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PM Overview

The Project Manager Module allows managing sales leads and tracking activity with them
throughout the sales process.

This is an add-on module that extends the functionality of the core system. It is sold in user
packs, and can be licensed in 2 levels. The license type will determine what features can be
enabled by individual users.

Retail Sales Manager
e Contact Relationship Management: This allows 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
e Project Data is any group of data to be tracked together.
e Each user can be set to any of the 3 modes.
¢ Includes all the features of Retail Sales Manager plus commercial specific reporting and
project management.

[Sales Fioor Wanager]

The mode in use is indicated on the wallpaper.

The Project Manager Module installation is available as a trial version. When the trial version is
opened, a prompt to select the license type of the trial will display.

select Trial Yersion Mode
:.'.’(} Select License Type for Trial Yersion.

Commerical |

For purchase information see www.rfms.com.
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Installing and Running the Program

Installing the Software

The Project Manager Module installation is included with all new RFMS installations and
updates. It is initially installed as a trial version. When the trial version is opened, select the
license type the trial should display.

This document addresses all three levels of licensing.
To purchase the program, please contact your account manager.

RFMS General Features

These and other features are common among all RFMS Programs. Documentation on them
may be found in the help files or online at www.rfms.com . REMS General Features Document

Customizable tool bars.
Interoffice Mail

Order Tracking

PDF History

User defined Interface Options. This is set in Utilities>System Options>System
Wide>General>interface Options

Q‘-'} Moles:

Microsoft Office must be Office 2007 or later for Microsoft Office tools inside of RFMS to
function properly.

Passwords
Get to the password set up by pressing F6 on any PM button just as in RFMS Core.

Some recommended password locations:

Lists: to keep data consistent; Ad Campaigns, Prospect Types, Checklist Records and Project
Status

Reports: Restricts who has access to data on sales information and prospect and customers.
Switch to Customer button in Prospects & Customers to restrict when a record is added to
the customer list, this should be password protected.

Export Filtered Records to CSV in Prospects & Customers: Pass wording this option
restricts who can get a listing of all records.
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Sales Floor Manager

Set up

First add a location:
Utilities>Project Manager Set Up>Locations Click here for details.

-

Click the Assign Leads button to access the SALES LEADS module.

Next add salespersons to the bull pen (available list) for this location:
Click the insert button. This pulls up the RFMS Salesperson list. Checking in the show inactive
box includes those Sales Rep in the list in gray.

The delete button allows deleting salespersons from the list.

Highlight the Sales Rep to add and click on the select W button or double click on the name.
Continue doing this until the list of active salespersons is completed. Salespersons can belong
to more than one location if needed.

““ Best Practice
Salespersons can be associated to a PM user in Utilities>Project Manager Set Up>Users and
Alerts.

Go to Utilities>Project Manager Set Up and set up:
Customer Ad Campaigns
Sales Lead Types
User Defined List for Sales Leads
Sales Leads Items
Go to Utilities>System Options and set up:
Sales Lead User defined List Name, Items and Choices
Sales Lead Lost number of days
Default location
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Changing User Status

Only those salespersons associated with users in Utilities>Project Manager Set Up>Users and
Alerts can have a status. Clicking this button brings up the Browse User Status Screen.
Highlight the user to change, then click on the Change User Status Button.

d. This brings up a box allowing a new user status to be chosen.

This selection was a drop down list, but has been changed to a browse list which can be resized

or moved on the screen.

EXIT
i

&
AhWAY

BUSY
INACTIVE
LUMNCH
MEETING
OM PHONE
OTHER
SICK
WACATION

i i See—

Figure: Browse User Status Screen

When a Users' Status is changed all other related users will be updated also. Related Users
are determined by the Salesperson and Worker Names.

User Status can also be changed on the Workbench or Utilities>View User Status or Manage
Sales Leads>User Status

Sales Leads

UtiinGeneral Operation

. . L Salesleads
New Sales leads may be entered by accessing either the Sales Lead Browse or

_}
the Manage Sales Leads area.

When accessing the Assign Sales Leads area, if salespersons are listed from multiple
locations, the location to use must be selected.

All salespersons begin in the Bullpen; move them to Active Salespersons list by clicking on one

of the two green arrows.

@ Click the left arrow button to move a salesperson from the bullpen to the next spot in line.
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Resume

ol Rrevious Flace it 5 salesperson needs to be taken from the active list for example for a
meetlng, this will move the salesperson back to their previous location. If the next salesperson
has already had a turn then it will move them to the top of the list.

Once in the active salesperson list names can be moved up and down the list using the orange
up and down arrows.

Salespersons can be moved back to the bullpen one at a time with the single green arrow, for
example if they are gone for lunch.

The whole group can be moved back to the bullpen with the multiple-green arrow button, for
example at the end of the day.

To show that a salesperson is currently working with a client; click the assign button.

Manage Sales leads

& Assign Sales e ﬂ
ﬂ L = Browse Sales Leads - Select Location to Yiew [MAIN EI
3
Active Salespersons Bull Pen List l
1

Uszel
Status |

=+ Assign Lead | _f_\-l Q ﬂ ﬂj ﬁ gE 5:,'1‘.?.'.’;;8 | Eﬂ 2] Eos:;lion

Statuz Salesperson Statuz Salesperson

Ala|LABLE GORDOM

v Select Location 1=

ESIT
a9

Search Location

| Location |
OUTLET
|

WITHCLENT | 4
WITH CLIENT |
“WITH CLIENT
OTHER

Figure: Manage Sales Lead screen

User Status will be displayed in the Active and Bull Pen browses. In order for the User Status’
other than available, with client or other, to display the User will need to be linked to a
Salesperson in Set Up.

A User's status can be changed when they are in the Bull Pen; Click the Change User Status
button (1), then use F8 to see a drop down status list to choose from.

User Status will automatically be set to AVAILABLE (2) when moved into the Active
Salesperson list.

To move a salesperson from one location to another, click the change user location button (3),
then choose the location from the drop down list.

User Status will automatically be set to WITH CLIENT (4) when assigned.

User Status will automatically be set to OTHER when moved out of the Active Salesperson list
but not assigned to a client.

To show that a salesperson is currently working with a client click the assign button
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= Aasign Leads

. This will go to the Adding Sales Lead Screen where selecting an existing record
or adding a new one are options. If a salesperson is assigned to a prospect or customer that is
already associated with other salespersons then a warning message will be displayed.

Add or Edit a Sales lead

L Adding Sales Lead o [ =] &2

Prospect Information

Add Bemark ﬁ Add Appt for @ Add Task for
for Prospect Prospect Prospect

Order, Quote or Bid b 3 Delete
First Mame = é@‘ Q %a Pro Estimate @ @ Relationship
Last Mame | TEST TEST [] Show Extended iew
TEST TEST Type Mumber PO Mumber Job Mumber

“wiork Cel

Felated Quotes, Bid Pro Estimates & Oiders |Details | Remarks | Lead Check List

Email

Custarner # | 1,880 % Edit Prospect

5ales Lead Information

Lead Type F&

Lacation Fa

Ad Source Fa

Ad Campaign Fg
Interest Level () Nore () Low (@) Medum (O High

Patential Sale §

5ales Lead Status

Salesperson | TO BE ASSIGNED Fo ¢
= < >
Aszigned Ta Accepted Fequested
Status Declined '@ ToBeAssigned
Record Information

Order Status | 541 £5 LEAD Drate Created | 10/02/15 12:54 P Inactive []

Fepeatlnguiy [ | Lost [| DueDate 3| F8 Created By | SABRINA

Fallow Up Reminder [] Reminder Date Fa Date Edited | 10/02/415 12:54 PM
Reminder Time =] Edited By | SABRIMA,
Outcome Detals Yiewing Rights () Private (8 Public
Repeat Order Tracking MSend Mail Ok X Cancel

Figure: Adding Sales Lead Record

Contact Information
The header at the top of this section will tell if the lead contact is a Sales Lead only, or related to
a Customer or a Prospect.

Prospect/Customer: Type in information or click F8 to select an existing Prospect/Customer if
desired. If the sales lead is related to an existing Prospect or customer, the record number will
be listed in this section.

— Customer Information

Add Bemark E Add Appt for
for Customer Customer

First M arne I'M ﬂ ‘ﬂ

Last Mame [CHRISTIAN

Witk Phone I Cellular I

Custamer # [469 ¢ Edit Customer |

@ Add Task
for Customer

Figure: Sales Lead related to a customer
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Limited information about a new Prospect/Customer can be entered directly on this screen. This
information can then be exported to a new Prospect/Customer record or just stored in the
Salesperson up record only. The lead no longer has to be associated with a Prospect/Customer
record.

Clear Prospect/Customer
This will sever the relationship between the Sales Lead and the Customer/Prospect record. This
is only available when adding a new Sales Lead.

aa Add as
it Py

P L/Cust ﬁ Edit Customer ﬁ Edit Prospect

Add/Edit Button will display either "Add Prospect/Customer” or "Edit Prospect/Customer”
depending on if a Customer record has been related already or not. If First Name, Last Name
or Telephone numbers change during the adding or editing of the Prospect/Customer then the
Sales Lead record will be updated.

ﬁ Add as
The following list of Prospect/Customer fields will default to the Sales Lead data when adding a
new Prospect/Customer from this screen.

Salesperson
Location

Ad Source

Ad Campaign
Customer Name
Telephone 1
Telephone 2
Interest Level

If a prospect/customer is added from here, the Prospect type will automatically be “Sales
Lead” and cannot be changed.

If trying to add a Prospect/Customer record that is a duplicate of an existing one, then the user
will be notified before attempting to add a new record. If yes is answered, the software will add a
dot at the end of the name to avoid having a duplicate name.

Lead Type
These selections have been added for more detailed reporting of Sales leads. The options for
this are set in Utilities>Project Manager Set Up>Sales Lead Types.

A Sales Lead Type, IPAD, has been added to accommodate the RFMS Sales Pro Mobile IPad
module.

Location: If the lead is added via Assign Sales Leads this will be automatically filled in,
otherwise click F8 to choose a location.

Ad Source: Click F8 to choose a source from the list created in REFMS>Order
Entry>Utilities>Settings>Ad Source.

Updated 09/24/21 11



Ad Campaign: Click F8 to choose a campaign from the list created in Utilities>Project
Manager Set Up> Customer Ad Campaigns

Interest Level: Click to choose a level. An interest level of high shows as high priority in
listings.

Potential Sale: Track the potential sales dollar amount.

Salesperson: Click F8 to select a different salesperson

To Be Assigned

Sales Leads can now have a status of to be assigned.

In the Assigned to field, use the clear button and the current user becomes to be assigned.
The record status also becomes to be assigned.

Salesperson | TO BE ASSIGNED ﬂ ﬂ

dzzigned Ta | © Accepted = Requested
Salesperson Status | ¢ Declined {* ToBe Assigned

Records that are To Be Assigned will be considered to be associated with the Created by user
until it has been assigned and accepted by the assigned to user. These records will be marked
with a blue arrow on the Created by Users’ workbench and browse screens. =&,

Status

Status is no longer manually set on the add/edit Sales Lead screen. It now automated and can
be Sales Lead, QUOTE, BID PRO ESTIMATE or ORDER. This field is now read only. Sales
Lead Statuses are updated every time the Browse Sales Lead is opened or the Reports Menu is
opened.

Completed now refers to Leads that have gone to Order Status.

Outstanding - Status = Up, Quote or Bid Pro Estimate
Completed - Status = Order

Repeat Inquiry: Check this box if this is a repeat customer

Leads marked as repeat, will not be counted in sales lead counts for the Conversion of Sales
Leads to orders or Summary Overall performance reports. BidPro Estimates, Quotes or Orders
associated with repeat leads will be counted. This means if a lead opportunity happens with no
BidPro Estimate, Quotes or Order, then same person comes in again and a repeat lead is
created and a quote is related to this lead, the net count would be 1 lead with 1 quote.
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F Created | Digg YCustomer Name Salesperson Type Lost / Status A S 2

mAziz LEAD, MY NEW GORDON SALES LEAD él al | Bage: I-‘ il AGIEES: I-‘ i‘ Dowmn: I-I il Zoom: I'II]EI% Zoom
mAziz HALLwAY, GREG GORDON SALES LEAD
mAziz WARREN, GREG GORDON SALES LEAD

SALES LEAD
QUAOTE

GORDON
GORDON

GARMETT HATCHETTE
LEAD, MY MNEW

mAzM2

SALES PERFORMAHNCE: CONVERSION OF SALES LEADS TO ORDERS
Date Ranae; 010112 to 033112

Guntes &

Leads Estimates W Orders
| Although 5 leads are listed, the 3/12 My New Lead is a 4 1 25% a
repeat, so it is not re-counted. 4 ] 25% 1

Lost: For a sales lead to be considered lost it will need to be marked on the record, or meet the
criteria set for a lost lead set in Utilities>System Options>Project Manager>Sales Leads

Due Date refers to the date that the Assigned To user needs to complete the record. Sales
Leads will appear in red text on the workbench or in the browse screens if they are past due or
are due today.

By Repeat . . :
Repeat: 2 I Click the repeat button to choose an existing sales lead record to copy into
the sales lead being created. This would be the only way to create a repeat of a sales lead
record for a lead which is not a customer or a prospect.

Follow Up Reminder: A follow up reminder with date and time can be added to an up record.

Outcome Details: Allows typing in any description

Ry

In version 11.0, the Export and Relate features were moved from Browse Sales Leads to

Update Sales Lead screen, and now are all under the export button . In version 11.2 this
function was moved from the Add/Edit Sales lead main screen to the Related Quotes, Bid Pro
Estimates & Orders tab.

Order Tracking: When a sales lead is used to create an Order, Quote or Bid Pro Estimate or

. . : . . T|
is related to one of those, a tracking record is created. Click the tracking button = to see the
details. The source for these records will be listed as the customer name.
: . T
If there are no orders the tracking button on the button will be gray.
ves Browsze Order Tracking
————————
Date Time User Mame [] Tvoe )| Source Source Table Source Mame [ estination Destination T able Destination Narme |
0816410 | 245PM | KIM | [MEW | [RFMS CORE SALESPERSOM UP [A.E. SAMDERS COM| RFMS CORE ORIGINAL ORDER | CGO0O2111
Date Time serMame || Twpe I Source Source Table 5 ource Mame [ estination Diegtination Table Destination Mame |
0316M0 | 243PM [ KIM URELATE J|RFMS CORE SALESPERSON UP | MMASON AND ASST RFMS CORE QUOTE ESE02970

Figures: Tracking Record New and Related
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@ Adding Sales Lead = =] =]

Prozpect/Customer Information Details |F| . |L L tI Felated Quotes, Bid Pro Estimates & Ord I
Add Bemark - Add Appt for @ Add Task ernarks | Leads List | Related Quates, Bid Pro Estimates & Qrders
o Brospect Brospect ftor: Prospect T |

Details

This is an area to add notes specific to this lead only. They cannot be viewed via view all notes
and remarks.

Remarks

These are automatically added remarks specific to lead opportunities from the web; remarks
can be added to the Prospect/Customer that the lead is related to.

Leads List Tab
A User Defined List can be set up for processing leads. This is a separate list from the one set
for Prospects and Customers.

Utilities>Project Manager Set Up>Sales Lead User Defined Items

Set up the items in the list. When creating the list remember there will be up to 6 status
choices for these items. These items will be listed alphabetically, so numbering them is
one way keep them in a logical order. If items are added and the list needs to be
renumbered, the system will automatically change the names already in use.

Some example list items:

Took Sample

Send follow up letter

Schedule Measure

After Measure Call

Prepare Quote

Send Quote

Send Thank you letter

Projected Installation Date

©CoNoTO~®WNE

Utilities>System Options>Project Manager>Sales Leads
Set up the name for the list.

Example: Lead Check List

Set up the name for the items list

Example: Items

Set up the status choices including the default status.
Examples:

Default: To be done
Status 1: Yes

Status 2: No

Status 3: Not Applicable
Status 4: Less than 3 Mo
Status 5: More than 3 Mo
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If a status choice is changed the new label will apply to any records where that choice has
previously been used. For example if choice 2 was changed from no to maybe, anything
already set to no will be changed to maybe.

The Auto Populate button will add all active items in the list to the Sales Leads with the default
status. Change Status will toggle through the statuses set up. In the example above click
change status once to change from the default to be done, to status 1 yes.

Here is the example list auto populated and then in progress:
Felated Quotes, Bid Pro Estimates & Orders | Details | Fiemarks Leads Check List |

A 9| Bl 8 b oo

|tems Statuz

1 TOOK SAMPLE ToBe Done
2SEMD FOLLOW LUP ToBeDone
3SCHEDULE MEASURE ToBeDone
4 AFTER MEASURE CALL | ToBe Done
5 PREPARE QUOTE ToBeDone
6 SEMD QUOTE ToBeDone
7SEMD THAME YOU LETTER Tao Be Done
APROJECTED INSTALLATION ToBe Done

Figure: Sales Lead User Defined List Auto populated

elated Quotes, Bid Pro Estimates & Orders | Detailz | Femarks Leads Check List |
Auto Change
.a @ Populate Status
Iterns h Y Status |
1 TOOK SAMRLE Ves
S ke o ey
3SCHEDULE MBGSLIRE Mot Applicable
4 AFTER MEASUME CALL Mot Applicable
5 PREFARE QUOT N
E SEMD OUOTE ToBe Done
7T SEMD THAME YOU LBJTER | ToBe Dane
§ PROJECTED INSTALLAYION D Less than 3 mo
h Changing Record E
lterns [& SEND QUOTE | [ taws
Azcigned To [HENSSEE R ﬂ f* ToBeDone
) * Yes
Details -
™ No

™ Mot &pplicable
" Less than 3 mo
" More than 3 ma

g [«

Figure: Sales Lead User Defined being edited

Related Quotes, Bid Pro Estimates & Orders
This tab lists Quotes, BidPro Estimates and Orders related to the lead.

When extended view is NOT checked it only shows records that directly related to the
highlighted record. This means that the highlighted record will either be the source or the
destination in the order tracking record. When extended view is check it shows records that are
directly related to the highlighted record AND any record that is directly related to these.
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Click the View button to see the details of the record.

Order. Quote or Bid
Pro E stimate

Click the Insert button to create either an RFMS order, quote, or a
Bid Pro Estimate or sub estimate or can be related to an existing
Quote (Primary or Related), Order or Bid Pro Estimate (or sub-
estimate).

)

Click the Edit button to make changes to quotes, Bid Pro estimates
or customer orders including claims and overages.

L

Click the Export button to export the highlighted Bid Pro Estimate or
Quote to a Customer Order.

Password protection will be based on the Edit Button in Order Entry.

If an Order is part of a Billing Group and the user requests to View the Order from inside Project
Manager, the Billing Group screen will open in Read Only Mode with limited capabilities.

Billing Groups can be edited from inside Project Manager Projects and Sales Leads. Password
protection will be based on the Edit Button in Order Entry Browse Orders.

If an Order is an Overage and the user requests to View the Order from inside Project Manager,
the Overage screen will open in Read Only Mode with limited capabilities.

+ Select Export Fu..| = || =

@ Mew Quote

A Relate Sales Lead to an
4 Exigting Quote

@ Hew Order

A Relate Sales Lead to an
— | Existing Order

@ Hew Bid Pro Estimate

Relate Sales Lead to an
Existing Bid Pro E stimate

& Cancel

23

Insert is only available for sales leads which have been associated with a customer or a
prospect. (Exporting a prospect record is only available if a system option is not set to limit
guotes or estimates to Customers only.) The store for the RFMS record is determined first by
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the use the Single Store to Process for Order Entry if it exists. Otherwise it will default to the
Customer Store.

If the sales lead is not a customer or a prospect the options are:

sn Add as
[ %% Prospect/Customer  Add the sales lead information as a prospect or customer.
L Moles:
G‘— Once a Sales Lead is switched to a Customer, information can only be edited in

Order Entry/Customer

L Impart Sales Lead

Instead go directly to Customer Orders or Quotes and Import the sales
lead. This will change the status of the lead and create a tracking record.

When clicking the Insert button a pop screen will offer the following choices. Bid Pro choices
will not be enabled if user does not have Bid Pro. Relate is no longer a separate button, but a
choice from the export button.

An option to relate a Sales Lead to an existing Order was added in version 11.1. The lead must
be either a prospect or a customer for this option to be available. An Order tracking record is
added, and the lead status is changed to Order.

Export to New Quote

Export to New Related Quote

Relate to Existing Quote

Relate to Existing Order

Export to New Bid Pro Estimate

Export to New Bid Pro Sub Estimate

Relate to Existing Estimate

The Lead status will then be changed to Quote or Bid Pro Estimate as is appropriate. The email
address and ad source are exported with the sales lead.

Relating a quote or bid from a sales lead creates a record in the view related records listing in
the remote actions screen.

Depending on the choice made a screen will display allowing entry of the needed information.

If a related quote or sub-estimate is created, the browse all records screen with the appropriate
record type filter will prompt choosing a primary record. More search criteria can be entered to
further limit the choices.

User system option requirements estimated delivery date and zip code for creating quotes, will
be respected by the PM export to quote.

When a Sales Lead has been successfully exported to a new Bid Pro Estimate or Quote, after
the header record is created, the Quote or Bid Pro Estimate will open for editing.

Changes to the related Record

As of version 11.0, if the original Customer Record Type was 'SALES LEAD' then the related
Quotes, and Orders listed in the Tracking table will be updated when the Prospect/Customer is
changed.
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If the original Customer Record Type was either 'PROSPECT' or 'CUSTOMER' then a message
will display questioning whether or not the related Quotes or Orders listed in the Tracking table
should be updated when the Prospect/Customer is changed.

Quotes, Orders and Estimates fields that will be updated when the Prospect/Customer is
changed are Customer Name, Customer Full Address, Telephone 1, Telephone 2 and Email.

If the original Customer Record Type was 'PROSPECT' then a message will display questioning
whether or not the original Customer PROSPECT record should be deleted from the Customer
file when the Prospect/Customer is changed.

If a Quote or Order is related to a Sales Lead AND that Sales Lead is not related to any other
Quote or Order, then the Sales Lead Prospect/Customer will be updated when the Quote
Prospect/Customer is updated.

Record Information: This is standard information found on all PM records. Click here for
details.

Once a sales lead has been associated with a Prospect or Customer, it can be used to create a
new record.

Import Sales Lead into RFMS

While in an RFMS order or quote, a sales lead can be imported into the order or quote. For this
to be available the option Customers from Customer File only cannot be set to yes. An Order
tracking record is added, and the lead status is changed to Order.

Custamer [nformation

~SoldT  Ship To
Customer [ 30 2
[ I — [ I —
LastMame [CASH & CoRAY | [F8 LastMame [CASH & CARRY  F3]
CASH & CARRY CASH & CARRY
e E— e —
| ]
N T — N e a—
Stae[sL | Zip[35476 State [AL | Zip[35476 | A Tlear
Courty [TUSCALOOSA | Copy B County [TUSCALODSE | 4@ Copy
EMai
L Tpor Gales Lead | ZgRcredit Check | iy Exoot | of 0K | % Cancel

If an item is related to a Sales Lead record then the most recent Sales Lead record can be
viewed. For example, an order is related to a lead created on 1/12/12, when a new sales lead is
created for the same customer on 3/7/12 that lead is also shown on the order.

i RFMS Order Entry for DEMONSTRATION COMPANY ==
File Edit Reports Utilities ‘window Help Mail ‘Web Orders CCA  Mavigator

i Client M anagement Remote Actions

£t New New New New New New Sales Ordler Mumber | CG201345
L E Appt Task Letter Remark . Alert LLead E% Order Datel 02/0712

Client Management Related Records |A.dd To Project(s) |

ﬂ ﬂ Q View Record |

Type Date Created | Due Date Description Status Azsigned To Created By
SALES LEAD o1M2M2 ORDER FRED LOWE Kin
SALES LEAD 030712 SALES LEAD FRED LOYE KM
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Browse Sales Leads

L  Salesleads

The BROWSE SALES LEADS button on the main screen or on the Assign Sales Leads
screen goes to a list of assignments that have been made. Once here an assignment can be
edited or deleted.

w7000 8
— Sales Lead Filters
Customer [ Contains | Salesperson [ Fg Frivate ¥ Active ¥ Dutstanding ¥
D ate Created Iﬁ Lead Type I— ﬂ Public [V Inactive T Completed W
Lead Status Iﬁ Include Lost W
Date Created | Customer Mame Salezperzon Tupe Last # Status Fallow Up
03/08/10 HaLL, GREG BEM SCHEDULED APPT QUaTE
03/0810 SHYDER. CLARICE HOUSE BID PRO ESTIMATE
03/0810 JESSUP, BILL GORDON SALES LEAD
03/2210 AE. SAMWDERS COMSTRUCTION, IMBEM
1108410 BOOTH. JAMES BEM ORDER
11/08/10 COREIM CUSTOM HOMEBUILDERSFRED LOVE ORDER
0343011 GIRLIE. LITTLE GORDON QUOTE
0343011 SPANISH 0AKS MARK. SALES LEAD
040411 HalL, GREG. JEFF THOMPSOM SALES LEAD
04/26/11 SOUTHERM BREEZE HOMERUILDEFRED LOVE BID PRO ESTIMATE
04,2711 SNYDER. CLARICE GORDON IPAD SALES LEAD
0442911 LE&AD, SOME BEM SALES LEAD
042911 HalL, GREG. FRED LOWVE SALES LEAD
04,29/ 11 SHYDER. CLARICE FRED LOVE SALES LEAD 050517 800 Ak
04/29/11 SWINMEY, REITA FRED LOVE QUATE

If included in the filter:
Assigned to Status = Requested a Green Question mark will display.

Assigned to Status = To be assigned a Blue Arrow will display. =&l
Assigned to Status = Declined a red x will display. B<]
High Priority Items will have a red arrow displayed next to them. IE

Leads will appear in red text on the workbench or in their browse screens if they are past due or
are due today.

Inactive — Gray (Must be marked inactive on the Sales leads record)
Completed - Blue (Status = Order or Lost)

Lost — Green Also indicated with the symbol. G

When filtering by Salesperson, sales leads will display if the Salesperson is the filtered
salesperson and the Assigned to Status = Accepted or Requested.

Filters were added Outstanding and Completed
Outstanding - Status = Sales lead, Quote or Estimate
Completed - Status = Order or Lost

A new Sales lead can be added directly from this screen by clicking the insert button.
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Utilities

System Options

>Utilities>System Options>Project Manager

System Options is divided into two sections; user and administrator. The user section will

display only those options which can be changed by the individual user this list depends on the
how the administrator has defined the options.

The administrator has access to all system options
Warning l—"‘""]

l k All User Specific % alues for this Systern Option will be deleted. A new Global Systern Option will be added with the Default % alue. Continue’?

Yes | Mo |

Click here for documentation on system options in general.

Alerts
>Utilities>System Options>Project Manager>Alerts
Category-Interface

Type-Must be Assigned or User o

Filters

Select Types Select Modules Select Applies To A Select Category
Global Accounting Al =
@ Assigned @ Bid Pro @ Customers

User

Contract Pricing
E-Commerce
Human Resources

General
Letters
Microsoft/Google

Search Option Field for Text

2
Inventol Projects | ‘ f
Multiple Invoice Payment Prospects and Customers
Order Entry Reminders and Reguests
Products Sales Leads Select User
b e Leis | @

< >

< > W

Hidden Type Module Applies To Category Option Walue MNote

G Assigned Project Manager Interface

Set Up User Alerts

The actions which will create alerts for individual users can be set for all users from the
Administrative section, but it cannot be made a global type.

Check the boxes for the user to receive an alert when the action occurs to an order on which
they are the salesperson.

A single user probably would not want to receive all possible alerts as this would be too much
information to process efficiently. Instead check only the alerts relating to a specific job function.
For example; the salesperson on a job might want to get alerts when orders lines are changed
from on order to know that material has been received.

Also once alerts are turned on be sure to check and delete them regularly so they do not
become unmanageable.
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Client Management Alerts
Order Ling Status Changed From Mane [
Purchase Order - Status Edited v Order Line Status Changed From Gen PO v
Order Ling Statuz Changed From On Order [
Order Line Status Changed From Cut [
Order Line Status Changed From Reserved v
Order Line Status Changed From Delivered [
Order Line Statuz Changed From Job Cogted [
Order Line Status Changed From Staging
Customers
Allow User to Edit Customers in Project Manager
x>Utilities>System Options>PM>Customers
Category-Authorization
Type- Can be Global, Assigned or User
Type Module Applies To Category Option Value

Agsigned Project Manager Customers Authorization Allow User to Edit Customers in Project Management

This option allows specific users the ability to edit Customers in Project Manager. Fields on the
Additional Information tab are still disabled in Project Manager.

=y

"5_.:"‘ Mool s
q—' This is initially set to only be viewed/edited by an administrator.

General
>Utilities>System Options>Project Manager>General

General-Authorization
>Utilities>System Options>Project Manager>General
Category- Authorization

Type Medule Applies To Category Option Value

| & Assigned | Project Manager | General |Auth0rlzatlon | Project Management Mode User Specific Values

This is locked at type assigned. a

To set it as if it is global, simply assign all users the same value.

