Adding Supplemental Pages.

To use this feature, a user must have Word 2007 or later on the workstation they are working on at
the time. Also, an understanding of how to use Microsoft Word is required. RFMS will not offer
support or training once the template and document are in Microsoft Word.
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Copy and Paste the Link in Browser Address Bar QU ormm g

. , ttps://fmsinc.zendesk.com/he/en-us/articles/220394708-Word-Merge-Files cles i0 this section .
W Word Merge Files

p
&\ Merge Invoice Data with Word Document Tips on Word Merge
% Sabring Sente

(] Use Upper And Lower Case 0K
[]8atch Merge for Fittered Records

Select Word Document To Merge With
| / "
Select Directory To Save Estimates To /

| / "

Download NS Word Merge Frtotypes / V MergefOpen | X Cocel [ —

Word Merge

rd Merge

Copy Browse Screen

With this key combination, any open browse screen can be copied, including any part that cannot be seen, and
pasted into an Excel Spread Sheet.

Notice

Data Copied
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Formulss  Data  Review  View

R Tell mewhat yo

i % cur Calibri BERR Y 2 Wiap Tt Genersl Bl 0 Nomal 8ad Good Neutral S Ex ] Zhuetun - Ag jol
pae 2 CoPY 0@ G n\F 2 Expl - \EE DEE\‘ F - SZ&Fd&
D I U~ H-~ EMerge&iCenter -~ $ = % » G5 % r::‘a‘:z‘:‘;v ‘;;rg‘a:s [ ) exvlanatory .. [input LinkedcCell _ |Note 5| | et Delete Format | o Fm" s:“p
Clipboard ] Font w Alignment ] Number w styles cenls Editing
H19 M L3
A 8 c D 3 F G H 1 J K L M N o P a R
1 |store OrderNo Delivered Customer Name PO Number Type JOB NUMBER Tele#1 Phone2  Ship-To Name Ship-To Address #1 Customer Type Ordered EST DELDATE Entered  Ad Saurce OrderType/TBD Contract Type/TBD Service
2 1 CG800011 ALFORD,DARREL Original Order 896-378-3794 287-850-6447 ALFORD,DARREL  P.0.BOX 990, 5885 ET AVENUE RETAIL 3/16/2018 3/16/2018
3 1 CGB00012 CASH & CARRY Original Order CASH & CARRY  3/16/2018 3/16/2018
4 1 CG800013 NEWMAN, TAD Original Order 905-503-5326 739-521-6922 NEWMAN,TAD  P.0.BOX 673 RETAIL 3/28/2018 3/28/2018
5 1 cGe00014 NEWMAN, TAD Original Order 905-509-5326 739-521-6922 NEWMAN,TAD  P.0.BOX 673 RETAIL 3/28/2018 3/28/2018
6 1 ca800015 ALBERT, GARRISON original Order 522-707-9046 576-231-8703 ALBERT, GARRISON 206-8277 LACUS. AV. RETAIL 3/29/2018 3/29/2018
T 1 CG800016 ALBERT, GARRISON Original Order 522-707-9046 576-231-8703 ALBERT, GARRISON 206-8277 LACUS. AV. RETAIL 3/29/2018 3/29/2018
B 1 CGB00017 ALBERT, GARRISON Original Order 522-707-9046 576-231-8703 ALBERT, GARRISON 206-8277 LACUS. AV. RETAIL 3/29/2018 3/29/2018
] 1.CGB00018 MANNING,COLE Original Order MANNING - LAM/VIN 343-203-1968 878-455-1634 MANNING,COLE AP #674-3400 NISLST. RETAIL 4/11/2018 4/11/2018
10| 1cG800019 MANNING,COLE Original Order MANNING - LAM/VIN 243-203-1968 878-455-1634 MANNING,COLE AP #674-3400 NISLST. RETAIL 4/11/2018 4/11/2018
1 1 CGB00020 ALBERT, GARRISON Original Order 522.707-9046 576-231-8703 ALBERT, GARRISON 206-8277 LACUS. AV. RETAIL 3/29/2018 4/11/2018
12| 1cesoooz PORTER, ARMAND SAMPLE CHECKED OUT  Original Order 984-351-2656 256-271-9760 RETAIL 4/11/2018  5/10/2017 4/11/2018
13 1 CG800022 PORTER, ARMAND SAMPLE CHECKED OUT  Original Order 984-351-2656 256-271-9760 RETAIL 4/11/2018  5/10/2017 4/11/2018
14| 1ces00023 HOMETOWN BUILDERS 9897456 Original Order 741-852-9633 741-845-9523 456 MAIN STREET BUILDER 5/3/2018 5/3/2018
15|  1CGE00024 5/3/2018 HOMETOWN BUILDERS Original Order 741-852-9633 741-845-9523 456 MAIN STREET BUILDER 5/3/2018 5/3/2018
16| 1CGE00025 ADAMS, MACEY Original Order 743-642-4147 778-682-1581 ADAMS,MACEY  908-5190 SED AVE RETAIL 5/7/2018 5/7/2018
17
18
19
20

Special PO Info

UTILITIES / SYSTEM OPTIONS / ADMIN SYSTEM OPTIONS / “special cost” in the Search Option Field for Text

If this option is set to Yes, then a Special PO Info box will appear on the right lower side of the Order Line
screen when the roll/item is pulled from Products. The user will select that box to enter a special cost
received. Then, that cost will be indicated in the AutoPO screen in Inventory letting the order desk know
that this is a special cost received.

