1
RollMaster System Documentation – System Maintenance – 12/31/2017	

RollMaster System Documentation – System Maintenance – 6/30/2021	
[bookmark: _Hlk77252779][image: ]



		TABLE OF CONTENTS
SYSTEM MAINTENANCE	1
INTRODUCTION:	1
DAILY BACKUP OF DATA (UNIX):	1
BRANCH CONTROL MAINTENANCE:	2
SYSTEM CONTROL MAINTENANCE:	4
SYSTEM MENU PASSWORDS:	94
INITIALIZE SYSTEM SEQUENCE NUMBERS:	95
OPTIMIZE SYSTEM ACCESS SPEED:	96
DOCUMENT MAINTENANCE	98
INTRODUCTION:	98
A/R STATEMENT HEADER MAINTENANCE:	98
BILL OF LADING MAINTENANCE:	99
INVOICE HEADER MAINTENANCE:	99
PURCHASE ORDER HEADER MAINTENANCE:	101
QUOTATION HEADER MTC.:	102
SALES AGREEMENT / RECEIPT HEADER MTC:	104
LOGO MAINTENANCE:	105
WEB PORTAL EMAIL MESSAGE MAINTENANCE:	107
TERMS / DISCLAIMERS MAINTENANCE:	108
EMAIL TEMPLATE MAINTENANCE:	112
WORK ORDER INSTRUCTION SHEET:	119
HARDWARE MAINTENANCE	123
INTRODUCTION:	123
PRINTER SET-UP AND MAINTENANCE:	123
SYSTEM INFORMATION:	126
TEST NETWORK / SYSTEM PERFORMANCE:	126

***CONFIDENTIALITY NOTICE*** This documentation contains confidential information belonging to Textile Management Systems, Inc. and RollMaster Software, which is protected by copyright laws and other privileges. This information is intended for the exclusive use of legally licensed RollMaster Software users. If you are not the intended recipient, you are hereby notified that any disclosure, copying, distribution, or the taking of any action in reliance on the contents of this information is strictly prohibited. If you have received this documentation in error, please immediately notify us by telephone at (800) 777-4107.






21


[bookmark: _Toc422926485][bookmark: _Toc422926789][bookmark: _Toc81498493]SYSTEM MAINTENANCE
[bookmark: _Toc387847041][bookmark: _Toc422926486][bookmark: _Toc422926790][bookmark: _Toc81498494]INTRODUCTION:
In the System Maintenance menu, you will find some initial set-up modules along with other very important system function modules that Management can access to change or customize the system. Additionally, a series of User Control settings can be accessed via this menu. In this section you will also find customized menus that can be assigned to each person within your organization who logs into RollMaster. Most system updates will require you to access at least some of these modules to ‘enable’ new System, Company, Branch, and User Control options as they become available. At the end of the System Maintenance documentation, you will find documentation on the Hardware Maintenance menu, accessible only from the System Maintenance menu.

[bookmark: _Toc81498495]DAILY BACKUP OF DATA (UNIX):
This module is configured to accommodate all Unix backup systems currently in use. For customers using a Unix server (this does not apply to Linux customers or NetFloor customers) without an automatic backup program, at the end of every business day, this module should be accessed to backup all new data processed in the system to a tape—make sure tape is inserted prior to running module! For Unix users, this module is automatically configured. For Windows users, you can configure this module to run any “off the shelf” backup program. When you enter this module the screen will appear as follows:
  [image: ]
Use the up and down arrow keys to highlight the backup option that applies to your particular setup, and then hit enter to select. The following is an explanation of each option:

RollMaster Backup (Unix)- this option will backup data to tape on Unix systems only.

RollMaster Restore (Unix)- if you ever have a problem with your system crashing, you can use this option to restore system data from a tape backup on Unix systems only. In other words, it copies the information on the tape back to the RollMaster directory. You should not use this option unless you have lost data. 
View Tape Structure (Unix)- this option will display a directory of what is on a tape for Unix systems only. 
Custom Backup Menu (Unix\Win)- before you can use this option the first time, you must use the (F1) Edit Custom Backup function to configure your backup software program if it is other than the standard Unix backup system. Once configured, this option will pull up your custom backup program and you will follow the directions for that program to continue with the backup procedures. You will be able to view your custom program menu on screen, which may have all of the same abilities as shown for the Unix system and more.

Erase Tape (Unix)- this option will erase a tape for Unix systems only. If you have a used tape that contains data from a system other than RollMaster, you will need to erase it through this option first before you use it to backup RollMaster data. 

(F1) Edit Custom Backup- this function will allow you type in the path of where a DOS or Windows backup program is located in the main operating system. Because of this feature, you can use any “off the shelf” backup program in the RollMaster System. This option will give an example of how to type in the path. Once the path is typed in (configured) you can use the Custom Backup Menu option to call up the program and proceed with backup. 


[bookmark: _Toc81498496]BRANCH CONTROL MAINTENANCE:
This module allows you to create restrictions on transferring and assigning inventory, as well as assigning to purchase orders in other Branches where geographical issues exist. In other words, if there are Branches that are too far away from other Branches for it to make sense to share inventory and transfer between Branches, those processes in the system can be prevented between those Branches from this module. Please Note: If you do not have geographical issues with your Branches, you don’t need to do anything in this module. When you enter this module, the system will place the cursor in a Branch ID field. Hit enter to accept the current Branch or type in a new Branch ID. The system will then display a Branch Control Maintenance screen as follows: 
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Based on the Branch ID you entered at the very top left of the screen, in the Other Branch (1) field, type in the ID of a Branch to which you want to create inventory and purchase order restrictions. At the Can assign to Purchase Orders in Other Branch above (2) field, type an “N” for no to prevent this Branch’s POs from appearing in the lookup for the Branch entered at the top left. At the Can assign to Inventory in Other Branch above and Can initiate Inventory transfer TO “Other Branch” Above (3) field, type an “N” for no to prevent this Branch’s Inventory from being accessed by the Branch above and also prevent any transfer of inventory from this Branch to the Branch above--make sure you repeat this process for all Branches that apply. For instance, if Branch 2 cannot assign inventory from Branch 4, make sure the reverse is set up so that Branch 4 cannot assign inventory from Branch 2. Important Note: in the User Control 3 screen of the System Maintenance module, there is a control that will give applicable Users the ability to override these setups when the situation warrants. That control appears as follows: Disregard Transfer/Assign Security. 

At the Inventory Transfer Overbill Method (A)mount / (C)ost % (4) field, ONLY if you wish to add an Overbill value to Job Cost for the cost of transferring material to various Branches from the current Branch, you can decide whether that value will be a flat Amount or a percentage of Cost. Type an “A” or a “C” in this field to then access the  next (5) field which appears as follows: Overbill Value. Type the applicable value in this field. With this setup complete, you will then see this Overbill field in the Inventory Transfer screen. Leave the Overbill fields blank to skip this option. At the Allow Transfer Overbill Override by Product Code (6) field, if you wish to allow for setting Overbill values by Product Code, rather than by a set amount for all items, type a “Y” at this control. When you enter through this option, a Transfer Overbill Override by Product Code selection box will appear as follows:

[image: ]

You can double-click on each applicable Product Code to set a custom Overbill amount or percentage, based on how you answered the previous control option of how to charge, by Amount or Cost %.


[bookmark: _Toc81498497]SYSTEM CONTROL MAINTENANCE:
This module must be completed during the initial setup of the RollMaster System—thereafter, this module will be used to view or change existing Control settings. This module is designed to set up default fields throughout the RollMaster System as well as enable/disable special features. Setting defaults will save you keystrokes and allow you to enter through some screens quicker. System updates will generally include additions to this module to further enhance or customize the system for each User. Please Note: If your system is not using Date Driven General Ledger, at the beginning of each month, you will need to access this module to update the Default Posting Period at the Company Control 1 level. When you enter this module, a Select Option menu will appear as follows:

[image: Wor6FFD]

There are four areas of control setup that need to be accessed from this menu and completed prior to “going live” on RollMaster. Thereafter, controls can be updated based on need and typically when a new update is installed in your system. At that time, you will be directed to this menu to access new controls and set them up according to how you would like to use them. 

System Control 
The following controls impact all companies within your System, which means that once a control is set, it affects all companies the same. If you are operating only one company in RollMaster, you still need to set these controls. When you click on or hit enter on the System Control option from the Select Option menu, the system will prompt another Select Option menu as follows:

[image: Wor52F8]

System Control 1 Screen
When you enter this control level, the screen will appear as follows:
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The cursor will be positioned at the Cash Sale Default field. At the bottom of the screen, the system will prompt notes on how to complete each field. In the illustration above, the bottom of the screen is displaying instructions for the Cash Sale Default field as follows:

[image: Wor4524]

Control Explanations for System Control 1 Screen:
Cash Sale Default (Y,N)- in the Order Entry/Maintenance module, before you enter a job, the system will prompt you to select either the Over the Counter Sale option or the Job Entry option before proceeding. To save a keystroke, the Cash Sale Default control allows the User to pre-select the default for the option that will be used most frequently. When you need to use the other option you can use the mouse or arrow key to select the other option. The Over the Counter Sale option is designed to process cash & carry transactions, therefore, the only dealers that should set this field to “Y” for yes are stocking dealers primarily specializing in selling in-stock goods. On the other hand, if you install the material you sell, and most of what you sell is considered a “special order,” then this field should be set to “N” for no. 

Minimum Roll Quantity for Assign Function- this field sets the minimum quantity that will display as available Inventory in the system when you assign material to a job. This field applies to roll goods as well as supplies, adhesives, etc. RollMaster recommends typing in “.01” in this field. 

Inventory Maintenance Password- this field will allow you to password protect your Inventory records. Once a password is entered in this field, only those who know the password will be able to edit/delete the information in an Inventory record. Without the password, Users can still view Inventory records, but they cannot make any changes. They can however, perform the following functions: Edit the Location, Transfer the Inventory, and Print Labels. If you do not want certain people to transfer Inventory, you can disable that option through another User Control feature explained below. To skip this field, hit the F2 key. If you do not want your salespeople to even view Inventory records, you can program a password in the System Menu Passwords module (explained below) for the entire Inventory Maintenance program. 

Default Pricing Level (A-J, or S)- in the RollMaster System, you have a couple of different options for setting a default price on the products sold. There are also additional special pricing options available via the Inventory Control menu that should be thoroughly understood to make sure you are using the system to your maximum benefit. The “A-J” pricing levels are set in the Catalog (A-J) Pricing Maintenance/Print module accessible from the Inventory Control menu. That module will allow you to program a range of margins for each type of product that you sell. The “S” level pricing is tied to the MSR List Price field in the Catalog Maintenance module, but is not a recommended default. If you select this default pricing level, you will need to enter a manufacturer suggested retail price in that field for every product and continue to update that field when price changes occur. Refer to the Inventory Control manual section to learn more about each pricing level. You can return to this field at any time to change the default. 

Default Pricing (R)oll, or (C)ut- if you typed in an A, B, C, D, E, F or J as the pricing level in the field above, in this field you will select whether you want the margin to be calculated on the roll--type an “R”--price of the product or the cut--type a “C”--price. If you typed an “S” in the field above, this field will not apply. The system will only recognize an “R” or “C”, so you will need to enter one or the other to proceed to the next field.

Auto-Compute Pad Quantity- this control, in conjunction with the next two controls, will allow the system to automatically calculate a lesser percentage of carpet pad, based on the amount of carpet on a job. When this control is set to “Y” for yes, you will need to access the next two controls to complete the setup. Also, in Order Entry, the system will first prompt the following in the Find and Add Line Items box: Pad Autocompute Active. You will need to enter a Sale Qty and the system will automatically calculate a Work Qty based on completed setup. When changing a pad line, the system will now prompt a recalculate button (Re-Calc Pad) in the Change a Line Item box for pad items as follows:
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If you enter a new Sale Qty, you will then need to click the Re-Calc Pad button to adjust the Work Qty.

Pad Quantity Adjustment %- with the above control set to “Y” for yes, at this prompt, enter a percentage amount, such as “95” for 95%, to allow the system to automatically compute a lesser work quantity percentage based on the Sale Quantity entered.

Product Code Used For Pad- with the above two fields enabled, you must designate a Pad Product Code in this field for the system to recognize, allowing it to complete the automatic adjustment.   

Default Invoice Type (N), (P), or (S)- if you will be using the Nebs (New England Business Systems) preprinted form 9040 for your Invoices, set this field to “N” for Nebs. If you will be using plain paper and creating a header in the system, set this field to “P” for plain paper. A third option is an alternative to the Nebs forms and is called the Standard forms option. This form has a perforated remittance section that can be torn off by the customer and submitted with their payment. Type an “S” at this prompt to select that option. A fourth option is a plain paper invoice with a perforated remittance section that can be torn off by the customer and submitted with their payment. Type a “T” at this prompt to use that option. You must have special forms for either of the last two options. If you would like more information about the special forms needed for the preprinted and plain paper with tear-off options, please Email support@rmaster.com. 

Default Work Order Type (N) or (P)- if you will be using the Nebs preprinted form 9040 for your Work Orders, set this field to “N” for Nebs. If you will be using plain paper, set this field to “P” for plain paper.

Floorplan Work Order in Order Entry- this option has been replaced with the Comment Lines feature in Order Entry. The Add a Room option that pops up allows for creating a list of cuts to display on the Work Order. This option cannot be accessed and will be removed in the graphical update.

Job Cost (J/C) Detail Questions in Accounts Payable- this feature was added to create additional job cost information in the system. It works best for special order and commercial jobs where Vendor Invoices relate to individual jobs. When enabled, this feature will prompt a message in the Accounts Payable Open Item Maintenance module requesting the User to enter the job number that applies to the Vendor Invoice. The data will then report to two modules in the Job Cost menu: Costs By Source View/Print & Work in Process-Costs From A/P. Refer to the Job Cost manual section to learn more about these modules and the information this feature generates.  

Ask for Company ID upon Starting RollMaster- if you are going to run multiple companies on the RollMaster System, set this field to “Y” for yes. The system will then prompt you for a Company ID when you first log on to the RollMaster System. If you are running one company, set this field to “N” for no.

Show Installation Date on Receipt- if you would like to see an Installation Date print out on the system Sales Agreement and/or Receipt, set this field to “Y” for yes. If not, type an “N” for no.

Enter Cost in Quotation Entry- this feature was added to enhance the capabilities of the Quotation/Proposal Maintenance module for commercial dealers. When this feature is enabled, the system will bring up an Edit Material Line box when a material line is added in the Quotation Entry module. You will then be able to enter a cost for the material, labor, and freight along with a desired margin percentage, and the system will automatically calculate the price. Refer to the Sales Processing manual section for more information on this feature. Please Note: With this feature enabled, any special pricing that has been programmed through the Special Pricing Mtc. module will not default in the Quotation module. Dealers who primarily service residential clients and who want special pricing to default in the Quotation module should not enable this option. 

Using custom menus in the User Control level of the system, a commercial menu can be set up for all commercial salespeople so the system will automatically prompt the commercial quote feature without enabling this System Control 1 option. Therefore, if you will be setting up User Id’s in the system, you should leave this option set to “N” for no. This option can easily be changed in the future, so you should carefully review all options and then return to this module to make any necessary changes.

Disable Posting Period Change- if you do not want the flexibility of overriding the G/L Posting Period in various system programs, set this field to “Y” for yes. If you would like to keep the flexibility of changing the G/L Posting Period, set this field to “N” for no. With this feature enabled, the Default Posting Period prompt will not appear in the Deposits and Invoicing options in Order Entry, and you will not be able to change the period in the A/P Print Checks modules. However, you will still be able to change the Posting Period in the A/R Customer Account Maintenance and A/P Open Item Maintenance modules as well as the Post Customer Payments module.

