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RFMS NAVIGATOR  
  

Double click on the RFMS Icon on your Desktop to open RFMS Navigator 

  

This is the opening screen of the RFMS Core System. The main RFMS Navigator allows the user to 

access different modules within RFMS. After selecting one of the options, the main screen for that 

module will appear. 

 

 
 

RFMS Updates 
 

 Each user will be notified with a pop-up box that a new update has been applied when entering the 

RFMS Navigator.  This box will allow access to the Update document. 

 

   
 

 

 

RFMS Back Ups 
  

 If the RFMS System detects that a Backup has not occurred for the DB, the user will see the following 

message in Order Entry.  Contact your system administrator if you see this warning.   
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Overview 
  

The Order Entry Module consists of Customer Orders, Quotes, Claims and other Options needed for 

Sales Staff.  

• Quotes 
o The Quotes module in RFMS Order Entry allows entering customer information just like a 

regular customer order. Since the screens look so similar a large green bar has been 
added to the Quotes screen for easy identification. Quotes can be printed and given to 
customers and saved for future reference. In addition, once the sale is closed, the quote 
can be easily imported into Order Entry as a regular customer order. 

• Customer Orders 
o From the browse screen, add or edit open orders, print receipts, post payments, view line 

detail and print invoices. The tool bar at the top of the screen allows performing many 
functions to a customer order.  

• Claims 
o This screen displays all claims, either open or job costed. It is the main screen where all 

activity regarding claim orders takes place. 

• Batch Processing 
o Batch processing of picking tickets, picking sheets work orders (Including Custom Work 

orders) and cutting lines is now available. 
o 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. 

• Customer File 
o The Customer List houses the names and addresses of customers.  Customer records 

may be added, changed or deleted from this screen.  The top portion is the same 
information seen when entering customer information while entering a customer order.  
Search for a customer record by either the LAST name, TELEPHONE #1 field, 
CUSTOMER number or by BUSINESS name.   

• Provider Records 
o This screen displays records entered into the Provider's Earnings file. Provider records 

may also be added, edited or deleted here 

• Inventory- 
o This selection displays inventory for Rolls and Items.  This area is read only and not able 

to make any changed to inventory records.   

• Products 
o This select displays Products for Rolls, Items and Services.  This area is read only and 

not able to make any changes to product records.   
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Quotes  
 

Adding a new Quote  
• From the Main Navigator Screen single click on Order Entry 

• Click the F4 on your keyboard or go to File Quotes 

• Click on the Green Plus sign to add a New Quote   

 

 
 

 

 

Quote Header Record 
 

  

 
1. Order# - RFMS will create a system generated Quote Number / or you can type in your 

estimate number depending on your system options 

2. Store- RFMS will select your default store set up in System Options or you can click the F8 

button to open a list of Stores to choose from 

3. Quote Date- will default to today’s date.  You may click the F8 button to open the calendar to 

choose another date 

4. Sold to- Double click in the pink area to open the customer file to search or add a customer 

record to this Quote 

5.  Ship to- Double click in the pink area to open the customer file to search or add a customer 

Ship To or click the Blue Arrow to copy information from Sold To 

6.  Sales Rep #1/Sales Rep #2- Choose from the Drop down for a list of Sales Reps  

7.  Tax Status- Tax Status is always taxable unless set differently in the Customer File.  Can 

also be changed on the Quote.  Options are Taxable, Exempt and Resale  
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8.  PO Number- Enter the customer's purchase order number, if applicable.  This number will 

appear on all printed invoices, picking tickets, and billing notices. 

9.  Measure Date- Click on the F8 for the calendar to choose a Date (User Defined Prompt) 

10.  Est Del Date- Click on the F8 for the calendar to choose a Date (User Defined Prompt, can 

set to be required field)  

11.  Job Number- This field toggles to either Tax ID or User Defined Field   

12.  Customer Type- Click the down arrow to select a Customer Type for the order.  This is a 

required field and could also populate from the Customer File 

Adding a New Customer 
  Double click in the pink box labeled Sold To  

    

      

 

 
 

Browse the Customer File click the green plus sign to create a blank Customer Record   

 

     
 

1. Customer Type is Required 
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2. Sold To – This is information regarding who will be invoiced 

3. Enter telephone and email information 

4. Ship To- Can be copied over from Ship to – Leave blank if this is a customer will always have a 

different ship to location.  Examples:  Builders/Property Managers/Designers etc…  

 Click ok to save the Customer Record  

   

 

 
Once the Customer Record has been created in the Customer file, you can select it to bring over to your 

Quote.   

