PAPERLESS WORKFLOW

EEEEEEEEEEE :

Cindy Thompson

Jaime Gaven



OVERVIEW

A paperless workflow can increase your company’s process efficiency and produce cost-
savings as a result. RFMS has many built-in features to support a paperless workflow or assist
you with improved efficiency and reduced paper use.

Here are just a few of the benefits to going paperless:

Reduce business cost associated with paper, printers, copiers, fax machines, ink and
toner cartridges

Eliminate filing cabinets and reduce office space

Conduct business in a mobile environment resulting in faster responses to customers
Increase efficiency of your staff by removing the time spent searching for and sending
documents

Present a professional image to your customers with mobile solutions

Create faster business work flow by eliminating the time wasted on getting paper
signatures on contracts and forms

Secure backup of all documents

Real time updates and delivery of documents

Integrated tracking and documentation throughout the order lifecycle
Environmentally friendly

In this session, we will review some of the areas where you can incorporate paperless
solutions into your organization.



SAMPLE CHECK OUT

Replaces Sample Sign Out Book or Sheets

Sample sign out books or sheets are often seen at the greeting desk. However, they can be easily
eliminated and samples can be tracked in @ more meaningful way within RFMS. Samples are entered
on a Quote as a line. Then, it's as simple as checking the box to indicate a sample was taken.
Barcoding extends the paperless capabilities of Sample Check Out as they can be scanned directly into
the quote, as well as returned back to store, via barcode.
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Roll Number | | [F8] has been replaced by
selecting source from Roll Products - [Ctrl-P
Style |3D'S||| | buttons on the right. | L ] |
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Due: 03/23/19  Returned:
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With all samples signed out in RFMS, you then have excellent reporting for following up on the samples
that are out. Run a Sample Status Report which displays a listing of samples checked out by customers
along with contact info. The report can be viewed by store and sales rep and can include both

Samples Due and Samples Checked Out. The report can also be created for each sales rep (Page Break
on Sales Rep.) to produce a document for the sales rep to follow up with clients who have checked out

samples.
&
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Page No: 1 OWNER'S CONFERENCE 2019
03/22/119 SAMPLE STATUS REPORT
02:18PM Due

Sub Sort By: Customer/Style/Color
Store: ™™ denotes that sample is due

Quote #  Customer Style Color Out Due Returned

Sales Rep:  BRIAN FREESE
ES700003 ALFORD,DARREL ABRASH GLACIER 02/28/19 03/02/19
Phone: 896-378-3794

Email: lorem.fringilla.ormare@Iaoreet

ES700004 VILLARREAL,RHODA SPUN TILE CRISP 02/28/19 03/02/19
Phone: 985-135-4744
Email: sed.sapien.Nunc@nullaante.com

PRICE LOOK UP

Replaces price books or printed sheets for salespeople

Price look up with RFMS Mobile is so quick and easy that you no longer need the printed price sheets.
It also ensures all prices are up to date and accurate. Go to (1) Products, (2) enter product code,
enter partial description or color, click find to see the (3) product pricing.

RFMS Mobile
RFMS Mobile

RFMS Mobile

- CUSTOMERS

o GroductCodev 01-CARPET v  abb e )o

Bl INVENTORY

ABBEY'S AMBITION - 5490405 ABBOTT LANE Il -HSC - 12'- 3...
ORDER ENTRY 12' SY $10.49

Supplier: SHAW INDUSTRIES-CORE Supplier: CARPET ONE

i
"™ POINT OF SALE
o

SCHEDULE PRO ABBOTT LANEIIBLDRB-12'-... ABBOTT LANE PLUS - ABAC -...
12'SY $10.49 12'SY $10.49
Supplier: CARPET ONE Supplier: CARPET ONE

CLIENT MANAGEMENT

Replaces job folders and associated printed materials

Client Management Module allows you to electronically manage sales prospects from the initial lead all
the way through to job costing, with no job folders needed. Save money on those manila folders and
improve organization at the same time! In CMM, communication and scheduling are automated. You
can track and manage everything from emails, meetings, files, tasks, alerts, notes, contact history,
advertising campaigns and more. There are two CMM platforms from which to choose:

Retail Sales Manager
e Contact Relationship Management, which allows the tracking of any type contact, prospect or
client.

e Each user can be set to either mode Retail Sales Manager Mode or Sales Floor Manager Mode.
e Includes all the features of Sales Floor Manager plus many others



Commercial Project Manager

The Project is any group of data to be tracked together.