Sales Floor Manager
e SALES LEAD Tool: Who is next in line, Tracks store traffic, measure close ratio.

e All users will only be allowed to run in Sales Floor Manager Mode.

Retail Sales Manager

e Contact Relationship Management: This allows tracking of any type contact, prospect
or client.
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e Each user can be set to either mode Retail Sales Manager Mode or Sales Floor
Manager Mode.

Commercial Project Manager
e Project Data is any group of data that to be tracked together.

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

With the user or login licensed for lower levels, only the options for that level will be available,
the other oitions will be grayed out as shown on the file menu screenshot.
vas RFMS Client Management -

workbench
llashs
Appointments
[C5endar
[Letters

Remarks

--lﬁ.@ﬂgﬁ

Alerts

Sales Leads

B

Aszzigh Leads

Prospects & Customers

[Fontacts

Eioects

Eropest Hemmdens

TR -3

[Hrder Histony

L |

0
N

Seanch Al

Reparts

¢ @

Print Set Up

st

Figure: Licensed for Sales Floor Manager

General-Data Transfer

>Utilities>System Options>Project Manager>General
Category- Data Transfer

Type- Can be Global, Assigned or User

Type Module Applies To Category Option Value
User |Pruject Manager |Genera| ‘ Data Transfer | Use Upper and Lower Case for CSV Exports |UzEr Specific Values |
User |Project Manager |Genera| ‘ Data Transfer | Use Upper and Lower Case for Microsoft Word Mail Merge |U:er Specific Values |
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Setting these options to yes will change the case to mixed versus the default of all capitals.

No
HARDY, CHUCK

Yes

Chuck Hardy

Hardy Chevrolet
125444 Chuck Hardy Pkwy
Aflanta Ga 30303

HARDY CHEVROLET
125444 CHUCK HARDY PKWY
ATLANTA GA 30303

General-Default Filters
>Utilities>System Options>Project Manager>General
Category- Default Filters

Type- Can be Global, Assigned or User

Type Module Applies To Category Option Value
User Project Manager General Default Filters Assigned To User Only User Specific Values
User Project Manager General Default Filters Created By User Only User Specific Values
User Project Manager General Default Filters Include Active ltems User Specific Values
User Project Manager General Default Filters Include Completed ltems User Specific Values
User Project Manager General Default Filters Include Inactive ltems User Specific Values
User Project Manager General Default Filters Include Qutstanding ltems User Specific Values
User Project Manager General Default Filters Include Private ltems User Specific Values
User Project Manager General Default Filters Include Public ltems User Specific Values

These settings define the default for records included in all Project Manager browse lists except
Prospects & Customers and the Workbench. These two browses have their own settings.
When teaching the system these can be set globally so all users see the same thing, and then
changed to assigned or user. The possibilities for these options are either yes to include or no
to not include. Remember this is just the default. The items marked no can be viewed by

changing the filter.

Assigned to user only: Mark yes to see only your items.
Created by user only: Do not mark yes if others create items and assign them to you.
Include active items: Usually will be marked yes.

Include completed Items: Mark yes only if interested in historical data.
Include inactive items: Mark yes only if interested in historical data.

Include outstanding items: Usually will be marked yes.

Include private items: This would only be marked No by an administrator who only wanted

to see others items when they were included in a filter.

Include public items: This depends on how your company uses the public/private options.
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Letters

X>Utilities>System Options>Project Manager>Letters
Category Reporting

Type

User

Module

Project Manager

Applies To

Letters

Category
Reperting

Type- Can be Global, Assigned or User

Option Value

Header Image

This is the logo that will be inserted onto letters printed from PM. Changing the value allows
browsing to find the file to attach.

Microsoft Outlook
X>Utilities>System Options>Project Manager>Microsoft Outlook
Category Data Transfer

Type- Can be Global, Assigned or User

Type Module Applies To Category Option Walue
User Client k anagement Microsoft Dutlook Data Transfer Automatically Add Chi Appointments to Outlook, Yes
Uzer Client M anagenent Microzaft Dutlook Data Transfer Autormatically Add CMM Tazks to Outlook Yes
Uszer Client b anagement Microzoft Outlook Data Transfer Automatically Update and Delete CMM Appointments in Outlook | ez
Uzer Client M anagenent Microzaft Dutlook Data Transfer Automatically Update and Delete ChM Tasks in Outloak Yes
Uszer Client b anagement Microzoft Outlook Data Transfer Populate Outlook Reminder Fislds ez
User Client k anagement Microsoft Dutlook Data Transfer Synchronize ser with Outlook Yes

Figure: Outlook Options

Set this option to yes to automatically add new items entered by and assigned to the current
user to Outlook for this user.

Set this option to yes automatically add new items entered by and assigned to the current user
to Outlook for this user.

Set this option to yes to automatically apply edits and deletes to items changed in PM which
have been entered into Outlook.

Set this option to yes to automatically apply edits and deletes to items changed in PM which
have been entered into Outlook.

Setting this option to yes so will make other options available. This will synchronize with the
outlook files for this user.

Set this option to yes to export reminder information from PM to Outlook.

Items which have been sent to Outlook will have this button next to them.

Updated 09/24/21 24



To get rid of the annoying pop ups for Outlook Security install this 3rd party security software
that facilitates Allowing and Blocking specific applications for Outlook.
http://www.mapilab.com/outlook/security/

Projects
X>Utilities>System Options>Project Manager>Projects
Category Prompts

Type Module Applies To Category Opticn
Global Project Manager Projects Prompts Date Field 1
Global Project Manager Projects Prompts Date Field 2
Global Project Manager Projects Prompts Date Field 3
Global Project Manager Projects Prompts Date Field 4
Global Project Manager Projects Prompts Date Field 3
Global Project Manager Projects Prompts Date Field &
Global Project Manager Projects Prompts User Field 1
Global Project Manager Projects Prompts User Field 2
Global Project Manager Projects Prompts User Field 3

Global Project Manager Projects Prompts User Field 4

Figure: Project Prompts

Type- Can be Global, Assigned or User

Entering these labels in ALL CAPS, distinguishes them from the system set fields.

Date Labels
These are used in project data and reports. These will be the milestone dates tracked for project
steps.

User Defined Labels
These are used in project data "General Information”. Use these for any information to be
readily available about a project.
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Prospects & Customers-Default Filters

X>Utilities>System Options>Project Manager>Prospects & Customers
Category Default Filters

Type- Can be Global, Assigned or User

Type Module Applies To Category Option Value

User Project Manager Prospects and Customey Default Filters Created By User Only Mo

User Project Manager Prospects and Customey Default Filters Include Active ltems Yes

User Project Manager Prospects and Customey Default Filters Include Inactive ltems Mo

User Project Manager Prospects and Customey Default Filters Include Private ltems Yes

User Project Manager Prospects and Customey Default Filters Include Public ltems Yes

User Project Manager Prospects and Customey Default Filters Record Type All

User Project Manager Prospects and Customey Default Filters Sales Representative DEBEIE KENMNEDY
Figure: Prospect and Customer Default Filters-User Browse List

These options define the default filter for the Prospect and Customer Browse list. The list filters
can be reset but will be go back to the default settings each time the browse list is reopened.

Setting this to yes will default to only listing records created by the logged in user.

Setting this to yes will default to including active records in the listing.

Setting this to yes will default to including inactive records in the listing.

Setting this to yes will default to including private records in the listing.

Setting this to yes will default to including public records in the listing.

Select to list All records, Customers Only or Prospects Only.

Select a sales representative name to default to including only that sales representative’s
records in the list.
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Prospect & Customer Prompts
X>Utilities>System Options>Project Manager>Prospects & Customers
Category Prompts

Type- Can be Global, Assigned or User

Type Module Applies To Category Option Value

Global Project Manager Prospects and Custormnel Prompts Affiliation Affiliation Prompt
Global Project Manager Prospects and Custormel Prompts User Defined List - Description L.D. Description
Global Project Manager Prospects and Custormnel Prompts User Defined List - Field Name L5 Field Name
Global Project Manager Prospects and Custormel Prompts User Defined List - Status Choice 1 L.D. Status Choice 1
Global Project Manager Prospects and Custormnel Prompts User Defined List - Status Choice 2 U.D. Status Choice 2
Global Project Manager Prospects and Custormel Prompts User Defined List - Status Choice 3 LD, Status Choice 3
Global Project Manager Prospects and Custormnel Prompts User Defined List - Status Choice 4 U.D. Status Choice 4
Global Project Manager Prospects and Custormel Prompts User Defined List - Status Choice 5 U.D. 5tatus Choice 5
Global Project Manager Prospects and Custormnel Prompts User Defined List - Status Default Choice LD, Status Default
Global Project Manager Prospects and Customel Prompts User Field 1 L.D. User Field 1
Global Project Manager Prospects and Custormnel Prompts User Field 2 LD, User Field 2

Entering these labels in ALL CAPS, distinguishes them from the system set fields.
The prompts on these fields can be defined and used to track information.
Note these fields do not transfer to the RFMS customer record

Set the prompt for the affiliation field.

To create a custom checklist for handling sales leads complete the information in this section.

1. Give the list a name. In the example: PROSP/CUST TO DO

2. Give the items inthe list a name. In the example: PROSP/CUST TASK LIST
3. Create the items in the list.

Utilities>Project Manager Set Up>Sales Lead User Defined List ltems

4. Define the choices for the answers or outcomes to these items

In the example:

Yes

No

Not Applicable
Less than 3 Months
More than 3 Months
To Do

These fields are on the marketing tab of the Prospect & Customer Marketing Tab.

Marketing |Additi0nal Info | Sales Leadsly | Tasks | Letters | Remarks | Interoffice Mail | Check List | Record Edits |
Fecord Type |CUSTOMER J

Uzer Figid 1 | Interest Level | & None © Med
Inactive Reason A Izer Figld 2 | " Low  High
Prospect Type | Ad Campaigr | E ﬁ ‘Yearly Yolume |0
Location Ad Source | E ﬁ Profession

Gender | Male © Female

Salezperson 1
Salezperson 2

Customer Type |EUILDER
Alffiliation f

O'ears -DOB =] Fel
Age Group -
M arital Status *| Children
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Reminders & Requests
X>Utilities>System Options>Project Manager>Reminders and Requests
Category Interface

Type- Can be Global, Assigned or User

Type Module Applies To Category Option Value
User | Project Manager | Reminders and Request:{ Interface | Enable Reminders and Requests |Yes
User Project Manager Reminders and Requests Interface Sound To Play
User Project Manager Reminders and Request: Interface Play Sound No

Figure: Reminder & Request Options

Enabled: Check this box to enable the Project Manager Module Reminders function. This
does not display Outlook Reminders

Play Reminder Sound: set this to yes for an audible notification of a reminder.
Reminder sound: Browse to search for a .wav file to play for the reminder above.

e PM reminders only display when PM is open.

¢ Reminders will only display for the Assigned To user or users related to the Assigned To
user. A user would be related to the Assigned To user if the user was linked to the same
Salesperson or Worker.

¢ Reminder dates can be entered on records so that when exported to Outlook the outlook
reminder function would work, but not have this box checked. This would cause a
reminder only in Outlook, not in both software applications

Sales Leads
X>Utilities>System Options>Project Manager>Sales Leads

Sales Leads-Configuration

Type Medule Applies To Category Option Value

| & Global |Pr0ject Manager |Sa|e5 Leads | Configuration Mark Sales Leads as Lost After # Days 100

Type- Must be Global a
For a sales lead to be considered lost it will need to be marked on the record or meet the criteria
set for a lost lead set here. The Default Setting is 90 days.

Sales Leads-Default Filters
Type- Can be Global, Assigned or User

Type Module Applies To Category Option Value

l User l Project Manager lSaIes Leads lDefauIt Filters l Default Location for Manage Sales Leads l

This refers to the location for Sales Floor Manager (Sales Lead). These are not necessarily the
same as the store codes. Locations can be added, edited and deleted here as well as choosing
the location for this workstation.
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For example, for different salespersons for commercial clients and retail clients; the locations
could be commercial and retail.

Sales Leads-Prompts
Type- Can be Global, Assigned or User

Type Medule Applies To Category Option Value

Global Project Manager Sales Leads Prompts User Defined List - Description U.D. Description
Global Project Manager Sales Leads Prompts User Defined List - Field Name U.D. Field Name
Global Project Manager Sales Leads Prompts User Defined List - Status Choice 1 U.D Status Cheice 1
Global Project Manager Sales Leads Prompts User Defined List - Status Choice 2 U.D Status Cheice 2
Global Project Manager Sales Leads Prompts User Defined List - Status Choice 3 U.D Status Cheice 3
Global Project Manager Sales Leads Prompts User Defined List - Status Choice 4 U.D Status Choice 4
Global Project Manager Sales Leads Prompts User Defined List - Status Choice 5 U.D Status Choice 3
Global Project Manager Sales Leads Prompts User Defined List - Status Default Choice U.D. Status Default

i:igure: Sales Lead Prompts
To create a custom checklist for handling sales leads complete the information in this section.
1. Give the list a name. In the example: Lead To-Do
2. Give the items inthe list a name. In the example: Lead Task
3. Create the items in the list.
Utilities>Project Manager Set Up>Sales Lead User Defined List ltems
4. Define the choices for the answers or outcomes to these items
In the example:
Yes
No
Not Applicable
Less than 3 Months
More than 3 Months
To Do

Task Types
Utilities>Project Manager Set Up>Task Types
Task types is a user defined list to help with organization of Tasks.
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L Task Types El’?‘@
ﬂ (1}', _a @ @ Show Inactive []

Search Task Type

Task Type

DEMO

EMAIL

NEW TASK

OTHER

SEND INFO

e Adding Task Type (== |[=]

Task Type

Calendar Display  Exarnple

Background Color Text Color

Record Information
Date Created | 10/07/14 Inactive ||
Created By | gapRING
Date Edited | 10/07/14

Edited By | SABRIMA

W Dk & Cancel

Figure PM Task Types

Web Sales Leads (Integrates with Lead Management System)

Utilities>System Options>Project Manager>Web Sales Leads
Category-Configuration

Type Module Applies To Category Opticn Value
Global Project Manager Web Sales Leads Configuration Enable Web Sales Leads No

& Global Project Manager Web 5ales Leads Configuration Heome Phone Mapping Cell Numbe

& Global Project Manager Web 5ales Leads Configuration Meobile Phone Mapping Phone2

Global Project Manager Web Sales Leads Configuration Work Phone Mapping

Phone3

| Enable

Type- Can be Global, Assigned or User
Set this to yes to enable the Web Sales Lead capabilities.

\ Phone Mapping

Type- Must be Global &
Select where phone numbers from web leads will be inserted on the lead record.
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=" Update Systern Option Value EI

Select Value

Tele ##2
Fam

Tele #3
Tele #4

Workbench-Default Filters
Utilities>System Options>Project Manager>Workbench

Type- Can be Global, Assigned or User

Type Module Applies To Category Option Value
User Project Manager Workbench Default Filters Alerts All Qutstanding
User Project Manager Workbench Default Filters Appointments All Qutstanding
User Project Manager Workbench Default Filters Interoffice Mail Unread
User Project Manager Waorkbench Default Filters Letters All Qutstanding
User Project Manager Workbench Default Filters Sales Leads All Qutstanding
User Project Manager Workbench Default Filters Tasks All Qutstanding

Project Manager Workbench Default Filters Workflow Actions All Qutstanding

Figure: Workbench Default Filters
Choose the default settings for lists on the Workbench by clicking change value. Then use tab

or the mouse to highlight the choice. The Workbench must be closed and reopened for the
changes to be applied.

Once on the workbench the list filter can be changed, but will go back to the default settings
each time it is reopened.

[ 3 Appointments (e 5 Days \vq [ [ Tasks ' [EIDutstanding \7)} Ef] Letters ( [ATDutstanding [*D }
Appt Dats Itetelated Record | Due Date Td Record [| Lettes Diste ed Record [|
Thr_10/256/12 H 10425412 10/24A12  ELEMENT DEVELOPMENT

s u

[ 9 Alets  ([[sst50ap \vp}
Alert Date ed Record [|
10/24112
4] | )| ETE| i
[ Interoffice Mail C|\nhm< \vq [ @ Sales Lei GAHEIutslandmg \V)]
Date Sent Subject d Record | Lead Date C |
10/2412 TEST w 10/24/12
B 10/24/12

Ll | o

[ £ Workflo  ([al Dustanding v ﬂ

Action Date  Jfed Record [|

Project Manager Set Up

Project Manager>Utilities>Project Manager Set Up
Things here are unlimited lists rather than choices to be set. This makes it necessary to
configure in set up rather than options.
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‘5:} Moles: ) A .
Q_ The PM application can be resized so that other open screens on the desktop
can be viewed.

Alerts Types
Utilities>Project Manager Set Up>Alert Types
Alert types is a user defined list to help with organization of Alerts.

' Alert Types (o] = |[=]

B v _a @ @ Shaow Inactive [

Search Alert Types

Alert Type
p

' Adding Alert Type (=] ® =]

Alert Type

Record Information

Date Created | 10/07/14 Inactive []
Created By | SABRINA

Date Edited | 10/07414
Edited By | SABRINA

W Ok X Cancel

Figure PM Alert Types

Appointment Types

Utilities>Project Manager Set Up>Appointment Types

Appointment types can be defined with label, text color and background color.

When creating this list keep in mind, the appointment type can be used to filter appointments on
the appointment browse list and the calendar. It shows on the browse list but does not show on
the calendar.

Click the insert button to add a new type.
Click the edit button to make changes to a type.
Click the delete button to remove a type.

i Browse Appointment Types

ﬂ ﬂ ﬂ a Show Inactive ¥

Search Appt Type I

When adding or editing, the background and text colors can be assigned as well as changing
the label.
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vas Update Appointment Type (x|
« Save I X Cancel

Appt Type |E!IEE‘IM]EEIME

Calendar Dizplay  Example

Tewt Color

Backaground Color

This will define how that type of appointment shows on the PM calendar.

MCRE
WEEKLY MEETIM

28

Customer Ad Campaigns
Utilities>Project Manager Set Up>Customer Ad Campaigns

PM allows adding a list of promotional events for use in prospects and customers. This list is
independent of the Ad source Field in RFMS Order Entry. This list will be available when adding
a prospect through the SALES LEAD program or through contact management. The same ad
campaign cannot be added more than once; for Similar Campaigns add the date to the
description ex Spring Sale 10. If an Ad Campaign has been used on a customer record, it
should not be deleted, instead make it inactive. One suggestion is to use this field for the
specific Ad Campaign and use ad source for the media that let the client know of the Ad
campaign.

Tracking this will allow follow up marketing to people who responded to specific promotions and
track the number of leads from each promotion.

e Browse Ad Campaigns . X]
ﬂl ﬂ' @l M Active [v  Enter Text to Filter By l
Inactive [~

Description
CHRISTMAS SALE FREE RUG Wi 2 ROOMS OF HARDWOOD 1210109 12431109

vew Update Ad Campaign 1 x|

’ V' Save I X Cancel

LRI CHRIS THMAS SALE]

Start Date [12/01/09 F8

EndDate [12/31/03 3] Fe
Detais [FREE RUG W/ 2 ROOMS OF HARDWOOD

Figure: Ad Campaign Set up

A listing of ad sources can also be created in RFMS>Order Entry>Utilities>Settings>Ad Source,
giving an additional tracking field.

Customer User Defined List Items
Utilities>Project Manager Set Up>Customer User Defined List [tems
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The checklist allows creating table to track data on customers. This could be a checklist of
steps to follow, or a list of products or conditions with whether or not the customer fits that
description. A combination of item type can be used. Parts of this list are set in system options
while this is an unlimited list rather than choices to be set. This makes it necessary to configure
in set up rather than options.

PWODNE

For full deta

Give the list a description. (System Options)
Give the items in the list a field name. (System Options)

Click Customer User Defined List Items to create the items in the list.

Define the choices for the answers or outcomes to these items. (System Options)

ils on this feature, click here.

Email Templates
Utilities>Project Manager Set Up>Email Templates

For standard email messages sent on a regular basis. Templates can be used both in RFMS
and PM, PM Retail or Commercial is required to create templates.

Click the template button, the Email template browse screen displays.

MpIate INrormauon it

Type | ﬂ ﬂ [
Description

pion | = Template T o ] |

£ Show Inactive [
¥ o9 W
nail Fields Search Template Type | I
Template Type
Fram: I
INSTALL NOTICE
C= I I B Changing Te i =] |
Bee: I
Subject: I Template Type |THﬂNKS FOR DROPPING BY
Message:
Record Information
Diate Created | 0B/07/11 Ractive [
Created B
Dt [06/07/11
EditeclBy |KIM
A 4

ttachmert: I L DOk A LCancel

? ﬁ @ @ Show [nac

Description

Subject Template Type Created By

Installation in Two Business DA Floor Covering Installation INSTALL NOTICE
Follow up Email Thanks for Stopping By Our Flaorcover| TH&MNKS FOR DROPPING BY KIM
Test Test TEST KIhd
thargery [T [Ty S P R [T o SN
Meeting Larnw, L2tng Le. aimau.. Mec 1 1MG LY T T Kl o
Mare Products Here are some mare products TH&NKS FOR DROPPING BY KIM
Upcaoming Sale Come check out the Sale TH&NKS FOR DROPPING BY K
Follow Up How did we Do IMSTALL MOTICE KIrd
Day2 Reminder We wil be back. INSTALL NOTICE K
Thark. ‘You Thank. “You MEETING KIbd
v mfn] <]

Figure: Email Template Browse Screen
Click the insert or edit button. The
email template screen displays.

The Template Type is a required
field. Click F8 to select or add a type.

From the Template type screen, click
the select button to choose a type or
add/edit a type.

Next, Type in a description.
The record information on the

template and template type will be automatically generated by the system.

Check the inactive box on the template and template type to save for future use, but have it not
show on the template pick list when sending emails.
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Adding Email Template = =]
— Template Information Record Information
Type ] ra| ¢ Date Created [10/24/11 [104zam Inactive
Description | Created By [KIM
Date Edited [ 10/24/11 [ 10:42 &M
Edited By [KIM
— Email Fields
From: |
Ce: |
Bro: |
Subject: |
Message: ﬂ
— O S maitennid) D nn M B end) i g e
- . . : - ) . “ X
Attachment: | ﬂﬂ
Dk I X Cancel |

The signature and blind carbon copy on the email will be pulled from the private “configure email”
settings. An additional blind carbon copy can be set for this template.

Type in a message to be sent each time the template is used. This message can be edited or
added to when emails are sent.

Subject: This will be the subject line of each email created using the template.

Attachment: The attached file will be sent with each email created using the template.

Templates can be used to send emails to multiple prospects and customers at a time using the
Mass Email Using Template feature.

Letter Types

Utilities>Project Manager Set Up>Letter Types

The letter types are user defined. The previous list has been kept but can now be changed or
deleted unless they are in use by Letters, Letter Templates or Document History. Setting up
Project Report Templates has been moved from this tab, to the Projects Tab.

Letter Templates
Utilities>Project Manager Set Up>Letter Templates

A template can also be creating while adding a letter
Project Manager>File>Letters or Letters button on tool bar click Save as Template button.

Notice when dealing with a template, the letter icon is white. When adding a letter the icon is
gray.
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I
=7 Letter Templates

(=] ® (=]

«YyA QR @

Create Default Letter Templates

LIEMN FINAL ENT DEF&ULT  LIEN LETTER

Filters
Template Type l:l Fa

Template Mame Template Type Farmat Title ~
CHAMGE ORDER LETTER CHAMGE ORDER
GEMERAL GEMERAL LETTER
GEMERAL 1 GEMERAL LETTER
ITEM 1 - MO SALE - WO MEASURE |GEMERAL LETTER
ITEM 2 -LITTLE INT. FOLLOWUP | GEMERAL LETTER
ITEM 3 - MO MEAS 3 DAY FOLLOW | GEMERAL LETTER
ITEM 4 - HAD MEAS THaMEK YO | GEMERAL LETTER
ITEM 5 - MO SALE 2w FOLLOW |GEMERAL LETTER
ITEM E - THANE.YOL 4 PURCHASE GENERAL LETTER
LIEM LIEM LETTER wiaiver Upon Final Payrment

Ipon Final Payment

LIEM PROGRESS PAYMENT DEFAL LIEM LETTER “w'aiver and Releaze of Lien Upon Progress Pz
MOTICE FROM ICOM MWOTICE LETTER Hr.

FROJECT LETTER MWOTICE LETTER NOTICE

REQUEST CERT IMSURANCE DEF4 INSURANCE LETTER Fiequest for Certificate of Insurance

REQUEST CERTIFICATE OF INSUR INSURANCE LETTER IMSURANCE

I4 44 4+ kr ¢kl £ > W

Figure: Browse Letter Templates

This will be used to set defaults for specific types of letters. The defaults will be used when
creating a new letter but can be edited when printing a specific letter. Letter types are user

defined.

Click the edit button to add this information initially or to change it later.

Below shows the Request for Information Screen:

[ Changing Template

Template Type [LIEN | F8 M jlil_zl ~
Template Nome TIN5 EFAL M8 Sans Serd <181y 18]
Date Edied [12/27/16 Edited By [SYSTEM ] WAIVER AND RELEASE OF LIEN *
Tile [Waiver and Fielease Upon Final Payment ]
Netes UPON FINAL PAYMENT

The undersigned lienor, in consideration of the final

paymentof  $Click here to enter text

Aitention | paid by Enter your information

Salutation |

Hereby waives and releases its lien and right to

Regarding |waiver and Release Upon Final Payment

Sent By |

furnished by  Enter your information

Sent By Tille |
|
P5 Hotes

J
J
J
Closing | ] claim for Iabor, services or materials
J
]
]

onthejobof Enter your information

to the following property ~ Enter your information

Dated on Enter your information.

v

V' Ok X Cancel

Figure: Add/Edit Letter Template

Complete as little or as much of the default information and fill in the rest at the time letters are

created.
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%—1 “** The attention, regarding and CC fields do not automatically include the leading
indicators of attn, re or cc on the letter so these fields may be used as custom fields.

It is possible to create multiple versions of letters by clicking the Insert button.

1. Choose the Letter Type

2. Template Name: Give it a description. In the example above the Name: Certificate of
Insurance specifies the type of Request for Information. Duplicate Template names are
not allowed. Then complete the default information for this or letter.

Location

Utilities>Project Manager Set Up>Locations
Click the insert button to add a location for the Sales Lead Module

An unlimited number of locations are possible. Once a salesperson is tied to a location, the
location cannot be deleted. These locations are not necessarily the RFMS Store listings. In
RFMS core a store usually refers to a profit center whereas this would be a physical location or
group of people. There is a system option for the default location for a certain workstation.

Project Status
Utilities>Project Manager Set Up>Project Status

This information is used in the Project data and can be defined as needed. An example list is
included. If a project status has been used on a project record, do not delete it but instead make
it inactive.

e Browse Project Statuses I

ﬂ ﬂ ﬂ ﬂ Show Inactive [
Order |Pmiect Slalusl
|+

|Pr0jed Statuz | Circler |

INSTALLATION SCHEDULED

Bl ACCEPTEDJCOMNFIRMED

CHANGE CRDER

MATERIALS ORDERED

INSTALLATICN M PROGRESS

BILLIMNG 1M PROGRESS

JOB COMPLETEDJFIRAL BILL SUBMITTED
BIDPROPOEAL CREATED

BIC SUBMITTED

4 | |

Figure: Browse Project Status
The order of the status list can be changed. To change the order of the statuses, highlight the
status to move then click on the up or down arrow until it is in the desired position.

O [0 |00 == O | Qo e

-
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Statuses entered prior to Version 10.5.5 will all default to being number 1. Our suggestion is to
write the status list in the desired order. Then starting with item last on the list, down arrow until
its number corresponds to the highest number. Then do the same with the next to the last item.

Project Types
Utilities>Project Manager Set Up>Prospect Types

A project can be a group of any related records. Since this is the case, more than one kind of
project is possible. In Set Up, the list of project types for use in the project area is user
definable. Types are listed alphabetically.

Click the insert button to add a new type.
Click the edit button to make changes to a type.
Click the delete button to remove a type.

v Browse Project Types x|

ﬂ ﬂ ﬁ ﬂ Show Inactive ¥

Search Project Type SUB

Froject Type |

APARTMENT

Figure: Sample Project Types

Project Report Templates
Utilities>Project Manager Set Up>Project Report Templates

[WReport Templates ________________ @mEQ|
m7H 90 @
— Filters
Template Type | ﬂ

Template Mame Template Type Farmat Title

PROPOSAL REFORT FROPOSAL
REQLUEST REGQUEST REFORT REQUEST
REQUEST FOR INFORMATION PROPOSAL REFORT REQUEST FOR INFORMATION
TRANSMITTAL TRAMSMITTAL / SUBMITTAL REFORT TRAMSMITTAL
e ] 4] |

Figure: Report Template Browse Screen

This will be used to set defaults for specific types of project reports. The defaults will be used
when creating a new report but can be edited when printing a specific report. There multiple
predefined report types: PROPOSAL, REQUEST, CHANGE ORDER, TRANSMITTAL /
SUBMITTAL.