*Selecting you can double click on the record, with it highlighted you can hit the enter key or you can 

select it by click on the finger icon to select. 

 

 

  
 

 

 

Adding Lines to Quote or Orders 
 

Click on the Green plus to Insert a line or Choose the Multiple Green plus to add Templates 
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Choose from Order Line Assignment to choose from  

1. Roll or Item Inventory – This will be material in your warehouse  

2. Roll or Item Products – This will be material you offer to sale 

3. Services – This will be the services you offer other than material 

4. Unreferenced – This is gives you the option to type the material if you are not able to find it in 

Inventory or Products.  

 *unreferenced lines depend on the settings in System Options  

 



8 
 

Inventory Selection 

 
  Start typing desired product here.  Can type any portion of style name style number, roll number, 

item number, or even color.  Press TAB on keyboard to start search. 

 

  

 
Notice the quantity available appears in green in the Available column. Select the desired line of 

inventory by double clicking or click the finger button on toolbar. 
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1. Enter the Length or total Quantity 

2. Click on the … to open the pricing  

a. Choose from Price Level 

b. Enter a Price per unit 

c. Enter line total  

 

  

 

3. Choose Group  

4. Select for sample check out – For Reporting of Samples checked out 

5. Enter any Line notes if needed 

6. Check stock 

7. Click ok to save the record 

Products Selection 
Start typing desired product here.  Can type any portion of style name style number, color.  Press TAB 

on keyboard to start search. 
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Select the correct product by double clicking on desired color on right hand side of screen  

 

 
 

When you choose a product that is sold by the carton you will get an alert on the screen and will give 

you the option to let the system round up the quantity or you can override the quantity.   

   

   

Associated Product Bundles  
 

Associated Product Bundles are built on the color level.    

When you are selecting Products, there is an option to choose a Bundles.  
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When you insert a line and search in Products for the material, you can see there is a bundle 

associated with it.  

 

 

 
 

 Select the Product by double clicking on the Description.   

Enter the Quantity for the Master Record and click OK.   

   
 

The system will prompt you to Post Lines from Associated Product Bundles.  Click Yes.  

  

   
 

You will Un-tag the lines you do not need to bring over to your Quote/Order.  Click on the finger icon to 

select the Tagged lines.   

 



12 
 

   
 

The tagged lines will be inserted on to the Quote/Order.   

 

 

 

 
 

 Edit the line to enter the correct Quantity needed 
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Unreferenced Line Entry 
 

 Unreferenced Lines are not connected to the Product list. Fill in Supplier, Item Number, Item Name, 

Description 
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Choose from Templates 
 

The Product Templates feature allows creating product groupings for specific types of jobs in order 

to populate generic order lines as well as referenced product lines.  This feature can be used to 

assist the order entry employee, especially if a particular job requires multiple materials that could 

be possibly forgotten or overlooked.  One example is a Hardwood Install Template created that 

consists of transitions, glue and quarter round, in addition to the hardwood material. 

 

 

 
 

1. Master Template Record 

2. Products/Services in the Template 

3. Tag only what you want to bring over to the order 

4. Choose the Finger icon to select the lines to bring over to your Quote/Order 

 

The lines came over to the order and you will need to double click on each line adjust to the 

correct Quantity.   
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Adding Notes 
 

 Clicking on the notes icon in the Quote  

 

   
 

• Quote Internal Note is for internal communication never for a customer to see 

• Quote Custom Note will print on the Customers Quote and Invoice  

• Work Order Custom Notes will print on the Work Order for the installer  

• View all Notes and Remarks 

 

Notes in RFMS 

There are several places to leave notes in RFMS.  It is important that everyone in the company 

uses the notes for the same reason.  Below are definitions for the notes available in RFMS. 

 

NOTES: Notes are you BEST FRIEND!  Really good idea to explain it now so you don’t have to try 

and remember the story later.  
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Attachments   
 

This selection allows adding, editing or deleting electronic files attached to specific records throughout 

RFMS.  

 

• •A scanned copy of a contract could also be attached to a customer order. 

• •Measure Files can be attached to quotes or customer orders. 

• Weblinks to HOUZZ or Pinterest for design ideas.  Or product selections and MSDS. 