[bookmark: _Hlk17108831]Canadian GST/PST Tax Method- if you are a Canadian dealer, you will want to set this field to “Y” for yes to activate the GST/PST sales tax processing program in the RollMaster System. 

Print Product Type On Proposal- until this feature was added, the Quotation/Proposal print out would list the manufacturer next to each material line. With this feature enabled, that information is now replaced with the Product Type for each item, e.g., CARPET, VINYL, etc. A Product Type should be added to every Product Code that is created in the system. For more information on Product Types, see Product Code Maintenance in the Inventory Control manual section.
Don’t Print C.O.D. Amount On Work Order- with this feature set to “N” for no, the system will print a customer’s C.O.D. balance on the Work Order and on the C.O.D. Report, provided the Credit Status field in the Customer Maintenance module for that customer is set to “Y” for yes. You will also need to make sure that a credit limit has not been set for this customer in order for this option to work. (You can look at the Credit Limit field in the Customer Maintenance screen or in the Order Entry screen to determine if a credit limit has been set.) If there are existing customers in the system when this feature is enabled, you will need to access all of those customer data records and enter a “Y” in the Credit Status field if you want this feature to apply to those customers. The Credit Status field can be changed to two other options based on the customer’s credit status. For more information on the Credit Status field, see Customer Maintenance in the Accounts Receivable manual section, or Order Entry in the Sales Processing manual section. For more information on the C.O.D. Report, see Sales Processing Reports in the Sales Processing manual section.
Choose Look-Up Default In System- this option applies to Labor and Special Charge lines in the Order Entry/Maintenance, Quotation/Proposal Maintenance, and Property Management/Builder Templates modules in the system. During the process of entering a Labor or Special Charge line in any of those modules, the system will prompt the following question: Look-Up Item? (Y,N) N. If you change the default to “Y” at this prompt, the system will pull up a Catalog Item look-up screen of either Labor items or Special Charge items—depending on what kind of job line you are entering in the system. Therefore, if you set this System Control 1 option to “Y” for yes, the Look-Up Item default will be changed to “Y,” which means that you will only need to hit the enter key to pull up the Catalog Item look-up screen.  
Disable Show Installer Payment? In Order- in order to use the Job Labor Mtc./Installer Payments module to post installer payments, this prompt should be set to “Y” for yes. RollMaster strongly suggests that all labor payments be posted from that module.

Show Sales Rep I.D. On Receipt- if you would like the Salesperson’s ID to print on the Sales Agreement and Customer Receipt, set this option to “Y” for yes.

Choose Line Print Default On W/O (Y,N)- this control affects the default on a prompt in the Work Order Print module that appears as follows: Only Print Lines that Are Shipping Now (Y,N). To change the default to “Y” for yes, type a “Y” at this option. 

Instruction Sheet On W/O Gets Own Page- this option controls whether the Work Order Instruction Sheets print on a separate page or at the end of the Work Order. Set this option to “Y” for yes to print the Instruction Sheet on a separate page; otherwise, leave the option set to “N” for no.

Allow Edit Of Cost For Labor In W/O- this option controls whether the system will allow changes to the Installer Unit Rate field during Work Order Print processing. To enable this option, set it to “Y” for yes; otherwise, leave the option set to “N” for no.

Invoice Jobs That Have Been Paid- this control was added specifically for dealers who do not want a job invoiced in the system unless and until the Deposits on a job match the Job Total, or in other words until it is paid in full. This is primarily for cash and carry stores and special order retail stores where all money is collected prior to invoicing. If you set this control to “Y” for yes, the system will prevent invoicing on a job until the Deposits total matches the Job Total. If you enable this option but decide at some point to invoice a job or two where money is still owed, you can return to this prompt and change it to “N” for no. When that invoicing is complete, return to this screen and change it back to “Y” for yes.

Return Product Code Setup- this option relates to the Credit/Refund procedures that are performed from the Order Entry/Maintenance module. There are two Special Charge Product Codes that have to be set up in Product Code Maintenance and then typed in the two fields of this control before any credits/refunds can be processed in the system. The first has to do with a material return handling charge and can be titled Handling Charge in the description field of the Product Code—even if you do not currently charge for returns, you should still set this one up. It should be tied to your G/L Revenue account for material sales, unless you would like it to go to another revenue account specifically for handling special charge revenue. The second has to do with refunds to customers where no material is being returned and can be titled Contract Adjustment, or similar, in the description field of the Product Code. It should also be tied to your G/L Revenue account for material sales, unless you prefer it to go to a refunds/allowances revenue account.

[bookmark: _Hlk17109101]Change PST Computation On (C)on. Job- this control only applies to Canadian customers on contract jobs (meaning a “C” for Contract appears in the Contract/Inv. field of the Order Entry screen). With this control enabled, The PST will be figured on the cost of the job and the GST will be calculated on the sale price and then added to the sale price. Also, the PST cost will be Debited to Cost of Goods Sold and Credited to Sales Tax during invoicing.

When you have entered through the last field in the System Control 1 screen, the system will prompt the following: System Control Save Changes (Y,N): _. You will need to type a “Y” for yes to save any changes made in this screen. The system will then place the cursor back at the Select Option menu. 

System Control 2 Screen
When you enter the System Control 2 level, the screen will appear as follows:
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Control Explanations for System Control 2 Screen:
Send Tax to CGS on U.S. (C)on. Job- if this control is set to “N” for no, on Contract (Use Tax) jobs, the system subtracts the use tax amount from the total sale. However, many customers prefer that it not reduce the sale, but instead, increase cost. With this control set to “Y” for yes, the system will now send the use tax amount as an expense to the corresponding Cost of Goods account tied to the material on the job and the Sale/Revenue account amount will not be reduced.

Work in Progress – Print Vendor- this control only impacts the Detailed JC View/Print (Owner’s Version) module located in the Owner’s Function menu. With this control set to “Y” for yes, the system will now display the Vendor ID, PO Number, Quantity, and the Roll & Dye Lot information below each assigned material line. If inventory is assigned on the line but no PO Number exists, the system will not display a Vendor ID and the PO Number will display as “000000.”  

Include freight – PST Canada (C)on- this control only applies to Canadian customers. With this control set to “Y” for yes, the system will calculate PST on freight costs. 

[bookmark: OLE_LINK7][bookmark: OLE_LINK8]Disable Period Change Deposits- this control was added for customers wanting to remove the Default Posting Period prompt from just the Deposit and Receive Money programs, but still have it appear during invoicing. There is an existing System Control 1 option that will disable the Posting Period prompt during invoicing and deposit posting; if that control is currently set to “Y” for yes, this control will have no impact. However, if you set the first control to “N” for no, you can then set this control to “Y” for yes to disable the Default Posting Period in Deposits and Receive Money programs. 

Use Sale Inv. Period for J/C Jnl- this control is only accessible if the Date Driven G/L functionality has NOT been turned on. If it hasn’t, this control defaults to “N” for no for everyone, and that is the recommended setting. If set to “N” for no, when a Job is Invoiced and the A/P Bills post, during the Review PO process, if costs are adjusted, the system makes a Job Cost Journal Entry to the period the Vendor Invoice is being posted and the cost is being adjusted. If set to “Y” for yes, the Journal Entry would post to the period the original Sales Invoice was processed, which could be the prior period or even a period before.

[bookmark: _Hlk17109242]C/M Handling Charge Taxed (Y/N)- if this control is set to “Y” for yes, tax will automatically be added to the handling charge. For Canadian customers, GST will automatically be added since this is considered a Special Charge line. If this control is set to “N” for no, no U.S. tax will be added to the handling charge but GST for Canadian customers will still apply based on additional changes made to the system specifically for Canadian customers.

Cust. Pay Reg. Selection Option- when set to “Y” for yes, this option will prompt the newest Customer Payment Register features. This change allows a User to select individual Deposits, and then clear only those selected by a User-determined date, instead of clearing all at the same time and date. Most customers should have their system prompting this option, as clearing Deposits becomes a much more User-friendly process with this feature enabled. Please review Customer Payment Register section of the current manual for a complete description of this functionality.

Force CAPS Lock (w/ Exclusions)- the default setting for this control is “N” for no. To force ALL CAPS without turning on and off the Caps Lock key on your keyboard, set this control to “Y” for yes. Where ALL CAPS are required, the system will force capital letters. Where it is not needed, such as in Notes, Headers, Footers, Email, etc., the system will allow upper/lower case with this control enabled. Please Note: You will need to exit the system and enter back in for this feature to take effect.

Copy Cust Changes Between Comps- this control is specific to multi-company operations. With this control set to “Y” for yes, a Please Enter Companies box will prompt as follows:
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This setting specifies which companies will share customers. When a Customer ID is added to either Company, it will be added to both automatically. When a Ship To Code is added, it will be added to both automatically. When a Customer ID or Ship To Code are edited from Customer Maintenance, the system will save both automatically. When a Customer Sold To is edited from a Quote or Order, the system will update both companies automatically.

When you have entered through the last field in the System Control 2 Maintenance screen, the system will prompt the following: System Control 2 Save Changes (Y,N): _. You will need to type a “Y” for yes at this prompt to save any changes that were made in this screen. The system will then place the cursor back at the Select Option menu. 


Company Control
When you click on or hit enter on the Company Control option from the Select Option menu, the system will prompt another Select Option menu as follows:

[image: Wor5B79]

Company Control 1 Screen
The following controls are specific to each company you are operating on RollMaster. If you have more than one company, you will need to log into each company to set up these controls. When you enter this level, the screen will appear as follows:

[image: ]

Control Explanations for Company Control 1 Screen:
Branches share—Product Codes- in the RollMaster System, Product Codes are tied to the system General Ledger. Therefore, if you have more than one branch—or will ever have more than one branch—and if you are using separate Chart of Account numbers to track each branch, you need to enter an “N” for no in this field. This field is password protected and requires a RollMaster Trainer to change. This is because of the disruption to the system a change to this field can make, especially if unintended. Please Note: if different branches will share the same catalog, be sure to use the same Product Code descriptions in each branch, changing only the Chart of Account information to reflect each branches account numbers, e.g., if you use “01” for 12’ Carpet in Branch 1, be sure to use “01” for 12’ Carpet in Branch 2 as well, etc.

Branches share—Catalog Items- in the RollMaster System, Catalog Items are tied to the system Product Codes. Therefore, if you have more than one branch—or will ever have more than one branch—and you will be selling the same or some of the same products in each branch, you need to enter a “Y” for yes in this field. If your branches have a completely different product offering, there would be no reason to share a catalog and you would therefore enter an “N” for no in this field. This field is password protected and requires a RollMaster Trainer to change. This is because of the disruption to the system a change to this field can make, especially if unintended.

Over The Counter-Customer ID- this field will allow you to set a default Customer ID when you select the OTC Job (Over the Counter Sale) option in the Order Entry module. If you are not concerned with capturing customer information during cash and carry sales, you can create a Customer ID such as “CASH” to use for all those transactions. You can easily override this default and follow normal system procedures for adding a customer to the database when applicable. If you do type a default ID in this field, you will also need to add that ID to the system through the Customer Maintenance module prior to using the OTC Job option. 

Order Default Job Type- this field also refers to the OTC Job option in the Order Entry module. To save a keystroke, you can set a default Job Type code through this field such as “CC” for Cash & Carry—it can be a one or two-digit alphanumeric code. If you type a default Job Type in this field, you will also need to add that Job Type to the system through the Job Type Maintenance module accessible from the Sales Processing menu. 

Default Posting Period- in this field, you will enter your current accounting period. Setting a default posting period in this field will allow you to keep a General Ledger period open for several months while posting current information to the current period. In other words, even though the General Ledger may be set to period 1, you can use this field to move the default posting period to period 2, 3, 4, and so on, so that information is always posted to the current period. For instance, when Deposits are entered in the system, or when an Invoice is processed, the system will prompt the Default Posting Period that is entered in this field. At those prompts, you can hit enter to accept the default or you can override the default period to the previous period—provided it has not been closed—or forward to the next period, when applicable. At the beginning of every month, you will need to return to this field and move the default period forward by typing the new period number. Closing out a General Ledger period will not affect this field—it must be updated manually. Important Note: after changing the Default Posting Period, all Users must exit the system and re-enter for this change to take effect.
 
Print Customer Tax ID on Invoice- when enabled, this feature will print a customer’s Tax Exempt number on the Invoice, provided one was entered in the Customer Maintenance module for that customer. If you would like Tax Exempt numbers to appear on Invoices, type a “Y” for yes in this field. Otherwise, enter an “N” for no.

Invoice Print “Close Job” Default- this field was designed to save you time during the invoicing process. One of the last questions the system will prompt during invoicing, is the following: Close Job (Y,N). This field will allow you to set the default to either “Y” for yes or “N” for no, so that a majority of the time you will only need to hit enter to proceed—you can override this default by typing the opposite letter instead of hitting enter. RollMaster recommends that a job be closed after invoicing so that it is removed from the Open Order status. Closed jobs can easily be opened through the Open Jobs Closed In Error module, accessible from the Management Functions menu.

Use Sq. Ft. Sale Pricing, (N) If By Vendor- this field only applies to roll goods, i.e., carpet and vinyl. If this field is set to “Y” for yes, the system will convert square yard sale pricing to square foot sale pricing on all roll goods from all Vendors. If you will only be using square foot sale pricing on certain roll good suppliers, enter an “N” for no in this field. You will then need to enable the option to use square foot pricing in the Vendor Maintenance module—accessible from the Accounts Payable menu—for each applicable Vendor. If you will not be using square foot pricing at all, leave this field set to “N” for no.

Use Sq. Ft. Purchase Pricing, (N) If By Vendor- this field only applies to roll goods, i.e., carpet and vinyl. If you purchase roll goods by the square foot from all Vendors, set this field to “Y” for yes. If you will only be purchasing by the square foot on certain roll good suppliers, enter an “N” for no in this field. You will then need to enable the option to use square foot pricing in the Vendor Maintenance module—accessible from the Accounts Payable menu—for each applicable Vendor. If you will not be purchasing roll goods by the square foot at all, leave this field set to “N” for no.

Work Order Print/Show Installer Pay- if you would like the installer pay rate to show on the system Work Order, set this field to “Y” for yes; otherwise, leave it set to “N” for no.

Abbey Store Number- this field was originally designed for Abbey Dealers and is tied to the Vendor Invoice Report located in the Special Functions menu. If you are an Abbey Dealer, enter your Abbey Store Number. If you are not an Abbey Dealer, create a number here so that you can utilize the functionality of that report which keeps track of yardage sales by Invoice for reporting to Vendors.

Invoice Print-Show Roll Numbers- if you would like roll numbers to appear on system Invoices, set this field to “Y” for yes; otherwise, leave it set to “N” for no. Inventory data will also print on the Credit Memo, provided it is printed using Server-side Printing (SSP). 

Require Install Time- with this control set to “Y” for yes, the system will require an Install Date be entered in Quote and Order Entry. Also, the Time field will default to N/A, and will also become a required field.

Omit Vendor ID & P.O. # from Work Order- if you prefer to omit the Vendor ID and PO Number from the system Work Order, set this field to “Y” for yes. 

Default Job Type in Property Management- if your store handles property management and/or track builder jobs, you can set a default Job Type in this field—such as “PM”—that will save you a keystroke when you enter a job in the Property Management/Builder Templates module. If you type a default Job Type in this field, you will need to add that Job Type to the system through the Job Type Maintenance module accessible from the Sales Processing.

Default Labor Code for Reading Quote- if you have enabled the “Enter Cost in Quote Entry” control, located in the System Control 1 level screen (explained above), and if you prefer to combine material and labor costs together on one line to show the customer an installed price, then you will need to set a default labor Product Code in this field. When you turn a quote into a job that contains a material line with a labor cost, the system will create two lines in the Order Entry module. When it creates the labor line, it will look for the default code entered in this field. RollMaster recommends using “TB” as the default code, which stands for “TO BE DETERMINED.” Whichever code you select, make sure you enter that code in the Product Code Maintenance module. If you are not using the Enter Cost in Quote Entry feature, or if you will never combine a labor cost with a material item cost, you can leave this field blank.

