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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
RFEMS

Save As PDF

Save to PDF History
Save Invoice CGH##H##HE
Print using PDF printer
Emailing



Save as PDF

When Print Previewing a report/document

t

t
t

ne user can select File > Save As PDF.

"he user will be able to enter a name for
ne document and select a location to save
ne 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.
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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 sqgl 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...
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Invoice
Invoice to Print | FINANCE CHARGE When you choose to print a
R 1 b4Peintinvoice document from RFMS, you will see
Invoice Date . .
the option to Save to PDF History.

Line Grouping | Do not Subtotal

Postto Batch Every time you print and all the

[]5sav oice 14743.pdf"

L] Emaa POF et P i different ways you printed it will be
[ Seve to PDE History _ in PDF History

Preview Invoice

Destination | NPIC3BCTF (HP Laserlet MB04)

E‘"—I Options Standard Custom (™ Pri X Cancel

To see the pdf history, click the pdf button. If there are no pdf files attached the button will be

To view the actual record, click the view button.

The Order in RFMS will
have a history of the
Printed Documents

BB Browsze PDF Hiztory
A2 Wiew PDF

Date Created | Time Created | Created By Uzer | Created By Machine
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When viewing the pdf, it can be attached to an email far electronic delivery.



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.



24 Confirm Invoice Printing
Invoice

Invoice to Print | DEFAULT RFMS INVOICE

Copigs 12! [ Print Invoice
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Times Invoice Printed = 0

Line Grouping | Do not Subtotal

[] Save to PDF History

Preview Invoice

Destination LCutePVDF Writer (redirected 19)

=l Options B Standard B Custom X Cancel




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.



4. Confirm Invoice Printing

Invoice
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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

Setting up
To enter Interface screen in Order Entry, click the Insert button to create a new record
(customer/order/quote) and Ctrl + Alt + F9.

E} Customer Orders

4= '%-'@El V) A @ﬁ m E & o G [# %y = @O ¥

s

In Client Management Projects, click the Insert button on the Projects screen and Ctrl + Alt + F9.

- ‘1}"’

Project Filters

Contains Project Type |:| F3

Project I:l Project Status |:| F8
Cust, Bus & Site Mames. [ |




The Set Up Interface Behaviors screen will pop up.

2y Set Up Intedface Behaviars

Set Interface Behaviors for Order Screen

Set Inteface Behavior for Lsers

Set Interface Behaviors Globally

Remove Interface Behaviers for Order Screen

Rerricve All Inkerface Behaviers for All Users

Remeove All Interface Behaviors for Protect Data for Al Users

Unhide &ll Interface Behavior: for Hidden Jabs for All Dsers

Systern Wide Utilities

Remowe All Interface Behaviars System Yide

Set Interface Behaviors Screen
Select either to set the behaviors for Users or Glabally.

The record will pop up in Interface Maode.




Fields and tabs that can be set as required/editable/hidden are highlighted in green.

The fields will be dark green if they have currently set behaviors.

The fields will be light green if no behaviors have been set.
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Click the desired field and Ctrl + Alt + F to set a behawvior in a field.

Click the tab and Ctrl + T to hide a tab.

The Set Interface Behaviors screen will appear.




The field that has been selected will be listed at the top of the screen.

2\ SetInterface Behaviors  Screen: Order

Set Interface Behaviors for Users ( Field: Job Number

r

Require Data or Warn if Missing Data

Require or Warn Setting for S5entell Interface Option Set For
R R Mot Set Global

() Always Require ) Always Warn

() Require on Insert Only () Wamn on Insert Only
() Require on Edit Only (O Wam on Edit Only v Apply Required Behavior for Field

Protect Data Setting for 55entell Interface Option Set For
(®) Neither (O Read Only () Read Only & Mask Mot Set Global

« Apply Protect Data Behavior for Field

Field Description (Set Globally)

Jab Mumber

Select the choice for Require Data or Warn if Missing Data and Click Apply Required Behavior for Field.
Select the choice for Protect Data and click Apply Protect Data Behavior for Field.

Field Description can only be edited Globally. This is the name used in Required and Warning messages.
It will default to the typical description. Currently some prompts can be named differently per user. If this
Is the case, your interface mode Field Description should include both names.