Click the edit button to add this information initially or to change it later. Below shows the
Request for Information Default Screen:

Updated 09/24/21 38



= Adding Template

Template Type |EHANGE ORDER

ﬂ

Template Name [ADDITIOMNAL MATERIAL

Diate Edited [02/06/12 Edited By [KIM

Title [CHANGE ORDER

Header Nates [Due to the factors listed below additional material is needed. ;I

He:ader Line 1 |

He:ader Line 2 |

Hesader Line 3 |

Foater Line 1 |

Footer Line 2 |

Foater Line 3 |

Foater Line 4 |

Foater Motes

Figure: Adding a Report Template

Complete as little or as much of the default information and fill in the rest at the time letters are

created.

It is possible to create multiple versions of reports and letters by clicking the Insert button.

1. Use F8to choose the Report Type. This is required.

2. Use the Template name to give it a description. In the example above the Template
Name Additional Material specifies the type of Change Order. Duplicate Names are not
allowed. Then complete the rest of the default information for this report or letter. Name

is also required.

3. In reports after choosing the type, in this case Change Order, choose the report name.

< Project Reports for 11.2 UPDATE

=[O

] @ V¥ Preview  Output To

& Printer ¢ Emall PFOF ¢ PDF ¢ MS%'word © M5 Excel|

' Proposal (& Change Order |

General Proposals & Changs Orders |Baseline I Transmittals, Submittals & Requests |

Clutput Directory [Kim. R FMS_COMMy D ocuments EI

Select Report Template

Select Quote, Bid Pro Estimat  — Filters

eIl
NI !
Template Tipe I ﬂ

Template Mame

Template Type

Format

Title |

ADDITIONAL MATERIAL
CH&MGE ORDER

CHANGE ORDER
CHANGE ORDER

REFORT
REFORT

CHANGE ORDER

CHANGE ORDER

Figure: Choosing a Report Template
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Project Workflow Actions

Utilities>Project Manager Set Up>Project Workflow Actions

The name of this feature has been changed to more accurately reflect its purpose. Workflow
actions do more than just “remind” the user, they actually drive a project’s workflow by
specifying when certain actions should take place. Prior to version 11.2, project workflow
actions told the actions which needed to be done, but these actions records had to be manually
created. Now actionable items can be created directly from project workflow actions.

This is where actions which will apply to a type of project rather than just a specific project can
be set up. Actions are set for a project type then inherited each time a project of that type is
added.

=% Project Work Flow Actions M= B3 I
EXIT
w7000 8
~ Filters
Search Fields | Cortains | Project Type [AFARTMENT ﬂ

Lead Date To Use Lead Days

APARTMEMT

1T R I S T | |
Click the insert button to create a new action.

Adding or Editing a General Action

i Adding Workflow Action HE E3
SET UP FOR ALL PROJECTS — Lead D ate Uszed to Calculate Action Date
€ First Sehedule Pro Line Install Date € Last Schedule Pro Line Install Date
€ First Header Order Date € Last Header Order Date
Fraiect Type | ﬂ " First Header Est Del Date " Last Header Est Del Date
State I— Leave Blank for all states " First Header Delivery D ate " Last Header Delivery Date
€ First Header Invoice Date € Last Header Invoice Date
. " First Order Line Est Del Date " Last Order Line Est Del Date
acticy I € First Prowider Iretallation Date © Last Provider Installation Date
Action Type I
P EEH;QJEDSETATUS e Ffrst Q.uote Dat?T  Date 1
€ First Bid Pro Estimate Date  Date 2
Outzome Type ?EEEWTMENT © Firgt Proposal Report D ate  Date3
LETTER " Project Estimate D ate  Date 4
REMARE. .
REPORT &' Project Start Date " Date§
SEMD DOCUMENT " Project Complete Date  Dateb
OTHER
) Lead Diaps I—D Megative = Days BEefore Date
Details
;I — Record Infarmatian
Date Created | 02/08/12 [ 11:45 AM ™ Inactive
Created By [KIM
Date Edited | 02708412 [ 11:45 AM
ﬂ Edited By [KIM
« Dk 4 Cancel

Figure: Project Workflow Action Set up Screen
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Project Workflow Action Set Up Record Field Definitions:

Choose a project type by clicking F8 and selecting from the drop down list. If the same action
is used for multiple project types it must be set up for each project type.

Enter a single state or leave blank for all states. Workflow Action will only be generated for
Projects where the Primary Customer State matches.

Action — Enter a description of action to be taken. This is a required field, it will display on the
Work Flow Action Browse list.

Action Type - In addition to generating a Workflow Action record, certain Action Types also do
additional actions when the Workflow Action record is marked Completed.

Change Status - Project Status Changed

Appointment - Creates Appointment; an Appointment Type is also required.

Task - Creates Task; a Task Type is also required.

Letter - Creates Letter; a Letter Type is required and Letter Template can also be
entered.

Remark - Creates Remark; a Remark Type is also required.

Report - Print Project Report; a Report Type is also required and Report Template can
also be entered.

Send Document - Creates Project Document History for PDF and can be emailed; a pdf
file can be attached

Other - No Additional Actions

Assigned To - This Workflow Action Assigned to field will default to this selection. For Projects
the choices are Project Salesperson, Project Manager, and Project Created By. If assigned to
Project Salesperson or Project Manager and none is listed on the project, the assigned to will be
“to be assigned”.

Outcome Type- Different Action Types will require information here. For example, if the Action
Type is Task, a task type will be required here.

Details - Populates the corresponding Details field on the created record.

Automatically Create Task on Action Date — Checking this box means that on the action
date the workflow action will automatically convert from a workflow action with a date based on
a lead date that could change to a specific action with a specific date. Until the action date, the
record remains a workflow action. This applies to Action Types APPOINTMENT, TASK,
LETTER, REMARK and CHANGE STATUS.

Example: For Tasks, this would mean that the Task record would be created and the Workflow
Action would be marked completed on the action date.

If a Workflow Action is set to Automatically Do the Outcome on Action Date, then the Assigned

to Status for the Outcome record will be set to Requested. This will prevent the assigned
person from missing the record.
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Select Date or Event to Use to Calculate Action Date- More date options have been added
including the user defined dates.

Events have been added as an option for creating actions. These include every new quote,
every new bid or every new order added to a project. For example with every new Bid Pro
Estimate added to a project a task to make a call to confirm the receipt of the estimate could be
added.

Inactive - Marking this Inactive will delete existing Outstanding Workflow Action records on
projects but will not delete Completed ones. Workflow Action records will no longer be
generated for this Workflow Action Set Up record.

A reminder will automatically be created for the workflow action for 8:00 AM on the action date.
This will cause the workflow action to display on the Reminders and Requests Screen if it is
Outstanding, Assigned to the User and has an active reminder. Workflow actions are no longer
separate reminders.

Project Work Flow Actions Browse Screen

Actions for all projects can be viewed from Project Manager Module>File>Project Workflow
Actions or Project Work Flow Actions button on tool bar.

Actions for a specific project can be viewed from Projects>Select Project>Project Work Flow
Actions button.

Prospect Types

Utilities>Project Manager Set Up>Prospect Types

Prospect types can be added and defined here. This information can then be added to each
prospect or customer. If a prospect type has been used on a prospect record, it should not be
deleted, instead make it inactive. This field is available on the Prospects & Customers reports.

vas Browse Prospect Types x|

ﬂ ﬂ ﬁ ﬂ Show Inactive [~

Search Prozpect Type I

Prospect Type

DIRECT MAIL
REFERRAL
SALESPERZON LIP
ALK M

Figure: Browse Prospect Types
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Remark Types
Utilities>Project Manager Set Up>Remark Types

These remark types are available on the A/R Report, A/R Collections and Ageing Reports in

RFMS and as filters for Customer Orders and Quotes.
X

«f Save I X Cancel |

General | Users and Alerte  Appointments & Remarks |Sa\espelson Ups | Prospect & Customerl Projects | Report & Letter Defaults | Zip Code Flegionsl

Appointment Types

ves Browse Hemark Types B3
ExT Show Inactive [~
w 09l o
Bemark Types
Search Remark Type I

Remark Type

The remark type will also display on Browse Remarks and can be used as a filter.

Remarks P =] B i
EXIT -
- 709008 e
— Filters =
Search Fields Contains | Remark Type |SF'EEIAL INSTRUCTION ﬂ Private W
Femark D ate I vl Public
Femark Date | Created By Femark Fiemark Type elated Record Fielated Record Type |
094610 kI KIM Emailed Contact ILLCREST MIDDLE SCHOOL PROJECT

1 R I S e i

By default Remarks cannot be edited and cannot be deleted. Although the Remark cannot be

edited or deleted it can still be marked Inactive or Use as Template in Project Manager.

This can be changed by checking the Allow users without administrative rights to edit and

delete remarks box. Users with Administrative rights will be able to edit and delete Remarks

regardless of this setting.

Appointments & Remarks |

Appointment Types |

Bemark Types |
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The company address from the appointment related record is now going to populate the location
field in outlook.

i) = * ¥ |5
i
Appointment | Inset  Format Text
1 % G calendar ﬁ =5 ] - 2"
[ = show as: | Free -
M we= X Delete = A
Save & Invite lAppointment|Scheduling || & Reminder. |15 minutes - | Recurrence
Close Attendees bg Forward ~ Assistant
Actions Show Option
=
Subject:  [Test Appointment l
@tmn‘ [3073 PALISADES COURT, TUSCALOOSA AL 35405 ) (
Start time: [Fri3/30/2012 =| [Booam =| T A day event
End time: [Fri 3/30/2012 x| [Fo0am =l
g‘-‘w‘-‘1--‘\-"z-w.-wa-w.w-aw-.w [

RFMS, INC.
3073 PALISADES COURT

TUSCALOOSA AL 35405
205-553-5257
205-554-1864

@rfms.com

@rms.com

Sales Leads Types
Utilities>Project Manager Set Up>Sales Lead Types

This information can then be added to each prospect or customer. If a sales lead type has been

used on a record, it should not be deleted, instead make it inactive. This field is available on the
Prospects & Customers reports.

# Salez Lead Types !E

Show Inactive [
LA SN IS
Search Sales Lead Type I

Sales Lead Type

EXIT

QUTGOING CALL
SCHEDULED APPT
ALK IN

Figure: Sales Lead Types List

Sales Lead User Defined List Items

Utilities>Project Manager Set Up>Sales Lead User Defined List ltems

To create a custom checklist for handling sales leads complete the information in this section.
1. Give the list a description. (System Options)

2. Give the items in the list a field name. (System Options)
3. Click the Sales Leads Items button to create the items in the list.

4. Define the choices for the answers or outcomes to these items. (System Options)
For a more detailed description of this feature, click here.
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Users
Utilities>Project Manager Set Up> Users

General | Client Management Alerts |

Metwork Computer Mame |swade

Lirk to Salesperson | SANDRA WADE ﬂ ﬁ
Link to Worker [SANDFA WADE Fa| ¢
User Status | AVa4|LABLE ﬂ

ChM Administrative Rights v

This screen allows associating either a Salesman or a Worker or both to a screen name. This is
because the screen name comes from the user’s log in name, but the alerts are tied to the
record from either the RFMS Salesperson file or RFMS worker file. This screen also allows
specifying which system events send an alert. This is a public screen so all users can be set up
here.

Type the first letter of the user name and then scroll to the exact user name. Click on the Pencil
to edit the existing information. Users that come from the RFMS list which won’t be used in PM
can be deleted. User Status will tie to the SALES LEAD system as a notification of a user’'s
current status. A pick list is provided for the user status. See Changing User Status, for
directions on changing this status more quickly.

Checking the Administrative Rights box will allow that user to be able to view all public and
private records and will be able to change the viewing rights of any record. If this user is linked
to other network computers they will have administrative rights no matter which computer they
use. See System Options to temporarily choose whether or not to see everyone’s records.

Synchronize Uzers Warning x

! If thiz Salesperzon or Worker iz linked to other networked computers, these changes will be made for all thelinked computers. Continue?

o

EES Notes:
él ° It is highly recommended that the edit button on the Set Up, User Settings and
alerts tab be password protected because of this change.

Linking Multiple Computers to One User
For those who use more than one computer, each of those Computer User names can be linked
to one PM identity.
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In the example below Mike uses both the computers named Mikec and Plasma. By entering the

same Salesperson and Worker Name for both these Network Computer names they have been
linked together.

va Update System Settings I

o Save I X Cancel

General Users and &lerts |

k] sl

Network Computer Name Salesperson Name Wwhorker Name Uzer Status [« |
| ieff

kirn

Private

Prozpect
Parameters

Types

SHLE [
Campaigns

Project | Checklist
Status Setup

krizzy
mark
al,

MIKE MICHAEL MAILEBLE

nahcy

| plasma MIEE MICHAEL AMAILABLE

recephion
Stezt

Stephen

| Stephenttdl

Stephentitd2

T 2l

Figure: Users and Alerts Tab

Viewing Rights - An internal list of user names is created for the current user comprising of all
their Network Names, Salesperson Names and Worker Names for all of their linked computers.
So that the private records will be the same no matter which computer is used.

On the Browse user screen, this will show as network name-Multiple Computers. This screen
replaces the select user drop down list, which displayed only the single user names requiring
choosing between the names if a user had multiple computer log ins.

e Browse User Statuses

@ Change User Status

Metwork Mame Salezpersan Mame Wworker Mame Uzer Status |
FULTIPLE COMPUTE| MANCY REGAMN MANLCY REGAM OTHER

When Mike was linked to the second computer the messages below notified us that when either
of these machines logs in Mike will be the salesperson.

Synchronize Users B2

! "_\ Thiz Salesperson iz linked to another computer alzo. Data will be updated to match that record.

Synchronize Uzers Warning

I If this Salesperson or Worker i inked to other networked computers, these changes will be made for all thelinked computers. Continue?
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Zip Code Regions
Utilities>Project Manager Set Up>Zip Code Regions
Prospects & Customers can be filtered by a user defined region. Define the region name, and

then add the zip codes separated by a comma. Region filtering will only look at first 5 digits of
the prospect/customer zip code.

Zip Code Regions |

alE 8

R eqgion M ane

ATLANTA

« Save I X Cancel

Region Name [ATLANTA

Zip Codes (303013, 30304, 30305, 30306, 30307, 30309 =

Mote: Enter Zip Codes zseparated by a comma. Do not use quotes.

Figure: Zip Code Region

View User Status
Project Manager>Utilities>Users

This screen allows changing user status.

Highlight the user to change, and then click the Change User Status Button. This brings up a
box allowing a new user status to be chosen. This browse box is sorted by the network user
name.

Import
Project Manager>Utilities>Import

(Y

Importing data to Project Manager
Data can be imported from other software via a .csv or .xIs file.

As of version 11.2 The Import into Prospect and Customer now allows bringing in Yearly

Volume, Profession, Marital Status (M or S), Children (number of children) and Gender
(M or F).
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Prepping an Excel document for import

% Notes:

1.

Important Note: When importing email addresses, hyperlinks cannot be imported. To
remove the hyperlinks use the following technique:
i. Type the number 1 in a blank cell, and right-click the cell.

ii. Click Copy on the shortcut menu.

iii. While pressing CTRL, select all the cells with the hyperlink.

iv. Click Paste Special on the Edit menu.

v. Under Operation, click multiply and then click OK.

vi. Note: This will put a 0 in blank cells, use find/replace to fix.

If the excel document has data in 2 fields for the customer name (first name and last name)
the data will need to be merged together before it can be brought into the customer name
field in RFMS. This is one way to do this in excel.

Use a formula to merge the data from 2 fields together into one field. The formula is: =A2
&', '& Al. Find more information on this in excel, searching on combine data from 2 cells.

Make sure there are not empty formatted cells off to the right or below the desired data.
i. Select just the cells to import.
ii. Copy and paste into a new excel document.

Clear Formats — Select entire grid and do Edit/Clear/Formats

Formatting - Select entire grid and use Format/Cells to set the following.
i. Number Format = Text
ii. Wrap Text = No
iii. Horizontal Layout = Left

Salesperson —to bring in a salesperson with the data enter a column for this information in
the spreadsheet. Make sure the name matches exactly to the salesperson name from
RFMS by going to RFMS>Order Entry>Utilities>Set Up>Sales Representatives. Copy and
paste the name from the file.

i Browse Sales Representatives
ﬁ 7 @ % a I Shaow [nactive

Sales Representatives |

iearchl—
Salesmé il|
:m General |
FRED
e Sales Aepresentative [EEN —
JEFFq  Defaul Comm Schd [00T - RETAIL K11 )
J0HN [ Inactive
KIMEE 7 Ok | X cencel |
taRE:
MIKE 001 - RETAIL
MNANCY SMITH 001 - RETAIL
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Import Into

Preview Browse | First import the information to a preview screen. Click he button and then
find the file for import. Make sure the file is closed while it is being imported then double click on
the file to select it. Depending on the size of the data, this may take a while. Click Ok to start the
process.

Select a File to Import. N ﬂﬂ

Laok in: IQ My Prospects j & T

Figure: Import File
The result will be a preview of the data.

REIES

Import Into Please review documentation for the best way to format data BEFORE importing.
RFMS Database

EXIT Import Into

Preview Browse

Import Preview

A B C 1] E F G H
ember orkPhone Address Clity State Zip Code Proprigtor Pl
| Prospect & RAB-5E1-2121 BEO E D owling Anchorage AR 99518 Al Bell 907-561-21
| Prospect B ARR-333-2442 4850 Stine Rd B akersfield Ca 93313 Charles bartin FR1-833-80
| Praspect C BA5-324-1922 1922 Clavis due Clawiz CA 93612 John Horowitz 5h5-298-99
Prozpect D 5AE-226-3939 3845 N Blackstone Fresno Ca, 93726 John Horowitz 553-230-12
Prozpect E 5hE-276-4222 4433w/, Shaw Fresno Ca, g3v22 John Horowitz 553-276-65

Figure: Import Preview Screen

Now tell PM how to treat the data.
—Select Table and Defaults

Import Ta Table |pHUSPEETS &

v Field Mames in First Fiow
¥ {Copy Sold Ta 55 Ship T

Default Stare I" " ﬂ

Default Frospect Type | RETAIL

Default Customer Type | FETAILINSTALL

BNk

Default &d Source ||_|5T BROKER

Import to Table: currently only Prospects are allowed.

Field Names in First Row: Check this if the first row of the data has column headings like the
one above.

Copy Sold To >>>Ship To: Check this to have both addresses the same
The entire list will be added to the default store chosen.

Choose the value for Prospect Type; Customer Type (this is a required field) and Ad Source.
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PM uses the Customer Type and Sold to Name to look for duplicate records. A duplicate record
will be added to the list with a number at the end of the name. (Example Construction Company,

Construction Company 1)

Now match the records in the data (shown as Column) to the fields in PM (shown as field).

In the Map Fields section, highlight the column in the data, then double click to bring up the list

of Prospect fields.

ng &3 Select Field

=T

T

John

Horwitz

John

Horwitz

Y

Chuck.

Yan led.

Sam

Fiowilar

D avid

oLiglas

Ray

ouglas

Field

Eill

ichol

Conway

Feldmar

Ship To Business

Alan

Fimer

Ship Ta City

Patrick

Elpachs

Joe

Payne

Ship To Country

# [« HL R ERRERER]

Ship To Mame

M arshall

Wi mizhay
-

Ship To State

|

Ship ToZip

Sold To Address 1

I Colurit N
g

L—""

4“5

e {50 Ta Address 2

Sold To Business

Sold To City

—x|=[m[m]

— |Sold To Country

Sold To Mame

|

Sold To State

Sold ToZip

TaxlD

L Ddnl o0 1

Figure: Mapping Data to Fields

Column A (Name) can be put into Sold to Name so double click on sold to name or click the

select button. Next Colum B in the data is work phone, so double click with column B highlighted

and find the work phone field and select it. Skip a column to not map it to a field.

The data is required to have a Customer Type and a Sold to Name.

Field Coumn [«
Sold To Mame A
Whark Phone B b
Sold To Address 1 [
Sold To City D
Sold To State E
Sold To Zip F
Contact 1 G
H

A

Figure: Example Mapped Fields

Updated 09/24/21

50



- Map Fields
4 Move Field Up

% Move Field Down

é{é Clear

ﬁ Beszet Field
M apping

Figure: Map Fields Options

In case a field was mapped incorrectly, there are options for changing the mapping. For
example, if fax was accidently mapped to column I instead of J, simply highlight the row and
click Move Field Down. To remove the field name, click Clear. To remove all the field names,
click Reset Field Mapping.

Import Into

RFMS Database | \\hen ready, click the import data button. Depending again on the size of
the list this may take a while. When it is completed, a message will be displayed indicating the
import was successful.

Calculator
This functions the same in all REMS Modules, click here for details.

Calendar
This functions the same in all RFMS Modules, click here for details.

Reset Windows Position
This functions the same in all RFMS Modules, click here for details.

Project Manager Remote Actions

Remote action is the way to connect records and activities in other parts of RFMS with the
Project Manager Module.

]
The PM button Iﬁ in any RFMS Menu allows access to the PM Remote Actions Screen for
any highlighted record. This button can be password protected. If the button appears as above
no PM information has yet been created. Clicking on the button, allows the highlighted record to
be added to a project, have an alert, appointment, task, or remark added or letter can be related
to it.

é\l Hotes:
¢ Remote Actions such as adding tasks do not sync with outlook. This can only be done
inside the Project Manager Main Application.
¢ Reminders only work if the Project Manager Main Application is open.
e Opening remote actions does not count against the Project Manager user count
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https://rfmsinc.zendesk.com/hc/en-us/articles/202172978-Calculator
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https://rfmsinc.zendesk.com/hc/en-us/articles/201877827-Calendar-and-Dates
https://rfmsinc.zendesk.com/hc/en-us/articles/201877827-Calendar-and-Dates
https://rfmsinc.zendesk.com/hc/en-us/articles/115015978148-General-Features-Reset-Windows-Position
https://rfmsinc.zendesk.com/hc/en-us/articles/115015978148-General-Features-Reset-Windows-Position

e The following actions are not available in the Remote Actions update screens:
1. Selecting or Viewing a Related Record.

2. Adding additional Tasks, Appointments or Remarks for the Related Record.

van Client M anagement Remole Actions

& =0ix]
Exi New New New Hew ¢ New Hew Sales e J . Order Mumber [CG102525
- 2 Appt B Task Letter Bemark - Alert Lead B Y DiderDate[oaren
Client Management Related Records |Add To Project(s} | ) by
= @ } “ C& View Record

Type Date Description Status Aszigned To Cregted By ’ |
APPOINTMENT 1002041 MEETING SCHEDULED FRED LOWE ]
REMARK - CRDER 04181 Called if paryment not in by 420 start o ] N
REMARK - CRDER 047201 Remark ] -

Figure: PM Record viewed from BCOE

Templates created for these types of records in PM can be used in a remote action.

Update Remark =1 |
Remark Information Related To
Remark Type [EOLLECTION NOTE Record Type [ORIGINAL OFDER
. ) Order # |EG1 02626
£rmnarl
Business [LEPIANKA, RON
Contact
e, il -
| | \ - _— | | aiplate i . ny " |
E Import Remark | o Dk | # LCancel

When it is highlighted in yellow, Mthere is already activity or a record associated in PM with the
highlighted record. For these records related PM records can also be viewed and edited. If an
item is private it will show for the record creator and if different, the person it is assigned to and
the administrator on the view related screen. Records can be edited from the remote actions
screens. Highlight the record to edit from the View Related Records Tab, and then click the edit
button.

When adding a remark via RFMS in BCOE or a Quote, it can be added to the selected order,
selected customer or both. Adding to both will require clicking the add remark button twice.

Thiz iz a remark

o

:{) Relate Remark To™

Customer |

Figure: Remark to Order or Customer?

When adding an order to a project that belongs to a billing group to a project, a message will
display asking if all related billing group orders would also be added to the project.
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PROJECT MAME S e T

WWEST BEND DEVELC LG Rl

_‘_-?') Thiz order is part of a biling group. Add all related billing group orders?

o |

Figure: Remote Actions/ Add to Project Screen

View Related Records |Add To Project(s) | Add Hew Action f|

Description
PR T UPDATE ME

For Orders, Quotes and Estimates, View Related Records will also show remarks and alerts for
the customer.
Type Date

REMARK - ORDER 0E£25M10
REMARK - CUSTOMER 0551 4009

= Client Management Remote Actions _ ||:||1|
Hew New New New New I New Sales I Customer [BARTON CONSTRUCTI
E Appt @ Task Letter Remark . Alert L Lead E%

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

ﬂ ﬂ Q View Record |

Type Diate Drescription Status Azzigned To Created By |
SALES LEAD 030511 SALES LEAD ]

[0 ] I S I e i

EXIT

From the Remote Actions screen, a sales lead record can be viewed or edited.

o= Client Management Remote Ac =101

= Wiy e £ s Customer[&.E_ S4NDERS CONSTRU

View Related Records |.m.1 lew Action for Customer | Add To Project(s) |
2] —%Iﬁ 2 view Record
Type [oate [ Deseription Assigned To [ Created By
SaLl P losizaro | EEN [

[ Undate Salesperson Up

[ o | ¢ o

0 1

Prospect/Customer  Checklist
ﬁ Auto Change

First Name 1] ) e Populate Status

Lest Name [£.E. SANDERS CONSTRUCTION, INC [Tem [Status 1

Wtk Phone 250517222
sl g L

) = N

I sws
3

0 [ — |
H P | ~Follow Up
) | Salesperson [GEN g Reminder On [~
g g! et o Follow Up Dete B
) 4 Ad Souce Iz Follow Lp Tine 1
0 | AdCampsion [ g ~Record Information
15 4 Inactive [
H b Date Cieated [ 05720710 | 1250 PH
3 4 Interest L CrestedBy [l
H E ’7 & Nore  Low © Medum  High ‘ »
: E Date Edted [0/ [257 P

Polertisl S

H 3| PolertalSae RepeatInquiy [ Lost [ T
i {f|Batesme BetaiE] VieningRights © Fiivale @ Fubli

Figure: Sales Lead viewed PM Remote Actions.
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View Related Records now has color coding and a status column.
Inactive - Gray
Completed - Blue (Status = Order)

High Priority — Red Arrow @
Red (Follow Up = True and Date is Today or Past Due)
Lost - Green

PM Integration

A sales lead can now be entered from a customer record.

Order Entry>Customers>PM Remote Actions>New Sales Lead Button or
Order Entry>Customers>Edit>Project Manager> New Sales Lead Button

e Client Management Remote Actions

o/ x|

EXIT

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

New New New New New I New Sales I Customner [BARTON CONSTRUCTI
E Appt @ Task Letter Remark ? Alert L Lead
:.":l @l Q View Record |

Type Diate: De=scription Status Azzigned To Created By |
SALES LEAD 050511 SALES LEAD ]
[0 I I 1 I e i

If an item is related to a Sales Lead record then the most recent Sales Lead record can be

viewed. For example, an order is related to a lead created on 1/12/12, when a new sales lead is

created for the same record on 3/7/12 that lead is also shown on the order.

i RFMS Order Entiy for DEMONSTRATION COMPANY M=
File Edit Reports Utlites Window Help Mail WebOrders CCA  Mavigator
i Client Management Remote Actions 9 =]
Ean New New New New New Hew Sales [ Order Number [CG201345
| g Appt @ Task Letter Remark *  Alert LLead| EE Order Date [ 0370712
Client Management Related Records |Add To Project(s) I
2 | @l Q\ View Record |
Type Date Created | Due Date Description Status Azsigned To Crested By
SALES LEAD o1H212 ORDER FRED LOWE Kin
SALES LEAD 030712 SALES LEAD FRED LOVE kv

Sales leads can now be imported into a quote or order. This will change the status of the lead

and create a tracking record the next time the Browse Sales Lead screen is opened. For this

to be available the system option Customers from Customer File only cannot be set to yes.
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Cusztomer Information |

—Sold To —ShipTa
Customer # I—SD jJ
First Name | First Mame |
Last Name [CASH & CARAY 3| Last Name [CASH & CARFY Fg
CaSH & CARRY CASH & CARRY
Address #1 | Address #] |
#2| #2 |
City [CASH & CARAY ) City [CASH & CARRY Fa|
State IAL— Zip IW State IAL— Zip IW W Clear I
Courty |TUSEALDUSA Copy !I County ITUSEALDDSA 4 Copy I
EMail|
L ivport §aies Lead ) BZBCredi Check. | fif Ewpot | of OK | % cancel

Viewing RFMS Information

Anywhere costs would be shown in PM, they will not show if the System Option "Show Costs"
system option is set to no.

When a quote is entered in Sales Pro Mobile and exported to RFMS quotes a sales lead is

created in PM, so it is not necessary or desired to enter the lead first into PM. PM General
Record Fields

Every record (Contact/Task/Letter etc.) created in PM will have the basic options and
format as below.

PM Commonly Used Buttons
Enter a new record.