Active BOM Processing- this control will only apply to clients utilizing the Build Order Maintenance module and accompanying BOM features. Leave this control set to “N” for no, unless you are using the BOM functionality.

Prompt Memo In P.O. Thru Order- there are four possible options with this feature. If this control is set to “N” for no, the Memo field in the PO screen will remain blank. If set to “Y” for yes, the system will automatically fill in the Memo field on a with the job number and first address line of the Ship To or Job Location box when a PO is created from within Order Entry. Once created, the information in the Memo field will appear in the Purchase Orders program, as well as print out on the PO, and display on the Open P.O. Report. If you add multiple lines to a PO, this option will work on each line. If you type an “S” at this control, the system will prompt the Job Location Addr1 and Addr2 data in the Memo field on POs created from job lines. This is so that jobs with Lot or Apartment #’s will appear on each line of a PO automatically. Currently this new control option will display up to 20 characters of the Addr1 line and up to 9 characters of the Addr2 line. The final option is to set this control to “C” for Customer Name and Job. This means that in the Memo field, the system will automatically display the Customer Name and the Job Number.

Allow Inventory Holds On Quote- with this feature set to “Y” for yes, the system will allow you to place a hold on inventory in the Quotation Entry module. In the second field, type the number of days you would like all holds to be effective, e.g., “5” for five days.

Remove Customer Signature Line- with this feature set to “Y” for yes, the system will hide the “Customer Signature” line on the Sales Agreement. 

# Of Lines To Print After Header- this option adjusts the spacing on the Sales Agreement to allow for verbiage that has been added to custom pre-printed agreements (this does not pertain to NEBS forms). Regardless of the number of lines on the Sales Agreement, this option will pre-set the number of lines that will print on each page of a Sales Agreement, so that the pre-printed information can be displayed clearly at the bottom. If you use this feature, you should also turn off the Customer Signature line (see control above) and also remove any Footer information added in the Sales Agreement/ Receipt Header Maintenance module. 

If you do not wish to use this option, leave this prompt blank. To enable this feature, type the highest number of order/comment lines that can appear on your Sales Agreement before the system needs to start printing on the next page. This will be different for every business, so you may need to make adjustments until you get it right. We suggest starting with “8” and then printing a Sales Agreement with multiple order/comment lines to see if you need to adjust this number up or down. Also, when the system prints more than one page, a mini-header will appear at the top of each additional page and display the Job Number, Customer ID, Sales ID, and the page number. The second field of this prompt handles where the second page of type begins to print on the Sales Agreement, Quotation, and Invoice. If you select the Plain paper option during the print process but use your own pre-printed forms, you can set this field to “Y” to have it skip down below the pre-printed header area when a second, third, etc., page is required to print.

Always Show Total Installer To Pay Amount- this option is tied to the “Installation Labor To Pay” line on the system Work Order, and only applies to those Users who have enabled the Company Control 1 screen option “W/O Print – Show Installer Pay $.” Prior to this option, the Work Order would automatically display the total amount of labor to pay based on the amount of labor that was being shipped on the Work Order, which is still how many Users prefer it to work. However, there are also several Users that want to always see the total labor to be paid for the job on all Work Orders, and so this option was added. With this option set to “Y” for yes, the Work Order will reflect the total of all labor to be paid for the job, not just what is being shipped on the Work Order. It will also include any labor to pay that has been previously shipped on a Work Order.

Include Overbill In (A-J) Pricing- this option relates to the Overbill field in the Catalog Maintenance module. If you would like to include Overbill amounts in the A-J Level Pricing that you can program in the system, set this option to “Y” for yes. See the Inventory Control section of the documentation for more information on the Overbill field and the A-J pricing.

Prompt G/L Acct # For Labor/Special- this option has to do with the G/L Account Number field that displays when adding a Labor or Special Charge line in a job or quote. To hide the G/L Account Number field, type an “N” for no at this option. 

Only Print Final Total on Inv/Quote- with this option set to “Y” for yes, on the printed Quote, Sales Agreement, and Invoice, only the final total will print—you will not see any of the Subtotal, Sales Tax, Gross Total, and Total Deposits amounts, and only the words “NET TOTAL” with a total amount will display.

Prompt User/Date For (F6) Comments- this option is tied to the (F6) Line Comments feature, the (F1) Notes feature, the PO Notes feature, and the Vendor Notes feature (with the exception of the first line that prints on the check). With this option set to “Y” for yes, the system will automatically prompt a User ID and the current Date at the end of each comment line. To disable this option, change the prompt to “N” for no. 

[bookmark: _Hlk82783799][bookmark: _Hlk82783726]Enable Service Charge- this option was designed to help flooring dealers recoup the miscellaneous costs associated with flooring installation such as freight, supplies, waste, warehousing, and other miscellaneous expenses, so it can also help with job costing items like RealPage, Vendor Café, Recycling, and various other things. It will calculate on material cost only, unless you set it otherwise in the box below. It is also important to note that this can be enabled on a Branch Control level, which will override Company, and also on the Job Type, which would negate any setup in Company or Branch. If this control has not previously been enabled, the first message to prompt is a warning to contact RollMaster Support before continuing. This is to ensure that you have a full understanding of what this control does before turning it on. Upon continuing, the system will now prompt a box of additional related items as follows: 
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[bookmark: _Hlk82783616][bookmark: _Hlk82783646]You will first enter a Product Code for this Special Charge, which should be set up ahead of time. You will then enter an amount for the Service Charge as a percentage. For the Invoice text, type how you would like this to appear. You can also use the next field to replace the term Sales Tax with something else. The next option allows for including any lines that have been previously invoiced to the Service Charge calculation. The next option determines whether a Service Charge can be calculated on jobs with zero tax rate. To cost a Service Charge amount to the job for job costing and commission purposes, enter that percentage in the next field. The next field determines if Special Charges will apply only to Contract (Use Tax), Invoice (Sales Tax), or Both. At the next option, if you wish to show this line as a separate Line Item, type a “Y” for yes. And the final two options determine whether you wish to include Labor and Special Charge lines in the calculation. These will default to “N” for no, so only change them if you want to include them. One additional note on this feature: in the Job Type Maintenance module, a checkbox exists to exclude a Job Type entirely from these calculations. It appears as follows: Exclude From Service Charges. 

Print Labels In Receive Inventory- this is a two-part option that first handles whether you want the default for the Print Labels prompt to be “Y” for yes or “N” for no. If you primarily wish to print an inventory label immediately following the receipt of inventory, set this default to “Y” for yes. The second option handles whether you want the default label type to be Barcode label, or a Normal label. If your company has barcoding equipment from RollMaster, you should set this default to “B”; otherwise, leave it set to “N” for normal.

Enforce over-the-counter COD’s- this option forces salespeople to tender the full job amount in the Deposit box on OTC Jobs before it will allow the job to be invoiced, where certain conditions exist in the system. With this prompt set to “Y” for yes, one of the following three conditions must exist for this to work: 1.) The Credit Status on the customer’s account is “C” for Cash or Certified Check; 2.) The Credit Status on the customer’s account is “Y” for COD Customer; or 3.) The customer is over their Credit Limit at the time the job is opened. When this option is enabled and one of the above conditions exists, the system will not allow the salesperson to leave the job if the payment is not taken in full. The salesperson is forced to unassign the material and close the job, or take the payment in full. If you don’t wish to force the “pay in full” option, leave this prompt set to “N” for no.

When you have entered through the last field, the system will prompt the following at the top left of the screen: Company Control Save Changes (Y,N): _. You will need to type a “Y” for yes at this prompt to save any changes that were made in this screen. The system will then place the cursor back at the Select Option menu.

Company Control 2 Screen
When you enter the Company Control 2 level, the screen will appear as follows:
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Control Explanations for Company Control 2 Screen:
Use Job Line Number In W/O Print- if this option is set to “Y” for yes, the following changes will take place on the system Work Order: 1.) the printed Work Order will number the lines according to the order they appear on the job, rather than in the order they print on the Work Order. 2.) Comment Lines will not be given a line number on the printed Work Order. 3.) When you delete a line from the Work Order, any Comment Lines associated with that line will also be deleted. 4.) Any Comment Lines tied to a line that is not shipping will not print on the Work Order.

Overbill on Labor Catalog Items- if you would like to add an Overbill percentage to all Labor lines for job costing purposes, type a “Y” for yes at this prompt. The system will then prompt the following: Enter Overbill %:. Type in a percentage amount to add to Labor Catalog Item costs (Please Note: you must hit enter to get through this prompt). If you do not want to add an Overbill percentage, leave this prompt set to “N” for no. 

Material Overbill by Inventory- if this control is set to "N" for no, then the only Overbill amount that will apply in job costing is the Overbill, if any, entered in the Catalog Maintenance module. Even if you add an Overbill via the Purchase Order module, it will not apply with this control set to "N." When this control is set to "Y" for yes, then if you add an Overbill in Catalog Maintenance, but the Inventory record does not have an Overbill amount, no Overbill amount will apply, because the system is only looking at Inventory Overbill and ignoring anything in Catalog Maintenance. However, if the Overbill is set up in Catalog Maintenance, that amount will prompt on the PO, and then flow through to the Inventory record when received, unless it is changed via the F5 Overbill function on the PO Line. Therefore, the best setting for this control is "Y" for yes, if you will be using Overbill for job costing purposes. 

Use Private Labeling by Customer- with this control set to “Y” for yes, any Private Label names that have been set up in the system for a given Customer ID will display on all printed documents tied to that Customer ID.

Credit Control to Disallow W/O:- this option is a two-part control. If you type a “Y” for yes in the first field, it will turn on the Credit Approval Control feature in the system. With the Credit Control feature turned on, all jobs are immediately affected and the system will not allow the processing of a Work Order or Invoice on jobs where the customer is over their credit limit or has past due Invoices. (Please Note: there are two User Control features [explained below] that will allow certain Users to override the Credit Control status on a job-by-job basis.) If you turn on the Credit Control feature in the first field, but don’t want your C.O.D. customers with a zero credit limit to be affected, you must type a “Y” in the second field. The second field in the Credit Control feature will allow processing of Work Orders and Invoices on C.O.D. customer jobs, but only if they do not have past due Invoices on their account. 

Mail Float Days, <for Credit>- this option will allow you add some days to the Credit Control cutoff time on unpaid Invoices. For example, if your customer is set to Net 30 in Customer Maintenance, and you want to float the customer another 3 days beyond the Net 30, you will type a “3” in this field. 

Irregular return in W/O Print- this option allows you to return irregular sized roll remnants back into stock through the Work Order without affecting job cost. With this option enabled, you can put these remnants back into your stock without a cost, and then resell them at any price you wish, and the system will automatically handle inventory, commissions, and the G/L properly. To enable this control, type a “Y” in the first field of this prompt. If you enable this field, you will need to create a Product Code for your irregular returns such as “IR.” After you enable this prompt and add the new Product Code, the system will prompt the following: Enter Irregular Return %.  If you type a percentage here, the system will use that percentage to determine the value of the item being returned based on the original sale price. If you don’t wish to use this part of the feature, hit enter through the prompt and you can price each irregular return item individually. This percentage of the irregular return will calculate against the original cost (not price) of the item and will put this value in the Overbill field of the inventory item itself. This is done so a cost value will be added to the item for job costing and commission purposes only and no value will go the General Ledger upon billing.

Activate Inventory Cut Sheet- this option will allow you to turn on the Cut Sheet feature in Order Entry, allowing you to assign cuts on each job using the F6 Floor Plan Comment Lines. It then sends that data to the Inventory Cut Sheet module in the Installation System menu. The Inventory Cut Sheet module interfaces with any Accu-Cut cutting machine, or you can simply make manual cuts for the system to keep track of on the Work Order and in Inventory Maintenance.  With the control set to “N” for no, nothing will change in the system. If this control is set to “Y” for yes, the system will prompt several options to allow you to customize how the Cut Sheet feature can best work in your business. Not all of these may apply so read through them carefully and make sure you understand what each will allow you to do or not do in the system. The first prompt will appear as follows: Do you want to Allow Scheduling of Individual Cuts? If you click “Yes” at this prompt, the system will allow you to have multiple install dates for cut sheet purposes. The next prompt will appear as follows: Do you want to Allow Cut Sheet settings by Job Type? If you click “Yes” at this prompt, two Cut Sheet feature questions will be turned on and will prompt when eidting an existing Job Type or upon adding a new Job Type that will make those prompts specific to the Job Type. This will be more applicable for companies that perform Commercial and Property Management jobs and only want to use these features for Property Management jobs. If you choose to use this additional feature, after setting this prompt to “Yes,” you will need to access the Job Type Maintenance module in the Sales Processing menu to update the applicable codes. The two Cut Sheet feature questions (explained below) that display in Job Type Maintenance module appear as follows: “Force Inventory Reserves and Floor Plan comments to match?” and “Allow shipping on the Installer W/O without being first cut on the Cut Sheet?” Additionally, there is a User Control that determines who is allowed to set/change these prompts (see User Control section below). 

Once you have entered through the first two prompts, a third prompt will appear as follows: Do you want to force Inventory Reserves and Floor Plan comment lines to match? If you select “Yes” at this prompt, the full Cut Sheet feature options will apply, and the next prompt will appear only where this prompt is set to “Yes.” That prompt will appear as follows: Do not delete Floor Plan comment lines when unassigning. This prompt, if set to “Yes” will prevent any existing Floor Plan Comment Lines from being deleted when material is unassigned on a material line with the Cut Sheet feature enabled. The next prompt will appear following a “No” response to the third prompt and after the above prompt: Do you wish to enter line Qty in Quote Entry by prompting the total of Cut qty’s entered? If you select “Yes,” the system will allow you to enter all of your quantities by room and then it will automatically create the Work Qty amount based on the total of those quantities. This will work for roll goods as well as hard surface items. In the Quote Entry screen, after you select a style and color, the system will prompt the Enter Floor Plan Cut Information box and place the cursor at the Area field. Type in the first area you would like to enter a quantity for and enter to the Qty field. Type in the amount and enter to prompt a new entry. When you have entered all quantities, simply hit the Esc key or enter once more through both fields, leaving them blank, and the system will generate the total in the W-Qty column. If you select “No” at this prompt, then the system will allow you to continue using the Inventory Cut Sheet module, but it will no longer force you to enter each cut in the Quote or Order. Additionally, you will be allowed to assign roll sizes that are smaller than the Work Quantity, meaning that you will be able to use two or more different rolls to fill the reserve on the line. With this option set to “Y” and “Yes”, the system will not display roll sizes smaller than the Work Quantity on the line. 

The next option will appear as follows: Allow shipping on the Pick Ticket without being first cut on the Cut Sheet. This will NOT actually ship the material. If this option is set to “Yes,” then material can be shipped out on the Pick Ticket without first being cut via the Inventory Cut Sheet module. Also, the system will show the material as still residing in your warehouse. A similar but slightly different prompt will appear next as follows: Allow shipping on the Installer W/O without being first cut on the Cut Sheet. This is a live report that WILL ship the material. If you select “Yes” at this prompt, the system will consider the material shipped and will display in inventory as no longer physically residing in your warehouse.

Allow private label by branch- with this control set to “Y” for yes, you will be able to create Private Label styles specific to each branch through the Catalog Maintenance module. (See the Inventory Control section of the manual for additional information about this feature.) If you do not wish to use this feature, set this control to “N” for no. 