Each user can be set to any of the 3 modes.

Alert the sales person when purchase orders are generated, and material is received

View all records together in the Order History screen related to the order including purchase
orders, installations scheduled and accounts payable records

e Includes all the features of Retail Sales Manager plus commercial specific reporting and project

management.
|« Remarks | * |nitial contact
® Alerts * Repeat contact
* Heminders
Projects
Activites

*Tasks Prospect
=Appointments * CLUSIOmErs

sCorrespondence Contacts

Letters-emails

ORDER ATTACHMENTS

Replaces job folders and printouts

You can attach documents to Quotes, Orders, Inventory, Products, Measures and BidPro Estimates.
The attached files can be 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, .pox, .gif, jpg. To add an attachment, you simply click on the “Paperclip” Icon found
throughout almost all modules. Attachments can be attached to the entire order or to a specific line.
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Prior to using attachments, you will need to set a location for where these attachments will be stored.
This is done by going to:

> Utilities>System Options>System Wide>General>Attachment Directory

It is a good idea to create a folder called "Attachments" or something similar and use that folder for
all files. This makes it easier to find files when attaching them to inventory or products records. All
users will need to have access to this folder to save or view attachments. This does not have to be in
the RFMS directory. If it is not, though, make sure backups include this directory. If the directory is
changed, the files from the old directory should be copied to the new directory.

In Measure you can attach a picture or document using the Notes tab on either the project or check
list screen.

ROOM ESTIMATE C)
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SENDING QUOTES AND ORDERS VIA EMAIL

Replaces printouts

Quotes, Orders, Invoices, BidPro Estimates, Purchase Orders, Work Orders, Delivery Tickets,
Remittance Advices, Statements, and Pay Stubs all can be emailed directly from RFMS, RFMS Mobile or
Measure Mobile. When printing the document from core you have the option to select an “email” box.
If email addresses are populated in the customer or supplier file, the system will automatically pull the
email address into your email from those files. You option to type in additional email addresses if
needed and your document will be attached.



From Core Quotes:

A Confirm Quote Printing @ i
Quote
Quote To Print | DEFAULT RFMS QUOTE :zl i
__ Copies 1[4 [ Print Quote i
=]

i ™ il g P iy o RO RS S | | g

[] Letterhead

[] Save "Quote ES900013.pdf"
[ Email PDE 3

41 Save to PDE History
[ Preview

Boxes

ECITN 0 | TotColor | Backgound

B Standard Message B Custom Message ‘ B Quote Message
[ Options (= Print X Cancel
[ I I | I
From RFMS Mobile:
RFMS Mobile - O X
= Quote ES9Y0001 CREATEPDF EXPORT  REFRESH EDIT
E HEADER ATTACHMENTS
Sold To Ship To — =
Store
|3 NICHOLAS TESLA NICHOLAS TESLA
314 ENERGY ROW MELBOURNE, FL 314 ENERGY ROW MELBOURNE, FL
» .’SWE&WA&%‘ 2?4,0 B e T P P I R 3
MOVE DISHWASHER
TEA@ $54.21 $54.21
MOVE STOVE
1EA @ $54.21 $54'21

& Presentation

Automatic Zoom *
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Quote Number: ES9Y0001 Date: Mar 24, 2019 2:26 PM
PO Number: Salesperson: JENNIFER KING

Sold To: Ship To:



RFMS Mobile a xX

Send Quote /
Email to TESLA@GMAIL.COM

Email

Share

Attach document to ES9Y0001

e A

Export quote ES9Y0001 to a new order
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UTILIZE PO SUMMARY REPORTS FOR RECEIVING

Paper cannot totally be eliminated when it comes to purchasing/receiving but the amount of paper
consumed can be minimized by utilizing the PO Summary reports for receiving. Rather than printing all
the purchase orders, your warehouse can print the PO Summary Report which will identify shipments
that should arriving at the warehouse that day. These reports are printed in order of Promise Date and
Supplier. Bar codes printed on the report makes receiving easy.

Inventory > Reports > Purchase Order Summary Report.