Edit a record.

Deletes the record.

w) el

Clears a field.

Resets the filter.

}gm

X Cancel Cancel the current procedure. Could be shown without the word cancel.

Hitting the combination of ALT + the underlined letter is the same as clicking on the button

In this example hit Alt+M to access Interoffice Mail.
Hitting enter on a highlighted record in a list will open the add/edit screen.
Inactive and completed records on a list will be shown in

Many of the record types in PM have the same basic information as shown on the example
appointment screen.
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i Adding Appointment

—Appointment Information
Appointment ||
Type | ﬂ
Azsigned Ta [FRED LOVE ﬂ
Locatian |
Detailz ;I

[ -]
Start Time I 'I
End Timel .I

' Scheduled ¢ Meed ToReschedule ¢ Completed
" Tentative € Follow UpMNeeded ¢ Canceled

Reminder [~ Datel 3: El Timel v[

E Import Appointment

Appt D ate | 3: F&

Statuz

Related To

Record Type [ORIGINAL ORDER

Order # |EG‘I 02626

Business [LEFIANKA, RON

Contact |

Fhone #'s | 205-792-6038

EMail |

-Record Information

Drate Created | 04,2011

Created By |K|M
Date Edited | 04/20/11

Edited By [KIM

Wiesing Rights @ Private
Usze Az Template [~

&+ Public

0k

I 3
Inactive [~
A Cancel

Figure: General PM Record

Import: Allows using a template record to pre-fill many of the fields.

Appointment: The first field allows typing in a general description of the record.
Assigned to: Clicking F8 pulls from the Browse Users list to allow assignment to any user.

When a task is assigned to another user it becomes private to both the assigned and assignee.

When assigning a record to a user and the browse users box displays, the current user will be

indicated with a green check mark.

Details: Type in a more detailed description

Location: This field is only for appointments

Related To This option allows connecting data throughout the system. For example a call may

be related to a particular customer. Pressing F8 here brings up the Browse all screen. See

more details on this under the description of the_ Search All Function.

The ability to add appointments, tasks and remarks from the following update screens has been
added. This will add a new appointment/task/remark for the Related To record. The update task
screen has been used as an example. Clicking the add task button will bring up the add task

screen with the same related record.

Update Appointment
Update Task

Update Remark

Update Salesperson Up
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E Changing Task
T ask Information Related To
LR |NO THER REMINDER] ' Add Remark | Add Appt | B Follow Up Task "
Assigned To [KIM F: —T
g I = Record Type | ﬂ g
Details | x|

Figure: Update Task screen as an example

Date: Here, as with all date fields in RFMS, hit the @ key to fill in today’s date, type in a

date, use the up and down arrows to move the date on day at a time or hit . to bring up a
calendar and then choose the date.

Much of the Record Information is automatically updated by the software:
Date/Time Created

Created By

Date/Time Edited

Edited by

Check to make a record inactive.

Choose the Viewing Rights as either Private or Public. If a job is marked Private, it will now be
private not only to the “Created By” user. It includes the user that the item is assigned to, as
follows:

Moisture Tests: Created By & Tested By

Letters: Created By & Sent By

Appointments, Tasks, and Alerts: Created By & Assigned To

Sales Lead: Created By & Salesperson

This has the effect of creating a private record between the Created By user and the Assigned
To user.

This is very important as each person will be able to view only their own private records plus all
public records. A search within each record type will allow choosing to view only private
records or only public records or both. If a record begins as public only the record creator or the
administrator can change it to private.

These new records will default to public:

Appointments Projects

Alerts (All System Generate Alerts are public) Project Tests

Letters Prospects (All Customers are Public)
Tasks Contacts

Remarks Salesperson Sales Lead
Templates

There are 2 types of templates in Project Manager.

1. Project Report & Letter Templates - These are stored in a separate template table that can
be viewed and edited from Utilities>Project Manager Set Up>Letter Templates and
Utilities>Project Manager Set Up>Project Report Templates. Letter and Project Report
Templates serve as a framework which will have specific information about the related project or
record added to it to create a report or letter. These were called defaults in the past.
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Letter Templates can be saved by using the Save as Template button in the Update Letter
screen. To use an existing Letter Template when writing a new letter, select one of the choices
in the Letter Type / Select Letter Template box.

Save Az Template

2. Appointment, Task, Alert, Remark and Project Tests - These are not stored in a separate

template table. Check the Use as Template box |Use As Template |_|to indicate that the record can
be imported into another record of the same type. These templates serve as a reusable piece of
information which will be added to a specific record. To select an existing template to use, click

@ Import Task Template

the Import Template button at the bottom of the update screen.

Record Templates

A record can be made into a template and then import it whenever needed to create a new
task. One example could be a template task to call customer to confirm installation next
business day.

Create a template record by entering it as any other record then mark it as a template. Then it
will be available when the Import template button is clicked.

Import Tazk
When the Import Template Button Template is clicked, choose from the list of records that
have been created as templates and those details will automatically be pulled into the new
record.

e Browsze Task Templates

Figure: Example Template Record

Edit Menu
Project Manager>File>Screen Name>Edit

Once other screens are open, the edit menu has the same options as that screen’s toolbar. For
example the only tools on the Workbench toolbar and Project Manager>File>Workbench>Edit
or Workbench button on tool bar>Edit are:

Change: Change the highlighted record.

Refresh: Update the workbench with the latest information.
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Filters and Searches throughout PM
Set the default for each user under Utilities>System Options>General>

Category Default Filters.

Module Applies To Category Option Yalue
Client Management General Default Filters Azzigned Ta User Only Mo
Client Management General Default Filters Created By Uszer Only Ho
Client Management General Default Filters Include Active lkems ez
Client Management General Default Filters Include Completed Items Yes
Client Management General Detault Filters Include Inactive [tems Mo
Client Management General Diefault Filters Include Dutstanding ltems Yes
Client Management General Diefault Filters Include Private ltems Yes
Client Management General Default Filters Include Public Iterms Yes

Figure General Default Filters

On each record browse list specify the records to see by checking the options. It is not required
to choose between the options. For example choose to see private only, public only or both
private and public. Records that are “Completed” will display in blue and “Inactive” will display
in gray.

Search Fields

This will search the fields in the alert for the value typed. Click the button to the right to change
from Contains to Starts with. Hover the mouse over the empty field to see exactly what fields

are being searched in each browse. Contsins | Assigne

|Search the Task and Detail fislds. |
By typing in a few letters or numbers bring up everything that contains that sequence, there is
no need for * or %. The exception to this is Order History; a specific order is being sought. lItis
not necessary to enter CG or ES to search for orders or quotes.

& Prospects 8 Customers

e Add Item == CSY Export [ ] Mail Merge
| w .a & @ @ .@ for Tagged furTagged Tagged

Prozpect & Customer Filters

s State Customer Type @ Salesperson

Search Flegion [+] Prospect Tpe @ Created By

Addr 1 FPhone Ad Source @ Edited By

Ciy Cus # Ad Campain ®  EdtDae
Customer Mame 5 Mame Type Address 1 City State Businesz Sale

JOMES P 45 ARCADIA DR TUSCaLO05A sl

AD.&MS,JM@S} ADAMS,J.&@ P | 3306 VERSAILLES L TUSCALOOSA AL
==

Figure: Example Text Search Results
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Since all orders in a billing group are related, when searching for one order in a billing group
all of the orders in that group will be listed. This is indicated by the BG as the type.

Orders, Quotes and Estimates T View All I o View I
L Noles ! “ Record
Type | trivNum | Customer | Ship Name | Ordar Date | Est Dol Date| Delivery Date |

BG - ORIGINAL ORDER CHI00056 | SMITH CONS TRUCTION. INC SMITH CONSTRAUCTION, ING_03/02/09
BG - ORIGINAL ORDER CGS00050 ' SMITH CONSTRUCTION, INC SMITH CONSTRUCTION, INC  03/02/03
86 - ORIGINAL ORDER | CGS00055  SMITH CONSTRUCTION, INC SMITH CONSTRUCTION, INC 02/02/03 | L el el ]

030503

Figure: Example Billing Group Orders

Ctrl-S can be used as a search option in these lists:
Remark Type

Sales Leads Types

Prospect Types

Appointment Types

Project Types

Filter Dates

On Records that use dates, for example, Alerts, filtering by date is an option. Click on the down
arrow next to the date field and these options are displayed:

Goes by the computer date
: Sunday through Saturday

: The calendar month, so on the 1% of the month only records for that day
would be shown.

: The past Sunday through Saturday, so for example on Saturday the 19™, the last
week filter will start on the Sunday the 7%.

: The last calendar month. So even in the middle of the current month, this filter
will show records from the whole prior month.

: The last calendar year.

Simply enter the desired start and end date. Here, as with all date fields in RFMS,

hit the key to fill in today’s date, type in a date, use the up and down arrows to move the
date on day at a time or hit F8 to bring up a calendar and then choose the date.

bas SELECT DATE RANGE

Start Date [ 05/23/10 2| 8
End Date [ 03/z3/10 3| F8

Browse Screens
The Project, Prospect & Customer and Contact update screens are very similar.

The column headings including date fields can be used to sort the list.
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Sorting is not possible in:
View Order History
Browse All records.

A series of tabs along the bottom allows access to additional and historical information. The font
color of the tab will turn red if there are records meeting the following conditions:

Related Records - Any Exist
Appointments - Outstanding
Tasks - Outstanding

Letters - Drafts

Remarks - Any Exist

Mail - Unread

Tests - Any Exist

History - Any EXxist

Record Edits - Any Exist

Right Clicking on most full browse screens (not the workbench) allows these actions.

Selent Change- Brings up the highlighted record for editing.

Change Reset Filters- Sets the filters on the browse back to the default
Refresh- Refreshes the data listed on the browse to include any
recent changes.

Rezet Filterz
Refresh F5 Key

Due Date refers to the date that the Assigned To user needs to complete the item.
For Appointments the Appointment Date is considered to be the Due Date.

For Interoffice Mail the Reply By Date is considered to be the Due Date.

Due dates can be manually added to: Alerts, Letters, Sales Leads, and Tasks.

Items will appear in red text on the workbench or in their browse screens if they are past due or
are due today.

Items can be either Active or Inactive. For Interoffice Mail an item is considered to be Inactive if
it has been deleted.

Additional Related Records I ﬁppointmentsl Tasksl Letters I Remarks I Intercffice Mail | Tests Feport Histary |F|ec:0rd Editsl

2 View PDF |

Date Created | Time Created | Created By Feport Tupe Humber | Description Detailz
222/ [} FROPOSAL PROFPOSAL CGA00104
FROPOSAL PROFPDSAL CGI00104

& Al Proposals ) Transmittals € Requests

tarketing | Additional Customer Inh:ul Contacts | Appaintments I Tasksl Letters I Femarks Interoffice Mail | Status/Steps/Product | Fecord E dits

Send New Interoffice Mail

22 View Mail

Al © Last 7 Days © 10 Mozt Recent
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Appointments
Tasks

Letters
Remarks

Interoffice Malil
Sending new and viewing previously sent mail related to this record can be done from this tab.

Record Edits

Marketing Information

Additional Information

Related Contacts

Checklist Information (Status/Steps)

Tests
Report History

E-Mailing from PM
{&| Email |

An external email can be sent through outlook directly to a contact, prospect or customer. If the
email address is in the file it will automatically fill that in. If an email address has been entered in
the system options, it will automatically be entered into the CC: field in the email software.

A remark will be added to the record history when an external email is sent.

4
i

) Note (s . .
qﬁ; This is not related to the internal RFMS Mail.

Completing a PM Record

Marking a record completed will remove it from the outstanding list and remove any reminders
associated with it.

The completed status of an item can have several stages depending on the type of item.
Alerts - Not Started, In Progress, Completed

Appointments - Scheduled, Completed, Tentative, Need To Reschedule, Follow Up Needed,
Cancelled - Appointment is considered to be completed if it is marked completed or cancelled.
Any reminders will be cancelled also.

Letters - Draft or Sent - Letter is considered completed when marked Sent.

Tasks - Completed or Not Completed
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Interoffice Mail - Read, Not Read or Deleted - Message is considered to be completed if it has
been Read or Deleted. Deleting a mail message cancels the reminder.

Sales Leads - Up, Quote, Bid Pro Estimate or Order - Sales Lead is considered to be completed
if either an Order has been created for or it is marked Lost.

Project Tests - Completed or Not Completed

To Be Assigned

Records can now have a status of to be assigned.

In the Assigned to field, use the clear button and the current user becomes to be assigned.
The record status also becomes to be assigned.

Salesperson [T BE ASSIGNED 3| #

dzzigned To | © Accepted = Requested
Salesperson Status | ¢ Declined % ToBe Assighed

Items that are To Be Assigned will be considered to be associated with the Created By user
until it has been assigned and accepted by the Assigned To user. These records will be marked
with a blue arrow on the Created by Users’ workbench. =#l

This can be used with Tasks, Appointments, Letters, Alerts or Sales Leads.

Assigning Items
The process of users assigning items to other users has been enhanced.

Assigned To refers to the user that is currently responsible for the item.
The To field in Interoffice Mail is considered to be the Assigned To user.
The Salesperson in Sales Leads is considered to be the Assigned To user.

For Alerts, Appointments, Tasks, Letters & Project Tests the field is displayed as Assigned To.

Filtering by Assigned To

o Items will display if they are EITHER
= Assigned To the filtered user and the Assigned To Status = Accepted/Requested OR
= Created By the filtered user and the Assigned To Status = Declined/To Be Assigned.

Records can now have a status of to be assigned.
In the Assigned to field, use the clear button and the current user becomes to be assigned.
The record status also becomes to be assigned.

Salesperson [T BE ASSIGNED 3| #

dzzigned To | © Accepted = Requested
Salesperson Status | ¢ Declined % ToPBe Assigned
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Items that are To Be Assigned will be considered to be associated with the Created By user
until it has been assigned and accepted by the assigned to user. These records will be marked
with a blue arrow on the Created by Users’ workbench. =],

This can be used with Tasks, Appointments, Letters, Alerts or Sales Leads.

Click F8 to get a list of names for the assignment.
The item gets the status Requested until the assigned user either accepts or Declines the task.

t Task Status

Aszigned To [MNADMI ﬂ ﬂ

Azsigned To | € Accepted i+ Reguested
Status | Declined = ToBe Azsigned

The green question mark indicates to the assigned user an item has been requested.
This displays in the Workbench and in item browses. In Reminders & Requests screen, the
type will be Request.

The assigned user can accept or decline the request in any of these 3 places.

1. Inthe workbench, right click to bring up the options or double click to bring up the
update screen.

2. In abrowse list, double click to bring up the update screen. Do not make other changes
to the record if declining as the changes will be overwritten with the decline.

3. Inthe Reminders & Requests screen, buttons will display allowing the assigned user
to either accept or decline the request.

Accepting or declining changes the assigned to status appropriately.

Declining still leaves the requested name until it is changed.

&4 The Red X indicates to the assigning user that the requested item has been declined.
This displays in the Workbench and in item browses. In Reminders & Requests screen, the
type will be Request Declined.

System Generated Alerts will automatically set the Assigned to Status to Accepted. The alert
cannot be declined, but can be assigned to another user.

Internal mail is considered requested, and will display the B in the workbench, if a reply is
required but has not been sent. Otherwise the message will be considered accepted.

Due Date refers to the date that the Assigned To user needs to complete the item.
For Appointments the Appointment Date is considered to be the Due Date.

For Interoffice Mail the Reply By Date is considered to be the Due Date.

Due dates can be manually added to: Alerts, Letters, Sales Leads, and Tasks.

Items will appear in red text on the workbench or in the browse screens if they are past due or
are due today.
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Reminders & Requests

This screen is set to display initially 15 seconds after Project Manager opens if reminders exist.
After that the system will run a check every 2 minutes to see if any new reminders need to be
displayed.

To Set up Reminders go to Utilities>System Options>Project Manager>Reminders and
Requests>...

Reminder Settings

Interoffice Malil
Mail to which a reminder has been added will be included.

Requests
The Reminders Screen has been changed to Reminders and Requests; this is in conjunction

with the changes in assigning items. See assigning items for details.

Items requested by other users of you will be listed in this box waiting to be accepted or
declined. If an item is declined a Request Declined record will display in Created By user's
Reminders & Requests screen. The requesting user can then open the item and decide what to
do with the item then.

To set a reminder for a PM record, check the reminder box and then enter the Reminder Date
and Time. Currently reminders are available on Tasks, Appointments, Letters, Alerts, Sales
leads and Project Tests and Received Interoffice mail.

Fieminder v Datel 2413410 3: ﬂ TiITIEI 2:00 &M ﬂ

=

Reminders & Requests

[= = ]=]

Description

Type

OTHER

Related Record Mame

Related Record

Category
REMINDER

Due Date 6

05/08/15

@ PUBLISH MEW OTHER 141 PROJECT REMINDER 0541814

@ START REGRESSION OTHER 141 PROJECT REMINDER 04430414

@ TENT DATE WEBINARS OTHER 141 PROJECT REMINDER 0514414

1 TEST 20027 CaLL CUSTOMER REQUEST 09/29/14

L ¢ DICKEY. ROD DICKEY,. ROD FROSPECT REQUEST

® ORDER LINE STATUS CHANGE CG400950-1 ORDER LIME REMINDER

® ORDER LINE STATUS CHANGE CG400951-1 ORDER LIME REMINDER

® ORDER LINE STATUS CHANGE CG400950-1 ORDER LIME REMINDER

® ORDER LINE STATUS CHANGE CG400951-1 ORDER LIME REMINDER

® ORDER LINE STATUS CHANGE CG400950-1 ORDER LIME REMINDER

® ORDER LINE STATUS CHANGE CG400951-1 ORDER LIME REMINDER

® ORDER LINE STATUS CHANGE CG400950-1 ORDER LIME REMINDER

® ORDER LINE STATUS CHANGE CG400950-1 ORDER LIME REMINDER

® ORDER LINE STATUS CHANGE CG400950-1 ORDER LIME REMINDER

® ORDER LINE STATUS CHANGE CG400950-1 ORDER LIME REMINDER

® ORDER LINE STATUS CHANGE CG400950-1 ORDER LIME REMINDER

s To il <~ T T > v
Dismiss Dizmiss All Snooze Snooze All @ Open  Close

Figure: PM Reminders & Requests Browse

The reminder date and time will work in PM, and can optionally be sent to Outlook (see below.)
If Turn on Project Manager reminders is checked in settings they will work in PM.
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PM reminders only display when PM is open.
Reminders set in outlook will not transfer to PM.

If a reminder date is selected then the reminder check box will automatically be marked true. If
reminder is unchecked, then the reminder date and time fields are disabled.

If a reminder date is selected and the reminder time is blank then it will automatically default to
8:00 AM.

An appointment, Task, alert or interoffice mail which is marked completed or inactive, cancelled
or deleted will also satisfy a reminder on the record. Marking to be rescheduled will not satisfy
the reminder.

Records that are both Outstanding and Active and meet one of the following 4 criteria will
display:

1. Assigned To current user and Assigned To Status is Requested.

2. Assigned To current user, Assigned To Status is Accepted and Reminder Date/Time is
activated.

3. Created By the current user and Assigned To Status is Declined.

4. Created By the current user, Assigned To Status is To Be Assigned and Reminder
Date/Time is activated.

Snoozing Reminders
If the desired reminder is not highlighted then highlight it. Click the Snooze button and select a
time to snooze.

The reminders and request screen now has an option to snooze all reminders at once. While
this does not snooze the requests, the screen will remain open in the background without
popping back up when another screen is selected. To get back to the Screen go to the
Windows menu, then click on Reminders & Requests in the listing of open screens.

ﬂindn%ﬂelp Mail Mavigator

Tile
LCazcade

Arrange |cong

1 Waorkbench for FRED LOWE
| 2 Reminders & Requests |
v 3 Calendar

Inactive Reminders
If the reminder box is not checked then the reminder date and time fields are disabled.

Remindsr [ Reminder Date |09/27/10 EI Reminder HeminderDalel U827 3: ﬂ
Freminder Time I—'I:DE = ﬂ Reminder Time I 1:05 PM ﬂ

Figure: Disabled Reminder and Enabled Reminder
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Integration with Outlook

PM has the capability to integrate with MS Outlook. Tasks and Appointments that are added in
PM can be added to Outlook as well. This is a “one-way Street,” and any task or appointment
that should show both in PM and Outlook should be first added and then edited in PM.

Deletions in PM: When deleted in PM the item will be moved to the Outlook deleted folder.
Items in the outlook deleted folder can still be updated.

Changes must be made in PM, not outlook.

The following fields are added/updated in Outlook from PM.

Outlook Task/Appointment Field

Project Manager Field

Subject
Body

Priority

Location (Appointments)

Start Date/Time Appointments

Start Date

Due Date

Reminder On/Off
Reminder Date
Reminder Time
Reminder Play Sound
Reminder Sound File
Creation Date
Creation Time
Modification Date

Modification Time

Task/Appointment

Details

Related Record Information

Priority

Location (Appointments)

Appointment Date Start Time

Required for Synchronization of Appointments

Start Date (Tasks)

Due Date (Tasks)

Reminder

Reminder Date

Reminder Time

Reminder Play Sound *As set in PM System options
Reminder Sound File *As set in PM System Options
Date Created

Set to Current Computer Time

Dated Edited

Set to Current Computer Time
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Due today.
Subject:  [MY APPOINTMENT
Subject: |TEsTTASK
Location: [FAVORITE PLACE
Start date:  |Wed 11/2/2011 =] status: |met started Start time: [T 11/2/2011 =] [rs0am = T anaaye
Due date: [wed1trz/2011 =] Priority: |H'9h :I' % Col | End time: [Thu 11/3/2011 =] 1200 Fm =l
¥ Reminder: [Wedii2201 7| [z00 Pma jﬁoE"':"'%"':"'?"""'3."'!"".‘
E"""'i"'""2"""'3""""*" DETAILS
FIRST LAST
DETAILS COMPANY
NEW HOMEBUYER ADDRESS
ADVANTAGE REALTY
1641 N. MCFARLAND BLVD. CITY ST
TUSCALOOSA AL 111-111-1111
222-222-2222
205-353-5257 email

Figure: Sample Task and Appointment created from PM
The following are the conditions of the synchronization:

When adding, updating or deleting a task or appointment, if the following conditions are met, the
item will be added, updated or deleted in the users’ outlook file automatically:

Synchronize Outlook is enabled for the users.

Automatically Add item is enabled for the users. (Added only)

Automatically Update/Delete item is enabled (Updated or Deleted only)

User is not in Project Manager Remote Actions.

Item is assigned to user and Status is accepted.

Item exists in users outlook file. (Updated or Deleted)

Item is either no longer assigned to user or the Status is not Accepted. (Deleted only)

When a task or appointments is deleted from the browse list if the following conditions are met,
the item will be deleted from the users outlook file automatically:

Synchronize Outlook is enabled for the user.
Automatically Update/Delete item is enabled for the user.
User is not in Project Manager Remote Actions.

Item exists in users outlook file.

When in the task or appointments browse list and add to outlook button | q is used, if the
following conditions are met, the item will be added to the users outlook file:

Synchronize Outlook is enabled for the user.
Automatically Add item is enabled for the user.
User is not in Project Manager Remote Actions.
Item is assigned to user and Status is accepted.

NOTE: At this time, using the short cut to accept an Item using the right click on the
Workbench will not automatically add it to the user’s outlook files.

Items which have been sent to Outlook will have this button next to them. | ‘-‘T]

Adding PM Items to Outlook
1. Automatically: Set the Outlook Setting as described above for all new items to be
automatically added to Outlook
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2. Manually: In the Tasks browse or the Appointments browse highlight the record to add

and Click the Add to Outlook buttonL:

Outlook Security Software

To get rid of the annoying pop ups for Outlook Security install this 3™ party security software that
will allow Allowing and Blocking specific applications for Outlook
http://www.mapilab.com/outlook/security/

View Related Record

Q

This screen is accessible from Order History or anywhere an order, quote or bid is the primary
or additional related record.

This information is pulled from the customer order that was highlighted when the View Related
Record button was clicked.

Information available about the record includes:
Tracking information
History
Custom Notes
Internal Notes
Images
If a note or picture is attached, the words on the button will be in red.

The order lines can be sorted by either line number or line status. If a quote is used as a related
record and then later deleted, the message No Related Record will display.

ves Yiew Order - ORIGINAL ORDER
| W e, | O e, | B Vvt | B Mo | B Ve | 688 mages
Ship To Lot Inf i
5 WA G Custamer [BROWN, CHRISTIE Y
Address | Address |4'| 00 LakKE POINT DR Black I—
. e —
it} 1y
State | Zip | State [AL Zip | Fhase
County | County |
— Order Inf ki —Dates — Order Total
Store [ Biling Group ™ Customer Type [REFAIR Dider Date [07/27/95 | M aterial 0.00
Order # | CGS00105 Salespersan 1 [LEWIS Measuie Date I— Labar I—UUD
JOB InFDIW Salesparson 2| EstDelDate I— Misc Charges I—UUU
PO Murber I— Ad SUUICEI Delivery Date IW Sales Tax I—UUD
Order TPDEI— Contract Type | Bill Date: |D1 PEINEE] Misc Tan | 0.00
work Phone IW Service foenng' Lpcebas |D1 (kT Order Total 0.00
Celllar [554.8531 | Email[ o T Balancz [ 0o
— Onginal Order Lines =

Line # |Slalus| VYiew Line Notes @ Line Images |
| Linﬂ F'C|| Roll/ltem # || Styledltem || CDIorf’Desd| ‘width || Length | Guantity | Units | Price | Line Totﬂﬁus || Est Del Date_l

Figure: View order screen
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Tracking

Users will be able to browse Order Tracking information on every record insert made into
Orders, Quotes and Bid Pro Estimates.

Information being tracked is ...

Date Created
Time Created
Machine Name
User Name

Source (Manual Insert, Web, Link, NHMS, etc...)

Source Table

Source Record Sequence Number
Source Description (application creating the insert)

Destination Table

Destination Record Sequence Number

Order Tracking Information will only be fully populated from 10.6 install date forward.

Click the Order tracking button to see the history.

If there are no orders the T will be white.

Tl Browse Order Tracking Hiztory

Diate Tirne User Mame Tupe Description Source

Source Table Source Mame Destination Destination Table | Destination MName

03/30410 | 341 PM |RFMSLOGON MEW SHOEVELOPMENTSWOL UNENOWN

RFMS CORE BID PRO ESTIMATJE1O00SE

RSN | 341 PR (KIM MFW FxPORT RID PR FSTIRFMS CORF
4

RID PRN FSTIMALIFON0AR RFRS CORF NRIGINAL NROFACEON 23

-]

Figure: Order Tracking History Screen

Duplicate Record/Deleting Checking

The program has been updated to either prevent or warn users when duplicates are being

added in certain fields.

Location Field Reason

Utilities>Project Manager Set | Description This is how variations of the same
Up>Letter Templates reports are distinguished
Utilities>Project Manager Description This is how variations of the same

Set Up>Project Report letters are distinguished

Templates.

Utilities>Project Manager Description For Similar Campaigns add the date to

Set Up>Customer Ad
Campaigns

the Description ex Spring Sale 09
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Deleting a Record

If these record types are being used a message
indicating that the record should be made inactive
instead of deleting will display.

Utilities>Project Manager Set Up>Sales Lead Locations -
warning if being used in the salesperson Sales Lead lists

Utilities>Project Manager Set Up>Checklist - warning if being
used in a customer checklist

Utilities>Project Manager Set Up>Ad Campaigns - warning if
being used by a customer

Utilities>Project Manager Set Up>Prospect Types - warning if
being used by a customer

Utilities>Project Manager Set Up>Project Status - warning if
being used by a project

PM Record Types

Workbench

Project Manager>File>Workbench or Workbench button on tool bar

i

The Project Manager Workbench is like a user's master to do list. Every item is not listed
on the workbench, but the main action items are. For example items assigned to you will be
listed on the workbench, but to see items you have assigned to other users, which have not
been accepted, go to the item browse screen.

The format of the Workbench has been changed. The workbench now has a mini browse of PM
actions. The browses displayed depend on the Project Manager Mode. The browse currently
being worked with is outlined with a blue line.

A

FS
St Use the F5 Key or to refresh the workbench to include recent changes. The browses
will also automatically refresh every 60 seconds.