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
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Config Creator

This utility will allow invoices and quotes to
be formatted to a company’s needs. It will
give the company the abillity to create
many different styles of
Invoices/acknowledgments and quotes
and the choice of which one to print each
time.



- _a @ @ 2\ Create New..

Invoice

Configs

'SeqNum Store Config Type Config Name

1. Order Entry-System Options-Config Creator

2. Click on green plus icon to create a new config

3. Choose Invoice or Quote




W' Custom Quote Setup

General

Header

[

Quote Name: ‘ SAMPLE CHECK OUT

Logo
(® No Logo

[\ Lok Al

Setup Company
Information

Applicable Stores

=

Print RTF File After Quote (Term and

(®) Do Mot Print RTF File

() Print RTF File after quote

Select RTF File:

General

*Type in the Title for the invoice
*Tag the stores that will be able to use the invoice style

*Do Not Print or Add an RTF file to the quote or invoice.
This can be used for Terms and Conditions or other
documents that need to be added to an invoice.
RTF files are limited to only one page.

- T®) Custom QUOTE Message

X Cancel




W' Custom Quote Setup

-

Logo

Setup Company
(® No Logo Information

Applicable Stores O Left Aligned Select Logo File:
() Center Aligned

() Right Aligned

() Banner [Page Width)

Quote Name: [SAMPLE CHECK OUT

Setup Header
Fields

Header

1. Choose Logo Location

2. Choose Logo to print

3. Set up Company Information - Use Company Information from RFMS.
This information is pulled from the RFMS license.

4. Use Custom Company Information-Type the information that needs to be included in the
header.

X Cancel




Setup Header Fields

Use Custom Document Tile- Choose the tile you want to print

Optionally select 4 or 5 fields to be printed on the invoice or quote.

Select the information to be printed by choosing the field name from

the drop down list.

Field Titles: To use the field name as the column title, leave the title

Setup Company
Information

Setup Header

Fields
e

field blank. Type in any custom title as desired.

Number of Header Fields Use Custom Document Title

O4
SAMPLE CHECK OUT

O}
FIRSTNAME LASTNAME FIRSTNAME LASTNAME
1234 ADDRESS STREET 1234 ADDRESS STREET
MYTOWN, AL MYTOWN, AL

Select Fields for Header

Title: | ‘

Field: ' Quote Number Quote Date Telephone 2 Telephone 1




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

G SAMPLE CHECK OUT

~ |DEFAULT RFMS QUOTE
Sl SAMPLE CHECK OUT

Destination Microsoft Print to PDF

Line Grouping Do not Subtotal
Post to Batch
[] Letterhead
[] Save "Quote ES700003.pdf"
(] Email PDF
[_] Save to PDF History

Preview




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.



1. Highlight the record that is going to be exported or filter the browse screen for all the records that
need to be exported.

g
2. Click the Word Merge icaon m‘ on the toolbar.
3. The Merge Data with Word Document screen will appear.

lerge Invoice Data with Word Document = = |[=]

[] Use Upper And Lower Case [] Save Settings as Default
[] Batch Merge for Filtered Records

Select Word Document Te Merge With

Select Directory To Save Estimates To

Download MS Word Merge Prototypes | + Merge & Open # Cancel

4. If records have been filtered, make sure the Batch Merge for Filtered Records box is checked.

5. Select the document to use in the Select Word Document To Merge With field by using FB8.

6. Select where the new file should be saved once created by using F8 in the Select Director to Save
Estimates To

7. Click Merge & Cpen.

8. The document can be accessed either by going to the location it has been saved to or clicking the
waord icon at the bottom of your screen.




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



Sort Order

Begin Date| 09/01/19 = ﬂ

End Date| 09/08/19 = ﬂ

Stores Sales People

2
B

[] combine

Report Type
Written
Delivered
Both

Print Options
rint Preview
Break after Store

CASH & CARRY
CLAIM - REPAIR
CLAIM - REPLACE

MULTI-FAMILY
MULTIFAMILY

Comparison Reports

£ compare 27 Save Current Filter
Last Year

1. Open the Reports Menu
2. Choose the Parameters

3. Click the Save Option
and Name your Parameter
settings

4. You can load each
parameter setting as
needed

[EL LMK erri Ireland Sales Total Report]

[[] Print Summary Only
[ include Claims

[] Break After Customer Type

[] output €SV To:  RFMSCSV.CSV

ﬁ Clear @ ad

v X Cancel |