• Attachments can use different graphic picture formats as well as non-graphic files such as pdf, 

word, excel, text files Measure for RFMS and even sound(.wav)  files.   Supported graphic 

formats are .bmp, .wmf, .pcx, .gif, jpg 

 

   
 

Click on the Insert icon  

 

   
 

Choose the file you want to attach to your Quote/Order 
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The Quote/Order will show there is an attachment.  The attachments will export to the Customer Orders 

as well.   

   
 

Printing Quote  
 

 If you plan to print the quote or email the quote you can do that within the Quote screen 

 

   
 

Choose your selections for Printing 

  Messages 

   Standard Message will print on every Quote (Global)  

   Custom Message will print on this Quote only 

   Quote Message will print on every Quote (Global) 

 

Options  
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  Choose Options for print Quotes – This is a private setting for this workstation only.  These 

settings will stick until  changed.   

 

   
 

 

 

Copy Quote  
You can copy a Quote to a new Quote or to a Related Quote 

 

   
 

 Select the Copy Icon and choose to Create a New Quote or Create a Related Quote  

Click ok to Copy or Relate the Quote 
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Tag line lines you would like to copy over to New or Related Quote and select the Finger Icon to select 

the tag lines  

 

   
 

A new Quote is created.  You can go to that Quote and edit anything needed without having to build the 

Quote from Scratch.   

 

   
 

  Exporting Quote to Customer Orders 
 

Once the Quote has been approved by the customer and you are ready to export to Customer Orders 

 With the Quote highlighted chose the Export Icon 

   
 

Confirm the Export to a New Order by selecting Yes.  
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Verify the tagged lines you would like export to Customer Orders and select the Finger Icon to export 

lines 

  
 

 Create Order from Quote – Verify information and select Edit after Export and click ok  

   
 

 Edit After Export will open the Customer Order for you to process the order  

  

Order Entry 
How to launch Order Entry 

 

Smart Search 
RFMS has added the ability to search by typing in keywords and numbers in the Search field and hitting 

tab.  This change will make it easier to find only the information you want and need.  This change effects 

Order Entry, Products, Inventory, Accounting and Schedule Pro.  
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Type in words, numbers, dates, etc. into the Search field to get smaller amounts of information so what is 

needed is easier to find.  

The more information that you can type in the Search field the closer you can get to what you are looking 

for.  

Here is a great example.  You remember part of a customer’s name on an order that you discussed with a 

salesperson this morning.  You type in what you think the name of the Customer is and you get all the 

information below.  

 

  

You then remember the mention of the number 59 and you know the phone number is in area code 205.  

The information to choose from drastically decreases.  

 

  
 

  



22 
 

Below is a list of fields that the RFMS Smart Search looks at in each module. 

 
Orders/Quotes/Claims  

Invoice Number  

Customer Name  

Job Name  

Job Number (User Defined Field)  

PO Number  

Telephone 1  

Customer Address 1  

Job Address 1  

  

Customer  

Customer Name  

Customer Address 1  

Ship Name  

Ship Address 1  

Sold-To Business  

Ship-To Business  

Email  

Telephone 1  

Sold-To City  

Customer Number  

  

Items from Order Entry  

Style   

Color  

Item Number  

Supplier  

A/P Invoice Number  

PO Number  

System Reference Number  

Sidemark  

Comments  

Color Number  

Style Number  

Product Code  

Inventory from Order Entry 

Style  

Color  

Roll Number/Item Number  

Supplier  

A/P Invoice Number  

PO Number  

Color Number  

Style Number  

Product Code  

Products  

Private Style  

Private Style Number  

Private Color  

  

Item Inventory  

Style   

Color  

Item Number  

Supplier  

A/P Invoice Number  

PO Number  

System Reference Number  

Sidemark  

Comments  

Serial Number  

Product Code  

  

Roll Inventory  

Style  

Color  

Roll Number  

Supplier  

A/P Invoice Number  

PO Number  

System Reference Number  

Sidemark  

Comments  

Color Number  

Style Number  

Product Code  

  

Purchase Orders  

PO Number  

PO Line Number  

Supplier  

Style  

Color  

Sidemark  

Order Date  

  

A/P  

Supplier  

Invoice Number   
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Customer Orders Browse 
The Tool Bar 

 

 

Exit   

 

Help  CLICK F1 FOR HELP  

 

Select Activates or selects the highlighted record. 

 

Insert Adds a new record. 