If password protection is added to the individual browses for Insert, Change and Delete, then
the user will be required to enter the password when doing these actions from the workbench.
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= Workbench for =+ . ===

S 33k My Status |'wITH CLIENT F8 }
=7 Appointments 2l Dutstanding w [ @ Tasks All Outstanding W ] -Leltels All Dutstanding v }
Appt Date Item Felated Record Due Date Task Felated Record Letter Date Letter Type Felated Record
? Mo 09/29/14 10:00]  TEST 20027 TEST TASK
0430/ START REGRESSI14.1

4
4 TENT DATE WEEI{14.1
05/12/14 PUBLISH MEW 141
4 AMOTHER TEST

< > L4 > < >
{ Interoffice Mail Irbiox v} [ L Sales Leads Al Outstanding " ] { @ Alens Al Outstanding "
Drate Sent Subject Related Record Lead Date Customer Alert Date Alert Related Record A

02413414 ORDER LINE STAT CG400:

02413414 ORDER LIME STAT CG400951

02/13/14 ORDER LIME STAT CG400350

02/13/14 ORDER LINE STAT CG400951

0241314 ORDER LINE STAT CG400350

02413414 ORDER LINE STAT CG 400951

02/14/14 ORDER LINE STAT CG400:

02/14/14 ORDER LIME STAT CG400950

02/14/14 ORDER LIME STAT CG400350

02/14/14 ORDER LINE STAT CG400350

02/14/14 ORDER LINE STAT CG400350

02/14/14 ORDER LINE S5TAT CG400350

0241414 ORDER LIME 5TAT CG400950

02/14/14 ORDER LIME STAT CG400350

02/14/14 ORDER LINE STAT CG400350

03/26/14 ORDER LINE STAT CG400550 - 2
< > < > < > v

Items displayed on the Workbench meet the following 4 criteria:

Item must not be completed.

Item must be Active.

Item date falls in the date range selected.

One of the following must be true:

Item is Assigned To the current user and Assigned To Status = Accepted
Item is Assigned To the current user and Assigned To Status = Requested
Item is Created By the current user and Assigned To Status = Declined

Item is Created By the current user and Assigned To Status = To Be Assigned
For an administrator to see other’s items, they must go to the full browse lists.

PWODNE

Note: If a date range is selected that includes past dates, only Outstanding and Active Items
that fall in the date range will be displayed.

Item Dates:

Appointment = Appointment Date
Tasks = Due Date

Letter = Letter Date

Alerts = Alert Date Created

Interoffice Mail = Date Sent

Sales Leads = Lead Date Created
Project Workflow Actions = Action Date
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What do you want to see

Filters

Each area has a drop down list to specify which records will be displayed on the browse. The
options for each record type are:

Filters for All Filters for Interoffice Mail:
All Outstanding Inbox
Today Unread
Custom Last 5 Days
Filters for Appointments, Tasks, Letters Custom
& Project Workflow Actions: Enter a starting and ending date to create a
Today & Tomorrow range.
Next 5 Days
Filters for Alerts & Sales Leads: StartDate [ 10/14/11 3 F|
Last 5 Days EndDate[ 7712717 =1, FB
Over 5 Days Old

4] High Priority Items will be displayed with a Red Up Arrow icon next to the item.

Items that are either past due or due today will be displayed in red text.
Interoffice Mail Items listed in red have a reply requested with status reply not sent.
The date for past due or today for letters, sales leads and alerts refers to the Due Date
which is different than the date listed on the workbench of Letter Date, Lead Date and

Alert Date.
=#1.  Items to be assigned will be displayed with a blue right arrow.
B4. A declined item will be marked with a red x.

B The green question mark indicates to the assigned user an item has been requested.

Insert Records

Click the insert button on the Workbench Tool bar to add a new record. A box displays allowing
a choice of what type of record to add.

s Customize = Alert
4& Workbench = .
Appointrment
[ Ej Appointments All Outstanding lnter':'fﬁ':e M E“I
|ADDt Date Item Related Record Letter
FOLLOW UP SURVE[APLIN, GORDOM
04/01/¢ REYIE PLANS Sales Lead
04,03/ STATUS CHECK
04722/ WACATION TIME DU Task
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Change your Status

Click F8 next to the My Status field and select a status.

** My Status |BL|5Y
sl - Select User Status [ "4

E&IT (w)
|

Statuz

TTER

RANTY
RANTY ey E‘

WVACATION
wisFRar | WITH CLIENT

ERLINE £ [1a]aa] « v [rr| 1]

T
ml

e

ER T ;bIAIIL,L:UUZ'IbU-Z

Working with Highlighted Records

Edit Screens

Highlight a record in any of the lists on the workbench and Double Click on it. This will bring up
the edit screen for that particular record type.

Right Click or Hit Context Menu Key |@ then the underlined letter.

These are short cuts which do not require actually opening the record. Highlight a browse in the
workbench and then a record in any of the lists on the workbench and Double Click on it or hit
the context menu key. Accepting an item using the right click feature on the workbench will not
automatically add/update/delete the item from the user’s outlook files. The following actions are
possible depending on the record type.

Hew

Edit

Azzign

Mark Completed
Delete

Wiew Related Becord

Add T ask for Project
Edit Praject

Updated 09/24/21

New Item

Edit ltem

Assign Item (Not applicable for Interoffice Mail)

Mark Item Completed (Not applicable for Sales Leads)
Delete Item

Accept Item

Decline Item

View Related Record

Add Task for Project - (Project Workflow Actions Only)
Edit Project - (Project Workflow Actions Only)
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Interoffice Mail
Project Manager>Mail

Interoffice Mail |

The ability to generate and send mail from one user to another within the RFMS Application is
available from any RFMS module. This system is basically used for tracking information on
specific orders, inventory records, payables, etc. Only those users who have logged into the
RFMS application will be available for email. Once a user logs into the RFMS application, their
user name will be available in the user list.

When a message is received, a notification box is displayed no matter which module in the
RFMS system is opened. The word Mail will also be in bold until open messages have been
checked.

H

Figure Mail Notification
If not already open, open Inter office mail.

i &k [t
e

+ e —
e | Reply | Fonaard | Fead

Figure: RFMS Mail Tool Bar
The options then are:

b arl |

Reply to or forward the message, which will bring up the new message box.

Swap between “Mark as Read” and “Mark not Read”. Opening a message will automatically
mark it as read.

Double clicking on the highlighted message allows viewing the full detail.
Filter the messages shown by selecting Current/Deleted or Sent.

High priority mail, not read and not deleted is in red.

Deleted mail is in gray.

Read but not deleted mail will be in blue.

Not read, not deleted and not High Priority mail will be in black.

Any email that has not been read, regardless of color coding will be BOLD.
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Internal mail is considered requested, and will display the B in the workbench, if a reply is
required but has not been sent. Otherwise the message will be considered accepted.

Deleting a current or sent message does not permanently delete the message, but puts it into
the deleted list. It then can be permanently deleted from the deleted list. A confirmation will be
required first.

I E Thig will permanently delete the record. Continue?

From the list of messages highlight the message to see, and the body will show in the preview
screen below.

i | | + - - FlER Mark Not | [ Show Mai
| @ Hew | Reply | Fonward Fead R Fead ’V @ Cument ¢ Deleted 0 Sent
To Fram Date Sent | Time Sent | Subject |
E] kim kim 05/10/10| 1:26 PM | Hot fix test message
Ed kim SYSTEM GEMERATED 05/10/10| 1:06 PM | Inventory BReceived
1B kim SYSTEM GEMERATED 05/06/10|11:38 AM | Inventory Received
g i im 04/28M10 | 356 P
im i 0428490 [ 330P
= kim i 04/28M10 [ 320P
B kim kim 04/28/10 [1256 PM
B2 kim kim 03/10/10(10:27 AM
Message:
Sent: 04/28/10 3:30PM :l
Sent email re zetting up lunch
R ecuming Mote
FOLL FRODUCTS : AFTER TODAY - 12': 15109583 : ANGEL WING
emnail from Praducts

Figure: RFMS Mail Browse Screen

To send a message associated with a particular record, click on the button .

The New Message box will appear with that record referenced in the body of the interoffice mail
message. Any template remarks added will go to the top of the message.

Tag Recipients: Frarm: |kim Prricarity |3 3: ™ Bequire Feply
Search: I o) Subject: |
8]
- Rielated Fiecord Information: [ORDER [£PPLEBEES
danny | C5900053 | 333-565-8777
ddlee
kdelozie
ki
Message: Irnpart Irnipart w Clear
gc‘?gncwib el ' Bermark. Mate f& Message
satt
Stephenvitd2 CRDER : CG900053 : APFLEBEES ; 333-565-8777 ;l
steve

Figure: RFMS New Message Screen
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+
. : N
While in PM to a new general message, click on the new button il

Once the new message box is displayed from either of these methods:
o Tag the recipient(s). One or more recipients may be tagged
o The From name pulls from RFMS login information.
o Set a priority of 1 to 3 to the message and choose to require a reply. Each organization
should decide what each priority means.
Example: 1 Urgent 2 Important 3 Informational
o Type into the subject field.
It is best to make the subject something that gives a quick idea of the topic as it will
show on the list of current message.
o Message: Select a template note from the Template Remarks which are specific to the
PM or from Recurring Note file which is shared by all RFMS Modules or type a new
message into the message block.

o When finished click the send button

¢ New Message

ﬂl EF="] Serd

Tag Recipients: Fram: |kim Eriarity |3 3: [~ Bequire Reply

Search: I Fa) Subject: [T

Uger

danny
ddlee
kdelozie
kirn

nancy Meszage: Fiecuring /
scatt Remark

Becurring
Mate

é{é Clear

e Mezsage

Stephent/bd2

steve ;I

zer

Figure: RFMS Mail selecting recipient

Tasks

Project Manager>File>Tasks or Tasks button on tool bar

@ Tasks

Search Fields: This will search the Task and Detail fields in the tasks for the value typed.
Click the button to the right to change from Contains to Starts with.

Due Date Filter: Use the drop down list which includes today, this week etc.

Assigned to/created by: The default for this can be set in System Settings.
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When filtering by Assigned To, tasks will display if they are EITHER 1) Assigned To the filtered
user and the Assigned To Status = Accepted/Requested OR 2) Created By the filtered user and
the Assigned To Status = Declined/To Be Assigned.

If included in the filter:
Assigned To Status = Requested a Green Question mark will display. &

Assigned to Status = To Be assigned a Blue Arrow will display. =¥l
Assigned to Status = Declined a red x will display. B

Task Type: filter by Task Type to group like tasks together for efficiency

High Priority Tasks will have a red arrow displayed next to them. @

Inactive will be listed in gray. Completed or cancelled tasks are listed in blue. Uncompleted
tasks will appear in red text on the workbench or in their browse screens if they are past due or
are due today.

The data can be sorted by any of the column headings including date fields.

From the Toolbar or Edit Menu
AN Qaldaa (@ 2

Add/Edit/Delete a task Add a Task to Outlook Reset Filter  Refresh listing
E Changing Task !EIE
— Task Inf ki —Related To

EERT0 EE £55IGHED) ' Add Remark | 3 Add Appt | B Eollow Up Task |
Details [ TASK DETAILS = -
Record Typs [EUSTOMER Fa| 2
Customer 1D [431
Business | BEDFORD PIMES
LI Cortact |
Type | Call O Sendirfo O Email C Demo ' Other Phone #s | 2054535151
Erdail |
— Task Status
Assigned To [T0 BE ASSIGNED Fa| ¢
Azsigned To | € Accepted = Requested iccollng
Status | ¢~ Declined = ToBe Assigned
Date Created [ 10/14/11 | 936 &M Inactive [
Priarity | Low = Momal " High | BBy |K|M
Completed [~ Start Date [10/20711 =] ﬂ Date Edited [10/1711 | [1216PM
Due Date [T0/20/11 =1 |Fg Edied By [k
Reminder ¥/ Reminder Date 1019411 = ﬂ “Wiewing Rights | ¢~ Private & Public Uze &g Template T
Reminder Time I 2:00 AM ﬂ
@ Import Task Template | « Ok A Cancel

The Task Name is required.

Next enter the details.

Click to choose a Task type. Task type is optional, but using it allows sorting by task type on
the browse screen and group like tasks together.

Assigned to: will default to the current user, but tasks can be assigned to other users.
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The assigned to status will be completed automatically by the system depending on the user
response.

Start date and due date can also be entered. If no due date is entered, then the due date will
be set to the start date. If a due date exists and the start date changes, then the due date will
be adjusted accordingly. Pressing F8 next to the date field allows choosing this date from a
calendar.

Check next to completed to mark the task as done. A task’s status can only be completed or
not completed.

Reminder: check this box to enter a reminder that will display automatically reminders &
requests box until the task is marked completed or the reminder box is unchecked.

For a series of tasks that are usually done together, create templates for this series and then
just edit the specific details.

A follow up task can be created while editing a task.

v Adding Follow Up Task I
« Save I & Cancel |

Task [2ND EMAIL

Agsigned Ta [KIM ﬂ
Details | |

Wiewing Rights  Private & Public
Type ' Call € SendInfo & Emaif © Dema ¢ Other
Fricrity & Low(™ Medum © High

Completed Statt Date [ 0671670 =] F8
Due Date [ 0671670 5] Fg

Fieminder [ Reminder D ate — ﬂ

Reminder Time | 'l

An appointment can be scheduled from the update task screen, by clicking the Appointment
button.

Tasks may be globally added for multiple records.

Appointments
Project Manager>FEile>Appointments or Appointments button on tool bar

&,
' An appointment differs from a task in that it has a start and end time which must be
entered. Appointments also have a location and show on the calendar.
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Appointment Browse
i Appointments O] x

m 7 0 ol W 2

— Appointment Filters
SeachFields [ Contains | ApptDae [ =] Fiivate ¥ Outstanding
Appt Type I—ﬂ Public [+ Completed ¥
Azsigned To I—ﬂ Active W
Created By I—ﬂ Ihactive [

Date Start Time | Appointment Appt Type Status Aegigned To Created By Related Record Related Record Type
LUMCH MEETING COMPLETED K A% DAYID KELLEY | COMTALCT
09/09/10 |17:00 &0 | REMIMDER MEETIMG SCHEDULED Kb Kb HILLCREST MDD PROJECT
|i—| 04401 M REVIEW PLAMS | PHOMWE COMFEREN SCHEDULED FRED LOWE kIt
......... PR A s et 1 i ——

04211 CURRENT APPT  |MEETING SCHEDULED FRED LOVE

Figure: Browse Appointments
Filters

Search Fields: This will search the fields in the appointment for the value typed. Click the
button to the right to change from Contains to Starts with.
Appointment Date: Use the drop down list which includes today, this week etc.

Appointment Type: Use the F8 button to search by the list created in System Settings.

Assigned to/created by: The default for this can be set in System Settings.
When filtering by Assigned To in Browses: Items will display if they are EITHER
= Assigned To the filtered user and the Assigned To Status = Accepted/Requested OR
= 2) Created By the filtered user and the Assigned To Status = Declined/To Be Assigned.

If included in the filter:

Assigned to Status = Requested a Green Question mark will display.
Assigned to Status = To Be assigned a Blue Arrow will display. [=#l
Assigned to Status = Declined a red x will display. &<

High Priority Iltems will have a red arrow displayed next to them.m

Inactive or completed items will be listed in gray. Completed or cancelled items are listed in
blue. Uncompleted items will appear in red text on the workbench or in their browse screens if
they are past due or are due today.

The data can be sorted by any of the column headings including date fields.

A 9Dl g 2
Add/Edit/Delete an appointment Add Appointment to Outlook Reset Filter  Refresh listing

Add/Edit Appointment
An appointment differs from a task in that it has a start and end time. Appointments also have a
location and show on the calendar.
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When adding or editing an appointment PM gives a warning if a time conflict is found.

WARNING!

Ok |

There iz a time conflict for this appaointment. Continue’?

@ Adding Appointment M= E3
~ Appoint t Inf —Related To
Appairtment || ' Add Remark | Bl Add Task |
Toe [
Lot | Riecord Type [ORIGINAL OFIDER F 4
Details ;I Order # |CGDD21 26
Business |AHHDWDDD,JAHETT
Contact [ARROWOOD, JARETT
Phone #'s | |
= EMail |
pp t Status
Assigned To [FRED LOVE 8 #]| -Record Inf

Assigned To | 7 Accepted = Requested
Statuz | ¢ Declined € ToBe Assigned Date Created | 10/25/11 I 426 PM Inactive [
. - Created By |KIM
Priarity |(" Low ' Mamal " High | Bt Bt | TR S—
Appt Statug | Scheduled © Meed To Reschedule € Completed Edted By IKIM—
© Tentative ¢ Follow UpMeeded € Canceled
Viewing Rights | Private & Public Use &s Template [~
Appt Date I 3: ﬂ Start Time I ﬂ
End Time I ﬂ
Rerninder [~ Date I ﬂ
Time: I ﬂ

4 Cancel |

E Import Appointment Template Ok

Figure: Add/Edit Appointment Screen
Enter information or use the Import Appointment Template Button to pull information from a
previously created template.

Appointment: Enter a description. This will show on the browse screen and the calendar.

Choose an Appointment Type. The type list is set up in Utilities>Project Manager Set Up.

This shows on the browse list but does not show on the calendar. The appointment type can be
used to filter appointments both on the browse list and the calendar. This can be useful in
scheduling like appointments together.

Type in Location if desired. The company address from the appointment related record
populates the location field in both the PM appointment record and outlook.

Type in Details if desired.

Assigned To

Refers to the user that is currently responsible for the item.

Assigned to will default to the current user, but can be assigned to other users.

The assigned to status will be changed automatically by the system depending on the user
response.
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To Be Assigned:
In the Assigned to field, use the clear button and the current user becomes to be assigned.
The record status also becomes to be assigned.

Requested
Click F8 to get a list of names for the assignment. The item gets the status Requested until the
assigned user either accepts or Declines the task.

Due Date refers to the date that the Assigned To user needs to complete the item.

Appointment Status

Click to choose a status. This will show on the browse screen.

Choices for appointments are: Scheduled, Tentative, Need To Reschedule, Follow Up, Needed,
Completed and Canceled. An appointment is considered to be completed if it is marked completed
or cancelled.

L Moles:
q‘— The Appointment Status is a dropdown menu. It does not reset with the reset
button.

Appointment Date

Optionally enter the date and times. This will show on the browse screen.

For Appointments the Appointment Date is considered to be the Due Date.

When adding or editing an appointment PM gives a warning if a time conflict is found.

Start/End Time
If no End Time exists, it will default to 1 hour after the start time. For example, if a start time of
8:00 AM is entered, the default end time will be 9:00 AM.

If an End Time exists and the start time changes, the end time will default to the same time
span. For example, with an existing start time of 12:30 PM and end time of 2:30 PM, if the start
time is changed to 1:30 PM the end time will automatically change to 3:30 PM.

Related to

A remark or task can be added to this related record from this screen.

Much of the Record Information is automatically updated by the software:
The Date/Time Created Date/Time Edited

Created By Edited by
Check to make a record inactive.
Choose the Viewing Rights as either Private or Public. If a record is marked Private, it will be
private not only to the “Created By” user. It includes the user that the item is assigned to.

This has the effect of creating a private record between the Created By user and the Assigned
To user.

This is very important as each person will be able to view only their own private records plus all
public records. If a record begins as public only the record creator or the administrator can
change it to private.

Check Use as Template to make this information available for creating future items.
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Q‘-'} Molies:

When adding a new appointment and selecting a related record, users can choose to use the
Ship To or Sold To location.

2] Adding Appointment o || @ [
Appointment Information Related To
Appointment J AddRemark Task
Type F8
Location Fecord Type | [Fg Q
Details # RECORD MOT FOUND
Buginess | RECORD NOT FOUND 4
Contact 4
Phone #'s
E b il
Appointment Status
Assianed To [JEMECHIA F8 ¥ Record Information

Azzigned To @ Accepted Requested
Statuz Declined To Be Assigned Date Created | 1241 3:09 AM Inactive []
T Created By | BRINA
Prioity () Low (@ Nomal () High

Date Edited| 1241814 509 4M
Appt Status (8 Scheduled () Need To Reschedule () Completed ;

() Tentative ()1
lse &z Template [
Appt Date & F
[e} Would you like to use the Sold To or Ship To address for location?
FReminder [
Seld Te Ship Te
E Import Appointment Tempiaw: w DOk & Cancel

Figure Adding Appointments Screen

Calendar

)

The calendar format is for the week starting on Monday. Currently only appointments are shown
on the calendar. Today's date is in red. Use the arrow buttons to move back and forth a month
at atime. 2%

Project Manager>File>Calendar or Calendar button on tool bar

From the calendar use the buttons in the top-left corner to manage tasks.
Add -Green plus Edit - Pencil

Delete Red X with paper Copy (Stacked Papers)

Paste (Clip Board) to a new date

Printer- Print a copy of the calendar which looks just like the screen view.
Right click on an appointment and the same editing options are available
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CY DR APPTF
1GMay 2008

Insert
Change
Delete

Copy
Paste

e

Figure: Editing an Appointment

Drag and drop to schedule on another date. Double click on an appointment to get to the update
appointment screen.

Filtering by Assigned To, Created By, Active/lnactive, Private/Public and Appointment Type is
possible. For appointment types, to include more than one type, highlight and check the types to
include. Appointments which were added before appointment types were created, will be no
type assigned.

Cancelled appointments can optionally be shown on the calendar. To include them, choose all
in the Appointment Status field.

Remember to reiet the filters if you need to change any of the fields.
k8 Calendar

-9 8l =18
— Filter Appointments
Azzigned To I ﬂ Private
Created By | ﬂ Public: ¥

CHEDULED
ENTATIVE ety
EED TO RESCHEDULE
OLLOW UF NEEDED
COMPLETED
CANCELLED

The detail for the highlighted appointment is shown on the right hand side of the calendar.

68 Calendar —(o[x
Filter Appointment Types
E@O00 Be 9w VT Ries
= o Invalid Type Assigned
7= o INACTIVE
Assigned To 8| PvaeF  acive P ' LUNCH MEETING
Created By i Public ¥ Inactive [ o/ DEAL®
Appt Status [ALC -
| November 2011 | [
Monday Tuesday Wednesday Thursday Fiiday Saturday Sunday Appointment
ACCEPT PLEASE TEST SYNCH
TEST APPT NUMEER 2 WY APPOINTMENT StartTime [
CLEAN UP IMISLE 3 APPT DATE NO TIME
QA TESTING TODAY
End Time
1 1 3 9 Details B
DATE NEW APPT
ADD ANOTHER APPT FROM P & C SCREEN
APPT FROM TASK
7 g a 10 " 12 13 1=
IRD APPT AT 11:30 ON 1144 ST ADDED 10 CALENDAR
NEW APPT FOR MOMDAY L
CONFLICTING APPT
BRIARVOCD APPOINTHENT
Status
14 15 18 17 18 19 20
Assigned To
Locaton [
Imactive [T
El 22 23 24 25 % 27
P 29 Ell

Figure: Sample Calendar
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Letters
Project Manager>File>Letters or Letters button on tool bar

- Letters

Default information and variations for these letter types can be set in Utilities>Project Manager
Set Up>Letter Types Individual letters may also be used as templates.

Browse Letters
This is a listing of the letters which have been drafted or sent based on the filter information
chosen.

Search Fields: This will search the Title, Attention, Salutation and Regarding fields in the
letter for the value typed. Click the button to the right to change from Contains to Starts with .

Letter Date: Use the drop down list which includes today, this week etc.

Assigned to/created by: The default for this can be set in System Settings.

When filtering by Assigned To, items will display if they are EITHER 1) Assigned To the filtered
user and the Assigned To Status = Accepted/Requested OR 2) Created By the filtered user and
the Assigned To Status = Declined/To Be Assigned.

If included in the filter:
Assigned To Status = Requested a Green Question mark will display.

Assigned to Status = To Be assigned a Blue Arrow will display. =¥
Assigned to Status = Declined a red x will display. <]

High Priority Tasks will have a red arrow displayed next to them. IE

Inactive or completed tasks will be listed in gray. Completed or cancelled tasks are listed in
blue. Uncompleted tasks will appear in red text on the workbench or in their browse screens if
they are past due or are due today.

The data can be sorted by any of the column headings including date fields.

Due date can be manually added to Letters. Letters will appear in red text on the workbench or
in their browse screens if they are past due or are due today.

a9 a8l B
Add/Edit/Delete a letter Reset Filter  Refresh listing
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Adding or editing a letter
Enter information or use the Import Template Button to pull information from a previously
created template.

Adding Letter

— Letter Tupe / Select Letter Template — Letter Status — Record Info
" Free Form Assigned Ta [KIM ﬂ ﬁ"l Inactive T
L8 G.e.neral " Proposal Aasigned To | = Accepted ) Femyesed Date Created [10/11/11 | [4:35 PM
" Biling/Payment ¢ Recal Status Bl  ToBe Assigned c 4B
" Change Order ¢ Registration el IKlM
i Inswrance ' Request For Info Friarity |(" Low  * MNamal " High | Date Edited I‘ID.-"I‘I.-"‘I‘I |4:35 =]
i License e :
. Edited B |
" Lien { Letter Status | & Draft ¢ Sent | Due Date] = EI e | Ll
 Notice ¢ work Authorization Wigwing Rights | & Public © Private
Fiemdiner [ Fieminder DateID‘I 401480 EI
Letter Diate [ 101111 =] F8) i £ i | Jid
Title IWAFEFEANTY — Related To & Letter Mailing Add ;
Type F8
Mates ;I vee| J g
Business | Contact |
Address 1 | Address 2|
C City [ Stae[  Zip[
) Usze Main/Sold To Mailing Address | Usze Ship Ta Mailing Address |
Attention |
:a'“‘a;m: alk vlelal ] blalElE ===
egarding |'#/ork Authorization
| [l =F o B|z|u| [A]#] Entae |
Clozing
Sent By I ﬂ Carpet may be one of the easiest types of flooring to take care of . Learn how to keep =
Sent By Title I yours looking great over time with & simple care program:
ct | L] Preventive Maintenance - protect your investment before problems occur.
PS Mates ;I L] “acuuming - prolong the life and beauty of your floor,
L] Spot and Spill Removal - be prepared for the unavoidable. i
L] Owverall Cleaning - get regular care with cleaning systems.
L] D% Cleaning - get the right equipment to do it yourself.
_I - R2H- stain and =oil remover. j
— Print Optio:
" Emall PDF ¢ M5 Word ™ Frint Phome Humbers I Praview ) | |
& Printer PDF " M5 Excel ¥ Frint Sender Address @ 2 S8 ek v Ok o o]

Figure: Letter Set up

Choose the letter type by clicking an option button. If there is more than one version of the letter
type, a pop up box will prompt choosing a version. The default information will then be imported.
Any of the information that has been imported may be edited. The difference between the other
letter types is determined by how it is set up in Report & Letter Defaults.

Because these defaults can be different for each letter type, a warning will display when the

letter type is changed giving a reminder that fields may be overwritten.

! 'j Changing to a specific Letter Type will import the defaults from System Settings and ovenwite exizting data. Do wou want to continue?

If any edits have been done, save the specific letter before changing types.

Free Form

This is what was considered to be a general letter, and there are no default settings for this
letter type, and it cannot be used to create a template.

General
The letter type general has been enhanced to have the ability to have different versions or
templates.
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The difference between the other letter types is determined by how it is set up in Report & Letter
Defaults. The Letter Type will appear on the letter except for the general letter. This is helpful for
clients who have a series of letters that must be sent to each client.

Then choose the related record.

Assigned To
Refers to the user that is currently responsible for the item. Assigned to will default to the
current user, but can be assigned to other users.

The assigned to status will be changed automatically by the system depending on the user
response.

To Be Assigned:
In the Assigned to field, use the clear button and the current user becomes to be assigned. The
record status also becomes to be assigned.

Requested
Click F8 to get a list of names for the assignment. The item gets the status Requested
until the assigned user either accepts or Declines the task.

Due Date refers to the date that the Assigned To user needs to complete the item.
Priority Click to select a priority.

High Priority Iltems will have a red arrow displayed next to them IE in browse lists.

Sent Status

Once a letter is marked as sent it can no longer be edited, this includes letters marked as
templates. Sent is the letter equivalent to completed. Copying and pasting information from a
sent letter or marking a sent letter as a template is allowed. The template is still available to be
exported and this new letter can be edited.

After a successfully printing a letter, there will an option to mark the letter as sent.

Mark az Sent? B2

_‘__?/ & letter marked az sent can no longer be edited. Would vou like to mark this letter az sent?

A letter can also be marked as sent manually by clicking the sent radio button on the update
letter screen.

o Save & Cancel
Letter Date I_ME ﬂ

Statuz (% [raft
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Reminder: check this box to enter a reminder that will display automatically reminders &
requests box until the item is marked completed or the reminder box is unchecked.

Optionally enter a reminder date and time.

Much of the Record Information is automatically updated by the software:
The Date/Time Created Date/Time Edited
Created By Edited by
Check to make a record inactive.
Choose the Viewing Rights as either Private or Public. If a record is marked Private, it will be
private not only to the “Created By” user. It includes the user that the item is assigned to.

This has the effect of creating a private record between the Created By user and the Assigned
To user.

This is very important as each person will be able to view only their own private records plus all
public records. If a record begins as public only the record creator or the administrator can
change it to private.

Regarding is no longer a required field.

To allow more room for editing letter content, there is a now a enlarge button which displays the
letter content in its own window. You can also double click within the letter content box to
display the enlarged edit area.

Letter date is the date to be printed on the letter.

The mailing address and contact information is pulled from the related record. Contact #1 is
used as the name on the inside address. Choose to use the main address or ship to address.
The pulled information can be edited. This edit is only for the letter it does not affect the original
record.