Labor code to remove from Comm- this control will allow you to enter a Labor Product Code for which none of the labor catalog items under it will affect sales commission calculations. In other words, if there are certain jobs where you do not make money on labor and do not want to count that against your salespeople, you can set up a special Labor Product Code with Labor Catalog Items that can be used on those jobs and you will type that Labor Product Code at this prompt. If you use this feature, you need to understand how the commission calculations will look wherever you see Job Cost screens. The labor line total will display and be included in the Job Total, but the commission amount will not include any cost or sale as part of the calculation. For example, if one of these Labor Lines totals $100 on a job, and there is a Material Line totaling $300, the total job will show as $400. If commission is being figured as 10% of the job total, the commission amount would display as $30 and not as $40. If this feature does not apply to your business, simply enter through this prompt and leave it blank.

Warn about Deposit in P.O.- if this option is set to “Y” for yes, the system will pop up a warning in the PO to alert when an item is ordered for a job where the deposit doesn’t match the percentage amount you enter at this prompt. For example, if you require that all orders need a 50% deposit before material can be ordered, you can type “50” for 50%. The system will then prompt a warning in the PO if any material is being ordered for a job where the deposit is less than 50% as follows: 
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Please Note: This prompt is an alert only and will not prevent orders from being processed. Once you enter through the prompt, it will place you at the next field to order the PO. You should instruct your purchasing department as to what internal procedures to follow when they receive this prompt. Also, if a customer has a Credit Limit set up, this warning will not prompt, regardless of the deposit amount.

Remnant Commission- with this control set to “Y” for yes, the system will allow you to enter a salesperson commission percentage amount to apply to remnants (created through the Remnant feature explained in the Inventory Control section of the manual) that will figure commission even where there is a loss on the sale. For example, if the value of a remnant is $100, but you can only sell it for $50, you may still want to pay the salesperson a commission of 10% of the sale to encourage your salespeople to sell remnants. Also, with this control enabled, the remnant sale, even when showing a loss, will not affect salesperson commissions on the rest of the job. It will be paid in addition to the regular commission earned on the job.  

Quote hold of different branch- this control allows you to assign inventory in a Quote from another Branch. With this control set to “Y” for yes, in the Select Inventory box, an option will appear at the bottom as follows: (F3) Select Other Warehouses. When you hit the F3 key, the system will prompt the following: Enter Another Branch ID to Check, or (F1) for All. Type in another Branch ID to check, or hit the F1 key to see available inventory in All Branches. 

Assign to PO in a different branch- this control allows you to assign inventory from a PO in another Branch. With this control set to “Y” for yes, you can assign inventory from an “On Order” PO in another Branch.  

Region Reporting- this control will allow you to group Branches together into Regions and then allow you to print several reports in the system by Region. You will need the assistance of a RollMaster Trainer or Support Personnel to perform the setup. Once all Branches have been assigned to a Region, you can then print important reports in the system by Region. 

Initials Required- this control is tied to the Initials field in the Order Entry screen, located next to the Install Date field. With this control set to “Y” for yes, the system will require that an Initials Record be entered in the Initials field if an Install Date has been entered. 

Job Cost for Payment Type Codes- when enabled, this control will allow you to add financing charges to your credit card Payment Type Codes for job costing purposes. It also impacts salesperson commissions and allows you to create Special Financing Product Codes-such as 6 Months Same As Cash- that can be added as line items on a job. For a complete explanation of how this control can be used, see the Payment Type Code Maintenance section of this manual. 

Stop printing “Proposal” Text- when enabled, this control will remove the word “Proposal” from the top of the printed Quote. This control was added to accommodate customers using pre-printed headers. 

Sliding Scale (Auto. Neg. Comm.)- when enabled, this control will automatically calculate negative commission for Credit Memos or negative margin Invoices based on the positive sliding scale commission rates you have set up. You should remove any manually entered negative commission rates if this is the case. If this option is not enabled, you will need to manually enter negative commission rates in the sliding scale box.

Invoice up to Deposit Balance- if this control is set to “Y” for yes, the system will check each time a line is selected during invoicing to make sure that you are not invoicing more than the Deposit balance. If you do go over the balance, a message box will let you know and automatically unselect the item. You do have the option of Partial Invoicing (see instructions in the Sales Processing section of the manual) and after doing so, the system will check the Invoice Total against the Deposit balance and unselect if the amount is over. You can then try Partial Invoicing again for a lower amount. Also, if the Job Total balance is greater than the Deposit balance, the “F3 to Select All” option will not be available. 

Salesperson Commission Draw Paid- when enabled, this control will turn on the Salesperson Draw Maintenance module and accompanying reports in the Sales Processing Menu. Please see the Sales Processing section of the manual for complete instructions on using the Salesperson Draw Maintenance module. 

P.C. for Special Charge Job Line- this control will allow you to add a Special Charge line on a Job to add a total percentage amount based on the Job total. For example, if you wish to add a flat 1% increase to a Job total, you will create a Special Charge Product Code first, and then enter a percentage amount in this control—the Product Code must be created prior to entering in this field. Once you enter your new Product Code in this control field, the system will then prompt the following: Enter Percent. Type a percentage amount for use with this control. Once this control is set up, once all lines have been added to a Job, click the Functions menu and select “Special Charge added to Job” option. The system will write a new line to the Job and calculate the amount based on the Job total and percentage amount entered here. To skip this control, simply enter through this field without entering a Product Code.

Sales Tax – Taxable Limits Set- in a couple of States, certain local Sales Taxes are only charged up to a set sale amount, and any amount after that is not taxed. What this control allows you to do is automate that process. For example, if there is a City Sales Tax that is assessed up to a sale amount of $2,500, but any amount over that $2,500 is not taxed, you can use this control to automatically calculate the correct tax amount to be collected. This control does require some set up before it can be used. Before setting this control to “Y” for yes, you must first create a Special Charge Product Code specifically for this control that the system will use to write a credit line to a job when the tax amount needs to be credited to meet the local tax requirements. You can use your Sales Tax G/L Account Number on the Product Code setup, but nothing will be sent to your financials during this process. When the Product Code has been set up, come back to this control and type a “Y” for yes, and then enter the Product Code. When you have saved your changes, you must then go to Sales Tax Code Maintenance in the Accounts Receivable menu and pull up the applicable Tax Code. There will be a new field in this screen that will appear as follows: Taxable Limit. Type in the total sale amount after which no Sales Tax should be calculated for this Tax Code. Please Note: If you create more than one Invoice on a job, this feature will work on an Invoice-by-Invoice basis, meaning that it will calculate on the amount of the Invoice and not the Total Job. For example, if the job meets the tax cutoff requirement, but you create a partial Invoice, whereby the total Invoice amount falls below the cutoff requirement, the full amount of tax will be assessed and the Invoice total will not impact the next Invoice.

Consignment Internal Company”, “…Company/Branch…”, “Consignment Read PO into Order- these series of questions are for companies that sell on consignment to their own companies. If this pertains to your company, please contact the RollMaster Customer Service Department for assistance with this setup and functionality. 

W/O- Print PO on Inventory Items- this control was added to allow you to include the system PO Number to the Work Order print out for each material item. There is a similar control option in the Company Control 1 screen that appears as follows: Omit Vend. ID. & P.O. # from W/O. If this control is set to “Y” for yes, to omit those items, you can then set this new control to “Y” for yes to only include the PO Number and still not print the Vendor ID, which is the preference for most customers. 

Print Contact Name on Invoice- in the Customer Maintenance module and in Order Entry, there is a Contact field used to add a contact name for a business. With this control set to “Y” for yes, the system will now print whatever is in the Contact field on the system Invoice. 

Print Special Instr. – Open PO Rpt- with this control set to “Y” for yes, the system will display the content of the Special Instructions field from Order Entry on the Open P.O. Report. This control does not currently apply to the Open P.O. Report (for Faxing). 

Print Service Chg. –Progress Bill- with this control set to “Y” for yes, any Progress Billing Invoice will display Service Charge verbiage, just as the system currently does on regular Invoices.

When you have entered through the last field, the system will prompt the following: Company Control 2 Save Changes (Y,N): _. You will need to type a “Y” for yes at this prompt to save any changes that were made in this screen. The system will then place the cursor back at the Select Option menu.

Company Control 3 Screen
When you enter the Company Control 3 level, the screen will appear as follows:
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Control Explanations for Company Control 3 Screen:
Inv. Transfer –User in Branch- if this control is set to “Y” for yes, the system will not permit any Users to transfer and receive inventory, unless they are logged into the transferring Branch when sending inventory, and also logged into the receiving Branch when checking in the inventory. 

Invoice Header used Prog. Billing- with this control set to “Y” for yes, the system will use the Header information that currently appears in the Invoice Header Maintenance module on any Progress Billing Invoices. It will also remove the “Terms” and “Due Date” information that appears on regular Invoices. 

[bookmark: _Hlk17110223]A/R Statements – Zip Under City- with this control set to “Y” for yes, the customer zip code will print directly under the city name on the A/R Statement, which is the way the Canadian Postal Service requires postal codes to appear if not on the same line. 
A/R Statements – Print Cust. ID- with this control set to “Y” for yes, the Customer ID will print above the customer name on the A/R Statement. 

The next two controls are tied together and only apply to special pre-printed forms that must be ordered. They appear as follows: “# of lines to Print – Quote” and “# of lines to Print – Invoice.” If you wish to receive further information on these special order pre-printed forms and how to use these controls in conjunction with those forms, please contact your RollMaster Trainer or a member of our Customer Support team. Otherwise, leave these controls set to “00”. 

Prompt Ship To in Installer Pay- with this control set to “Y” for yes, when posting labor payments in the Job Labor Maint./Installer Payments module, the system will automatically prompt the Job Name, Addr 1, and Addr 2 data located in the Ship To box on the job. 

Order-‘Are you Sure?’ on Edit- with this control set to “Y” for yes, in Order Entry, when you make changes to key fields, the system will prompt the following: Are You Sure? This change was added so that mistakes could be caught on fields that are important for job look-up and sales purposes. This change affects the following fields: Job Location box fields, Work Qty column, Sale Qty column, Price column, and this message will also prompt when Unassigning material or when detaching from a PO. 

Update Accum. Items Job Costs?- type a “Y” for yes at this prompt if you would like to have job cost records changed for cost changes made to accumulator items (where inventory is automatically merged and cost averaged) in A/P Open Item Maintenance. This is the way the system works currently. However, if you would prefer that no cost changes be made to accumulator items from A/P Open Item Maintenance on job lines that have already been invoiced, meaning no adjustments will be made automatically to salesperson payables, sales analysis, or job cost journal records, then you can prevent that by typing an “N” for no at this prompt. Cost changes will still be allowed for un-invoiced job lines.

Print Subtotal only On Quote- if you would prefer to only see the subtotal on the Quote, along with the statement “Plus applicable Taxes,” you can set this control to “Y” for yes. If you don’t wish to make a change, simply leave this prompt set to “N” for no. 

Add line if PO has no ORD lines- if this control is set to “Y” for yes, the system will allow access to an existing PO from the Order Entry module, as long as no lines on the PO have been ordered and the PO is no more than seven days old.

Slsperson Job Listing – exclude- this control will allow you to exclude certain Product Types from the Salesperson Job Listing report. If you don’t wish to utilize this control, simply enter through the prompts. However, if there are some Product Types you would like to exclude, when you enter through this control, the system will prompt the following:
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The Product Type field is tied to the Product Code Maintenance module. You will not get a look up box from this screen, so you will need to know the exact Product Type in order to type it in one of these three fields. 

Print Graphical Logo on docs- if a graphical logo exists for the Company, but you do not want it to print on any graphical documents, type an “N” for no at this control. 

Make QB Export Branch Specific- if you would like to export data to QuickBooks separated by Branch, type a “Y” for yes at this prompt. 

Require Deposit to print W/O- if you type a “Y” for yes at this control indicating that a Deposit must be posted on a job prior to printing a Work Order, the system will then prompt an Enter Deposit Percent box. Type in the lowest percentage of deposit amount you would like to be posted on a job before a Work Order can be printed. If you are using the Credit Control functionality in your system, this control will not be applicable on customers that have been issued credit in the system. 

Allow Sales Lines not in Box Qty- to allow items sold by the box to be broken up among sales lines, type a “Y” for yes at this control. 

Auto Set Budget Quote/Template- with this control set to “Y” for yes, the system will automatically write a budget record of all existing lines on the Quote or Template as soon as it is converted into an Order, without anyone having to use the “Set Budget” option in Order Entry. This means that the “Budget vs. Actual” features within the system will generate more accurate data. If you do not wish to use this feature, leave the control set to “N” for no.

Accumulate Inventory by Bin Loc- this control was added so that inventory value could be accumulated by Bin Location rather than by the entire inventory record. This control will only work if you are adding a bin number or description in the “Bin Loc” field of each inventory record. Set this control to “Y” for yes to utilize this feature.

Print Bill of Lading for W/O- with this control set to “Y” for yes, the system enables a much more comprehensive and detailed Bill of Lading document that requires setup via the Bill Of Lading Maintenance module, explained below in the Document Maintenance section. This switch will turn off the Work Order, and instead prompt the Print BOL option. Prior to activating this control, first make sure this is a document you will even use as it only applies to certain customers shipping material out, much like a wholesaler, and second, please review the separate Bill of Lading documentation prior to utilizing this feature.  

Special Pricing for Property Mgr- this control will allow you to program Special Pricing by Property Manager, and should only be enabled for those clients using the Property Management/Builders Template module. With proper setup in the system, special pricing can be created and then pricing changes will instantly take place for all templates tied to a Property Manager. Please consult your RollMaster Trainer for additional help with Special Pricing features.

Allow OTC Jobs to carry balance- this control will likely remain set to “N” for no for most RollMaster clients, but there are a few will. This is because they like the quick functionality of the Over the Counter sale feature (OTC Job), but they also have customers with credit accounts, so they don’t want to be forced to collect payment upon invoicing in the Over the Counter sale feature. Those RollMaster clients, where the above applies, will set this control to “Y” for yes.

Activate Invoice Discounts by PC- this control allows you to add an A/R Early Payment Discount percentage in the system by Product Code. This applies mostly to RollMaster clients functioning as distributors, whereby they can offer a discount on carpet, but not on hard surfaces, though anyone can use this feature if they choose. 

Activate CARE for Company- this control turns on a feature that is only applicable for RollMaster customers selling carpet in the state of California. CARE stands for Carpet America Recovery Effort, and basically requires that retailers buying and selling carpet in the state of California collect and remit an assessment on each carpet job sold in the state from customers to suppliers. This feature must be activated in the system for any company that sells carpet in California, whether it pertains to only a small portion of jobs or all jobs.  To activate the CARE feature, you must first set this control option to “Y” for yes, and then save your changes prior to exiting. The next step will be to access the Branch Control menu to continue the activation process by entering through a couple of prompts to set up defaults within the system. Additionally, you will need to enable the CARE User Control option for applicable Users. Instructions for these next steps appear below, in the sections referenced. And finally, to complete setup, you will need to access the Product Code Maintenance module for all applicable material Product Codes and click in the Care checkbox. The CARE Reporting module can be found in the Special Functions menu.

Change Freight presentation (Y/N)- this control allows for freight costs to be excluded from job cost routines and commissions, along with the option to not display freight lines on printed documents as standard lines. If this control is set to “Y” for yes, the system will then prompt the following:
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If you have not done so already, you will need to create a Special Charge Product Code such as “HC” or “FR” for use with this functionality. That code should be entered in the Enter Product Code For Alternate Freight field, as in the example above. In the Exclude from Commision field, type a “Y” to exclude these freight costs from job cost and commission cacluations throughout the system. On printed customer documents, the selected code will print the word “Freight” in the subtotal section. Also, this charge will be grouped with Fees/Tax, much like the CARE program, explained above.