 

Edit  Allows changes to the highlighted record. 

Job costed orders cannot be edited. 

 

View Order Allows you to view a customer order when the order has been job 
costed.Option only available on job costed orders 

 

Void Allows a customer order to be voided if there have been no payments 
entered. 

 

Change Order Allows Credit Memos and Add-Ons attached to the highlighted customer 
order to be VIEWED. Order cannot be job costed. You must add change 
orders from the customer order. 

 

Overages Allows overages to be added to the highlighted customer order. 

 

Billing Notice Allows you to create Billing Groups. 

 

View Lines Displays a screen showing all lines on the highlighted order. 

 

Post Payment Allows a payment to be posted to the highlighted order. 

 

View Receipt  Displays a listing of all payments posted to the highlighted order. If there 
are no payments posted to the order, this button will not be available. 

 

Credit Check Displays a screen showing all written sales, balance due and credit limit for 
the highlighted customer name. 

 

View Notes Add, edit or delete notes for the highlighted record. After a note has been 
added a small button will appear in the far-left column of this screen. 

 

Post Providers 
Earnings 

Allows entering provider charges for the highlighted customer order. The 
Integrate Provider's Earnings option must be set to yes in System Options. 
For job costed orders, this selection allows viewing only of provider records 
for that order. 

 

Work Orders Allows you to add a work order to the highlighted order. You may also tag 
work order lines for printing. 

file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/addingorchangingacustomerrecord.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/viewingcustomerorderlines.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/add_ons.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/overages.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/billing_groups.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/viewingcustomerorderlines.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/postingapayment.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/viewingreceipts.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/creditcheck.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/provider_searnings.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/provider_searnings.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/workorders.htm
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Job-Cost Allows you to job cost the highlighted customer order if all lines are in a cut 
or delivered status. 

 

UnJob-Cost If the customer order has been job costed, the button appears with a large 
red "X". Click on this button to un-job cost the order. 

 

Attachments Add, edit or delete attached files for the highlighted record. 

 

View Job Cost Displays job cost information for the highlighted customer order IF the 
order is in has been job costed or unjob costed at least once. 

 

Print Allows printing various documents for the highlighted order. Invoice 
(delivered jobs only), Acknowledgment (un-delivered), Receipt History, 
Picking Ticket, Work Order, Job Cost Sheet, Billing Notice, Estimate Job 
Cost Sheet. 

 

List A/R Displays a listing of customer order information based on selection. 

 

Find Find allows searching for records using numerous criteria. When in user 
the button will be blue. 

 

Reset Clicking this button to resets the List, displaying ALL records with no Find 
in effect. 

 

Refresh Refreshes the Browse screen to include recent changes. 

 

Baseline  Creates a baseline of the highlighted order or allows a comparison of a 
previous baseline with the current status of the order. 

 

Schedule Pro Selecting this option allows either allows setting an alert in Schedule Pro or 
will open the Schedule pro program depending on the settings. 

 

RFMS 
InterOfficeMail  

Send RFMS Internal mail or email in reference  to the highlighted record. 

 

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

 

Client Management 
Module 

Clicking on the button, allows the highlighted record to be added to a 
project, have an alert, appointment, task, or remark added or a letter can 
be related to it. 

 

Customer Pickup Click the button to create a signature area for material to be picked up by 
client. 

 

Web Order Import Clicking this button imports web orders.  If the button is red, web orders 
are present. 

  

 

 

 

 

file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/jobcostingoverview.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/confirmjobcost.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/viewingjobcostinformation.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/printingdocuments.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/viewingcustomera_rinformation.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/bcoeoefilter.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/baseline.htm
file://///development/vol2/RFMSINST/HelpFiles/mergedProjects/Common/SelectMail.htm
file://///development/vol2/RFMSINST/HelpFiles/mergedProjects/Common/SelectMail.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/Customer_Pickup_1.htm
file:///C:/RFMS/HelpFiles/mergedProjects/BCOE/Web_Order_Import_Button.htm
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On Customer Order Browse Screen, you can see status of the orders 

   

 

 

 

Customer Order Edit 
Where to view status, lines, etc.  