File Edit Reports Window Utilities Help Mail Navigator

a2 Purchase Order Summary Report x|
P - Sri Order Date From o1/01/80 [
= Vot [] To Be Ordered @ [J Backordered
Order Date To 1273179 2]
[[] satisfied ] Canceled
[ sent (EC) [] Rejected (EC)  [] Satisfied (EC) Requested Ship Date From | 91/01/20 [
LAMINATES Requested Ship Date To 12/31/79 E

LUXURY VINYL TILE
CARPET TILES
SUNDRIES/SUPPLIES supphier [ |[R|[H] Promise Date From 03/06/19 [3]
ADHESIVES

NATURAL STONE PO Number l:l Promise Date To 03/06/19 |5
AREARUGS Lo e
GLASS -

RUG PAD Req Del Date From 01/01/80 [2]
TOOLS

WoOoD TRIM Req Del Date To 1273178 [§

[ Print Private Style [+ Print Roll # (_ [v] Print Bar Code )] Print Line Total [ Print Req. Dye Lot [ Print Serial No

["] print Private Color  [v] Print SKU# [ ] Print Notes [ Print Order Total [« Print Est Del Date [ ] Print Manf SKU #
[ Print Store Codes (| PrintRef# [ Print Salesrep  [[] Print Builder Info. (] Print Unit Cost [J Print PO Cuts

[] Print Standard Msg #1 [ Print Standard Msg 52 [] Print Standard Msg 33 [] Print Standard Msg 24
Print Options
@ Print Preview (& Condensed Purchase Order Layaut )
[] Output CSV To: | RFMSCSV.CSV ||
Printer | HPES4584 (HP ENVY 5530 series) (r | [1a]
m _(- Exit
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PURCHASE ORDER SUMMARY REPOR
PO NMEZR  SUMGRY ACCOUNT NIMBER  N/A Fage: 1
r—— STy sz ziow
o Froduct Roils amount Gusted Fromiza
Date Code  Item Sumber Style/Item Celor/Daneriprion Cut Orderad _Tmiza Snit Price  Date
s Ssppliss: MONANK FACTORING LiC
03/06/2% ¢ EREDD WOOD REDUCER - WOOD MOLDING  BRAZILIAN CHERRY NAT ==mmmm o0 m s3/06/13
O #:CC700031-0002 I wisen 017
acé: 0507 o ‘a0
= cc700031-0002
— LN R RTRITHTT
L0000 CCTRITRITTNTE TECTRITEU
o
There are 1 ZA pes EX
oedtraa By: 38 This Fo in fos 2 BX Shipping Weight: 2358
e WE20 AmEESTVE - vinvr acczs meze e 1.00 @ o3/08718
50 #:0C700021-0006
Dasce: uE20 e
b, Takan By:Ax —— . - 5280031 0008
Wa j_e’_,zﬁ!""" — P SO - VS A S e l__;—‘— LN
s 41z 0..7K7 3 ash . ..pes .
Oedtesa By: 38 This Fo in fos 2 BX Shipping Weight: 128
“* Supplies: SEAN INDUSTRIES
93706/13 62 CG7000310933 RFoLio MARATHON 2000 #x 23706715
0 #:CC700031-0008 wisen 12000
style #: 0616V Celess: 0oszE Langen 15000
Taken By:RNNE 5760931-0005
SidaMark:ERADY - LAM/VIN commantas
Rar £:123456
IO TN T
Sya Lot: Sku 8:
a1
—ordarad By:“38 TETFFTEy WeIgTE Ty
-+ Supplier: SHAW INDUSTAIES INC Tela: @@5-465-6410 Aets: 53282
FEY T U T 32204 AMERICANA COLLT [T T = —— 302.28 &7 w3706718
20 #:66700031-0001 wiamn 0.4z
Dascs: Doaze Lanatn 392
Takan By:REwE cs700031-0001
Siderask:BRADY - LAM/VIN commanta: |
Ras §:123686
va Lot: Ska 21

WAREHOUSE WORKSTATION MODE

Warehouse is a module within Inventory that simplifies the receiving process by allowing employees to
receive inventory in one step. It also allows for making adjustments, moving inventory locations and
processing delivery tickets from pick tickets. To set a computer to Warehouse Workstation mode you
need to physically be on that computer then, go to:

Inventory > Utilities > Warehouse Workstation Only

=i RFMS Inventory - OWNER'S CONFERENCE 2017

File Edit Reports Window m Help Mail Navigator
System Options
Stone Mtn Classification Setup
Fix Inventory
Change Stock Purchase Order #