Display Job Cost Journal Dtl – AP- this control is tied to the A/P Open Item Maintenance module. Type a “Y” for yes to display Job Cost Journal Detail. To prevent the Job Cost Journal pop-ups, you can set this control to “N” for no. This will then allow the system to display a message as follows: Job Cost Journal created – review Sequence range xxxxxx thru xxxxxx. While the system is working, a message window will appear as follows: Analyzing Job Cost – Please Wait. 

Print branch # -PO # on PO print- this control will default to “N” for no change. However, if you would like the printed PO to display the Branch ID next to the PO # at the top of the PO, set this control to “Y” for yes. As an example, if set to “Y” you will see the following displayed at the top of the printed PO: P / O # 1 – 110092.  

Customer Mtc. Required Fields- this control allows you to set a customer’s Email, Phone 1, City, State, and/or Zip Code as Required fields of entry. If you set this control to “Y” for yes, the system will run through a series of five prompts for you to set each to your preference.

When you have entered through the last field, the system will prompt the following: Company Control 3 Save Changes (Y,N): _. You will need to type a “Y” for yes at this prompt to save any changes that were made in this screen. The system will then place the cursor back at the Select Option menu.

Company Control 4 Screen
When you enter the Company Control 4 level, the screen will appear as follows:
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Control Explanations for Company Control 4 Screen:
Comm. Not paid on aged invoices- if this control is set to “Y” for yes, the system will activate a new feature in the Salesperson Payables System module, that allows you to select, clear, but not pay commission on any Invoices that are paid XXX days after invoicing. You then decide how many days the feature will use to make this determination by typing that number in the second field of this control, not to exceed 999 days. 

Match customer ship to info- this control, if set to “Y” for yes, will force the “0000” Ship To default on a new Customer to match the data entered in the main Ship To fields. 

[bookmark: _Hlk17108776]Lead Module – US/Canadian/Both- this control is tied to the Leads Processing module. It was added to allow customers selling in Canada to access a drop-down menu of Canadian Provinces. You can also set the control to “B” for both, where a business is operating in both the states and in Canada. 

Use 80 Character Graphical Doc- this control was added in the event any RollMaster clients prefer to revert back to the old 20 character graphical customer documents after the switch to the new documents that includes an 80 character style name display. This switch only applies to the graphical Quote, Sales Agreement, and Invoice.

Sort Inventory By Rank- with this control set to “Y” for yes, the system will allow you to determine how inventory prompts when assigning from Order Entry, by both Age and Max/Min size. When you type a “Y” for yes at this control, the system will prompt an Inventory Rank Maintenance screen as follows:
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The items in the display screen above have already been programmed. You can right-click or double-click on those items to Edit or Delete. To add a new Rank, start by making a selection at the Product Type (1) field using the down arrow. You can set up a broad ranking system by leaving the default **All** in the Product Type and Product Code (2) fields, or get specific down to every Product Code. The Rank 1 & 2 (3) fields each have two options: Age & Min/Max. If you pick Age for Rank 1, you must select Min/Max for Rank 2 and vice versa. When you select Min/Max, the system will prompt Min and Max fields as follows:
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A Rank column in the Inventory Review screen will display the top-ranking inventory choices based on setup completed in this screen.

Use ChargeItPro CC Processor- this control will need to be activated by a RollMaster Support Team member if/when you add the ChargeItPro functionality and equipment to your system. Otherwise, leave this control set to “N” for no. 

Prompt Branch in new Sales- with this control set to “Y” for yes, the system will activate a Branch ID prompt when you create a new Job, Quote, or Property Management Template. This will be used primarily by Multi-Branch operations with central processing locations. 

Tax Codes Default from Table- this control, when set to “Y” for yes, allows for selection of Tax Codes by Region, explained under Sales Tax Code Maintenance in the Accounts Receivable manual. Essentially, when adding Customers, Tax Codes will pull the default(s) from the Region (not related to Region Reporting) linked to that State/Province in Region Setup.

Make Inv Adj Comment Required- if set to “Y” for yes, this control makes adding an Inventory Adjustment Comment mandatory. 

Default P/M Job Status- at this prompt, if you prefer, you can type a default Job Status in this field that will automatically prompt when converting a Template to a Quote or Job.

Activate A/P Enhanced Cost- can only be enabled by a RollMaster Trainer. Please send an inquiry to info@rmaster.com for more information concerning this feature. Setup will be completed in this screen by your RollMaster Trainer who will discuss with you what costs need to be setup. Once complete, these cost items cannot be changed, only disabled.

Use Alt Inventory Receipt Date- in the Edit Inventory Item screen in Inventory Maintenance, if this control has been set to “Y” for yes, it will allow for certain features and reports to utilize the Company Receipt Date, which is the original date inventory was received into the system. The other date is the Branch Receipt Date, which changes when an inventory record is transferred, cut, adjusted, etc. If the Control is set to “N” for no, the system will automatically use the Branch Receipt Date, which is how the system previously worked. The Company Receipt Date, if enabled, will be used for Barcode Label Printing, Order Entry, Build Order Assign Inventory by Age, Outstanding Costs vs Received Inventory, Inventory Purge, Inventory Listing, Inventory Valuation, and the Inventory Valuation (As Of). You will see both dates in the Edit Inventory Item screen, which can only be updated by RollMaster Support personnel, should there ever be a need. Also, if the Branch Receipt Date is different, you will see a brief notation in green type next to the Company Receipt Date field, for items such as Inventory Transfer, Work Order Return, etc.

A/R Avg Pay Days Months- this control is tied to a new field in the Customer Status Inquiry module titled Average Pay Days. To help determine this value, you can enter a number of months in this field to use for history when averaging this value, such as “9” for nine months of history. 

PO Need Date Required- this control allows for recording a Need Date for the material at the time a PO is created. The default setting is “N” for no, so it will need to be set to “Y” for yes to enable. There is also a User Control 5 option, Allow Purchase Order Maintenance, that also controls whether a User can edit the PO Need Date field in PO Maintenance.

Allowed Invoice Margin Minimum % and Allowed Invoice Margin Maximum %.- if a percentage is entered in either of these two fields, the system will prevent invoicing if the margin percentage on the Invoice does not meet these parameters. If these fields are activated, there is a User Control 6 option, Allowed To Invoice Outside Margin Range, that can be enabled to allow certain Users to bypass these settings. Where this is the case, a soft warning will prompt in Order Entry for each User where an Invoice Margin is below the Minimum %, but it will allow them to proceed.

Company Accum Totals (R, B, C)- this control determines at what level capacity limits are met for each type of installation: Region, Branch, or Company. It is used in conjunction with the Install Dates tab in Order Entry and feeds into the Mobile Installation Schedule App.

Use Private PO Notes- with this control set to “Y” for yes, only PO Notes that begin or are prefaced with an “*” will display on the printed PO. This change does not impact PO Line Notes.

Tax Type Warnings- this control is tied to the two ways Tax can be charged on a Job: Contract (Use Tax) and Invoice (Sales Tax). Typically, Jobs without Labor are assessed Sales Tax that the customer sees and pays, and alternately, Use Tax is assessed on Jobs with Labor that is charged based on the cost of material and not typically seen by the customer. This control has three settings. A “0” is the default and will leave this control disabled. A “1” will prompt a warning in Order Entry to check the Tax setting. And a “2” will activate a hard stop and halt processing of the Job until the Tax Type is changed.
Activate Written Business Report- this control, if set to “Y” for yes, will activate a new report in Order Entry that appears as follows: Written Sales Report. You will see this report option in the main Order Entry screen as follows:
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This report was programmed to generate a transactional “Written Business” report, as opposed to the Job Cost Margin report that doesn’t take into account cancelled orders or increases/decreases to existing Jobs. This report writes a new file for Sale, Cost, and Margin each time a User exits a Job and a change was made to impact any of those three figures. As an example, if a Job was entered on the 30th of the previous month for 10K, but then cancelled 20-30 days later, when that cancellation happens, the 10K will hit the Written Business Report on that day. There is also a User Control 6 option to determine who is allowed to override the transaction date or exit date for this report. Please be aware that you can NEVER turn this report off once it has been enabled so please be sure this is a feature you want before doing so.

Activate All Invoices to Date Com- the default setting for this control is “N” for no so that no change will occur unless enabled. If enabled, the way the system calculates commissions will change. Instead of calculating commission on each Invoice generated on a Job, when this control is set to “Y” for yes, the system will calculate based on Invoices on the Job to date. If there are multiple Invoices on a Job, the first Invoice will calculate based on the lines on only that Invoice. On the second Invoice, and subsequent Invoices, the system will take the lines on any previous Invoices into account and if adjustments to the Commission need to be made, those will be made to the most recent Invoice.

Allow Multiple Cat Priv Labels- this applies to single and multi-Branch operations to allow for multiple (up to 10) Catalog Private Label names per Catalog item within a Branch, if this control is set to “Y” for yes.
Allow Multiple Cat Priv Labels- this applies to single and multi-Branch operations to allow for multiple (up to 10) Catalog Private Label names per Catalog item within a Branch, if this control is set to “Y” for yes. 
Prevent Double Booking Installer- if this control is enabled, it will force the use of the Install Dates tab in Order Entry, and no longer allow setting of an Install Date in the Job Detail box. Further, the control works to prevent double-booking of an Installer at any time on a given day. This works in conjunction with the Time Maintenance module. A checkbox has been added to the Add/Edit screen of that module as follows: All Day Time Slot. With completed setup, the system won’t allow an Installer to be assigned an “All Day Time Slot” if he or she is already assigned an AM or PM, etc., time, and vice versa. 
Allow Multilingual Translation- the default setting for this control is “N” for no so that no change will occur unless enabled. If enabled, a Translate Notes checkbox will appear on server-side graphical customer facing documents. Please see the Sales Processing manual for more details on the checkbox from print documents. You can also set a default language for the Translate Notes checkbox when you enable this control. A Language Maintenance box will appear as follows:
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You can check all the languages that apply to your business; any unchecked will not display in the system. Also, in the Default Language field, you can select a language to default to within the system. Click Save to keep your changes.

Activate Projects Module- this option will activate the Projects Module in Sales Processing to allow for tracking cost, margin, profit and billing for several Jobs, including Quotes, tied to a specific Project. There are also a couple of User Control 7 controls to consider when activating this module.

THE FOLLOWING TWO CONTROLS CAN ONLY BE ACCESSED BY TMS SUPPORT:
Activate Cat Br Override Pricing- Branch override pricing has been added to the system. This was added for companies who share Catalog, but wish to have unique pricing between Branches to override standard Item Costs. This must first be turned by a RollMaster Support Agent, and is only accessible if the Company is sharing Catalog. Additionally, at the User Control 7 level screen, a control has been added to allow override/interactive mode with this feature, provided User can also see Cost. That control appears as follows: Allowed to Select Cat Br Override Pricing. Set this control to “Y” for yes to enable. Further, an import/export option has been added to facilitate updating Branch Override Pricing. The import option and sample spreadsheet are accessible from the Customer Facing CSV Imports module in the Special Functions menu. The export option is located in the Catalog Selection screen as follows:
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There is a Branch filter for the export. With the User Control 7 option enabled, in the Cost tab of the Edit Existing Catalog screen, you will see a Br Override Pricing button to the right of the Item Costs fields. When you click that button, the system will prompt a Catalog Branch Override Pricing screen as follows: 
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This screen will display any existing Branch Override Pricing and allow for editing/adding. With regard to Freight and Overbill, in the Special Catalog Mtc. (By Product Code) module, if those first two options—Freight and Overbill—are edited, when you hit the Continue button, a Select Branch for Override Pricing screen will prompt for you to select the applicable Branches for the change.

Activate Comp. to Comp. Cat Copy- this option was added for a specific customer, but is available to all, though it may only be applicable to a very few. Where more than one Company exists, this control can be set up to copy the catalog from one company to another. There are three settings available for this control as follows: (Blank) Inactive, (S) Source Company, and (D) Destination Company. The company where the catalog to be copied is considered the source company and should be set with an “S”. The company where the catalog will be copied is the destination company and should be set with a “D”. If another company should not be included in the copy, you will leave this blank to keep it inactive. Start by designating the Destination companies. Then, when you designate the Source company or companies, a box will pop up to allow for selecting the Destination companies as follows:
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When you have entered through the last field of options, the system will prompt the following: Save Changes (Y,N): _. You will need to type a “Y” for yes at this prompt to save any changes that were made in this screen. The system will then place the cursor back at the Select Option menu.

Company Control GL/AP Screen
When you enter the Company Control GL/AP level, the screen will appear as follows:

[image: ]

Control Explanations for Company Control GL/AP Screen:
Print Company Name on A/P Checks- this control only applies to the 3-up Laser version check print program. With this control set to “Y” for yes, the system will print your company name on Accounts Payable checks through that program. If you have pre-printed checks that already display your company name, you should leave this field set to “N” for no.

Print Vendor ID & Check # on A/P Checks- this control only applies to the 3-up Laser version check print program. With this control set to “Y” for yes, the system will print a Vendor ID and a check number on Accounts Payable checks through that program. If you have pre-numbered checks for use in that module, you should leave this field set to “N” for no. A second prompt will appear when you enter through this control as follows: 

A/P 3up Laser Check Spacing- this control was added so that dealers using 3up Laser pre-printed checks could make adjustments to the print settings to accommodate different pre-printed check forms. There are four numbers currently set as the default: 1,3,4,1. Each represents spacing in a particular area of the check from top to bottom. The first number adjusts spacing between the bottom of the top stub and the beginning of the check header. The second number adjusts spacing between the last line of the payer address and the check amount line. The third number adjusts spacing between the check amount verbiage line and the first payee address line. The fourth number adjusts spacing between the last line of the payee address and the first line of the bottom check stub. 

[bookmark: _Hlk17110264]Use Canadian Compliant format- this control applies to Canadian RollMaster customers who would like to switch to a Canadian Check Date format. If this is the case, please set this control to “Y” for yes. Canadian banking regulations specify the placement and spacing of several items on the check. Answering "Y" to the "Display Date Format" question moves the check date to its own line and provides more white space between items to aid in machine optical reading of checks.

Use Graphical Bank Reconciliation- this control will force either the use of the Graphical Bank Reconciliation program by typing a “Y” for yes at this control, or the use of the older Text program by typing an “N” for no at this control.

MICR chks- Font location- this control only applies to customers using an MICR printer for check printing. It is preset and should only be changed upon consulting with a RollMaster Trainer or Support staff.

MICR chks- Print top stub- this control only applies to customers using an MICR printer for check printing. It is preset and should only be changed upon consulting with a RollMaster Trainer or Support staff.


Branch Control
When you click on or hit enter on the Branch Control option from the Select Option menu, the system will prompt another Select Option menu as follows:
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Branch Control 1 Screen
The following controls are specific to each Branch you are operating on RollMaster. If you have more than one Branch, you will need to log into each Branch to set up these controls. When you enter the Branch Control 1 menu level, the screen will appear as follows:
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The (F3)—Copy Settings option allows for copying Branch Control 1 and 2 screen settings from one Branch to another or to All Branches. When you hit the F3 key, the system will first prompt the following:
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Whether you are copying to a single Branch or All Branches, you need to click Yes at this prompt. The system will then prompt the following:
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Type in a Branch ID of a single Branch, or hit enter to copy current settings to All Branches.


Field Descriptions for Branch Control 1 Screen:
User Specific Control- if you type a “Y” for yes at this control, you can then pull up the User Control levels of the System Control Maintenance module. At the User Control level, you can customize the accessibility of certain system functions for individual Users, and even customize the menu each Users will see. You will still be able to use system passwords in addition to any of the User Control features that you set-up. Caution: If you type a “Y” in this field, you need to immediately set up at least one User ID in the User Control 1 level screen—be sure to use the default Custom Menu. If you don’t perform that step and then exit the system, you will not be able to get back in to the RollMaster System without the assistance of a RollMaster Support Team member.

