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Version 19.99 Update User Guide 
 

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

page. Click the release notes button to find these.   

To see what you may have missed in previous updates, click here.  
 
For directions on loading updates to the RFMS software, click here.  
 
The same documentation is included in the online help system and can be accessed by pressing the F1 
button at any RFMS screen.  If there is something on the screen that you either don't recognize or 
understand, check this document or refer to the Help Files pressing F1. 
Documentation Conventions  

 
Indicates extra Information  

 
This symbol indicates a best practice or an example. 

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

Field Name Indicates a Field Name or button Name  

Important  Important information 

Screenshots 
To conserve space the screenshots are seldom actual size and may have 
blank spaces or other non-essential information cropped from them. 

 

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

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

User-Defined FIELD 

RFMS has many fields that can be user-defined. In the documentation, 
these will be shown in all capitals with the abbreviation UD before the field 

name.   

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

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

Click the release notes button to find these.    
 

RFMS Button and Menu Conventions 

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

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

 
Activates or selects the highlighted record. 

  
Add a new record. Can also use the Insert key on the keyboard. 

  
Make changes to a record.  

  
Delete a record. 

  
Add or View Notes on a record. 

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

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

  
Resets a filter to the default settings. 

 
Refresh the browse without resetting the filters  

 Saves the current information and exits the screen.  

 
Exits the screen without saving the newly entered information. 

 Exact match required in a search. 

 Partial match only required in a search. 

 or Ctrl-S 

Text search  
Reminder: this searches the browse list from the highlighted record down only. 
When beginning a search, it is best to begin at the top of the list. 

  
Print a document or go to a report menu.  

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

http://www.rfms.com/RevisionHistory.aspx
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 Tag Untag Tagall or Un-tagall record(s). Selects records 

 
View details of a record.  

 Send an email or RFMS mail message regarding the highlighted record.  

  
View the history of a record.  

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

 or  
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. 

 
 

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

 

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

 

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

+  
Access to customizing the toolbar 

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

 

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

Edit Menu 

The Edit Menu can be used as a shortcut to the toolbar options.  
>Edit> 
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If 18.99 was the last update installed, please check Update Documents for changes made in Versions 
19.0. 
 

Payroll Update 
 

This version includes the Payroll Update for 2020. 

This includes any Federal Tax changes for the US and Canada. 

The following areas had tax table changes and form changes.  Please double check all state taxes 
before running payroll. 

 
Other states will be added as their changes are published. 

United States 

 
Illinois 
Iowa 
Kentucky 
Maine 
Massachusetts 
Michigan 
Minnesota 
Missouri 
New Mexico 
North Carolina 
North Dakota 
Ohio 
Oklahoma 
Oregon 
Rhode Island 
South Carolina 
Vermont 
 
 

 

Canada 

 
Alberta 
British Columbia 
Manitoba 

https://rfmsinc.zendesk.com/hc/en-us/articles/115012819068
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New Brunswick 
Newfoundland and Labrador 
Northwest Territories 
Nova Scotia 
Nunavut 
Ontario 
Outside Canada (OC) 
Prince Edward Island 
Quebec 
Saskatchewan 
Yukon 



 

 

 
System-Wide 

Remarks 
Remarks are notations about a record; these can be printed on several reports. Because of that, 
it is recommended to keep them succinct. These are called remarks to differentiate them from 
the notes in RFMS. 

The ability to create and view Remarks has been added for non-CMM users.  Remarks can be 
added in Customer Orders, Quotes, Claims, and Purchase Orders. 

 

 

Order Entry 

Customer Orders 
Work Order 
The ability to import Internal Line Notes has been added. 
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The Carton Qty has been added to the Work Order. 

 

Billing Groups 

Billing Notice 
The USA- A line was added called Total Sales Tax that includes all the Sales Tax on all the orders 
in the Billing Group. 
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Canada- A line was added called GST/PST or PST that includes all the taxes on all the orders in 
the Billing Group. 

 

Customers 
The Certificate Type field has been removed from the Additional Information tab due to the tab 
called Tax Certification and its functions. 
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Providers 
The ability to search by Worker Number has been added to the Browse screen. 

 

The following columns on the Browse Service Providers screen can now be sorted. 