   
 

• Yellow Note icon indicates there is a note on the order 

• Paperclip icon indicates there is an attachment on the 

order  

• Green $ sign indicates there is a balance due on the 

customer order 

• Calendar / Book Icon indicates the Job has been 

alerted or scheduled in Schedule Pro  

• Date in Delivered Column indicates the Job has been 

closed 

• No Date in Delivered Column the job is still open  
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Line Statuses 

Order Line Status  
 

 

Payment 

   

None
➢No action taken

Gen PO
➢Line selected for Purchase Order creation

On Order
➢No date - Line has gone through Auto PO (To buy list and moved to to be ordered)

On Order 
with Date

➢Purchase order has been generated, the date is the promise date. 

Reserved
➢Materials received

Cut
➢Materials are selected for staging

Staged
➢Picking Ticket has been printed for material in cut status (ERRM only)

Delivered
➢Delivery Ticket has been printed for material in staged status 

Job Costed
➢job is complete

1.Payment Date should never be changed 

2.Reference – Text field 

3.Choose Register 

4.Enter amount of payment 

  a) E for entire amount 

  b) D for difference 

5.Comments- Text field 

6.Click ok  

 

If a mistake is made on a payment it must 

be reversed and corrected.   

 

THERE IS NO UNDO OR EDIT OPTION 

ONCE A PAYMENT HAS BEEN POSTED  
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Notify Purchasing for Special Order Material 

 

Single Line 

Change Line status from None to Gen PO  

   
 

Multiple Lines 
 Click the Adjust status and choose None-> Gen PO  

 

   
   

System will automatically tag the material lines that are in none status 

Select the finger icon to select tag lines to change status  
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Lines are now in Gen PO status 

Once you save the Order it will alert Purchasing to order this material  

 

 

 

 
 

 

Creating a Purchase Order directly from Customer 

Orders 
You can create Purchase Orders directly from the Customer Order 

  Verify the line status is in Gen PO status 

 

 

 

 
  

Click on the Express Purchase Order Generation Icon  

  

   
 

PO Gen Info 2 – Once you make your choices here, they are sticky until you change them again.  Make 

your selections and verify the selections each time you create a Purchase Order   
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PO Gen Info 1  

• Call the Supplier and order the material 

• Verify the Cost 

• Taken By – is required field.  Enter who you spoke with 

• Promise Date is required field.  Enter the promise date 

• Comments-  

• Reference#   
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Once details are entered on the Purchase Order Click the option to Generate Purchase Order ONLY  

 

   
 

Lines are in an On-Order status with promise date 
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 Are my materials here? 
You can view your order and the line status from View Lines Icon in the tool bar.   

Search and Highlight the Order and click on view lines 

 

   
 

From View Lines you are able to view Customer Order without locking up the Order.  

You can see the line status to determine if your material has arrived  
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Click on Magnify Glass to View Purchase Order  

 

   
 

Details about the Purchase Order can be viewed  
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Staging Customer Orders  
 

Picking Ticket 
Use this document to give permission for material to leave the warehouse 

 

Open Customer Order and adjust the lines status.  Choose the Adj Status Icon  

Choose Reserved -> Cut 

  

   
 

Tag the lines that will need to be in Cut status – Material leaving the warehouse  

Select with the finger icon 

 

   
 

Lines are now in a cut status and ready for Picking Ticket  

 

 

 

 
 

With order highlighted Click on the Print Icon or Right click and choose Print 

   

   
 

Select Picking Ticket 
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Pick Date-Enter the date to stage the materials. This defaults to the system date but can be changed to a future date. 

 

Copies-Enter the number of copies of the picking ticket to print. 

 

Print Line Notes-Check this box to print the line notes from the customer order line. 

 

Edit Picking Ticket Instructions-Check this box to enter new instruction notes or to edit existing notes. 

 

Print Ship-To Notes-This option is used to print the Customer additional Ship to address notes if used. 

 

Print Balance Due-Check this box to print the balance due as of the time the picking ticket is printed. This feature is 

useful if the service provider will be collecting monies at the time of installation or delivery. 

 

Print Areas-Check this box to print the cut size for lines that have work order areas assigned to them. One line for 

carpet may have 3 different areas for the work order. Select this option when printing the picking ticket and the 3 cuts 

will print right below the style and color line (prints the work order lines). 

 

Print Barcode for Item SRN-Check this box to print a barcode of the item's system reference number on the picking 

ticket. 

 

Print Estimated Delivery Date 

• None 

• Header: prints the estimated delivery date for the header only. 

• Lines: prints the estimated delivery date for the lines only. 

• Both: prints the estimated delivery date for both. 