There are check boxes to choose to print the phone number and sender address on the letter.

The entire letter will print in the same font style and font size as selected for the body of the
letter. If more than one font is used in the body of the letter, the first font will be used to print the
rest of the letter. Letters are limited to font sizes 8, 9, 10, 11 or 12 as fonts larger than the
address information will not fit in their areas. The margins are set to 1 inch.

Letter types other than Free Form can be saved as a template. This process was required to
be done through Utilities>Project Manager Set Up>Letter Templates. Templates can now be
created directly from the Letters Add/Update Screen as well.

1. Choose the letter type.

Fill in any of the information in the white fields.

Click the save as template button.

The information entered on the letter will be saved as a template.
The Template type is determined by your letter type choice in #1.

ok wn
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6. Give a description here to help identify the specific template; otherwise the
system will name the template with the template type and a number.

Letter templates can be saved as templates from the letter module. To change an existing
template, go to Utilities>Project Manager Set Up>Letter Templates or save the changed
template under a new description.

When printing a letter, previewing the letter before printing is an option. It can also be E-mailed
or choose from the output options: Spreadsheet, Word Document, Text File or PDF file.
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WARRANTY from System Settings

0224110

Chandler's Department Store
2900 Main Ave

Tuscaloosa AL 35401
333-387-5421

otes from Sysizm Sattings

Attention from System Seftings
Salutation from System Settings
Warranty from System Settings

Dietails from System Settings
Campet may be one of the easiest types of flooring fo take care of. Learn how to keep vours locking great over time with a

simple care program:

. Preventive Maintenance - protect your investment before problems cocur.
. Vacuuming - profong the life and beauty of your floar.

. Spot and Spill Remaoval - be prepared for the unavoidable.

. Crwerall Cleaning - get regular care with cleaning systems.

. DY Cleaning - get the right equipment to do it yourself.

. B2X- stain and soi remowver.

Mo carpet is absolutely stain proof

Some carpets have stain resistant treatments that improve your ability to clean stains, but not prevent them. Similarly,
carpets with soil resistant treatments reduce the rate of soiling, but all carpets reguire regular care and mainienance.
Fesist carpet soil and stains with R2X, Shaw's own breakthrough technology.

Closing from System Settings

Sent by from System Settings
Sent by Title from System Setfings
Demo Data

3073 Palisades CT

Tuscaloosa, AL 35405

(205) 553-5257

CC from System Settings

Motes from Sysiem Setings
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Remarks
Project Manager Module>File>Remarks or Remarks button on tool bar

' 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. RFMS Notes can also be edited from PM. Filter the list by remark date
using a provided selection list which includes today, this week etc. To view details or edit a
remark, highlight the line then double click or click on the edit button.

Remark can be added via RFMS in a customer order or a quote, by clicking the Remote Action

button Iﬁ choose to add it to the selected order or the selected customer or both. Adding to
both requires clicking the add remark button twice.

ﬁ =T
L AR a IS e RN - RS

I FI“EISSearch Fields I— Cortaire: | Remark Type I— ﬂ Frivate v Active ¥
Femark. D ate Iﬁ Created By I— ﬂ Public W Inactive W
Remark Date | Created By Remark Remark Type Related Record Related Record Type
03416410 KM kIt Emailed Contact COLLECTION MOTE HILLCREST MIDDLE SCHOOU PROJECT
0946410 KIM Emailed Contact HILLCREST MIDDLE SCHOOL PROJECT
11/08410 ADDIE ADDIE Emailed Contact BEDFORD PROJECT
12421410 kIt Had the appointment went well DavID KELLEY CONTACT
04141 K1 Cancelled previously make sure to confirn | SPECIAL INSTRUCTION
0441811 KM Called if payment not in by 4/20 start collect) COLLECTION NOTE CG102626 ORIGINAL ORDER

Search Fields: This will search the remark field in the remark for the value typed. Click the
button to the right to change from Contains to Starts with.

Remark Date: Use the drop down list which includes today, this week etc.

Remark Type: Types are set in Utilities>Project Manager Set Up>Remark Types.
Related to: A remark, appointment or task can be added to this related record from this
screen

Created By: Set the default for this in >Utilities>System Options>Project
Manager>General>Created by

Active/lnactive: If included in the filter, inactive Remarks will be listed in gray.

Data can be sorted by any of the column headings including date fields.

a9 al N
Add/Edit/Delete a Remark  Reset Filter  Refresh listing
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Adding Remark s |
— Remark Inf ti —Related To
Remark Type | ﬂ 1 Add Appt | @ Add Task
Remark - 500 Character Limit Record Type | ﬂ g
Business |
Contact |
Phane #'s | |
EMail |
LI ~ Record Inf
Date Created [ 10/26/11 [1:12PM Inactive
Created By [KIM
Date Edited [ 10/26/11 [1:12PM
Edited By IKlM
Wiewing Rights |("' Private (% Public | Use &z Template [~
E Import Remark | E|/|| Import Recurring Hote Ok | & Cancel

Figure: Remark Add/Edit Screen

Enter information or use the Import Template Button to pull information from a previously
created template.

Remark Type: Types are set in Utilities>Project Manager Set Up>Remark Types.

These remark types are available on the A/R Report, A/R Collections and Ageing Reports in
RFMS and as filters for Customer Orders and Quotes.

Click Import Remark to use a previously created Remark Template.

Click Import Recurring Note to use a recurring note from RFMS for the remark. The maximum
size for a remark is 500 characters. The remark field size has been decreased to not allow
more than this many characters.

Related to: A remark, appointment or task can be added to this related record from this
screen

Much of the Record Information is automatically updated by the software:

The Date/Time Created Date/Time Edited

Created By Edited by

Check to make a record inactive.

By default Remarks cannot be edited and cannot be deleted. Although the Remark cannot be
edited or deleted it can still be marked Inactive or Use as Template in Project Manager.

This can be changed on the Project Manager Utilities>System Options>Project Manager>
Remark>Allow Users Without Administrative Rights to Edit and Delete. Users with
Administrative rights will be able to edit and delete Remarks regardless of this setting.
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Choose the Viewing Rights as either Private or Public. If a record is marked Private, it will
be private not only to the “Created By” user. It includes the user that the item is assigned to.

This has the effect of creating a private record between the Created By user and the Assigned
To user.

This is very important as each person will be able to view only their own private records plus
all public records. If a record begins as public only the record creator or the administrator can
change it to private.

Check Use as Template to make this information available for creating future items. The
Remark Type and Remark will be saved as the template.

See Global to add remarks for multiple records.

Alerts

Project Manager>File>Alert or Alert button on tool bar

¢ Alens

These keep salespersons abreast of the progress of orders or to serve as reminders. System
generated alerts are defined in set up. An alert can also be manually entered.

Search Fields: This will search the fields in the alert for the value typed. Click the button to the
right to change from Contains to Starts with.

Date Created: Use the drop down list which includes today, this week etc.
Assigned to/created by: Set the default for this in System Options

User Created/System Generated: In addition to the filters included for other record
types, alerts can also be filtered based on whether they were created by a user or
system generated. System generated alerts have a computer next to them in the

browse. @

Assigned to/created by:

When filtering by Assigned to, alerts will display if they are EITHER 1) Assigned To the filtered
user and the Assigned To Status = Accepted/Requested OR 2) Created By the filtered user and
the Assigned To Status = Declined/To Be Assigned.

If included in the filter:
Assigned to Status = Requested a Green Question mark will display.
Assigned to Status = To Be assigned a Blue Arrow will display. =¥

Assigned to Status = Declined a red x will display. <]

High Priority Alerts will have a red arrow displayed next to them. @

Inactive or completed alerts will be listed in gray. Completed or cancelled alerts are listed in
blue. Uncompleted alerts will appear in red text on the workbench or in their browse screens if
they are past due or are due today.

Data can be sorted by any of the column headings including date fields.
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Add a user generated alert

4+
@ Edit or View an alert
)

Delete an alert

' Changing Alert o || B

Alert Information Related To

Alert Description | ORDER LIME STATUS CHANGE ' Add Remark 1 Add Appt @ Add Task

Dretailz
Record Type | ORDER LINE F8 Qa
Order # | CGA02591
Sold To [AE. SAMDERS CONSTRUCTION, INC
Alert Type Fa é& Ship To
Generated By | SYSTEM GEMERATED Phone #5 | 256-547-4916
Old Field alue | Mone EMail

Mew Field Value | Cut

Alert Status Record Information
Assigned To | ANDREW F8 é’ Date Created | 04/12/13 10:37 &M Inactive [
Aszzigned To @ Accepted Requested Created By | RFMSLOGOMN
B1s - Deslined To B Assigned Date Edied [ 0471243 | [10:37 AM
Priotty () Law (@) Mamal () High Edited By | RFMSLOGON
Alert Status (@) Mot Stared () In Progress () Completed Yiewing Rightz  ® Frivate Public Use Az Template

Action Taken

Due Date | [F8
Reminder [ Feminder Date | 12/05/14 Fa
Reminder Time | 636 P Fa
E!mpoll Alert Template W Dk # Cancel

Figure: Add/Edit Alert Screen

The Alert Description is required.

Next enter details.

Alert Type: F8the Alert Types (Alert Types can be created and deleted here also)
Generated by will automatically either be system generated or user generated.

Assigned to: will default to the current user, but tasks can be assigned to other users.

The assigned to status will be completed automatically by the system depending on the user
response.

System Generated Alerts will be assigned to the salesperson associated with the order which
generated the alert.

Choose a Priority.

Alert Status: Can be Not Started, In Progress, Completed. In Progress is useful to let other
users know that the alert is not being ignored. An alert must be marked completed manually.
Action Taken: Allows typing in any description.

Due date is optional. Alerts will appear in red on the workbench or in the browse screens if they
are past due or are due today.

Reminder is optional for user generated alerts.
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System generated alerts default to reminder on and the reminder date and time is set to the
date the alert was generated and the reminder time will default to 8 AM.

Related to: optionally, choose a record to relate the alert to.

In a system generated alert, use the View button to see the details of the related record.

A remark, appointment or task can be added to this related record from this screen.

Most Record Information is automatically created by the system.

System generated alerts default to private, but user generated ones can be made public.
Check the box to make the alert inactive.

Check the box to use this alert as a template.

Prospects & Customers

Project Manager Module>File>Prospects & Customers or Prospects & Customers button on
tool bar

ﬁ Prospects & Customers

Prospects and customers have additional search fields not included for other record types.
Below are the explanations of some of those fields:

1. The Search Fields entry (formerly called Enter Text) now searches the Contact 1 and
Contact 2 fields as well as Customer, Business, Ship to Name, Ship to Business.
a. Click the button to the right to change from contains to starts with depending on
the search.
Prospects and customers can be filtered by Address 1.
Multiple states: enter the state abbreviation separated by commas.
User Defined Regions. See Zip Code Regions for information about defining regions.
Region filtering will only look at first 5 digits of the prospect/customer zip code.
Phone: will search through all of the possible phone fields.
Can be filtered by customer number.
Multiple Customer Types: At the Customer Type field, F8 then tag the desired types.
Multiple Prospect Types: At the Prospect Type field, F8 then tag the desired types.
a. To include most prospect types, tag all then untag the ones not needed.
Salesperson: A default Salesperson for this browse can be set in System Options.
a. To see all salespersons click the reset button.
10. Prospects and customers can be filtered by Ad Campaign.
11. Created by: Set the default for this in System Options.
12. Edited by: find records changed by a certain user.
13. Edit Date: this will help find more current records.

a. The recorded edit date on the record only refers to actual changes to the
Customer/Prospect record not the create date or dates that other records or
actions were related to the record.

b. The filter includes changes made to the record as well as the date of other
records or activities associated with the prospect or customer record.

14. 1t is possible to sort the data by any of the column headings including date fields.

15. If they are included in the filter, inactive records will be listed in gray.

16. A Type column has been added to the Prospects and Customer browse. P indicates the
record is a prospect, C is a customer.

pWON

S

©
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17. In Version 12.0 Contact 1 and 2 were added to the browse list.

This screen allows not only the sold to and ship to and Additional information that is
available in RFMS, but also has fields for direct marketing. From here it is also possible to
view the customer Notes from RFMS.

These options also available from Project Manager Module>File>Prospects & Customers>Edit
or Prospects & Customers button on tool bar>Edit

# Prospects & Customers

£t @) Add Item ==| CSY Export | yqr| Mail Merge
'a @ @ @ % for Tagged [ol Tagged Tagged M n

Prospect & Customer Filters

State Custarner Type Salesperson Private Activ
Search Region E Prospect Type @ Created By Public (¥ Inactiv
Addr 1 Phone Ad Source Fg @ EditedBy Fa| ¥ Frospects
) . ) Customers

City Cus # Ad Campaign Edit Date |Z| 2l
Customer Mame Ship To Mame Type Address 1 City State  Busziness Salesperson 1 ok, Cel

b iy

Figure: Browse Prospect & Customers

Add for Tagged

Add For Filtered
Becords

While in the Prospects & Customers screen, a group of names can be tagged and a record
(Alert, Appointment, Remark, or Task) added to the group. After clicking on the Add for Tagged
Records Button, choose the type of record to add.

\?) Select Type of Record To Add.

Alert | Appt | Bemark | Task

Then the normal screen for that record will display. If the record needs to be assigned to
someone, it can be assigned to the person entered on the record, the Salesperson 1 from the
filter screen or yourself.

I ]
\?r) Azzign Tasks To?

Entered §alesper0n1| Yourself |

Figure: Global Assign
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% Export

Export Records to CSV _ 1299¢ed

Use this to send records to a .csv file which can be sorted and edited for specific preferences.
Use a csv file for printing labels, group emailing etc. with outside programs. The Selector
Directory in the SAVE TO CSV FILE screen will default to the last selected directory for the
user. Choose to send this export using upper and lower case letters by setting the option in
System Options.

>Utilities>System Options>Project Manager>General>Use Upper and Lower Case for CSV
exports

fe Save to CSV File B

Report | Customers
Select Directory | C:\Users\SABRIMN~1 RFMA\Desktop F8

Save as File Name | Customers

W DOk X LCancel

Figure: Save to csv file screen

=

Qﬁh"} Mol

When exporting to Excel, related
A B

C o} E F G H o}
1 |Related Customer ID Related Customer Name First Name Last Name Company Name Job Title Home Phone Work Phone address Line 1
2 3393 RELATED, CONTACTS BILLY FIELDS CONTRACTOR 205-556-5191 Ext
3 3393 RELATED, CONTACTS TEST CONTACT Ext L
4 3393 RELATED, CONTACTS 205-339-7790 Ext J 4821 CHOCTAW

SAM SAM

The fields exported include:

contacts will export to a separate tab on the worksheet.

> 3‘

Account ID Prospect Type Sold To Business
Ad Source Record Type Sold To City
Affiliation Renewal Date Sold To Country
Cellular Salesperson 1 Sold To Name
Contact 1 Salesperson 2 Sold To State
Contact 2 Ship To Address 1 Sold To Zip
Customer Type Ship To Address 2 Store

Date Created Ship To Business Tax Expiration Date
Date Edited Ship To City Tax ID

Email Address Ship To Country User 1 Field

Fax Ship To Name User 2 Field
Home Phone Ship To State Work Phone

Last Delivery Date Ship To Zip Yearly Volume
Last Order Date Sold To Address 1 Edit Date

Pager Sold To Address 2
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Mail Merge
| arl Mail Merge

Fiered ocods | Using this button, do a mail merge for letters or labels with a group of
prospects or customers.

First use the Filters to narrow the group for sending the letter. For example, to send a letter to all
Commercial dealers. Then tag the desired records. When the button is clicked a browse screen
displays to find the merge document. Highlight the merge document and click on open. Then
complete the merge in Word. For help with how to add fields and edit a MS Word Mail Merge
document please go to the Microsoft online help. Choose to send this export using upper and
lower case letters by checking the option in system options.

>Utilities>System Options>Project Manager>General>Use Upper and Lower Case for Microsoft
Word Mail Merge

Add or Edit Prospect/Customer
RFMS has created a downloadable document which can be modified as a prospect information
form. Click here for that form.

Add a prospect directly from here or through the Sales Lead module. It is recommended that
before entering a new record, search to make sure there is not already a Prospect or Customer
record entered. If there is one to add another person related to the existing record edit the
Prospect or Customer record and add a related contact. If there are related contacts for this
record, then the button text will be red.

When adding a prospect, if the first and last name fields blank are left blank, the Business name
will be copied to the last name field when the record is saved.

This same screen is available from Search All/View Record while a prospect or customer record
is highlighted.
e Changing Prospect or Customer = || B

General
Customer # [ 939 Default Store, " | [F8 Relationzhip W

Customer Type REPAIR
Sold To
Salutation | Export Name
First Name
Last Mame | RENN
RENN
Business

Address| 2820 2MD AVE £

F&
Ship To
w Salutation | Export Name v
First Mame
Last Name | REMM
RENN
Business
Address| 7820 2ND AVE E

Record Information

Created By |JEFF
Diate Created | 7/26/11
Edied By [JEFF
Date Edited | 07/26/11

Viewing () Private (®) Fublic

City | TUSCALOOSA Fa Ciy [ TUSCALDDSA Fa
Stale AL Zip| 25401 Stete [AL Zip| 35401 Active | Change
Country Comy B Courlry o 2l

Contact Info
Contact 1| CURTIS HALL
Contact 2

Email

work | 2057506285 | Ext
Ccel
cellCl

Cell C2
DOther

Marketing | Salss Leads | Contacts | Appointments | Tasks | Letters | Remarks | Interoffice Mail | UD List Description | Record Edits

Record Type PROSPECT

UD Prospect/Cust 1

Interest Level (@) Mone () Med

O Lew O High
Inactive Rieasan LD Prospect/Cust 1 OlLow (O Hig
) g YealyVol
Prospect Type [RETAIL RESIDENTIAL Fg Ad Campaign Fg @ e vokme [0
, § Prefession
Losation Fe 4 £ Source | BUILDING PERMIT LIST Ehdl o =
ender () Male () Female
SR ELEEE F8 D dfiiation | AEPAIR : :
; 0¥ests -DOB .
SR SR Fol ] Malings Allowed [ BT 2] e
. Age Group "

Switch to
Customer % Attachments

Send B, Yiew All ¥iew Customer
mﬂail Motes a Motes

Figure: Prospect and Customer Screen

Updated 09/24/21

Marital Status v | Childien

~ Dk X Cancel

98


http://www.rfms.com/Support/Documentation/CMM%20Information.doc

Salutation: A value can be typed in here not which is not in the drop down list.
Store: To speed data entry the store number may be typed in or use F8 to choose a store.

If the status is changed from Prospect to Customer the record becomes a part of the RFMS
Switch to

Customer file. L_Eustemer | |t s recommended only one person be responsible for doing this to
ensure consistency in the RFMS Customer file. All Customers are Public. There are certain
fields that cannot be edited on customer records from PM. These must be edited through
RFMS. These include Addresses, Phone numbers, Email and Contacts. A record can only be
added directly as a customer from RFMS Core.

If user defined prompts are set in Order Entry for Telephone 1 & 2 they will be used in PM.

A warning will display on saving record if another record exists where the customer name
contains the current last name and has the same Telephone 1 data. Answering yes saves the
record as it is, answering no allows the current record to be edited or cancelled. The system will
save the data entered and allow editing it. When confirming that a record is a duplicate,
remember there may be another user’s private record already entered.

(] There iz an existing Prospect ar Customer with a Customer Mame containing the last name ARRDWOOD and has the same Telephone 1 Mumber. Do
® you want to continue?

Figure: Duplicate Record Warning

él Notes:

* Multiple locations may have the same prospect in each location and those will not
be duplicates.

When adding a new record the Location will default to the users Default Location if one has
been selected in Utilities>System Options>Project Manager>Sales Leads>Default Location for
Manage Sales Leads, the Salesperson will default to the User Settings "Link to Salesperson” if

one has been selected in Utilities>Project Manager Set Up>Users and Alerts>Update User
Settings.

e Lipdate Prospect

+ Save | & Cancel

Marketing IContacts | Appointmentsl Tasksl Lettersl Hemarksl Inker

Record Type |F'F|DSPECT

Inactive Reason

Prozpect Type

[

| Hen O TLET
T =

L
=2

EEaIespersom |FRED LOVE
Ddiﬁ FETETTT i
Customer Type |CASH & CARRY
Affiliation |
User1 |

User 2 |

< 1%

=2 (2 |2
Qk
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Attachments

S

Files can be attached to the Prospect & Customer record. This feature works the same as in
RFMS Core. Click _here for details. A number of different graphic picture formats can be
attached. Supported picture formats are .bmp, .wmf, .pcx, .gif, and .jpg. This feature will also
allow storing PDF files, Spreadsheets, Word documents and Measure Files.

View All Notes & Remarks
Yiew All Hotes

The view all notes & remarks function is a very helpful tool that shows a consolidated list of all
notes from Order entry and PM related to this prospect/customer. If the listing is too long it can
be filtered by last edit date to only get the most recent notes.

The left side of the screen lists the available notes and the right side displays the detail of the
note highlighted on the left. Highlighting a note in the list on the left gives the note details on the

right. By clicking the edit button % it is possible to edit the note from this screen.

A password can be set on this function either from PM or Order Entry and will be valid in both
places.

oo View All Motes. Messages. Comm x|

ﬂl @l Filter Last Edit Date | =]

Tyoe Mumber Line | 10/06/09 - 16:46:57 : kim Note from &
Client b anagement Femark. Customer

LClient Manaiement Femark.

v Notes for Customer: ANDERSOM. FLOYD

ﬁlll | B 'yl | nl jlil
ICDurierNew vI I'ID vl IWestem

‘ 10/06/09 — 16:46:57 : kim MNote from Customer Editc

Figure: Example View all Notes

Branch and Main Relationship
The ability to track Branch and Main relationships for Prospects & Customer Records has been
added. Click here for details. Currently the associated branches cannot be seen from PM.

Record Information

The recorded edit date on the record only refers to actual changes to the Customer/Prospect
record not the create date or dates that other records or actions were related to the record.
The dates for these records are on the records themselves.
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Tabs
The text on the tabs will display as follows:

If there are no records or all the records are inactive then it will be regular black text.

See Remarks.

If there are active records then the text will be bolded. See Contacts.

If there is at least one active record that is not completed and is high priority then the text will be
red bold. See Letters.

If there are no high priority active records and at least one that is not completed then the text will
be bold black. See appointments.

If all the active records are completed then the text will be bold blue. See Tasks

b ark.eting | Additional Customer Info  Contacts Appuinlmentsl Tasksl Lettersl Remarks | | mteraffice b ai | Ehecklistl Record Editz

The first field here changes depending on the record type: If it is a prospect Status: will be
either prospect or customer; if the record is a customer, this will say record type. This is to
prevent confusion of an active or inactive "status" on a customer.

Inactive Reason: If a record is unchecked as active, (see circled area) this field allows giving a
reason

Prospect Type Define what to use here during system set up. See Prospect Types

Location: This pulls from the possible locations listed in the SALES LEAD system, this does not
pull from the RFMS store codes. If a location has been used in the Salesperson Sales Lead list,
do not delete it but instead make it inactive.

Salespersonl and 2 pull from the RFMS salesperson list if entered directly as a prospect or
customer, if entered from SALES LEADS only those entered in the SALES LEAD system will be
available.

Customer Type: Pulls from the RFMS Customer type file

Affiliation: This could be used for groups that leads are received from such as the
Homebuilders Association or a Mortgage Company; define this and the next two fields.

Rating: Define what these mean internally.

Yearly Volume: This number is manually input, not calculated. Decide internally how to
represent this number i.e. would one half million in sales be 500,000 or .5. Some suggestions
for use of this field would be either the company's annual sales volume or the revenue they
generate yearly.

Ad Campaign: Pulls from the list added in ad campaign set up; this would be the event that
causes them to come to the store, for example Labor Day Sale.
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Initial Ad Source: Pulls from the list in RFMS order entry; this would be the way they heard
about the event. For Example Direct Mail Campaign.

DOB: When this information is entered, the age group will be auto filled.

Contact 1 and 2: Pulls from RFMS Customer information or can be added here. Contact 1 is
used as the name above the inside address on a letter.

Additional Customer lnfio | ‘

Additional Cush Inf tion Can Be Edited in Order Ent CERTT ]
itional Customer Information Can Be Edited in Order Entry Vi T ﬂnlesi

Customer # IE— Mailingz Allowed [& Last Order Date Im
Bus. Licenze # IW Credit Limit W Last Delivery Date I—
SSAFEN [ Tems [ | ActiveSince [12/01/05 | 4
Tax Type IT— Termm Daps ID— Renewal Date I—
TaxlD I— Price Lewel I‘I_ Renew Amaunt IW
Tax D Expires I— Require PO [~ Renew Group |[none)
Skpwvia [
Drriver's Licenze I— I—

Figure: Additional Customer Information Tab

This screen which is available only for customers not prospects shows Additional information
that is available in RFMS. From here it is possible to view and edit the Customer Notes from
RFMS.

The ability to view and edit Salesperson Sales Lead records related to the Prospect/Customer
from the update screen was added in version 10.6.1.

Makeling | Acitional nfa Sales Leads | cc MRS IR =101 x]
ﬂ | P t/Cust Inf ti  Leads List
——
Aut [Ehy

[ate Created SaIeSDers_D-n-_'\-..u ' Add Remark | Add Appt | Bt Add Task | ﬁ ﬁl @ %I pgn‘:ﬂate | St;:ge |
03/22A0 EEM

Fitst Name | ﬂ ﬂ Leads Items Status |

Last Mame IA_E SANDERS CONSTRUCTION, INC

Work Phone [ 256-547-2222

Celllar [Z566471111 #ft Edit Customer |

~Sales Lead Inf

S| S avschmens | | -t K= o

Lead Type | ﬂ
— Follow Up
SLEY Salesperson [BEN Fl Rieminder On [~
FORD PINES TOMMIE Location | ¥ FolwlpDate| | 7]
L COMSTRUCTION CO. IN ATTM: RICH COOPH P Follows Up Ti ﬂ
L RENTAL, FRANK 2431 LOOP ROAD urce | i olowUp Tie
TOM, JOHNATHAN 2910 LAKE CREST [ AelCaiEELg | Iz ~Record Informati -
Inactive
A v relme <| | Date Created | 09/22/10 | 12:58 PM
Interest Level Created By IKIM—
’7 @« Mope O Low  Medium " High |
[rate Edited I 03430411 I 257 P
Potential Sale $ Repeat Inquiy T Lozt [
Edited By |KIM
Out: Detail . .
wEaTE e | Viewing Rights  Piivate (¢ Public
Bepeat | Track | Export | ~ Ok X Cancel
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The color coding in this list is the same as in the SALES LEAD browse list.

Inactive — Gray (Must be marked inactive on the Sales Lead record)
Completed - Blue (Status = Order or Lost)
High Priority - Red (Follow Up = True and Date is Today or Past Due)

A User Defined List can be set up for prospects & customers. This is a separate list from the
one set for Sales Leads.

Utilities>Project Manager Set Up>Customer User Defined Iltems

Set up the items in the list. When creating the list remember there will be up to 6 status
choices for these items. These items will be listed alphabetically, so numbering them is
one way keep them in a logical order. If items are added and the list needs to be
renumbered, the system will automatically change the names already in use.

Some example list items:

Carpet

Vinyl

Ceramic

Hardwood

Laminate

Cleaning

Anniversary Letter

Loyal Customer Letter

NG~ wWNE

Utilities>System Options>Project Manager>Sales Leads>Prospects & Customers
Set up the name for the list.
Example: Customer Check List
Set up the name for the items list
Example: Iltems
Set up the status choices including the default status.
Examples:
Default: Yes
Status 1: No
Status 2:
Status 3:
Status 4:
Status 5:

If a status choice is changed the new label will apply to any records where that choice has
previously been used. For example if choice 2 was changed from no to maybe, anything
already set to no will be changed to maybe.