Calculator F2Key
Calendar

Price Check FTKey
Bin Location F12Key

CWarehouse WorkStation Only )
Maintain Passwords

Return/Found Inventory
Acquired/Merged Inventory

Item Inventory Consolidation Tool
Batch Roll Adjustment

Reset Window Positions

Once the computer is in Warehouse Workstation Mode and your warehouse worker accesses inventory
these are the options that will be available to that user:



Warehouse Receiving

Adjustments

Change Location

Process Del. Ticket

From Picking Ticket

v 0K

X Cancel

Warehouse receiving, Adjustments, Changing Locations and the processing of delivery tickets can all be
performed by scanning the bar code from the appropriate documents. Simplifying the warehouse
process improves accuracy and eliminates the additional time it to manually enter information.

RFMS MOBILE POINT OF SALE - SUPPLIES SOLD TO INSTALLERS

By using RFMS Mobile you can add supplies to an order, cut the lines and send them out the door with

a few simple steps.

In RFMS Mobile select “point of sale” add an order, then from the “choose customer” list select your
installer, then start adding product by either searching inventory or scanning the bar code from the

product.




RFM> MODIe

MRS e
= Point of Sale

;.‘ CUSTOMERS AMERICAN XPRESS v  Search for.. FIND
JOHN ADAMS KIM DELOZIERJAMES KIM DELOZIERJAMES
@ PRODUCTS Opened Oct 9,2018 Opened Mar 22, 2017 Opened Mar 22, 2017
BBO000319 PRO00029 PRO00030

= W NV S e SR e VUSSR e — o N— Y e N S AT .

£\ INVENTORY

- 3000uss oA e +
E ORDER ENTRY TEST MRS. KRISTIE MEEKS JON SORENSON
Opened Nov 29, 2012 Opened Oct 18,2012 Opened Sep 27, 2012
CG20115 CG2 0065 SK000026 ]
W POINT OF SALE
JON SORENSON JON SORENSON JON SORENSON
il 7,201 il 7. 201 7201

[ SCHEDULE PRO

= NewFontersse m
- -

"¥* YOUR FLOORING STORE

Opened O

FIND CUSTOMER

T
STEVE WILSON

REMODELER -
Show Only Lines in Cut Status
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Save the order. When the order is saved the lines are put in a cut status. You can then click on create
PDF to create a Pick-Up document for your installer to sign and accept. This will automatically be
attached to the order. You also have the option to email a copy of the Pick-Up document to the
installer by clicking on the send.
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RFMS Mobile

Store
- TACKSTRIP - CONCRETE: FOR CONCRETE
. ELOORS 1 BOX $36.65
@ $36.65/BOX | ltem #: TC | Status: Cut Opened On
\ 03/24/2019
Sold To
STEVE WILSON

-

OPEN ORDER CG9Y0002

RFMS Mobile

= 4+ Automatic Zoom*

Pick Up Dbcument

YOUR FLOORING STORE
123 PORCELAIN LANE MELBOURNE FL 32940
321-254-2491

Order Number: CG9Y0002 Date: Mar 24, 2019 4:11 PM
Salesperson: JENNIFER KING

Sold To:

STEVE WILSON
3904 MALONE ROAD
NORTHPORT. AL 35473 N

HF e Wil e\

Steve Wilson

CLEAR ACCEPT
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MOBILE WORK ORDERS

Installers can benefit from a new feature in RFMS Mobile called Mobile Work Orders. Designed for
RFMS users who own the Schedule Pro module, this feature provides limited access to the RFMS Mobile
app to installers so that they can view Work Orders assigned to them. They can get directions to the
job location by clicking on the location Icon and they can call the customer directly from their device by
clicking on the phone. If allowed, installers can change Job status and view certain types of notes and
attachments. They can also attach photos, notes and even collect a signature on the digital work order
from the property owner upon project completion.