% of Commission Split for Salesrep. #2- to access this field, you must enter a “Y” for yes in the User Specific Control field above. When a percentage is entered in this field and a 2nd salesperson appears on a job, the system will split the base commission accordingly. For instance, if you type “40” in this field, where there are two salespeople on a job, the first salesperson will receive 60% of the commission earned on the job and the second salesperson will receive 40% of the commission earned. In the View Job Cost and Cost Maintenance modules, where there are two salespeople on the job, the system will display the split commission percentages that have been set up through this control and the amount they will be paid. Also, there is a User Control 2 option that will determine whether a User can change the commission split percentage calculated in the Cost Maintenance module. There is a Salesperson Maintenance module accessible from the Sales Processing menu, in which you will enter all salespeople in the system. You can also set default commissions in that module.

Invoice Terms (% per month)- this is not currently a working field. Enter through this field to get to the next field.

Minimum Size for Remnant Price- these are not currently working fields. Enter through these fields to get to the next field.

Open Cash Drawer- this field applies to cash sales where a cash drawer is attached to the RollMaster System. When enabled, an Open Cash Drawer prompt default will be set to “Y” for yes. If this field is set to “N” for no, the Open Cash Drawer prompt will not appear in the Order Entry module.

Inventory Must Be In Branch To Process- this option relates to the Inventory Transfer program in the system and has to do with not allowing a Work Order or Invoice to be processed and printed for a line that contains material that still physically resides in another Branch. If you do not want a Work Order or Invoice to be processed and printed for material that does not reside in the current Branch, set this option to “Y” for yes. This prompt will have to be changed for each Branch if you wish to use this control.

Br: Able to Transfer All Inv- with this control set to “N” for no, Users in other Branches cannot transfer or receive material into any other Branch except their own. For example, if someone in Branch 2 needs inventory that resides in Branch 1, they cannot initiate that transfer using the “(F4) Roll Transfer” function from their Branch. They will also not be able to receive inventory into any Branch other than their own. With this control set to “Y” for yes, any User from any Branch can transfer or receive inventory in any other Branch—provided they have access to the Inventory Maintenance module and no restrictions have been set up in the Branch Control Maintenance module.

Able To Clear A/R Payment Register- this control handles whether the Customer Payment Register can be cleared in satellite Branches—this control only applies to Multi-Branch customers. This control gives the accounting department the ability to prevent Branches other than the one they are operating out of to clear the Customer Payment Register, which means that only the accounting department can clear the registers in all Branches. The register can still be printed from the other Branches, but it cannot be cleared, which means that the data on the register will not be lost. In the operating Branch, this control should be set to “Y” for yes to allow the operating Branch to clear all registers. In the satellite branches, this control should be set to “N” for no to prevent the register from being cleared.

Able to use PO’s for nonCat Vendor- this was written for a specific customer who has Branch locations that are several hundred miles away from the corporate office. In their case, they may need to create a PO to a Vendor that is different from the one appearing on a Catalog Item in the system, because another Distributor or Vendor may be closer. They will then want to continue adding PO Lines to this same “Different Vendor PO,” rather than creating several PO’s with one line. With this control set to “Y” for yes, the system will allow you to add to an Open PO where the Vendor ID on the PO does not match the Vendor ID of the Catalog Item. If this scenario does not apply to your business, leave this control set to “N” for no.

Progress Billing – Use Est. Cost. …COGS – Progress Billing …Work In Process- these controls only apply to Progress Billing Invoicing. If your company does not create any Progress Billings, you do not need to enable these controls. However, there are several features available to customers who do use the Progress Billing feature, and the explanations of those features will start here and continue in the Sales Processing section of the manual. If you would like to have the system keep track of your COG and Work In Process entries on your financials as you perform your Progress Billings, rather than making an entry at the end of the month, you can set that up here. If you only perform Progress Billing within your Branch, you can use the existing COG Expense Account in the first field option after typing a “Y” for yes at the control prompt. If you generate Progress Billings in the Branch along with regular Invoices, you should create a new G/L account for COG-Progress Billing. This will only work for one account, so you will not be able to break out Progress Billing COG data by Product Type. You will also need to add a new Asset G/L Account for Work In Process/Progress if you don’t already have one. Add that account in the second field under this control. Once these accounts are entered, as you generate Progress Billings, your estimated costs will be sent to this new cost (expense) account and the revenue will go to the asset account. This will continue until you perform your final 0.00 Progress Billing Invoice from the job. At that time, the system will reverse any non-material costs, such as Labor, out of your COG - Progress Billing account and make entries to clear the Work In Process Asset account, along with the regular entries the system normally makes. With this update, you will also be able to view estimated cost and margin data based on each Progress Billing Invoice via the Sales Analysis – Est. Progress Billing module.

Omit Vendor ID and PO # from Work Order Print?- this control also appears in the Company Control 1 level of the System Control Maintenance module, but because of Multi-Branch functionality, many clients wanted to set this control based on individual Branches and not for the entire Company. If this control is left blank, then whatever is entered in the Company Control 1 screen will control all Branches within the Company. However, if you type a “Y” for yes or an “N” for no at this prompt, the system will override what is in the Company Control 1 screen, just for the current Branch.

Disable Cut Machine Interface?- with this control, you can turn off the EZ Cut or AccuCut interface in Branches that do not have the cutting machines. This will only apply to customers who have the interface set up in their business. If the Cut Sheet feature has not been enabled in the Company Control 2 screen, this prompt will display N/A. If it has been enabled, you will have two options at this prompt. The first response is for Carpet, and the second for Vinyl, so that one or the other, or both can be activated by Branch from the Settings feature in the Inventory Cut Sheet program.

Disallow Invoicing if not W/O?- if this control is set to “Y” for yes, the system will prevent any invoicing from taking place in a Branch if material has not been shipped out on a system Work Order.

Activate Care in Branch- for each Branch that sells carpet in the state of California, this control must be set to “Y” for yes. When you set this control to “Y” for yes, the system will prompt you to enter a G/L Account for invoicing as follows: Enter CARE G/L Acct. for Invoicing. Type in the applicable G/L Account and hit enter to continue. The system will then prompt the following:
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The recommended selection at this prompt is to click “No.” The “Yes” option was added to make the transition for existing customers easier, but will not be applicable for new clients where 99% of jobs in the Branch are sold in the state of California. The “Zip Code Required for all Quotes/Orders” option basically looks at the existing zip code on the job before determining if the job falls under the CARE guidelines. A database of all California zip codes has been loaded on each RollMaster system, so that when one of these zip codes is entered in the “Ship To” location, the job will be tracked and processed under the CARE requirements. However, if a zip code is entered incorrectly, the system will not track the job for CARE assessment and reporting, which could cause an audit issue in the future. For this reason, RollMaster recommends setting the default to “No” at this prompt, unless only a portion of business in this Branch is conducted in the state of California. When this default is set to “No,” and a job needs to be deactivated for CARE tracking for legitimate reasons, only a Manager with User Control privileges enabled can make a change at the job level to switch off CARE tracking. Please see User Control section below for more information.  The system will then prompt the following:  
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This feature allows you to pre-set the default when you are reviewing PO’s in the A/P Open Item Maintenance module. The recommended response for new dealers is “Yes” to have the prompt reflect that inventory is CARE assessed. Prior to July 1, 2011, dealers transitioning needed to make sure that existing inventory was properly assessed and so this option was added. This does not mean that the default cannot be changed during the Review PO History process if applicable, and certainly dealers who only conduct partial business in California within this Branch can decide to have the prompt default to “No.”  The final prompt appears as follows:  
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The recommended response to this prompt is “No” for new dealers. In this instance, the prompt asking if you want to mark the inventory as CARE will not show up during the Receive Inventory process. Again, for transitioning existing dealers, the option to have the question prompt was added, but has become unnecessary for new dealers.

Default Branch for Inv. Assign- to set a Branch default for assigning Inventory in the system when the “Show All Branches” box is unchecked, you can type that Branch ID here. This will only apply to inventory searches where the User has not selected to show inventory in all Branches while making an inventory selection. This control now also defaults the P.O. Receiving Branch through the system and POS device. 

Print Branch Name on Work Orders- if this control is set to “Y” for yes, the system will print the Branch ID on the printed Work Orders, rather than the Company name. There is a second popup question when you enter through this control that appears as follows: Print Branch Name on EMAIL Acknowledgement? If this control is set to “Y” for yes, the system will sub the Branch Name in the Subject line of Email Acknowledgements in place of the Company name.

A/P 3up Laser Check Spacing- this control was added to allow for adjusting laser printer check printing adjustments on the Branch level, rather than only at the Company level. Any settings at this level will override the Company Control GL/AP level settings for the current Branch.

Print Finance Charge on Invoice- this control allows you to set customer percentage terms by Branch that will appear at the bottom of each Invoice, however this is for display only, as nothing reports to the General Ledger or A/R. To enable this control, set it to “Y” for yes. The system will then prompt a default percentage amount. Type an applicable percentage amount, and then save the change to activate. On all new Invoices for the Branch, you will see the following Service Charge data:
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If a Customer honors the Service Charge, you will need to adjust for the additional payment amount in Post Customer Payments.

When you have entered through the last field, the system will prompt the following: Save Changes (Y,N): _. You will need to type a “Y” for yes at this prompt to save any changes that were made in this screen. The system will then place the cursor back at the Select Option menu. 

Branch Control 2 Screen
The following controls are specific to each Branch you are operating on RollMaster. If you have more than one Branch, you will need to log into each Branch to set up these controls. When you enter the Branch Control 2 menu level, the screen will appear as follows:
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Field Descriptions for Branch Control 2 Screen:
Mixed Case on Graphical Docs- this control relates to printing graphical customer documents, such as Quotation, Sales Agreement, etc. If you are using graphical documents and prefer to use mixed case lettering (upper and lower case letters), set this control to “Y” for yes.

Taxable/Non-Tax Graphical Docs- this control determines whether to print the text “Taxable/Non-Taxable” on the graphical documents mentioned above. 

Activate No CM if past days- this control and the next pertain to Credit Memo processing. In combination, they allow you to cut off Credit Memos on jobs past a certain number of days. If this control is set to “Y” for yes, the system will allow you to enter a maximum number of days a Credit Memo can be processed in the next control.
 
Can’t CM- if past XXX days- this control can be set to any number less than 3 digits. So you can use 30 days, 120 days, etc. With these two controls set, no User will be able to process a Credit Memo for an item that is older than the number of days entered, unless you grant permission via a User Control 6 option granting override permission.

Lead Baseline Margin %- this control only applies to clients utilizing the Lead Processing module upgrade. This control allows the setup of a Baseline Margin % for new leads. It allows you to set a baseline percentage for variance viewing purposes to not reveal true margins on the Lead Maintenance Report. For example, if set to 50% here, and margins are running 43%, the variance would display as -7%.

“Ship” Instead of “Install”- this control, if set to “Y” for yes, will change the verbiage in the system from “Install Date” to “Delivery Date” everywhere “Install Date” currently appears. 

Bundle Lines on Sales Docs- this control allows material, labor, and special charge lines to be bundled together on printed sales documents. The default on this option will be “N” for no, so no change will appear unless this option is switched to “Y” for yes. A second prompt will then appear as follows: Do you wish to auto bundle Material, and Labor/Special? If set to “Yes,” the system will then “bundle” like material items together in one section at the beginning of the document, followed by all labor and special charge lines together in the next section, regardless of line # order. If you select “No” at the auto-bundle prompt, you can then create your own bundles from within the Quote and Order Entry modules. As you enter lines in Quote or Order Entry, a drop down line will appear for you to type data directly on that line, and it will appear on the bundled line. This will only be stored for the current job. You can do this for such things as Product Type grouping, building grouping, etc. See example below:
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On the printed sales documents, lines will be grouped based on matching bundles. If all lines in a bundle have the same quantity, then the first line to print will be the Bundle Name and will display the quantity. If the quantities within a bundle do not match, no quantity will be shown on that line. The price will be the sum of the price of all the lines and the amount will be the total of all the lines. Any lines not bundled will appear separately at the end of the document sorted in line # order with full quantity, price, and amount data. For clients creating their own bundles, there are different print options available: Summary, Detail, and Full Detail.
Bundle Work Order Documents- this control, if set to “Y” for yes, will enable Bundling (described above) on the Work Order, Pick Ticket, and Installer Work Order. In order to set this control to “Y” for yes, the previous Bundle control needs to be set to “Y” for yes.

Print Progress Payments and Max Deposit Percentage- these controls only apply to RollMaster clients selling labor with material in the state of California and only impact verbiage on the printed Invoice, Agreement and Quote. California law dictates that you can only take a 10% deposit, up to a max of $1,000, on installed jobs. Anything more is considered a “progress payment.” While this falls under the dealer to abide and manage, this program change makes it flexible to exclude the verbiage on material only jobs, and add percentage and cap amount on printed documents for installed jobs. These changes appear in a separate print option box as follows: Print Progress Pay, Percentage to Count as Progress Pay, and Limit of Progress Pay Amount.

Ignore Branch Pricing Control- the default setting for this control is “N” for no, so no change will happen unless this control is set to “Y” for yes. In that case, it would allow for A-J and Special Pricing Mtc changes in All Branches without Users needing to be set up in all Branches. This control follows a recent change that was made in the system to not allow pricing changes in a Branch where a User does not exist when using those modules. This will override that change for applicable Users. While this control was created for a specific client, all clients now have access. 

[bookmark: _Hlk40091296]Activate Lead Appt Scheduling- with this control set to “Y” for yes, the system will activate Leads Appointment scheduling if this add on module has been activated in your system. With proper setup, this new feature allows for scheduling lead appointments based on a salesrep’s schedule and availability. 

Encrypt Labor on Work Order- with this control set to “Y” for yes, the system will encrypt labor amounts and quantities on the Work Order. 

Default Transfer Request Br.- if a Branch ID is entered for this control, the system will auto-prompt this Branch as the “TO” Branch during Inventory Assignment. This was developed for a specific customer in conjunction with additional Inventory Transfer programming, but can be used by all, if applicable.

When you have entered through the last field, the system will prompt the following: Save Changes (Y,N): _. You will need to type a “Y” for yes at this prompt to save any changes that were made in this screen. The system will then place the cursor back at the Select Option menu. 

User Control
In order to access the User Control level and begin creating User ID’s, the “User Specific Control” field in the Branch Control 1 level screen needs to be set to “Y” for yes. With this control enabled, each User will be given his or her own User ID Login and have a Custom Menu that will only display those modules necessary for that User to perform his or her job duties. For example, Salespeople will only be able to view and access sales related modules, warehouse personnel will only be able to view and access installation, inventory receiving, and sales processing modules, etc. 

For multi-Branch operations, each User needing access to other Branches will need to be copied over once they’ve been added in the first Branch. Once a new User has been added, the system has the ability to copy/add features to allow set up of staff and corporate personnel in all Branches and Regions (if enabled) quicker. Once a User is added, in the first User Control screen only, you will see two options at the top as follows: (F4) Copy and (F5) Add – To Br. The Copy feature will copy current settings to all other Branches/Regions where the User is currently set up. The Add feature will actually create this User and all settings in other Branches/Regions (see below). 

When you hit the F4 Copy key, the system will prompt a Copy Existing Data box as follows: 
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Type a “Y” for yes to copy a User’s settings to all Branches. If you hit enter at this prompt, the system will then prompt the following: 
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Through this feature, you can copy settings that apply to this User’s Custom Menu, to all other Users with the same Custom Menu in either the current Branch or in all Branches/Regions. 

When you hit the F5 Add key, the system will prompt the following:
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If you type a “Y” for yes at this prompt, the system will prompt a Branch ID field and you can type each Branch to add the User and all settings. You can also type an “R” for Region (if enabled) to automatically add the User to applicable Regions.