The Auto Populate button will add all active items in the list to the customer or prospect with

the default status. Change Status will toggle through the statuses set up. In the example above
click change status once to change from the default yes to status 1 no.
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Here is the example list auto populated and then in progress:

aa IR

Change
Statusz

Felated Quotes, Bid Pro Eztimates & Orders I Detailz | Fiemarks Leads Check List |

| Auto
@ Populate

[tems

1 TOOK SAMPLE
2 SEMD FOLLOW UP

Status
ToBe Done
ToBe Done

3 SCHEDULE MEASLIRE ToBe Done
4 AFTER MEASURE Call | ToBe Done
5 PREFARE QUAOTE ToBe Done
6 SEND QUOTE ToBe Done

7 SEMD THAME YOU LETTER To Be Daone

8 PROJECTED IMNSTALLATIO

ToBeDone

Figure: User Defined List Auto populated

elated Quotes, Bid Pro E stimates & Orders | Details I Femarks Leads Check List I

Auto Change
ﬁ @ Populate Status
Itemz N\ Status |
1 TOOK, SAMRLE Ves
2 SEND FOLLOWY IP Tes
JSCHEDULE MBgSUIRE Mot Applicable
4 AFTER MEASUME CALL Mat Applicable

5 PREPARE QUOT
B SEMD QUOTE

FSEND THANKE YOU LB

Nt
ToBe Done
ToBeDone

GPROJECTED INSTALLANION D

Lezs than 3 mo

& Changing Record E
[berms |E SEMND QUOTE ﬂ — Status
Assigned To [T ﬂ  ToBe Done
. & Yes
Details N
£ Mo
1] Mot Applicable
T £ Less than 3 mo
Re
= More than 3 mo
Figure: User Defined being edited
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Contacts
Project Manager Module>File>Contacts or Contacts button on tool bar

@ﬁl Contacts

A Contact is an individual person, who can be related to a Prospect or Customer, like a
Purchasing Agent who works for a builder, or a non-related Contact, like a Mill Rep. This contact
can be related to any type record accessible from PM. This screen gives a quick view of all
current activity related to the contact. If included in the browse, inactive contacts are listed in
gray. The data can be sorted by any of the column headings including date fields.

ad IRV ISR+ B
Add/Edit/Delete Reset Filter Send a mail messai e.
&' Changing Contact = 3

— Contact Inf tion —HRelated To
First Mame rm— Hame Phane I— Recard Type I— ﬂ g
Last Name |KELLEY Business Phone I— I—
Job Title [INSPECT MabilePhone [~ Business |
Compary |CITY OF HOFE Other Phone I— Contact|
Other Description I— Phone #'z |
Nickname [DAVIE Contact Method | |
Spouse [NOME Email | EMail [
Childrer | Wieb Site |
— Primary Address 5 dary Add Record Inf ki
Description| Description | Date Created W Inactive
Address [ Address | Created By IKIM—
[ | Date Edited | 03/08/10
ity [ Fg City | Fa Edited By ki
Statel_ Zip I— State I_ Zip I— Yiewing Rights ¢ Private * Public
Appointments |Tasks| Lettersl Remarks I Interaffice MaiII Recard Edits I
ﬂ ﬂ ﬂ ‘ @ Al Dutstanding ¢ 10 Most Recent
Appt Date ‘ Start Time | End Time | Appaintment [ Tupe | Gtatuz [ Assioned Ta |
| ! !LUNCH MEETIMNG ! !CDMF’LETED !KIM
[« | i
E mail Dk /4 Cancel

Figure: Contact Screen

Contact Tabs
The text on the tabs will display as follows:

If there are no records or all the records are inactive then it will be regular black text.

See Remarks.

If there are active records then the text will be bolded. See example Appointments.

If there is at least one active record that is not completed and is high priority then the text will be
red bold. See example Letters.

If there are no high priority active records and at least one that is not completed then the text will
be bold black. See example appointments.

If all the active records are completed then the text will be bold blue. See example Tasks

Appuinlmentsl Tasksl Letlersl Hemarksl Interoffice Maill
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Appointments

& Al ¢ Qutstanding ¢ 10 Most Fecent

These tabs tab shows all related items to this record. Filter to see just the outstanding items or
the 10 most recent items. An item can also be added/edited or deleted from this tab.

Sending new and viewing previously sent mail related to this prospect or customer can be done
from this tab

If using the RFMS Enterprise manager, any tracked edits related to this record will be listed
here.

Record Edits |

To enable record edit tracking, set up RFM5 Enterprise Manager Audit Log.

| Field Edited | Old Value | HewValue | User | Date | Time |
I I [ [ [ I ]

Contacts Report
PM>Reports Button>Contacts Tab

This is a report for PM contacts.

v Reports

4. a ¥ Preview

ﬂ@“'b' " Email

Prospects & Customers I Sales Performance  Contacts

—Set Filter
1. c.d.

Status Wigwing Rights
ﬁ " Active Only " Piivate Only
" Inactive Only ' Public Only

& Al @Al

First Name: -
o |Last Mame

Ciy 8| #] [1ob e

1. a. b. Company Mame
L=l Primary Address Des:

Primary Address Line

Primary Address Line

Primary City

Prirnary State

Primary Zip

econdary Address [

2. econdary Addess |

Report Format :gg: ::: ‘éﬁ'vd’es“

 Potrat -1 Line - 4 Fickds soonidany Siale

" Portrait - 2 Lines - & Fields Horne Phong

 Landscape -1 Line - 6 Fields e e

& Landscape - 2 Lines - 12 Fields 7&?\‘2?&%?

Other Phone Descrip

Email &ddress

Conkact Method

Nickname i

[First Narne =] [Last Name =] [Campany Name =] | =]
I =l = I =l =

Select Fields to Print

[EIEY
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1. Filter the contacts to be included. Filter by:
a. City
b. State
c. Status: Active/lnactive/All
d. Viewing Rights: Private/Public/All
2. Choose the Format:
a. Portrait 1 Line-4 Fields
b. Portrait 2 Line-8 Fields
c. Landscape 1 Line- 6 Fields
d. Landscape 2 Line- 12 Fields
3. Choose the Fields to include on the report.
a. The number of fields available depends on the format chosen above.
b. Use the arrow to display a pick list of available fields.
4. Choose the report output.
a. Choose to Preview and/or email the report
b. Select the print button and then choose the type of output.

Projects
Project Manager Module>File>Projects or Projects button on tool bar

(8 Proiests |
Project Workflow Actions

Project Manager Module>File>Project Workflow Actions or Project Work Flow Actions button on
tool bar or Projects>Select Project>Project Work Flow Actions button

ﬂ n Project Workflow Actions
or

Workflow actions do more than just “remind” the user, they actually drive a project’'s workflow by
specifying when certain actions should take place.

There is also a Project Work Flow Actions mini-browse Screen Work Bench.

The Action Dates will change over time as the Lead Date changes. Action records will display
even if the Lead Date currently does not exist.

From this screen, the action can be completed, a task can be added or another project specific
reminder can be added. Adding a task for this action does not complete the action.

When an action is completed a record is saved to the Document History. A PDF document
can also be attached to the record for viewing. Completed actions and the attached PDF File
can be viewed on the document history tab in the Update Project Data screen. Once the PDF

Updated 09/24/21 107



File is saved with the document history record it can always be recreated and viewed. Any
document type which can be saved as a pdf file can be attached here. Some examples are
word documents and excel files. The system defaults to looking for the pdf file in your RFMS

directory, but pdf files from other locations can be attached.

These pdf files can then be viewed from the document history tab on the project record.

Project Work Flow Actions can be set be automatically created based on the Project Type and a

specific date associated with the project. Click here for details.

% Project Work Flow Actions =] I

R e A R B
— Filters
Froject | ﬂ Action Type: | =] ¥ DOutstanding
¥ Completed
Project Action Type Item Lead Date To Use Lead Date | Action Date
AMDERS OTHER DIAGRAM PROJECT 5TART DATE  |09/20/10 | 09/20M10
HILLCREST MIDDLE SCHY COMMUMICATI{ CALL PROJECT ESTIMATE DAT| 1013417 | 10/11/11
HILLCREST MIDDLE SCH[I BILLIMG # Pah BILLING PROJECT ESTIMATE DAT| 1013417 | 10412411
HILLCREST MIDDLE SCH[I BILLIMG / Payh TO BE ASSIGEMD | PROJECT ESTIMATE DAT| 1013417 | 10416411
HILLCREST MIDDLE SCH[I REGUEST PavMENT REQUES| PROJECT ESTIMATE DAT| 1013417 | 10/23/11
v [ el 4] |

Figure: Project Work Flow Actions Browse Screen
This screen can be minimized and left open it will update automatically. Or it can be turned off in
Utilities>Public Parameters & Set Up

Editing a Work Flow Action

The information from the set up work flow action is automatically brought into the specific

workflow action and only the circled information can be edited.

& Changing Workflow Action ME
~Action 7Details ~
Action [SEND DOCUMENT SEND] & FILE =l
Action Type: |5END DOCUMENT
Lead Date Ta Llse [PROJECT COMPLETE DATE
Lead Date [02/06/12 -
Action Date [02/06/12 - Related Project
Record Typs [FAGJECT el
- Statu
_ Contiact # [CONTRALCT #
(ssioned To [FRED LOVE ol & I
R = Business [WAR CONS THUCTION
Assigned Ta| ¢ Accepted Flequested
Status|  Decined ¢ ToBeAssned ‘ Contact [ JACKSDN
Phone #'s [205-758-4723 [
( Pioiy| © Low C Nomd @ High EMail [Ken@iis comhrst@s com
Completed ™ C Dus Date [02/07/12 121 B - Record Informati
Fremindon ¥ Reminder Date I TZE2 =] EI [Drate Created | 02/06412 428 PM Inactive I'J
Reminder Tims [ 500 AM e Sty [{
Date Edted [0210/12 | [ 111 PM
FDF File [CA00c Programsvi1, 24l FOF e Editedd By [KIM
(ﬂawmg Rights | Private & Publi )
Create Document History and Mark - -

Figure: Workflow Action Record.
Field Definitions:

Action - Defaulted from Workflow Action Set Up Record, Read Only.
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Action Type - Defaulted from Workflow Action Set Up Record, Read Only.

Outcome Record Type - Depending on the Action Type this will be either Appointment Type,
Letter Type, Task Type, Remark Type or Report Type. Prompt will change accordingly.
Defaulted from Workflow Action Set Up Record, Read Only.

Template Name- Letters and Reports only Defaulted from Workflow Action Set Up Record,
Read Only.

Lead Date To Use - Description of Lead Date. Defaulted from Workflow Action Set Up Record,
Read Only.

Lead Date- Actual Lead Date, Read Only

Action Date- Date that the User should begin working on the workflow Action. This is
automatically calculated based on the Lead Date to Use and the Lead Days in the Workflow
Action Set Up record, Read Only.

Assigned To - Defaulted from Workflow Action Set Up Record, can be edited.

Assigned To Status - Follows the standard Project Manager rules for Requested, Accepted,
Declined and To Be Assigned. This can be edited.

Priority - Low, Normal or High - High Priority will mark the records in browses with Red Up
Arrow. This can be edited.

Completed - Must use the Complete Workflow Action button to complete the item. Once it is
completed, the reminder will be turned off and it will no longer appear as an outstanding record
on the Workbench Workflow Action browse. See Details below.

Reminder, Reminder Date, Reminder Time - This can be edited but is automatically set to
8:00 AM of the day before the Action Date - This will cause it to display in the Reminders
window, allow snoozing and will be treated just like any another reminder.

Due Date - Date that the User needs to complete the workflow action by. This can be edited.
PDF File - For Action Types = SEND DOCUMENT, this is the PDF File that will be attached to
the Document History. It is also used with the Email PDF button. Defaulted from Workflow
Action Set Up Record, can be edited.

Details - Defaulted from Workflow Action Set Up Record, can be edited. This will also transfer
to any action records created upon completion.

Related To Information - This is the record that the Workflow Action is related to.

Outcome / View Outcome - Displays what happened upon Completion of Workflow Action.
The View button will open the corresponding Outcome record (i.e. the Appointment, Task,
Letter, Remark, Document History record).

Complete Button - Completes the Workflow Action.

Email PDF Button - For Action Types = SEND DOCUMENT, allows the user to email the
attached PDF File.

Completing a Workflow Action
Click the Complete Workflow Action Button - This following will happen upon completion.

Complete the Work flow action record and turn off its reminder.
An Outcome Record will be related to the Workflow Action record for Action Types Appointment,
Task, Letter, Remark and Send Document.

If the Workflow Action is assigned to the User who is completing it and the status is requested, it
automatically sets it to Accepted. If the Workflow Action is not assigned to the User who is
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completing it then a message will display stating that it is assigned to someone else and will not
be completed.

Once the Workflow Action record is completed, then it is automatically saved so that if the user
leaves the screen without saving the changes will not be lost.

Additionally the following will happen based on the Action Type:

Appointment: Creates an Appointment record with a Reminder set to 8 am on the Action
Date. The Appointment Date will be defaulted to the Action Date from the Workflow Action
record. The Appointment will be defaulted to the Action from the Workflow Action record. The
Appointment will be defaulted to the same Appointment Type, Assigned To User and Details as
the Workflow Action record.

Task: Creates a Task record with a Reminder set to 8 am on the Action Date. The Task will be
defaulted to the Action from the Workflow Action record. The Start Date will be defaulted to the
Action Date from the Workflow Action record. The Task will be defaulted to the same Task
Type, Assigned To User, Due Date and Details as the Workflow Action record.

Letter (With Template): Creates a Letter record with a Reminder set to 8 am on the Action
Date. The Letter will be defaulted to the same Assigned To User and Due Date as the Workflow
Action record. Letter Type and all Letter fields will be defaulted to the Workflow Action record's
Letter Template.

Letter (No Template): Creates a Letter record with a Reminder set to 8 am on the Action
Date. The Letter will be defaulted to the same Letter Type, Assigned To User and Due Date as
the Workflow Action record. Regarding and Title will be defaulted to the Action from the
Workflow Action record. The Content will be defaulted to the Details from the Workflow Action
record.

Remark: Creates a Remark record. The Remark will be defaulted to the same Remark Type
and Details as the Workflow Action record.

Report: Opens the Project Report Screen for the related Project record to the appropriate tab
based on the Workflow Action record's Project Report Template. Once the report is
successfully printed a document history record will be created with a pdf copy of the report.
This will be viewable from the Workflow Action.

If a Proposal, Change Order, Transmittal / Submittal, or Request is successfully printed outside
of Workflow Actions then the user can choose to save it to the document history or not.

Send Document: Creates Document History record for related record. If a valid PDF file is
attached to the Workflow Action it will be stored with the Document History record. The
Document History record will be defaulted to the same Details as the Workflow Action record. E-
mailing the document from the workflow action record does not complete the action.

Change Status: Automatically updates the Status of the Project based on the Workflow Action
settings.

Other: The workflow action is marked completed.
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Note about Work Flow Actions and Projects Relationships:

Because of the automatic updating of these records, as work flow actions are added or edited,
projects of the associated type are automatically updated with the new work flow actions or
existing actions are edited/deleted/made inactive if they are outstanding. If Automatically do
Outcome on Action Date is checked on the Workflow Action Set Up record the Workflow
Action will automatically be completed in certain situations. This applies to Action Types
APPOINTMENT, TASK, LETTER, REMARK and CHANGE STATUS.

So a person working on a project could see changes they did not put into effect if another user
is managing the general work flow actions and if work flow actions are set to automatically
create other records such as appointments, letters or tasks could be created.

Also changing the project itself especially the dates could cause changes to that project’s work
flow actions.

Reminders & Requests

Workflow Actions will now follow the same Assigned to Request, Accept and Decline rules as
other items in Project Manager. Therefore they will display as a Request for the Assigned to
User until it is either Accepted or Declined. If it is declined then it will continue to show on the
Created by Users screen as Request Declined.

Order History

Project Manager Module>File>Order History or Order History button on tool bar or
Projects>Additional Related Records Order History

This allows viewing all RFMS records related to the record chosen. In this search select a
record type and enter the whole number including the prefix CG, ES or CL, or use the F8 button
to search and find the desired record.

i Yiew Order History il

| . Select Order T to Vi | I
ﬂ [;E Add All Records to a Project | electHrder type to ¥iew |QUOTE
Enter HNumber to View I J
pew Browse All Records
EiiIT View Order B
| (1}J| o Rocord |.| History .9 FILTERS Record Type [Quates =] Active [v
Search For Number . Inactive [~
u Containsg
Search For Hame |

Status Tepe MNumber Mame Campany Address 1 Address 2 City Phon a

MOT EXPORTIQAUOTE ES7O1578 208-7

Figure: Browse all records via F8
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i Drders. Quotes & Estimates
% q | [;E Add All Records to a Praject | Select Order Type [ORDER - Enter Number [CG802634 ﬂ
Ship Mame Deliver Date

ORIGINAL ORDER CGE0263: MEYER. JOYCE MEYER, JOYCE

ORIGINAL ORDER CGR02E32 MEYER. JOVYCE MEYER, JOYCE 0 1040109

ORIGIMNAL ORDER CGB02633 | MEVER.JOYCE MEYER, JOYCE 07/14/08 | 07/21/08 | 04/01/09

{44 v [re|m] |

~Scheduled Jobs i~ Purchase Orders

9

Order 8 | Install Date | Crew nstallation Depot | PO Mum - Line | Sty Colar Supplie Status |

CGB0263307/17/08  [BOOTH, JAMES HOUSE CGB02E32-1 AZLE TOM [NEW WINCHESTER OHA RESID| SATISFIE

CGB0263307/21/08  |BOOTH, JAMES HOUSE CGB026331 | HAZELTOM OAK ['WINCHESTER-2.] MOHA! RESID| SA

CGB0263204/08/09  |WILLIAMS, DAVID |SUBCONMTRACTORS CGBO0Z633-6 | HAZELTOM OAK |'WINCHESTER OHA FACTO SA
CGB02E34-6 | HAZLETOM [NEW WINCHESTER HAWE RESID| 54
KIS i

A Papable

T Hum I Date Supplier Date Paid [« |
440705 04/15/09 FLOORS, IMC. 04/21/09 :I
C2350703 12/05/07 | MOHAWE RESIDENTIA) 02/05/
4595924 07/18/08 | MOHAWK RES &4 06819/
C4E36624 07/23/08 | MOHAWK RES AL 08/21/
C4785426 08/07/08 | MOHAWK RESIDEMTIAL 09723/
CATARLOR nRN7/NR | MOHAWK RESINEHTIA n9/73/

T ) ) | : I3d]

Figure: View order History

=%

Clicking the Add All Records to a Project Button will add all records on the screen i.e.,
the order and the purchase order, scheduled jobs and accounts payable records to the project
you select.

% Notes:
= The notes cannot be filtered by date here as they can from Prospects and
Customers. Data, other than notes, which originated in RFMS, cannot be edited here in PM.

Orders, Quotes & Estimate Options

Highlight one of the records and click the View record C& button to see more details.

fes
Highlight one of the records and click the View All Notes butto .

.

Highlight one of the records and click the View Order Tracking butto

.

Highlight one of the records and click the PDF History butto

If the order is part of a Billing Group, all the orders of a billing group will be displayed with a BG
as part of the order type.
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Search All

Project Manager Module>File>Search All or Search_All button on tool bar

From here search all records accessible by PM. Use the selection list to designate the type of
record. Then use the search by fields to further specify the information. If they are included,
inactive records are listed in gray.

If the specific record type is not known, use the search by field. For example, to look for Mr.
Harris’ information but are not sure if he is a contact or a prospect, leave the filter by field blank
and just enter Harris in the name.

vas Browse All Records %]
ERIT View Order _ - lﬁ
-| yol Record Histo M nl Active 7 Filter By Record Type |GG

Inactive v Filter By Humber | Al

. { Prozpects and Cush
Filter By Name Eroo:laec?ss ANCMEOMEL
Suppliers

Status Type Murnber Narne Company Address 1 Address 2 Marufacturers N
SLUPPLIER : ;

ACTIVE SUPPLIER M LOCAL ADDRES Oiders

ALCTIVE SUPPLIER 828 [NTERMATIO 15124 ROPER: M) Fb: BE4-987-004] | Quntes

ALTIVE SUPPLIER 84 LUMBER COM 1019 ROUTE 519 Bid Pro Estimate:
ALTIVE SUPPLIER £ & L REPAIR CE[ 2100 ETH STREE Purchase Orders
ACTIVE SUPPLIER £-1 SHARPENING 1508 GREENSBO Accourts Payable
ACTIVE SUFFLIER A1 ALARAMA KEY 1419 MCFARLAN NHMS Home Buysrs
ALCTIVE SUPPLIER Add COOFER MHMS Project Overviews
BLCTIVE SUPPLIER ABBOTT, CHARLI 3392 GAINESWO Schedule Pro.Job
ACTIVE SUPPLIER ABC INSURANCE| LOCAL ADDRES { Proiects

Figure: View All Screen

The View Button :;l:: allows viewing the detail of that related record. If it is a record created in
PM (for example a contact record) editing can be done from that screen, otherwise (for example

an RFMS Order) it can only be viewed.

= Browse All Records X
View Order - il
3 L Yew Orda 4 ul Active[?  Filter By Record Type [Prospects and Customers [x]
Inactive Filter By Number
s Update Customer

5 [ | x g
AC

Switcht = ~ r View All
| mages | [@] eeai | [y Yo

AL

BEEEREEEEEEEEEEEEE EREREE:
EEEEREEEEEEEEEEEEEEEERE

&
=]

| A]>|]>|J>‘J>‘]>|
l_n wl=lsls]

% ~Sold To ~Ship To

[acT| | Salutation [V |G Store [THT E Saluation[i1— [ Relationship

% First Name [FLOMO First Mame [FLOVD [Standalone i |
ALCT | LastName [AMDERSON Last Name [ANDERSON

Business [ANDERSON COMMERCIAL ELDRS

Business [ANDERSON COMMERCIAL ELDRS

Address [3244 15TH ST WEST

Address [3244 15TH 5T WEST

City i— ﬂ

[
City [ANCHOPAGE )|

Stats | Zip| Stat [AK Ze[335%5 | Racord Information
County [USH | Loy > County [LS4, L gl W active

eI Date Entered [ 02/25/03
Contact 1 [FLOYD wark Phone [a005146544 | Ext[ | ComstedBy [

Contact 2 [SARAR THOMAS ey Date Edited [70722/09
Enal [ andersdo@yahoo.com Pager |800-514 8555 EdtedBy [OM
g Fh;”e Viewing £ Flivae ) PLLIC

ax
E

Marketing Addiional Customer Info | Coracts | Appointments | Tasks | Lattsrs | Remarks | Intsroffics Mai | StatustStepa/Product | Record Edis |

Additional Customer Information Can Be Edited in Order Entiy

Customer # [E
Bus License # |995-923844512
ss/FEN [
Tax Type IT—
Tax D
TaxID Expires
Shipvia [
—

Driver's License

Mailings Allowed 7

Credt Limit [000 | Last
—-—

Tem Days ID—

Price Level [T R

Require PO [~

Last Order Date | 10/22/09

Renewal Date:

View Customer Notes

Delivery Date

Active Since | 12/01/05 4

enew Amount | 0.00
Renew Group | [rone)]

Figure: View Additional Customer Information
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If viewing an order or quote, the header notes as well as the individual line notes are visible.

Click to see more details View Order.

=l
| . View Work Ord - N i Edg o
ﬁ [::f;:u;‘:llule ; er | View Internal Notes View Custom Notes 5:2::,33

—5old To —5Ship To — Lot Information
Customer [APPLEBEES #]13 Customer [APPLEBEES Lat |
Address [1200 PEADMONT LANE Address [1200 PEADMONT LANE Black [~
_ I _ I Tract I
City [TUSCALOOSA City [TUSCALOOSA
i ; Phase I
State [AL Zip [35401 State [AL Zip [35401
County | TUSCALOOSA County [TUSCALOOSA
— Order Information ~ Dates ~Order Total ———————
ORIGIMAL ORDER Cuztarner Type]F!ESTAUHANT Order Date |DS!D2£DS M aterial 10,249.90
Store|1DD Order #|CGA00053 Salesperson 1 [BILLY THOMPSOM Diatel | Labar | 0.00
Job Mumber I S alesperson 2| Date2 I Misc: Charges I 0.0a
PO Mumber | A Source | Delivery Date | Sales Tax | 51280
Order T_l,lpel— Cantract T_l,lpe| Bill Date I i Tax I 0.oa
Work Phone | 333-565-9777 Sevice foering| i D I Order Tatal 10,762.40
Celular [ Ermail| Close Date | Balance [ 10,762.40

— Order Lines

Line # |Stalus I

Yiew Line Motes

2 View Line
Pictures

| Line [ PC]Raolitem# | Stuletem
53000

| Color/Desd ‘width | Lenath [ Quantity | Units
E&RTH 12 i k]

Est Del D ate

IEourier Hew

k:ust.c\mer Order Line note

e

Figure: Example of Customer Order Line Notes

Updated 09/24/21

114



Reports

Project Manager Module>File>Reports or Reports button on tool bar

gﬁ Reparts i . .

Reports for all areas of PM except Projects will be accessed from this button.
Any report which allows filtering by salesperson, allows multiple salespersons to be chosen.
Use the F8 key to bring up the list of salespersons and tag which one or ones to include.

i | o M Preview Output T0| & Printer " Email FDF ' PDF £ select Salespersons : I
Prospects & Customers I Sales Performancel Contactsl Products Activity Reparts X b =) Shaw Inactive [
—Filters fFor Prospects & Cust

Search Salesperson I

ﬂ Salesperson

¥ _ !
#

#

Salesperson |

Customer Type |

Prospect Type |
Ad Source |
City |

State |

FRED LOVE
GORDON

JEFF THOMPSOM
MARK

MIKE

122212

E

Figure: Reports Screen

Output Options
Preview: Checking this box allows previewing output before saving or printing it.

Output to: Chose an option as described in the chart.

E&IT

| i @ Piinter © EmailPDF O FDF  MSward ¢ MSEscel | Output Dirsctory [T Fg| ‘

g;% ¥ Freview DOutputTo

Figure: Output Options
Printer Prints a hard copy to the default printer
Email PDF Opens an outlook mail message with the report attached as a .pdf file. A copy of
the report is also saved to the location listed in the output directory field.

PDF Allows saving the report as a pdf file to a chosen location.
MS Word Allows saving the report as a Word Document to a chosen location.
MS Excel Allows saving the report as a spreadsheet to a chosen location.

The option will be executed after the print button is clicked.
Output Directory: Choose a location to save pdf, word and excel files created.

Y Create a directory for saving files to make finding and deleting old files easier.

Any report which allows filtering by salesperson, allows multiple salespersons to be chosen.
Use the F8 key to bring up the list of salespersons and tag which one or ones to include.
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@ Pinter € Email PDOF_ € aSelect Salespersons I
X 9 ‘ sl =) Show Inactive [

] ‘ Qﬁ ¥ Preview  Output To

Prospects & Customelsl Sales Performancel Contacts | Products Activity Reports

— Filters for Progpects & Customers

Search Salezperson |

Salesperson | Fof=1
Custamer Type | Fa ﬁ Salesperson
Prospect Type | EI _&:l |
Ad Source | EI ﬂ FRED LOWE
i ; GORDON
City FS
I _I ﬁ JEFF THOMPSOM
State | e
MIKE

Figure: Reports Screen

-

File>Reports>Sales Performance Tab or Reports Button

Using the check boxes, more than one report can be generated at a time.

< Reports o s |
EXIT 1 0
| Cﬁ [T Emal W Preview

S ales Pelformance |

— Filters for Sales Performance Reports

Salesperson |

12 12

#
Customer Type | ﬂ

City | ﬂ ﬂ

State |
Date Hange| 0401411 2 ﬂ and| 04/30/11 12 EI
Conversion Reports by Salesperson Status Reports by Salezperson Summary Reports by Salesperson
[ Sales Leads to Orders [T Sales Leads |.-’-‘«LL ;l [T Sales Leads Aging
[T Quotes & Estimates to Orders [T Quotes, Estimates & Orders [ Overall Performance

[T Customers to Orders

Figure: Sales performance report options.

Email: Check this box to Email output as an attachment. This will automatically bring up email

software after the output type has been saved
Preview: Check this box to preview the report before outputting it. When previewing the report,
click the button with a red x to skip outputting it or click the printer button to get the desired

output.

Click F8 to see the list for the next 3 fields, click the select Button when the desired option is
highlighted.

Salesperson:
If there is more than one Salesperson on a quote, estimate or order reporting will be for

Salesperson 1 only.
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Use the F8 key to bring up the list of salespersons and tag which one or ones to include.

i | o M Preview Output T0| & Printer " Email FDF ' PDF £ select Salespersons : I
Prospects & Customers I Sales Performancel Contactsl Products Activity Reparts X b =) Shaw Inactive [
—Filters fFor Prospects & Cust

Search Salesperson I

ﬂ | Salesperson |
&l FRED LOVE I
fj GORDON

. JEFF THOMPSON

MARK
MIKE

Salesperson |

Customer Type |

Prospect Type |
Ad Source |
City |

State |

ENENERENE:

E

Customer Type:
The Customer Type from the Order, Quote or Bid Pro Estimate will be used where applicable.
Otherwise the Customer Type from the Customer record will be used.

City:
Sold To City will be used from the Order, Quote or Bid Pro Estimate will be used where
applicable. Otherwise the Sold To City from the Customer record will be used.

State:

Type in the state abbreviation; Sold To State will be used from the Order, Quote or Bid Pro
Estimate will be used where applicable. Otherwise the Sold To State from the Customer record
will be used.

Date Range:

Customer (Prospects) - Customer Date Created

Sales Lead - Salesperson Sales Lead Created Date

Orders, Quotes & Estimate - Order Date, Quote Date, Bid Pro Estimate Date
To include all records set this to 01/01/80 and 12/31/79.

Sort Order: Sales Performance reports are sorted by Salesperson.

Average:

NOTE: A group of Related Quotes or Sub Estimates will only count as 1 unless multiple orders
have been created for the group. For example, if there are 4 related quotes and 1 has been
exported to an order then the Quote & Estimate Count will be 1 and the Order Count will be 1. If
there are 4 related quotes and 2 have been exported to orders then the Quote & Estimate Count
will be 2 and the Order Count will be 2.