= JEREMY ABBOTT Q
>

¢ Today: Wednesday, March 28

MORADEL, JACOB
3073 PALISADES COURT, TUSCALOOSA AL * e L |-

8:00 am - 5:00 pm - 3 days, ending in 2 days

JONES, JEFFREY
2300 LAKE SHORE ROAD, FRONT PORCH AL o
1:00 pm - 5:00 pm - One day job, just today

<

w“gw,}mr-"*ﬂfr‘}" TNy N |
= WORK ORDER
ATTACHMENTS
MORADEL, JACOB —_—
3073 PALISADES COURT
TUSCALOOSA, AL 35405 ARG Bcoe
Job Type Product / Area Length Quantity Labor
CARPET ALMA MATER - ABAC - WELDLOK —_—
INSTALL 12FT 00IN: IRON GATE Set1 170.56. SR v
[] CARPET CARPET INSTALL BASIC STRETCH il
sl i 635.04SF $21591 v
i IN PROGRESS
oty AWESOME MAPLE: MOCCASIN 631.04 SF v
3073 PALISADES COURT
Dt WOOD INSTALL NAILDOWN TSC 631.04SF $927.63 v

TUSCALOOSA

POV N B R B e

2uu-1 25-40b7
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MULTIPLE ONLINE PAYMENTS

On Line payments can be made in multiples from the check writing screen. Tag the AP invoices that
need to be paid. On the check writing screen click On Line. This option allows including payables with

a credit balance.

File Edit Window Utilities Help

Mail Navigator

&

4= YOLNH oxa®m S8

Flagging For All Suppliers

search | ‘ Check Writing Information
Supplier Payee Invoice Gross Amount  Disc. Rate Net Due D
BEAULIEU BEAULIEU 12 32,498.55 500 3087362 0§ | Checking Account | 1010 REGULAR CHECKING ACC[ v |
CAMELOT CARPET / CIT GROI: CAMELOT CARPET / CIT GROUP | SWW a,ms..oo: 0.00 3,745.00: 0 Check Date 03/25/19 [2] [F8]
COMCAST |comcast 20170201 | 225.00] 0.00 225,00/ 0 S e o
EMSER TILE LLC EMSER TILE LLC 123 573,000.00 0,00  973,000.00| 0
EMSER TILE LLC |EMSERTILE LLC 998 [ 2138284 0.00 21,382.84 0 Printer | HPES4584 (HP ENVY 5330 series) (r
MOHAWK FACTORING | MOHAWK FACTORING 042319 | 4,072.59) 2.00 3,992.44) 0 Single Payee
—fHiH CTORING :MOHAWK FACTORING 654334 5,724.001 0.00 5,724.00: oI e e taee Printerl] HPES1582 (1P ENVY 5530 <
@) [SHAW INDUSTRIES INC || SHAW INDUSTRIES INC 12345 8,819.00 5.00 8,381.30| 0:
2 |SHAW INDUSTRIES INC SHAW INDUSTRIES INC 6644223232 55,144,69] 5.00 52389.96) 0f | Remittance Copies 18] O CheckRun
D) [SHAW INDUSTRIES INC || SHAW INDUSTRIES INC 764321 1,392.5?: 5.00 1,313.44: 0 (] Print Hardcopy Of Emailed Remittance
@ [SHAW INDUSTRIES INC || SHAW INDUSTRIES INC 895430 851.18 5.00 808.62] 01
@ [sHAW INDUSTRIES INC || SHAW INDUSTRIES INC 98763020 23,084.52 500 2193279 0 This check may be dated between 03/01/19 and 03/31/19
R3]  SHAW INDUSTRIESINC ~ SHAW INDUSTRIES INC 768584883 55,144.69 500  52,389.96 O
e o o ] [Kone

Ctrl - Left Click to Tag/UnTag Entire Supplier Total Flagged A/P Total Check Amount No. Checks Needed
144,436.65 137,226.07 1
Disc Rate | 5.00

Discountable

Invoice Date | 03/16/19 Non Disc

Due Date  03/16/19 Invoice Total 55,144.69

DIRECT DEPOSIT

Direct Deposit by RFMS is a software program which allows the depositing of funds into employee and
supplier’s accounts electronically. Direct Deposit integrates with the RFMS payroll and accounts
payables modules, eliminating the need for additional data entry. Direct Deposit also eliminates the
need for paper checks, thus reducing processing time. The Accounts Payables procedure is called
Electronic Funds Transfer (EFT). Direct Deposit and EFT combined with the emailing of pay stubs and
remittance copies makes both of these processes virtually paperless.

NOTE: RFMS is only creating the file to send to the bank. It does not do the direct deposit. A
program from the bank is required for this. Please sign up with the institution.
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NOTES:
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