With User ID’s set up, every User should exit out of the system when they have finished—do not leave the screen at the “Do You Wish To Exit RollMaster software now?” prompt. This is because another User can hit the Home key and access those modules under the previous operators User ID. It is okay to leave the system at the “Enter User ID” prompt. 

When you access the User Control menu option from the Select Option menu, the system will prompt another Select Option menu as follows:
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[bookmark: _Hlk81497891]User Control 1 Screen
When you select the User Control 1 option, the screen will appear as follows:
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Caution: If you exit this module and then exit the system without setting up at least one User ID, you will not be able to get back into the system without the help of the RollMaster Customer Service department. Also, the first User ID you set up should have the MENU.FIL Custom Menu default so that all modules can be accessed by at least one User. 

At the top of this screen there is an (F3) – Print User Report option to print a Short or Detailed User Control report, which can be printed once you begin adding User ID’s. If you hit the F3 key when you first enter this screen, you will get an option to print the Short or Detailed report. The Short report will print a list of all User ID’s with corresponding Custom Menu names and whether a User is set up as a Salesperson. The Detail report can be printed for one User or all Users and will display all User Control questions with current settings for each User selected. This report can also be exported to Excel.

Field Descriptions for User Control 1 Screen:
User id- in this field, type in the User’s name, initials, or other ID to initiate User Control settings. This User ID will need to be entered every time the User enters the RollMaster System. As soon as you enter through this field, the system will prompt the following: User does not exist, Add? (Y,N): _. Type a “Y” at this prompt to add a new User. Because RollMaster has so many User Controls, the system has the ability to copy/add features to allow set up of staff and corporate personnel in all Branches and Regions (if enabled) quicker. Once a User is added, in the first User Control screen only, you will see two options at the top as follows: (F4) Copy and (F5) Add – To Br. The Copy feature will copy current settings to all other Branches/Regions where the User is currently set up. The Add feature will actually create this User and all settings in other Branches/Regions (see below).

When you hit the F4 Copy key, the system will prompt a Copy Existing Data box as follows: 
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Type a “Y” for yes to copy a User’s settings to all Branches. If you hit enter at this prompt, the system will then prompt the following: 
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Through this feature, you can copy settings that apply to this User’s Custom Menu, to all other Users with the same Custom Menu in either the current Branch or in all Branches/Regions. 

When you hit the F5 Add key, the system will prompt the following:
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If you type a “Y” for yes at this prompt, the system will prompt a Branch ID field and you can type each Branch to add the User and all settings. You can also type an “R” for Region (if enabled) to automatically add the User to applicable Regions.

In all the other User Control (2-7) screens, you will also see an “(F4)-Copy Existing Data” prompt, but it will only allow you to Copy Existing Data to all Users with the same Custom Menu based on settings in that particular screen. You will receive a similar prompt once you enter through any of the User Control screens at the Save Changes prompt. It will appear as follows: Copy Changes? Do You Want to Copy Changes to Users with Menu. If you wish to copy changes, type a “Y” at this prompt. The system will then prompt you to make changes for Users in All Branches or just the Current Branch. If you wish to make changes to each individual User, even where the Custom Menu is the same, type an “N” for no at the “Copy Changes” prompt. Please Note: Only the changes that were made just prior to copying changes will be made to other Users; existing setup data will not copy. Also, changes will only copy to the current User Control screen you are in; the other User Control screens will not be impacted. You will need to enter into those screens and make changes and then you can copy those changes. User specific data will not copy and neither will any control changes that pertain directly to a Salesperson, as these need to be handled on a User-by-User basis.

User Password (F1) to display- in this field, you can set up another level of security by requiring a password to be entered after the User enters his or her ID. If a password is entered in this field, the User will need to enter the password immediately following his or her User ID every time he or she enters the RollMaster System.
 
Associated Login- this is not currently a working field. However, in order to get to the next field, you will need to use the down arrow key, or you can type an “X” or any letter in this field to bypass in future.
Email- this field needs to be set with a working Email address for every User who will be using the Email feature, although this can also be a group email, such as estimates@bestdarnfloors.com. When you enter through this field, an Email Signature box will prompt as follows:
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In this box, you can add a custom or generic Signature. Once added, you can click the Copy To All Branches -1- button to copy the Signature to other Branches where the User currently exists. Please Note: the Email address added in the User Control 1 screen will still need to be copied via regular User Control copy options or added manually to other Branches. The Default Signature -2- box, when checked, will automatically be checked and display this Signature when the User generates an Email in the system where this functionality is currently available. Changes can still be made at that point prior to sending the Email. Be sure to click Save when exiting this screen.  

Allow – Add Customers- if you want the User to be able to add new Customers to the system, set this control to “Y” for yes. The system will then prompt the following: User allowed to edit Sold To from Job? This will determine whether the User can alter or create a Ship To Code on a job. If the User is allowed to edit (not create) the Sold To fields, a box will prompt asking if they want to update the Customer information. When they answer Yes, this information updates A/R Customer Maintenance. If they answer No, it will only apply to that Job. This was added so that if a Salesperson enters bad address info, or no address, they can go back and edit the information without needing access to A/R Customer Maintenance. The next option will prompt as follows: User allowed to change customer on Order? The default setting is “Y” for yes, so only if you wish to prevent a User from making this change should you set this option to “N” for no. The next option will prompt as follows: User allowed to change customer on Quote? Again, the default setting is “Y” for yes, so only if you wish to prevent a User from making this change should you set this option to “N” for no. The final prompt appears as follows: User allowed to change customer type? The default setting is “No” because this needs a little more consideration depending on how you use this feature or if you use it at all. Customer Type setup can be found under the Setup menu in the Customer Maintenance module. Please review that section of the manual before determining how you wish to set this prompt for each User.

Allow – Add Product Codes- if you want the User to be able to add/edit Product Codes, set this control to “Y” for yes. Caution: Product Codes are tied to the system General Ledger, therefore it is recommended that only upper management be allowed to add/edit Product Codes.

Allow – Add Catalog Items- if you want the User to be able to add catalog items in the system, set this control to “Y” for yes.

Allow – Change Catalog Items- if you want the User to be able to change existing catalog items in the system, set this control to “Y” for yes.

Allow – Change Inventory Items- if you want the User to be able to change existing inventory items in the system, set this control to “Y” for yes.

Closing Of Job Thru Order- if you want the User to be able to close a job, set this control to “Y” for yes. Regardless of how the control is set, the system will then prompt the following: User allowed to Close Quote. If you type a “Y” for yes at this prompt the User will be allowed to close a quote. 
[bookmark: _Hlk8834731]Disallow Cost Information to Show- if you do not want the User to be able to view cost information, set this control to “Y” for yes. If this control is set to “N” for no (the User sees cost), the system will then prompt the following: When Printing Catalog A-J Price List to Excel, Is the User allowed to print out cost? Although they can view cost, you may prefer they not print or export cost data. If this is the case, set this prompt to “N” for no. A second prompt will appear if this control option is set to “N” for no as follows: Allow Non-Catalog Labor/Special? The default is “Yes,” which allows a User to “freehand” Labor and Special Charge Line Items in Quote and Order Entry, rather than select from the Catalog. Select “No” at this prompt to prevent the User from being able to “freehand.”

Is This User a Sales Person?- if you type a “Y” for yes at this control, the system will prompt a Salesperson Options box with a few additional questions that apply to salespeople capabilities (if the User is not a Salesperson, you should type an “N” for no in this field). That options box will appear as follows:
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(If more than one Salesperson will use a computer, every User needs to log out when they have finished using the system. Similarly, every Salesperson should log into a computer prior to using it—if the system is up, the Salesperson should log out and then log back in.) 

For the first question, if the Salesperson works with residential clients, type an “R” in this field. If the Salesperson works with commercial clients, type a “C” in this field. The commercial Salesperson will have access to more modules, such as some of the Job Cost modules, than the residential Salesperson. The second question, Allow Changes of Job Lines, refers to whether you want a Salesperson to be able to change a job line once material has been ordered and/or assigned. If you type an “N” for no at this field, the Salesperson will not be able to delete, unassign, or change the quantity or price of a job line once material has been ordered or assigned to that line. Changing job lines will become a management only function. 

The third question, Allow Changes of Salesperson in jobs, refers to whether you want a Salesperson to be able to change the Sales Reps fields in the Order Entry module. If you type an “N” for no at this field, the Salesperson will not be able to access the Sales Reps fields in the Order Entry module—not even when they are first entering a job in the system. Changing the Sales Reps fields will become a management only function. The Sales Rep field will default to the Salesperson ID of the User who is logged into the system when the job is first entered—even if another Salesperson ID appears in the Customer Maintenance module for the customer on the job. Please Note: All Customers entered by Users identified as Salespeople will default to C.O.D. Customers. A management or accounting person will need to change the credit status of a Customer if they are other than C.O.D., in this scenario. 

The fourth question applies to whether a Salesperson who can see costs is allowed to change costs in the Quote Entry module. The fifth question pertains to the Lead Processing module, which is an add-on Efficiency Tool in RollMaster. If this field is set to “Y” for yes, the User will only be able to view leads they created. The sixth question, Allow to Select Second ID, if set to “Y” for yes, will allow this User to change the Sales Rep 2 field in Quote and Order Entry. The seventh question, Only Show Own Work, if set to “Y” for yes, in Order Entry, Quote Entry, Customer Maintenance, and Property Management, the Salesperson will only be able to see and access data where their Sales ID is tied to the Customer, Quote, Order, or Template. If they attempt to manually access data, such as typing a Customer ID or Job/Quote number, etc., the system will prompt a message alerting them they are not allowed to view data for other Salespeople. However, they will still be able to create a Quote or Order for any Customer. The final question, Allow view of Lead Phone and Email, is also tied to the Leads Module. It controls whether the User can see the phone and email data for a Lead from within the Leads Processing module.

Sales Person’s Initials- if you typed an “N” in the previous field, the system will skip this field. If you typed a “Y” in the previous field, you will need to type in the User’s Salesperson ID that was created in the Salesperson Maintenance module. The ID can be added on the fly, however, but should ideally be set up in the system ahead of time. If you type new initials, the system will first prompt the following: Salesperson Does Not Exist. Would you like to add? If you select Yes, the system will prompt the Salesperson Maintenance screen. The Salesperson Maintenance module can be found in the Sales Processing Setup Programs Menu located in the Sales Processing Menu. 

Allow – Transfer of Inventory- this control only relates to multi-Branch operations. If you want the User to be able to transfer inventory between Branches, set this field to “Y” for yes.

Allow – (F3) Credit In Order/Entry- if you want the User to be able to process refunds/credits in Order Entry, set this field to “Y” for yes. You can then also determine how much of a credit is permissible for each User. For example, if you do not wish to allow a User to process a credit for an amount over $500.00, you can type “500.00” in the field next to this prompt. Also, please note that if you would like to allow a User to process credits of any amount, you must type “0” in the amount field, rather than leave it blank—the system will interpret this as unlimited. However, if you actually need a zero-dollar amount limit, enter “0.01” as the unlimited amount. Important Note: if a User is only allowed to do a credit memo for $500, this amount will include tax. Therefore, if the tax amount puts them over that amount, the system will start the process of returning the material but will not bring up the credit memo part of processing. Someone with higher or unlimited permissions will have to finish invoicing the line in the job as it will be there with a negative line and display JC. It is recommended that Users allowed to do credit memos with limits should be advised what that limit is before they proceed.

Do Not Allow User To Invoice Jobs- if you want the User to be able to Invoice (an accounting function) in the system, set this control to “N” for no. However, anyone who is not allowed to create an Invoice will still be permitted to use the F2-Reprint Invoice function in the Invoice/Credit Memo program. If a User cannot generate an Invoice, but can generate Credit Memos, the following message will prompt if they attempt to create an Invoice for an amount above 0.00: User only allowed to do credit memos. Total must be less than 0.

Allow – Transfer Cut out of Branch- in order to use this control, a User also needs to have the ability to change inventory items and must know the Inventory Mtc. Password, if one was set up in the System Control level screen. With this control set to “Y” for yes, the User can transfer assigned cuts to a specific job in another Branch. This control was primarily created for multi-Branch operations with a central warehouse.

Custom Master Menu (MENU.FIL=default)- if you do not want to set up Custom Menus (NOT RECOMMENDED) in the system, simply hit enter to accept the default—MENU.FIL. If you will be setting up Custom Menus, you need to set up the system administrator User ID first using the MENU.FIL default. The reason for this is that none of the other Custom Menus have access to the System Maintenance menu. Therefore, if you do not set up at least one User with the MENU.FIL default, no one will be able to get back to the System Maintenance menu to set up additional Users, among other things, without RollMaster Support Team, assistance. 

To set up Custom Menus, you will need to type in one of the following program names: (Reminder: the store owner and/or system administrator should each set up a User ID and use the MENU.FIL program name to maintain access to all modules in the system. Also, be aware that you can password protect any of the modules that show in these custom menus via the System Menu Password module, if needed.)

MENU.FIL = Full Menu
MENUAP.FIL = Accounts Payable
MENUAR.FIL = Accounts Receivable
MENUB2B.FIL = B2B Administrator
MENUB2BE.FIL = B2B Admin additional option
MENUB2BT.FIL = B2B Admin additional option
MENUB2BV.FIL = B2B Admin additional option
MENUSLSR.FIL = Retail Salesperson
MENUSLSE.FIL = Retail Salesperson w/ Build Order Mtc.
MENUSLSB.FIL = Retail Salesperson additional option
MENUSLSC.FIL = Commercial Salesperson
MENUSLSG.FIL = Salesperson additional option
MENUINSH.FIL = Salesperson additional w/ Installer Payables History
MENUINS2.FIL = Salesperson additional w/ Sales Analysis
MENUORD2.FIL = Order Entry option
MENUSLSL.FIL = Order Entry additional option
MENUVIEW.FIL = Order Entry additional option
MENUVIEC.FIL = Leads Processing Module only (added to allow for creating two different groups of Users that can access the Lead Processing module—see 2nd menu below—and then being able to mass update User Settings for each group)
MENUVIEL.FIL = Leads Processing Module only
MENUWH.FIL = Warehouse personnel
MENUWHOL.FIL = Warehouse additional option
MENUWHM.FIL = Warehouse additional option
MENUMAN.FIL = Sales Manager
MENUMANB.FIL = Sales Manager additional option
MENUMANT.FIL = Sales Manager additional option
MENUMANM.FIL = Sales Manager additional option
MENUMANQ.FIL = Sales Manager w/ Quotation Listing
MENUPROD.FIL = Production Manager
MENUPRO2.FIL = Product Manager additional option 
MENUSHIP.FIL = Shipping / Inventory option
MENUACC1.FIL = Full A/R w/ some sales, inventory, gl options
MENUACC2.FIL = Full A/P but no Bank Rec
MENUBOSS.FIL = Non-Owner Menu w/ Leads Processing-no PM
MENUWSM.FIL = Non-Owner Menu-no System Maintenance
MENUNO.FIL = Non-Owner Menu-no Owner Functions
MENUNO1.FIL = Non-Owner Menu-no General Ledger
MENUNO2.FIL = Non-Owner Menu-no G/L or Payroll
MENUBONA.FIL = Non-Owner additional option
MENUBOWN.FIL = Non-Owner additional option
MENUOWN.FIL = Non-Owner additional option
MENUAFB1 = Non-Owner additional option
MENUAFB2 = Non-Owner additional option
MENUAFB3 = Non-Owner additional option
MENUAFB4 = Non-Owner additional option
MENUAFB5 = Non-Owner additional option
MENUGLBM = G/L Budget Maintenance modules only

For a listing of modules available from each of the Custom Menus above, there is a link to a sortable Excel spreadsheet file on the RollMaster Client Login Help Desk site. You can also request a copy from a RollMaster Support Team member.