Lost: For a sales lead to be considered lost it will need to be marked on the record or meet the
criteria set for a lost lead in Utilities>System Options>Project Manager>Sales
Leads>automatically move Sales Leads to Lost after # of Days (Feature is Inactive if 0).

These reports will break on salesperson.
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Conversion Reports by Salesperson

Salesperson Sales Lead to Orders
This report tracks quotes and orders created from SALES LEAD entered within the date range.

SALES PERFORMAHNCE: COHVERSIOH OF SALESPERSOH UPS TO ORDERS
Date Range: 090810 to 1273110
Guotes &

Salesperson Ups Estimates k) Orders S Awy Sale Lost Sales
GEORGE 2 1 0% 1 0% §1,838 #1538
i 4 4 100% a 0%, 30 F11 541
Jupy 3 1 33% ] 0% 0 3581
JULLE 4 2 50% 1 25% $4,083 F12,248
MAMCY REGARN 1 o 0% o 0% 0 $2960
TERRY WHEAT 1 0 0% 0 0% 30 $2360

15 g 53% 2 13% §2,960 $40,730

Figure: Sample Salesperson Sales Lead to Orders Report

Salesperson Sales Lead Count: Number of Sales Lead entered within the selected Date
Range.
In the example report, George had 2 Sales Lead for the time period.

Quote & Estimate Count: Number of Sales Leads within the date range which have
been exported to or related to one or more Quotes or Bid Pro Estimates regardless of the date
of the quote or Bid Pro estimate. Quotes or estimates entered directly into other modules do not
count. Related quotes or sub-estimates also do not count as they are considered to be a
different version of the Primary quote or estimate.

In the example report, 1 of George’s 2 Sales Lead for the time period had quotes or estimates
exported from it.

Quote & Estimate Percentage: Quote & Estimate Count / Sales Lead Count

In the example report, 1/2 = 50%.

Orders: Number of Sales Lead within the date range which have been exported or related to
one or more Quotes or Bid Pro Estimates and then exported to one or more Orders, or leads

related to an existing quote. Orders entered directly into customer orders do not count.

In the example report, 1 of George’s 2 Sales Lead for the time period had a quote or estimate
exported from it which was then exported to an order.

Order Percentage: Order Count/ Sales Lead Count
In the example report, 1/2 = 50%.
Average Sale: Average of Total Sales from Sales Lead for the Salesperson Sales Lead. Only

those exported from a sales lead record will count, ones entered directly into other modules do
not count.
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George had one sale which originated as a sales lead in the amount of $1,837.54 so his
average sale was $1,838.

Lost Sales: {(Sales Lead Count - Order Count) X that salesperson’s average sale.} If a
salesperson has no orders then the overall company average will be used as the average sale.

In the example report, since George had 1 Sales Lead that did not become an order and his
average order amount was $1,838 his lost sales = $1,838.

NOTE: A group of Related Quotes or Sub Estimates will only count as 1 unless multiple orders
have been created for the group. For example, if there are 4 related quotes and 1 has been
exported to an order then the Quote & Estimate Count will be 1 and the Order Count will be 1. If
there are 4 related quotes and 2 have been exported to orders then the Quote & Estimate Count
will be 2 and the Order Count will be 2.

NOTE: This report will only be reliable for data produced with RFMS Core Version 10.6.0 and
higher.

This report tracks quotes and estimates entered within the date range.

SALES PERFORMANCE: COHVERSION OF QUOTES AND BID PRO ESTIMATES TO ORDERS
Date Range: 090810 to 123110
Guotes & Cuote & Est Ly Order

Salesperson Estimates Ay GP Guote & Est Orders  Awvg GP Awg Orcler Success % Lost Sales
SALLY JOMES 11 5% $1,760 5 28% 2,411 45% $14,465
BILLY THOMPZOM 14 % $2,843 11 3% $23 541 T3% 570,624
HEATHER: GREER g 22% 1,767 3 27 51,423 53% 4,270
TERRY WWHEAT 4 40% $3,901 1 34% 57257 25% 521,770
MAMCY REGAN 58 23% $4,336 55 1% §3,550 5% %10,650
CLAREMCE PHIFER a 26% 1,405 4 45% F526 0% 26
BILLY SMITH 16 41% F12335 10 18% F6,833 G3% Fid1,008
GEME THOMPSOM 3 40% F124 E19 2 43% $1585 550 B7% 185 530
GEORGE 1 53% 1,838 1 53% ¥1,838 100% 30
JUD 1 0% F0 0 0% §0 0% $49,7689
JUILIA, 2 23% 1,021 1 93% 4,053 a0% 4,053

123 26% §7 695 a3 14% $3,769 i $362,700

Figure: Sample Quotes and Estimates to Orders Report

Quote & Estimate Count: Number of Quotes and Bid Pro Estimates with Quote Date or
Estimate Date within the selected Date Range. Related quotes or sub-estimates do not count as
they are considered to be a different version of the Primary quote or estimate. Although this
report is within the PM module, the quotes and estimates counted are not necessarily related to
a PM record.
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Store | Cuote # Export Date] Customer Hame PO Mumber Quote Type
100 |ES000071 MARSHALL EMERGEMCY CARE Prirnary
100 |ES000072 MARSHALL EMERGEMCY CARE Criginal
ES00007 3 MARSHALL EMERGEMCY CARE Felated
"""" 1753010 | THORAS L JOHM

In the example report, Gene Thompson has 2 original quotes, 1 primary quote with a related
guote which counts as one and no estimates. His count is 3.

Quote & Estimate Average GP: Average GP of all Quotes & Estimates Salesperson
produced within the selected Date Range.

In the example report above, the GP %s for Gene’s Quotes are:

ES000011 31.53 Primary
ES000012  33.22 Original
ES000013  31.32 Related
ES000026  55.01 Original

To get the average first average together any primary quotes with their related quotes and
average together any Estimates with their sub-estimates. Then average those numbers with the
remainder of the quotes and estimates.

31.53 +31.32/2 = 31.425

31.425
33.22
+ 55.01
119.655/3 = 39.885 = 40%

Quote & Estimate Average: Average of all Quotes & Estimates Salesperson produced
within the selected Date Range. Total $ of quotes and estimates counted (does not include
sub-estimates or related quotes)/Quote & Estimate Count

In the example report, the total $ for Gene Thompson’s counted quotes and estimates is
373861.8
$369,528.40 divided by his count of 3 gives an average of $123,176.10.

In the example report above, the $ amounts for Gene’s Quotes are:

ES000011 3024.18 Primary
ES000012  3100.50 Original
ES000013  895.65 Related

ES000026  367737.12  Original

To get the average first average together any primary quotes with their related quotes and
average together any Estimates with their sub-estimates. Then average those numbers with the
remainder of the quotes and estimates.

3024.18 + 895.65 = 3191.83/2 = 1959.92
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1959.29

3100.50

+ 367737.12
372797.54 /3 = 124265.85

Order Count: Number of Quotes, related quotes, Bid Pro Estimates and sub- estimates which
have been exported to an order per sales person. Those entered directly as an order including
orders with leads related to them do not count

In the example report above, Gene Thompson had one quote and one related quote exported
as orders.

Order Average: Average Order Total of the Salespersons Orders.

In the example report above, Gene Thompson’s orders totaled $ 368,948.86 divided by 2 gives
an average of $184,474.43.

Order Average GP: Average GP of all Orders Salesperson produced within the selected Date
Range.

In the example report above, Gene Thompson’s order had a GP% of 55.
Success Percentage: Order Count / Quote & Estimate Count

Lost Sales: (Quote & Estimate Count - Order Count) * Average Sale. If a Salesperson has no
orders then the overall Average will be used as the Average Sale.

In the example report above, Gene Thompson’s order average of $ 368,044.68 is multiplied by
2 for a lost sales amount of $736,089.

=

£

@1 Notes:

A group of Related Quotes or Sub Estimates will only count as 1 unless multiple orders have
been created for the group. For example, if there are 4 related quotes and 1 has been exported
to an order then the Quote & Estimate Count will be 1 and the Order Count will be 1. If there
are 4 related quotes and 2 have been exported to orders then the Quote & Estimate Count will
be 2 and the Order Count will be 2.

This report will only be reliable for data produced with RFMS Core Version 10.6.0 and higher.

Prospects & Customers to Orders
This report gives details on prospects and customers created during selected time
period by salesperson. Leads are not counted in this report.
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SALES PERFORMANCE: CONVERSIOHN OF PROSPECTS & CUSTOMER TO ORDERS
Prospect & Customer Records Crested Between: 090510 and 12/0810

Prospects & Guotes & Guuotes & Doy Cuaote

Salesperzon Customers  Estimates Eztimates 9% & Estimate Crders Orders % Avy Orclet Lost Sales
BILLY ShITH & 2 E7% $4.221 3 100% $3.903 30
HEATHER: GREEM 1 1 100% 16,154 1 100% F5 691 F0
MAMCY REGAM 1 1 100% 2,042 1 100% 2476 F0
SALLY JOMES 1 1] 0% 30 a 0% $0 $3.973

] 4 B7% 1= = 3 3% F34875 $3.973

Figure: Sample Customers to Orders Report

Prospects &Customers: Number of Customer/Prospect records created within the selected
date range.

In the example above, Billy Smith had 3 customers or prospects entered to him during the time
period.

The listing of Customer/Prospect records created within the selected date range can be found
by going to RFMS>Order Entry>File Customers>Find Button. Use the Date entered fields and
check to include CM Prospects.

Quotes & Estimates: Number of the Customer/Prospect records (Not the number of quotes
or estimates) that generated at least one Quote or Estimate for any time period to any sales
person.

In the example above, 2 of Billy Smith’s 3 customers or prospects entered to him during the time
period had quotes or estimates entered for them.

Quotes & Estimates %: Customers (not orders; a customer may have had more than one
order) To Quotes & Estimates / Customers

In the example above for Billy’s clients, 2/3 = 67%.

Average Quote & Estimate: Average Total of the Quotes & Estimates to this Salesperson’s
customers (Sales person does not have to be the same as the sales person on the customer
record). (Total Sales $(all quotes/estimates to the filtered customers & prospects regardless of
date)/Total number of quotes + estimates (not customers))

In the example above, Heather’s customer had 1 quote and 2estimates totaling $48,552.90 for
an average of $16184.30.

Orders: Number of the Customer/Prospect records that generated an Order.
In the example above, 3 of Billy Smith’s 3 customers or prospects entered to him during the time
period had orders entered for them.

Orders %: Customers/Prospects to Customers/Prospects with orders
In the example above for Billy’s clients, 3/3 = 100%.

Average Order: Average Total of the Orders to this Salesperson’s customers (Sales person
does not have to be the same as the sales person on the customer record). (Total Sales $(all
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orders to the filtered customers & prospects regardless of date)/Total number of quotes +
estimates (not customers))

In the example above, Heather's customer had 16 orders totaling $91,058.31 for an average of
$5691.14.

Lost Sales: (Customers/Prospects — Customers/Prospects with orders) * Sales person’s
average Sale. If a Salesperson has no orders then the overall Average will be used as the
Average Sale.

In the example above since Sally had no sales for her customer; the average of all
salesperson’s sales is used to calculate her lost sale.

The final line of the report gives the calculations for all salespersons totaled.

NOTE: A group of Related Quotes or Sub Estimates will only count as 1 unless multiple orders
have been created for the group. For example, if there are 4 related quotes and 1 has been
exported to an order then the Quote & Estimate Count will be 1 and the Order Count will be 1. If
there are 4 related quotes and 2 have been exported to orders then the Quote & Estimate Count
will be 2 and the Order Count will be 2.

NOTE: This report will only be reliable for data produced with RFMS Core Version 10.6.0 and
higher.

Status Reports by Salesperson

Status Reportz by Salesperson

v Salesperson Ups I:IFI[ZIEFI 'I

. Filter By Status
" Quotes, Estimates ALL

up
GQUOTE

EID RO ESTIMATE

This report breaks on salesperson giving details of SALES LEADS created during the chosen
time frame. Reporting can be done on all possible status choices or one at a time.

SALESPERSON UPS JULIA
Date Range: 09/08/10 to 12/31/10

Last Qluote
Customer Name Date Type Repeat Inquiry  Follow Up Date & Time Potential Sale  Status or Estimate # Crder #
GREEN, HEATHER 12/0B10  QTHER 1218/10 12:00 PM $000 UP
WALLACE, MARY 12/08/10  OTHER X 1208710 2:00 PM $000 UP
HIGH CHALET 09/21/10 QTHER $265.00 ORDER ES000021 CGooo3no
WALLACE, MARY 12/0B110  QTHER $0.00 ORDER JEDOODO1-1 CGao0120

Figure: Sample status of all quotes, estimates and orders by salesperson report

STATUS OF SALESPERSOH UPS JULIA
Date Range: 09/0810 to 123110

Oustanding Last Guote
Customer Name Date Type Repeat Inguiry  Follow: Up Date & Time Potertisl Sale  Status ot Estimate # Oriler #
HIGH CHALET 0972110 WALK N $26500 ORDER E=000021 CGO00300
WALLACE, MARY 120810 OTHER $000 ORDER JEOOOO01-1 CGA00120

Figure: Sample status of all quotes, estimates and orders by salesperson report Orders only

Updated 09/24/21 123



™ Changing Sales Lead

—Sales Lead Contact Inf

Add Hemark B Add Appt for; @ Add Task

for Brospect Brospect ftor Brospect
First Name [ 7l | Type: This status may be updated manually.
Last Name |

‘whork, Phone I— Cellular I—
il Pomecucwone || Repeat Inquiry: will be marked with x on the report.

—5ales Lead Inf

Lead Type F& . .
LUCG:ZH:MMN j Potential sale: this is an amount manually entered
4d Saurce | r | onthe up record.

Ad Campaign | ﬂ

itres Level | & None O Low O Medun C Hgh | Status: This status is automatically updated when a

Poteral Sk quote or bid pro estimate is exported from PM.
~Sales Lead Status =
Salesperson [FRED LOVE ﬂ ﬁ

i+ Accepted i Requested ‘

Aszigned To

Status | € Declined i ToBe Assigned

Follow up date & time: past follow ups will not
Order Status [SALES LEAD show
Repeat Inquiy ¥ Lost [~ DueDate Iﬁ EI
Follow Up Reminder [~ Hem\nderDatel— EI
Hem\nderTimel— ﬂ

Outeome Cietails |

This report is similar to the status report in projects
except that this report is for a defined time frame.

Fepeat | Order Tracking | Export: |

STATUS OF QUOTES, BID PRO ESTIMATES AND ORDERS SALESPERSOMN: BILLY SMITH
Date Range: 090810 to 120810
BID PRO ESTIMATES
Estimate # Estimste Date  Estimate Totsl Estimate GP Estimate Type Order Status Oroer # Order Date Order Total Order GP
JEOOO0ES-001 110810 488 25%  PRIMARY ESTIMATE MO ORDEFR: $0 0%
JEOOO0G4-001 110810 §6,415 25% PRIMARY ESTIMATE MATERIALS MOT ALLOCATED  CGO0D204 110310 9,429 23%
JEOOO072-001 1200610 10,266 25% PRIMARY ESTIMATE MATERIALS NOT ALLOCATED CGO00233 120840 §10,266 100%
JEOOOOFZ-001  2406A0 $10,266 25%  PRIMARY ESTIMATE MATERIALS NOT ALLOCATED  COO00234 120710 0266 100%
QUOTES
Guote # Guote Date Gucte Total Guote GP - Related GQuotes COrder Status Crder # Order Date  Order Total Crder GP
ES00000& 092110 59,570 44% 2 RELATED GUOTES MO ORDER §0 0%
ES000014 09iz1m0 $832 33% RELATED TOQ PRIMARY QUCTE ESO000008 WO ORDER $0 0%
E=000015 o210 246 -2% RELATED TO PRIMARY QUOTE ES000003 MO ORDEFR: $0 0%
ES000023 09,2310 $5,735 46% NO RELATED QIUOTES MO ORDEFR: $0 0%
ES000024 09,2310 5,335 45% 1 RELATED GUCTE MO ORCER: $0 0%
ES0000235 09i23n0 55,120 49% RELATED TOQ PRIMARY QUOCTE ES000024 WO ORDER §0 0%
ES000025 1zi0zn0 B4 870 100% MO RELATED GUOTES MO ORDER §0 0%
ES000029 120210 275 100% MO RELATED GUOTES WO ORDER $0 0%
ORDERS
Oreler Status Crcler # Order Date  Order Total Order GP
WO MATERIAL LINES CGO002E9 120240 $175 100%
MATERIALS ALLOCATED CeOo0027e 120810 78 93%
MO MATERIAL LINES CGo00284 1206810 1,418 46%
MATERIALS NOT ALLOCATED CGO00Z3S 120840 $0 0%
JOB COSTED CGO00231  1206M0 Fa03 45%
MATERIALS DELMERED CGO00292  12/06M0 72 20%
JOB COSTED ceoo02es 120710 2,276 20%
MATERIALS MOT ALLOCATED  CGOO02I7 120710 4,035 8%
Salesperzon Totals $39,578

Figure: Sample status of all quotes, estimates and orders by salesperson report

The sample status of all quotes, bid pro estimates and orders report is the page for one
salesperson during the time frame.
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Bid Pro Estimates

The report will list first in the top section, any Bid Pro estimates. If an estimate was converted to
an order, the order will be listed to the right. If the estimate was sent to more than one order it
will be listed for each order. Otherwise the section will say NO ORDER.

Some Estimate Report Columns explanations:

Date: the date the record was entered

Estimate Total: this number comes directly from the estimate
Estimate GP%: this number comes directly from the estimate

Estimate Type: the description here will either be primary estimate with a dash and the
number of sub estimates related to it or sub estimate.

Order Status: the status of material lines on the order

NO LINES: No material lines have been entered.

MATERIALS NOT ALLOCATED: at least one material line on the order has a status of
None, Gen PO or On Order. PM defines allocated as being received into inventory and
being assigned to an order.

MATERIALS ALLOCATED: no material lines have a status of None, Gen PO or On
Order and at least one material line has a status of Cut, Staged or Reserved.

MATERIALS DELIVERED: no material lines have a status of None, Gen PO, On Order,
Cut, Staged or Reserved and at least one material line has a status of delivered.

COMPLETED: no material lines have a status of None, Gen PO, On Order, Cut, Staged,
Reserved or Delivered and at least one material line has a status of job costed.

Order GP%: this number comes directly from the order

Quotes
The next section of the report lists quotes related to the project. If a quote was converted to an
order, the order will be listed to the right. Otherwise the section will say NO ORDER.

Some Quote Report Columns explanations:
Date: the date the record was entered

Quote GP%: this number comes directly from the quote

Related Quote:
Original quote will say no related quote
Primary quote will say # of related quotes
Related quote will say Related to Primary Quote and give the quote number.

Orders
The final section lists orders which did not originate as either a Bid Pro estimate or a Quote.

Quotes to Orders data will only be accurately reflected from the 10.6.0 install date forward.
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Summary Reports by Salesperson

This report shows the total Sales Lead by Salesperson and shows the number of Sales Lead in
each of the following categories:

Active by age: The Sales Lead ages from the date it was created.

Quotes & Estimates: Number of Sales Lead which have been exported to one or more
Quotes or Bid Pro Estimates. Only those exported from a Sales Lead record will count, ones
entered directly into other modules do not count.

Orders: Number of Sales Lead which have been exported to one or more Quotes or Bid Pro
Estimates and then exported to one or more Orders. Only those exported from a Sales Lead
record will count, ones entered directly into other modules do not count.

Lost: For a lead to be considered lost it will need to be marked on the record or meet the
criteria set for a lost lead in Utilities>System Options>Project Manager>Sales
Leads>automatically move Sales Leads to Lost after # of Days (Feature is Inactive if 0).

Total: All Sales Lead for that time period. This column should be the total of the previous 7
columns.

SALES PERFORMANCE: SALESPERSOH UPS AGING SUMMARY
Date Range: 090310 to 12/3110
Active Ups  Active Ups  Active Ups ActiveUps Quotes &

Salesperzon Aging 0-7  Aging 5-14  Aging 15-21  Ading =21 Esztimates Orders Lost Ups Total Ups
GEORGE 1 a 1] u] a 1 u] 2
JIng ] a 1] ] 3 1 ] 4
JUDY 1 a 1] ] 2 1] ] &
JULIE, 2 a a u] a 2 u] 4
MANCY REGAN 1 a a u] a a u] 1
TERRY WWHEAT 1 a a u] a a u] 1

G a 1] ] a 4 ] 13

Figure: Sample Salesperson Sales Lead Summary report

This report combines transactions from SALES LEAD as well as directly entered into other
RFMS modules to give a salesperson’s overall performance.
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OVERALL SALES PERFORMAHNCE: SUMMARY OF ALL UPS, QUOTES AND BID PRO ESTIMATES TO ORDERS
Date Range: 090310 to 12/3110

GQuotes & % Upsto Cther All

Estimates Quaotes & Guotes & Quotes & £
Salesperson Ups  From Ups Estimates  Estimstes  Estimates Orders  Orders Aviy Sale Lozt Sales
BILLY SMITH ] ] 0% 12 12 1 8% $3.429 F03,720
BILLY THOMPSOM ] ] 0% -1 B 2 33% $114 557 4558 3458
CLAREMCE PHIFER ] ] 0% 4 4 2 0% Faz2 1,044
GENE THOMPSORN ] ] 0% 3 2 1 33% $3013 56,023
GEORGE 2 1 0% ] 1 1 100% 1,838 30
HEATHER: GREEM ] ] 0% 5 5 2 40% 2,092 6,275
Jikd 4 4 100% ] 4 a 0% 0 575,565
Jupy 3 1 33% 1 2 1] 0% ki) §55,924
JULiA, 4 2 a0% ] 2 1 0% 4,053 4,083
MANCY REGAN 1 ] 0% g g 2 25% §1,022 56,132
SALLY JONES 0 0 0% g g 1 1% 525 $4.203
TERRY WHEAT 1 ] 0% 4 4 ] 0% F0 19 641

15 8 53% 52 G0 13 G7% 19,641 746 965

Figure: Sample Summary of all Sales Lead, quotes, and estimates report
Sales Lead: Number of Salesperson Sales Leads Created within selected date range.

Quotes & Estimates From Sales Lead: Number of Salesperson Sales Leads within the
date range that were exported to a Quote or Estimate.

% of Sales Lead to Quotes & Estimates: Quotes & Estimates to Sales Lead / Sales Lead

For details on these fields see the explanations of Salesperson Sales Lead to Orders by
Salesperson.

Other Quotes & Estimates: Number of Quotes & Estimates with a Quote Date or Estimate
Date within the selected date range that are not related to a Salesperson Sales Lead. A
Quote/Estimate will not count if one of the Related Quotes or Sub Estimates is related to a
Salesperson Sales Lead because that would be included in Quotes and estimates from Sales
Lead. A group of Related Quotes or Sub Estimates will only count as 1 in this column.

In the sample report, Heather had 4 Bid Pro Estimates created from 9/8/10-12/31/10 plus 1
original quote and 1 primary quote with 3 related quotes (counting as 1). Her quote count and
estimates count is 5.

Customer Mame
19770 | HIGH CHALET

JEO0004 0321410 |RFMS.IMNC.
JEO0D0S 03/23410 | DEH HOSPITAL
JEOOOOET 11110 | Laww OFFICES OF Laiwd Pl

Figure: Heather's Estimates
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Store | Quaote # Export Date] Custamer Mame PO Mumber Huate Tpe | Primany
100 |ESDO0016 12/06/10| SMITTY'S CARPENTRY Prirmary ES000016
100 |ESDO0017 SMITTY'S CARPEMTRY Related ES000016
100 | ESO00018 SMITTY'S CARPENTRY Related ES000016
100 | ESO00013 SMITTY'S CARPEMTRY Related ES00001E

100 12/03/10) RFMS.INC. Original

Figure: Heather's Quotes

All Quotes & Estimates: Total number of Quotes & Estimates. Quotes & Estimates From
Sales Lead + Other Quotes & Estimates.

In the sample report, Heather had no quotes & estimates from Sales Lead so this total is 5.
Orders: Number or All Quotes & Estimates that were exported to an Order.

In the sample report, a primary quote and an original quote were exported to Order Entry for a
total of 2.

% All to Orders: All To Orders / All Quotes & Estimates

In the sample report, 2/5 = 40%

Average Sale: Average Order Total of the Salespersons Orders.
Total Average sales: to account for some salespersons having more orders than others
this total is calculated by (Sum (Salesperson Orders * Salesperson Average Sale)) /

Total Orders.

Lost Sales: (All Quotes & Estimates - All to Orders) * Average Sale. If a Salesperson has no
orders then the overall Average will be used as the Average Sale.

Reports>Products

This report gives a history per product, customer or both on costs. As of version 10.6, this report
also displays the history of the cost changes within the date range chosen.

Products |

Set Filters
H Product | EI
Prazpect or Cuztomer | EI f:l

Reconds Created Between I EE 3: ﬂ andl 0z/3A10 3: ﬂ

[V Product Cost Histary
Figure: Product Cost History Screen
F8 to choose the product

Filter by product code and then Search by Private Style

F8 to choose the customer
Can be limited to Active Prospects, Active Customers or All.

Then search by customer name.
To make the list more manageable enter the optional Records created date range.
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The top portion of the report shows the cost history during the time period reported. The bottom
portion is the listing of jobs using the product and the cost, quantity and price on the record.

Product Cost History is sorted by Cost, Order Date, and Order Number.

Product Cost History Private Style: ABINGDON MILL- 12" Private Mumber; 56120
Private Supplier: my SUPPLIER Size: 12

Source Start Date End Date Comments Cosl Pkg Oty Cost Type
COST HISTORY FILE 0202810 §14.40 oo ROLL
COST HISTORY FILE 0414410 §14.40 oo ROLL
COST HISTORY FILE 05HEM0 14.40 oo ROLL
COSTHISTORY FILE 0202810 §1585 000 cut
COST HISTORY FILE 0414410 §1585 oo cut
COST HISTORY FILE 05HEM0 1585 oo cut
Source Order Date Sold To Ship To JOB Info Cost Oty Price
CE002122 09/03410 APLIN, GORDOM APLIN, GORDON 1555 6667 4211
CGon211e 0812310 LUNSFORD, BILL UNMERSITY GEMERAL DENTISTRY 1585 264 44 2027
JE100077 082310 LUNSFORD, BILL UNMERSITY GEMERAL DENTISTRY 2682 264 44 431

Figure: Sample Product Cost History Report

File>Reports>Activity Reports

New capability was added in version 10.6 to report on activity for all records or just for
Prospects and Customers. This screen can actually be many reports depending on the options
chosen.

The Date that is used for filtering is due date.
The report can also be filtered by Remark Type.

Prospects & Customers | Sales Performance | Contacts I Products Activity Reports |

 Filters for Prospects & Customers ET— T T
—Acikve £ |nactive Iewing Rights
Salesperson F§
| _I ﬂ  Active Only " Private Only
Customer Type | Fs| # " Inastive Orly " Public Only
Prospect Type | EI ﬂ oAl Lol |
Ad Sourcel EI ﬂ T
City | EI ﬁ € Prospects Only
State | " Customers Orly
(O
Prozpect or Customer | EI ﬂ
— Reports — Filters for Activities
. ol i Active £ Inactive Viewing Rights
[~ &ctivity for Prospects & Customers Only - ' Active Only " Private Only
[Uses Filters for Prospects & Customers) I EI ﬂ ' (s ¢ Public Only
¥ Alerts (O] = Al
[~ &l Activity
[Does NOT Use Filters for Prospects & Customers) ¥ Appts . .
High Priority Only T~ Include Completed Items [
¥ Letters
¥ Tasks Assigned To | EI ﬂ
Created By | EI ﬂ
Due Date Range | = EI | = EI v &l

Figure: Activity Reports Screen
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Activity for Prospects & Customers

For reporting on prospect and customers, first use the filter options in the Filters for Prospects
& Customers section. Then optionally use the Filters for Activities to further refine the list.

Activity for Prospects & Customers
Source Narne Itemn Description Type Date Assigned Ta Status
CUSTOMER ~ CMMS CUSTOMER REMARK NANCY EMAILED CONTACT 0501109
PROSPECT  CUSTOMER, RETAIL LETTER Client Management GEMERAL 021710 kim SENT
CUSTOMER  SKELTOM, JERRY REMARK ADD REMARK RELATEIT THE CUSTOMER 070340
CUSTOMER  SMITH, GREG REMARK ADD AMOTHER O7i09H0
CUSTOMER ~ SMITH, & LETTER New relatianship GEMERAL 050519 Nancy SENT
All Activity
For reporting all PM activity only the Filters for Activities applies.
Activity Report
Source MName Itern Description Type Date Assigned To Status
PURCHASE ORDER  CG902011-1 ALERT PURCHASE ORDER STATUS CHANGE SYSTEM GENERATED 0505109 NANCY COMPLETED
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