 

Print Green Bar-Check this box to see colored highlighting on every other line for easier reading. 

 

Save to PDF History-Check this box to save a pdf copy of the work order. 

 

Preview Picking Ticket-Click here to view a copy of the picking ticket before sending it to the printer. 
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Picking Ticket options 

 

   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

   

 

  

Print "Cut" lines only-If this option is selected, only those lines that are in a "CUT" status on 

the customer order will print on the picking ticket. If you are using the Billed Not Shipped 

feature, this option is not available. 

 

Print Service Lines-If the service lines entered on a customer order should be printed on the 

picking ticket, select this option. If you are using the Billed Not Shipped feature, this option is 

not available. 

 

Print Supplier-To print the Supplier name on the picking ticket, select this option. This option 

can expedite the gathering of inventory if arranged by supplier. 

 

Print Line Weight-Checking this box displays the Unit Ship weight and the Line Total Ship 

Weight.  The Line Total Ship Weight is the weight which is the unit shipped weight x the 

quantity. 

 

Print Total Weight-This is the total shipped weight for the whole ticket 

 

Comment Source - Choose Purchase Order or Inventory 



36 
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Work Orders  
Use this document for installer instructions  

 

With the order highlighted Click the Work Order Icon or right click and choose Work Order 

 

   
 

With the Work Order Screen open  

 

 

 

 
 

1. Edit the areas  

2. Tag Lines needed for this work order 

3. Split lines and areas if needed  

4. Export any line notes  

5. Print Work Order  
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Print Order -This is the order in which the following information will appear on 

 the printed copy of the Work Order. 

• Area-Selecting this option will print areas first on the Work Order. 

• Customer Order Line Number-Selecting this option will print Customer Order Line Number first on the Work Order. 

• Product Code/Style/Color/Inventory # - Selecting this option will print Product Code (1st), Style, Color and Inventory # on the Work Order. 

 

Print Work Order Line Notes-Selecting this will display all notes associated with this Work Order. 

 

Print Balance Due-Selecting this option will print the balance of the entire customer order associated 

 with this work order line. 

 

Print Rate-Selecting this option will print the rate used. 

 

Print Labor-Selecting this option will print the cost of labor information. 

 

Print Sales Representative(s)-Selecting this option will include all sales people associated with this customer order on your work order. 

 

Encrypt Labor-Use this option to conceal Labor Information. If print labor is selected, the rate 

 for all service lines can be printed in a way that only those who know the encryption key will be able to read the rate. 

 

Letterhead-By selecting this option, the Company Information that is normally included on a 

 Work Order is removed to make room at the top/center for printing on Letterhead paper. 

 

Print Shipping Instructions-This feature is related to the Ship To button located on the Notes screen. 

 

Print Color Number-This Color Number is pulled in if a product exists on this work order that was downloaded 

 using the EC Module. 

 

Print SKU-This SKU number is pulled in if a product exists on this work order that was downloaded 

 using the EC Module. 

 

Print Order's Custom Notes-Check this box to have the Order's Custom Notes printed on the Work Order. 

 

Copies-Enter the amount of copies that you wish to print in this field. 

 

Email Work Order-Check this box to have the work order emailed as a PDF 

 

Save to PDF history-Check this box to save a pdf copy of the work order. 

 

Preview Work Order 



39 
 

AR Due Button 
 

Viewing Customer A/R Information 

 Click the Due Icon to view Customer Accounts Receivable information  

   

Choose the Report Type 

Select your Parameters- If you have a Customer Order highlighted, it will default to that Customers AR 

info.  

Choose the Sub Sort  

Click OK to view the Results  
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Order Entry File Menu 
 

From Order Entry File Menu.  You can access information from Inventory and Products module.  This 

information is for viewing only and no editing can be done from these screens.  

 

   
  

From File-Roll or Item Inventory you can search the warehouse for physical inventory 
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From File-Products you can search the Product Catalog for Product details and pricing  

 

  
 

Batch Processing  
 

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. 

   
 

Choose the option you want to Batch Process 

Click on the Filter to find the orders to batch process 

 Tag the Orders or lines you want to Batch Process  

 

Cut Lines – Will Batch cut tagged lines that are ready to be Cut 

Picking Tickets- Will Batch Print Picking Tickets for tagged orders as long as the lines are in Cut Status 

Work Orders- Will Batch Print Work Orders you tag from Customer Orders or Claims  