2\ Adding Customer Order Line - Invoice CG300023

Line Number | 003 1%

Product Code

Y —
Unit Products
Item Width =]
tem Length
Quantity
e ot |@
Total .a

Status | None

e —T1

Item Number | TGF-UCCBO8136E [F8] has been replaced by
lectis

selecting source from

Item Name | 3x6" SBN 6" SIDE WHITE ICE G-0 USCT C | buttons on the right.

Order Line

Rell Inventary - [Ctrl-R]
ftem Inventory - [Ctrl-1]
Roll Products - [Ctrl-P]
Item Products - [Ctrl-D]
Services - [Ctrl-S]

Unreferenced - [Ctrl-U]

4885 Special PO Info

Special PO Cost

S

B Notes R Available Reference Line

[V | x cancel

When the comment, special cost, quantity is entered and Status is changed to “GENPQ” then in Inventory the
“Special PO Cost Applied” will be indicated for the purchaser.

3 To Buy List (Order Lines Toggled for Auto PO Generatian)

- 7

YN DN e @ % ®e D s KD

Gen Po Order Lines | *NOTE - Order Lines that are currently being edited by other

Store [ALL | Search Prod Code [00 3] Fa

not be d\sp\aru

BEBW.

Special PO Cost Applied

Color/Desc

Roll/tem #

Unit Cost

Line | Total Cost | SKU

G 1
BEAULIEU 16K22 NATURES |LONDON FOG 6.00  100.00| 66,675V 53.6400| CG3D0D02 2| 357618
BEAULIEU "1" | 01 |HARMONY  |EMERALD 12.00]  850.00] -- 1,133.33)SY 44,1800 CGT00D2 1| 5007052
BEAULIEU HARMONY | GRAYWOOD 12.00]  950.00] -- 1,266,675V 16.3700| CG700002 3| 2073539
BEAULIEU HARMONY | TAMPICO BROWN 12.00) 1,200,005V 16.3700| CG700002 2| 19,644.00
BEAULIEU SHAG CARPET |AVOCADO 1200, 75.00 100.00|SY~ TOOO0TCEL000T 1 500.00|
CAPCO 3X6" SBN 6" SIDE|SEE DESCRIPTION TGF-UCCBOS! o 100.00| * 0.9%00 CE&A‘JDB 3 99.00
& DAL-TILE CORPO| 05 | ACACIA VALLEV | ARK UNPOLISHED 1003 6'%36" 15336/5K_ 52.8300| CGTf 2| 810201
& DAL-TILE CORPO| 05 | ACACIA VALLEV | ARK UNPOLISHED 1003 6'%36" 76,68/ SF 52.8300| CGT00078 2| 4,051.00
& DAL-TILE CORPO| *1" | 05 | ACACIA VALLEY | ARK UNPOLISHED 1003 %36 7668/ SF 52.3200| CGTO0078 9| 4,051.00
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Customers with the Same Name

RFMS now allows customers with the same names to be entered. RFMS looks at the Customers Name and
Telephone 1 field to see if it is a duplicate customer. If those two fields are the same as one already entered, then
it will not be allowed to duplicate.

|.'] Browse the Customer File
R E- R E LYY EEYER Y
DIFFERENT

Search | |
Customer Name Telephone #1 Customer # Business
ACD BUILDERS 3435678987 737
ACD BUILDERS \ |7eoereszaz ) 767
Batch Printing

This feature allows batch printing Claims, Invoices, Job Cost Sheets, Picking Tickets, Quotes and Work
Orders. Visit the following site and download a program called PDF995 in order to use this feature.

http://www.pdf995.com/

= F
Q"":] Mool s:
- Do not download the sponsored version. The purchase of the full version (PDFSuite) is
recommended. This will avoid any popup windows during use.

How this feature works

This feature will allow posting Invoices, Claims, Job Cost Sheets, Picking Tickets, Quotes and Work
Orders to a batch file for printing. This batch file saves all stored documents until you are ready to print
them. When printing any of the above-mentioned documents, you will see an option labeled Post to
Batch. Simply select this option and click the Print button.

The Post to Batch option will be available on each of the above-mentioned documents-Confirm Print
screen.

&

q“’:] Mol i e
- When you click Post to Batch, a pdf file is created in a subdirectory where your RFMS
files are located. The last batch for the workstation for any batch type (Invoice, Quotes, etc.) will remain
on the disk until the next time that workstation does another batch printout for that batch type. For
example, you have a batch named Invoicel.pdf. In the event that the batch fails to print, it is simple to use
Adobe Reader to load this batch and print selected pages.

How to retrieve documents posted to batch files
1. Click Reports and select Batch Print. A drop-down list of document types will display.

2. Select the appropriate document by single clicking.
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3. Choose the sort order by single clicking on the field names in the verbose column.
4. Notice that the Rank number denotes the order of your sort.

5. When you have selected the appropriate sort order for this particular document batch, click the
print button.

6. The documents will be combined into one .pdf file that will display after you do step 5.

RFMS Smart Search
This link will give a list of the fields that RFMS Smart Search looks at in each module.

https://rfmsinc.zendesk.com/hc/en-us/articles/218333627-RFMS-Smart-Search-Fields

This article is a good one to “follow” for new tips as they are added.

https://rfmsinc.zendesk.com/hc/en-us/articles/218333637-RFMS-Smart-Search-Tips
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