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How to Participate Today

• Open and close your Panel

• View, Select, and Test your audio

• Submit text questions 

• Raise your hand

• Q&A addressed at the end of today’s 
session

• Everyone will receive an email within 
24 hours with a link to view a 
recorded version of today’s session



Upcoming Webinars



Overview

Learn all the ways RFMS can make your 

business more professional and punctual. 

Automated actions, emailed reports, and 

customized print layouts are a few of the 

topics we will cover.



Today’s Webinar Outline

 Going Green – Print Options

 Required Fields – Interface 

 Presentation to customers- Custom Config 

& Mail Merge

 Emailed reports- Reports save Parameters, 

Task Scheduler



Three ways to save a pdf file in 

RFMS

 Save As PDF

 Save to PDF History

 Save Invoice CG######

 Print using PDF printer

 Emailing 



Save as PDF

When Print Previewing a report/document 

the user can select File > Save As PDF.

The user will be able to enter a name for 

the document and select a location to save 

the document.

Note, when using this method, legal size reports can be saved then printed 

on letter size paper. To do this open the saved PDF file, then when 

printing choose "Fit to Page." It is recommended to print in landscape mode 

as using "Fit to Page" will shrink the printed data to fit the width of the paper 

size.





Save to PDF History

PDF History can now be stored for some reports that are printed for 
Orders, Quotes; Scheduled Jobs work tickets and Client 
Management Projects. More options will be added as needed.

PDF History is a new way to store a report into the sql database 
using pdf formatting. The entire report is stored directly into a PDF 
History table in the database.

There is no external file. Therefore it cannot be accidentally moved 
or deleted.

When viewed it will always be reproduced the exact same way as 
when it was saved.

Users will easily be able to browse the PDF History and view each 
of the reports that have been PRINTED if Save to PDF History is 
checked on the Print Screen for an order, quote, job etc...



When you choose to print a 

document from RFMS, you will see 

the option to Save to PDF History.  

Every time you print and all the 

different ways you printed it will be 

in PDF History

The Order in RFMS will 

have a history of the 

Printed Documents



Save Invoice CG######.pdf
When printing an Invoice or Acknowledgement in 
Order Entry a user can select the option for, "Save 
Invoice CG######.pdf“

In previous versions this option would 
automatically create and save the file in your 
RFMS program folder/drive. In Version 18 this 
changed, and the program now automatically 
directs the file to be created and saved in the 
user's Documents\RFMS_PDF folder (when using 
a local connection).

Please note: When connecting to RFMS through a remote connection the location 
is determined by how your profile path is setup. For example, the path could be 
similar to c:\users\username\RFMS_PDF. If you are uncertain of the path setup, 
please check with your local IT Professional.



Select to Save “Invoice CG#####.pdf

the program now automatically directs the file to be created and saved in 

the user's Documents\RFMS_PDF folder (when using a local connection).



Print using PDF Printer

 Instead of a physical printer, you can 

select a PDF in almost any Windows or 

Mac OS application. 

 Print to PDF creates an electronic copy 

of your file that you can save.



PDF Printers

 Find a pdf printer that suites your 

company.  

 Some options are free. 

 Install the PDF printer to your computer 

or network.

 You should have an IT professional assist 

you

 Set the PDF printer as your default 

printer. 



Destination printer will 

default to PDF Printer 

1. Choose the 

Destination to save 

your document. 

2. Choose a File Name 

for your Document



Capture all the information first 

time around using RFMS 

Interface 

 Interface mode gives the ability to make fields 
required, editable or hidden based on your 
company’s needs. Interface Mode also gives 
the ability to determine which tabs are hidden.

 Interface Mode is available on the Edit Order, 
Quote, or Claim screens, Customer screen 
and Client Management Projects.  
 Interface will be available in Bidpro in version 19  



RFMS Interface









Presentation to Customers

When presenting documents to customers, 

RFMS has a few options to meet your 

needs

 RFMS Default Quote and Invoice

 RFMS Config Creator

 Word Merge



RFMS Default Quote and Invoice

You can customize some options on the RFMS 
Default Invoice or Quotes

 You can add a logo to your Quotes and 
Invoices

 You can customize the color boxes



Config Creator

This utility will allow invoices and quotes to 

be formatted to a company’s needs. It will 

give the company the ability to create 

many different styles of 

invoices/acknowledgments and quotes 

and the choice of which one to print each 

time.











Once you have created your Custom Quote or 

Invoice it is an option when you choose to Print. 

Select the options from the Drop down menu



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

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

 Adding fields

 Deleting Fields

 Changing Font Style, Size and Color

 Changing the Placement of fields

 Inserting Additional Text

 Adding Supplemental Pages

 Printing multiple Quotes or Invoices at one time

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





Automated Reporting

RFMS Reports that can be automatically 
created and emailed to you using Windows 

task Scheduler

 Sales Totals

 Material Analysis

 Job Cost Analysis

 AR Aging

Your IT will be responsible for setting this up 
since this is a Windows feature.



Once you have set your 

parameters and saved 

them. Your IT 

professional can set up 

the Task Scheduler.