• Worker Number 

• Provider 

• PC 

• Work Order # 

• Service 

• Service # 

• Pay Status 

• Special Period 

• Order Date 

• Delivered 

• Installed 

• Date Paid 

• HR Date Paid 

• HR Check # 

• Pay Type 

 
 

Reports 
Provider’s Earnings History Report 
A column for ERRM has been added to the CSV.  This column is for a system that has 
transitioned from Non-ERRM to ERRM. 
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Utilities 
Chart of Accounts 
Utilities>SetUp>Chart of Accounts 
The ability to choose where the CSV file will be located has been added. 

 

Remark Type 
Utilities>SetUp>Remark Type 

The ability to create Remark Types has been added to the Setup area in Order Entry. 
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Claims 
The ability to Save to PDF History has been added to the Confirm Claim Printing screen. 
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If the Post to Batch checkbox is checked, then some of the options on the print screen will be 
grayed out. 

Products 

Find Screen 
Use Supplier SKU is now the default setting for the Rolls and Items Find screen. 
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When using the SKU field for the find, it will now search for records that contain what is typed 
in the field.  This field previously searched by “begins with.” 

 

Rolls and Items 
Price History 
The name of the user who changed the price has been added to the Price Change History 
Browse screen. 
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Rolls 
 
Cut Increment has been added to the Roll Product Extended Information 2 screen. 
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Items 
Min Plank Length and Waste Rotation fields have been added to the Item Product Extended 
Information 2 Tab. 
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General Range Edit 
Min Plank Length and Waste Rotation have been added to the Text Fields selections. 

 

A warning message will now appear when changes in the General Range Edit screen will cause 
lines to become unreferenced. 
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Inventory 

Purchase Orders 
Internal Line Notes can now be viewed under View All Notes in Purchase Orders. 

Receiving/Costing 
Alt-D has been added as a hotkey for done in Receive BOL. Alt-P has been added as a hotkey for 
done in Receive from Invoice and Cost from Invoice 

Roll and Item Inventory 
Notes 
The ability to View All Notes has been added. 

 

Inventory Move 
A message will now appear showing the total amount to move and reminding the user that this 
is Reserved plus Amount Available.  If this is what should be moved, then Yes is clicked.  If not, 
No is clicked. 
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Human Resources 

Worker Information 
The wording of the Job Category field has been changed to Worker Classification/Job Category. 

 

Reports 
Re-print Pay Stub 
Reports>Re-Print Pay Stub 
The stub when reprinted will now show the Pay Cycle and the Check Date instead of showing 
the Period Beginning and Period Ending Dates. 
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End of the Year 

ACA Health Coverage (Form 1095-C) 
Reports>End of Year>ACA Health Coverage (Form 1095-C) 

The report has been updated for the 2019 Tax Year. 
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Schedule Pro 

Canceled Jobs 
An icon now appears on the Browse Orders screen when an order’s scheduled job has been 
canceled. 

 

Quick Schedule/Quick Edit 
Job Install Date has been added to the Find screen. 
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Alerts 
The Copy Function has been added to the Alert Browse screen. 

BidPro 

Export to Order Entry 
If the system option Allow Unreferenced Lines is set to NO, then a warning message will appear, 
letting the user know the estimate cannot be exported until this has been corrected. 

 

https://rfmsinc.zendesk.com/hc/en-us/articles/360018852354-Copying-Browse-Information-to-CSV
https://rfmsinc.zendesk.com/hc/en-us/articles/220806687-Allow-Unreferenced-Lines-System-Option
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CMM 

System Options 
Allow User to Edit and Delete Remarks 
The title of this system option was changed from Allow Users Without Administrative Rights to 
Eid and Delete.  The options have been changed from Yes and No to the following: 
 

• If Admin Only is selected, then only the users who have CMM & Communication Center 

Administrative Rights checkbox selected on the user screen will be able to edit or delete 

remarks. 

• If All Users is selected, then all users in the system will be able to edit and delete 

remarks. 

• If No is selected, then no one will be able to edit or delete remarks. 

Projects 
Reports 
The ability to send Installation Forecast and Material Status by Salesperson to CSV has been 
added. 
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Reports 
The ability to send the reports to CSV has been added. 

 

 

 