As soon as you type in the program name in the last field of the User Control screen, the system will prompt the following:
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Type a “Y” to save the new User ID in the system. In the future, changes can be made to a User ID and saved through this prompt. Please Note: You must make a change in the User Control screen to bring up the Save Changes? prompt. A User can also be Deleted from the system by typing a “D” for Delete User when the Save Changes? box prompts. The system will first prompt the following: Delete User from all branches? To remove the User from all Branches, click Yes. To remove from the just the current Branch, type No at this prompt. 

[bookmark: _Hlk77172689]User Control 2 Screen
This screen is a continuation of User Control options and should be completed for every User set up in the system. When you enter the User Control 2 level, the screen will appear as follows:
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The User id field will prompt the User ID of the person currently logged into the system. Type over the default with the User ID of the User for which you are implementing controls. Hit enter through the User Password field, and hit enter again to get to the first control prompt in this screen. 

Field Descriptions for User Control 2 Level screen:
User Allowed to Select Price Below (A-J)- at this control option, if you do not want a User to be able to enter a price below the lowest programmed A-J Level Pricing, set this prompt to “N” for no. The system will then prompt the following: Enter Lowest Level User is allowed to view. Once you enter a level, the User will not see any pricing below that level anywhere in the system. This means that the lowest price that appears in the Pricing Table in the Quotation and Order Entry modules is the lowest price this User will be able to enter on a material line. With this prompt set to “N” for no, when a material line is entered in the Quotation or Order Entry modules, and a price is entered that is lower than the lowest price programmed, the system will prompt the following message: Price Too Low: Price Entered is below the minimum allowed. The price will then default back to the highest programmed price. If this control is set to “N” for no, the system will then pop up an additional prompt that appears as follows: Do you want to allow this user to sell remnants below the remnant price? If you answer Yes to this prompt, the User will be allow to sell a remnant for an amount lower than the price set in the Remnant pricing feature in Inventory Maintenance. If you want to allow a User to sell at a price lower than the lowest price programmed, leave this prompt set to “Y” for yes.

User Update Catalog In Other Companies- this control has to do with creating catalog items in multi-Company operations. With this control set to “Y” for yes, when a User adds a catalog item in one Company, they will be asked to add it in other companies and then be able to choose which company to add it in. When editing a catalog item, if the catalog item exists in another Company, they will have the option to make the same changes in the other Company. This option applies to Labor Catalog and Special Charge Catalog items as well. If you do not want the User to add catalog items in other Companies, or if you are not a multi-Company operation, leave this control set to “N” for no.

Allowed to Approve CBD Status Customer- this control determines whether a User can approve CBD (Cash Before Delivery) customer jobs for processing Work Orders and Invoices. If they can override Approval status on CBD jobs, then set this control to “Y” for yes; if they can’t, then set this control to “N” for no.

Allowed to Approve Jobs Over Credit Limit- this control determines whether a User can approve a job for credit that is over the credit limit allowed for the customer. With this control set to “Y” for yes, the User will be able to change the Credit Status on a job from “N” to “Y” either from the job or in the Approve/Select Jobs module accessible from the Accounts Receivable menu. This control does not allow them to use or change the “X” or “A” Credit Approval status.

User: halt/allow processing for all jobs- this control gives Master Credit Override permission to a User if set to “Y” for yes. This means that if a User with this permission changes the Credit Approval status on a job to “X” to disable processing, that job cannot be processed unless that User determines the job can be processed and then changes the status from an “X” to a “Y” or “A.” An “A” status means a job can be processed where past due Invoices exist on a Customer’s account. Only a User with this control set to “Y” for yes can approve jobs for Customers with past due Invoices.

Allowed to make Irregular returns in w/o- this control is tied to the Company Control 2 option Irregular return in W/O Print. If this Company Control option is enabled, then this control determines if a User is allowed to process an irregular return in the Work Order Print program.

Allow unassign of Special Order Goods- this control should only be used if you have not already prevented a User from changing job lines through the “Is This User a Sales Person/ Allow Changes of Job Lines” control in the User Control 1 screen. If a User can change job lines, but you do not want them to unassign a material line where a PO has been created, you will need to set this control to “N” for no. With this control activated for a User, it will take a Manager to change the order status of a special order job line.  This control will remain in effect even after the material is received against the PO. However, once a Manager unassigns the material the first time, the User is then free to reassign and unassign that material. Again, this control does not impact Stock Inventory material lines or labor lines. If you do not wish to use this feature, type a “Y” at this control for every User-it does not override the “Allow Changes of Job Lines” control. A quick note about the “Allow Changes of Job Lines” control: the system will allow a User with this control set to “N” to make multiple changes to a labor line only until the User exits the Line Items screen. 

Allowed to add Job Type in Order/Quote- if you do not want a User to be able to change the Job Type in the Quote Entry or Order Entry screens, set this control to “N” for no; otherwise leave it set to “Y” for yes. 

Allowed to Change dates in Order/Quote- if you do not want a User to be able to change any Dates in the Quote Entry or Order Entry modules, set this control to “N” for no; otherwise leave it set to “Y” for yes. Please Note: If the User is not allowed to change Dates but is allowed to create an Invoice, the system will prompt the current date in the Invoice module and the User will not be allowed to change that date. 

Allowed to order P.O. through Order Entry- if you do not want a User to be able to place a PO “On Order” from the Order Entry module, set this control to “N” for no. This will remove the prompt “Has This P.O. Been Ordered,” thereby preventing the User from placing the order in the system. If the User can place orders, leave it set to “Y” for yes. 

Allowed to set specific commission amount- if you would like to grant permission to a User to change commission amounts, change this control to “Y” for yes. The system will then prompt a new option in the Commission field as follows: (F3) Set Commission. To use this option, you will need to make sure that when you enter through the Salesrep1 Commission box that pops up before you get to the Commission Percentage field, it is set to one of the Standard Commission options (i.e., “M”, “P”, “T”, or “L”). The F3 option will not work on any of the Sliding Scale options--a box will pop up and let you know if one of those is selected. You can use this on a job-by-job basis to program an exact Commission Amount. (Please Note: when you set a specific commission amount, the system may add or subtract a few pennies due to rounding to best reach the amount the user keyed in.) When you hit the F3 key, the system will prompt the following: Salesrep1 Commission Amount. Type in the dollar amount of commission you would like to pay the Salesperson for that job. With regard to the Remnant feature, Remnant Commission will still be calculated, but will not add to the commission entered. Also, this feature will not work if the Commission Base is “0”. 

Allowed to change tax codes on customer- if you do not want a User to be able to change Tax Codes on a Customer, either in the Customer Maintenance module or from a Ship To Code screen, set this control to “N” for no; otherwise leave it set to “Y” for yes.

Allowed to change Sales Commission split- this control works in tandem with the “% of Comm. Split for Slsrp2” control explained in the Branch Control section. If you have entered a percentage in that field, and where a second salesperson exists on a job, this control determines whether a User can make changes to the commission split data in the Cost Maintenance module. If you would like to grant access to a User to make changes, type a “Y” for yes at this prompt. If you wish to prevent any changes by a User, leave this control set to “N” for no. If a User is allowed to make changes, when they enter the Cost Maintenance module and the cursor is at the Base field, there is an F3 option to change the split only on the current job--the F3 prompt appears after you hit enter on the 2nd Salesperson’s ID. When you enter the percentage for the 2nd Salesperson, the system calculates the balance and changes the 1st Salesperson’s percent. You can enter back through the screen to see the change. 

Allowed to review PO for different vendor- this control was developed for a RollMaster customer who needed the ability to change the Vendor ID on a PO when posting an Invoice in A/P Open Item Maintenance. For example, they have set up a Shaw1 and Shaw2, etc. Vendors for internal tracking purposes, but when the Invoice comes, they need to change the PO from Shaw2 to Shaw1 to post the Invoice, and still need to tie the PO made out to a different Vendor to that Invoice. With this control enabled, the system will prompt “Wrong Vendor for Purchase Order Do You Wish to Continue?” You can then type a “Y” to tie this PO to the Invoice. If this scenario does not apply to your company, leave all users set to “N” for no to disable in the system.

Allow to change installer rate- job labor- this control allows you to determine who can make changes to an Installer rate when posting labor in the Job Labor Maint./Installer Payments module. If you set this control to “N” for no, a User will not have access to the Rate column when posting Installer payments, and neither will they be able to enter any adjustments in the Installer Payables module. If a User needs to be able to make changes to an Installers pay prior to A/P Posting, leave this control set to “Y” for yes. 

Allowed to change Notes after entry- this control is tied to each of the Notes options throughout the system such as Vendor Notes, Customer Notes, Customer Address Notes, Customer Status Inquiry Notes, PO Notes, Job Number Notes, etc. If this control is set to “N” for no, a User can add Notes, but they will not be able to edit or delete existing Notes anywhere in the system. If you wish to grant access to a User to edit or delete existing Notes, set this control to “Y” for yes. This control, if set to “N” for no, will prompt controls that pertain only to Comment Lines or Line Comments feature. The first appears as follows: Do you want to allow editing/deleting of FP Comment Lines? This relates to “Add a room” comments or Floor Plan Comment Lines. Set to “Y” for yes to allow. The next control appears as follows: Allow editing/deleting of *Non* FP Comment Lines? This relates to the additional Line Comment options, such as Customer copies, Work Order, Both, and None. Set to “Y” for yes to allow.

As soon as you enter through the last field of the User Control 2 screen or hit Esc to exit, the system will prompt the following: Save Changes? Type a “Y” to save any changes or a “D” to delete the User, if applicable.

[bookmark: _Hlk77173164]User Control 3 screen
This screen is a continuation of User Control options and should be completed for every User set up in the system. When you enter the User Control 3 level, the screen will appear as follows:
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The User id field will prompt the User ID of the person currently logged into the system. Type over the default with the User ID of the User for which you are implementing controls. Hit enter through the User Password field, and hit enter again to get to the first control prompt in this screen. 

Field Descriptions for User Control 3 Level screen:
Allowed to change tax default- this control will prevent a User from making changes to the Sales Tax default anywhere this field prompts in the system. If you wish to enforce this control, change the default to “N” for no; otherwise leave it set to “Y” for yes to allow changes to the default tax prompt. 

Allowed to add Initials records- this control is tied to a module in the Sales Processing Setup Menu titled Initials Maintenance, as well as to the Initials field in the Order Entry module. If this control is set to “N” for no, the User will not be able to build Initials records from either place in the system. They can select and change the Initials record on the job, but they cannot create a new one. 

Disregard Transfer/Assign Security- this control is directly tied to the Branch Control Maintenance module. If you are not using that module, leave this control set to “N” for no. If you are using that module, this control will allow a User to override the settings in that module. For example, if you have the system set up so that two Branches cannot transfer inventory back and forth, or see one another’s inventory or purchase orders, with this control set to “Y” for yes, this User will still be able to complete those processes. 

Allow edit of labor cost in Work Order- this option controls whether a User can edit labor costs that print out on the Work Order. In order for this to be a viable option, the System Control 1 option, Allow Edit Of Cost For Labor In W/O, must also be set to “Y” for yes. 

Allow Retail Cost Review Option- this control, if set to “Y” for yes, will allow the use of the Cost Review feature in a residential Quote instead of just in the commercial Quote, where it is already available. This option is a view only screen unlike the commercial Quote where you can make adjustments. You can only turn this feature on for a User that is allowed to sell below the A-J programmed margin pricing. The system will advise you if a User is prevented from using this feature. 

Allow Add of Inventory in Order Entry- with this control set to “N” for no, the User will no longer be able to receive inventory back into the system via adding a negative Work Quantity material line. The preferred method for receiving material back into the system is through the Work Order prior to invoicing and through the Credit Memo after invoicing. 

Allow to Change Overbill- with this control set to “N” for no, the User will no longer be able to change any Overbill field throughout the system. 

Allow to Select Branch to Return to C/M- with this control set to “Y” for yes, the User will be able to direct inventory returned via the Credit Memo to a Branch other than the current Branch. 
Dissallow Update of Labor Cost- if the User can see costs, but you don’t want them to change costs, set this control to “Y” for yes. If the User is already prevented from seeing costs in the User Control 1 screen (Disallow Cost Information to Show) this control will also need to be set to “Y” for yes. If you set this control to “N” for no when the Disallow Cost Information to Show question is set to “Y” for yes, the following message will prompt: **Cannot Change Labor Cost Flag**, Disallow Cost Information to Show set to Y, Changing Labor Setting to Y. Additionally, if this control is set to “Y” for yes, a sub-question will prompt as follows: Allow update of labor cost in quote. The default is No, so you will need to select Yes to allow. 

Allow entry of Date on Adjustments in INV- this control, when set to “Y” for yes, will prompt the current date when the User makes an inventory adjustment and then allows the User to change the date to another valid date. If the control is set to “N” for no, no change will occur.  

Allow closing of invoiced labor lines- this control, when set to “Y” for yes, will allow a User to zero the remaining cost of a labor line in Job Labor Maintenance, thereby sending that portion to profit on the job. This was developed for a specific customer and may not apply to every company, therefore it should be set to “N” for no for most Users.  

Allow user to Close job – Invoicing- with this control set to “Y” for yes, the system will operate for the User as normal. However, if you decide you will allow this User to invoice a job, but not Close the job, with this control set to “N” for no, the system will no longer prompt “Close Job?” at the end of the invoicing process. 

Allow entry of over the counter sale- this control defaults to “Y” for yes, which represents no change to the User. However, if set to “N” for no, the system will go directly into Order Entry and skip the prompt that would allow the option to enter an “Over The Counter Sale” job. This would prevent the User from creating a quick Cash & Carry sale. 

Allow user to close job – OTC sale- this control will default to “Y” for yes for all Users and will also now prompt “Close Job?” at the end of the invoicing process, where it automatically closed in the past. If you set this control to “N” for no, the User will not see the “Close Job?” prompt and will not be able to close an Over the Counter Sale job. 

Allow user – Commerical Order Entry- with this control set to “Y” for yes and where the User can see costs and sell below the A-J margin pricing, they can activate the entering of an override of cost, freight, and margin via the (F1) Pricing Table option when the cursor is in the Price field. To use this feature, once the Pricing Table is displayed, hit F1 at the Type F1 to Set Margin and Display Cost prompt to bring up Cost, Freight, and Margin % fields. The cursor will jump to the Margin % field and display the current margin, but you can up arrow to the Cost and Freight fields to make changes. Any cost changes will automatically prompt on the PO and will be used for the Cost Review option calculations. 

Allow Salesperson change quote/job- this control only applies to non-salesperson Users. If the User is set up as a salesperson, the system will skip this prompt. If you would like to prevent non-salespeople from changing the Salesperson ID in Order Entry, Quote Entry, View Job Cost, and Cost Maintenance, set this control to “N” for no. 

As soon as you enter through the last field of the User Control 3 screen or hit Esc to exit, the system will prompt the following: Save Changes? Type a “Y” to save any changes or a “D” to delete the User, if applicable.

User Control 4 Screen
This screen is a continuation of User Control options and should be completed for every User set up in the system. When you enter the User Control 4 level, the screen will appear as follows:
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The User id field will prompt the User ID of the person currently logged into the system. Type over the default with the User ID of the User for which you are implementing controls. Hit enter through the User Password field, and hit enter again to get to the first control prompt in this screen. 

Field Descriptions for User Control 4 Level screen:
Restrict user job status changes to/from..the following (Y/N)- if this control is set to “Y” for yes, you will be able to use the “(F1) to display” option to bring up a list of existing Job Status codes. If you hit enter at a blank field, the system will skip down to the next control option. Please Note: a User can be restricted to “Yes” for up to eight Job Status Code options. Once these have been added, they are the only eight choices the User will not be allowed to change.

Allow edit of Customer Credit fields- if this User has been previously denied access to these fields because of limited menu access, this control will allow a system override to give the User access. 

Allow change of date in Receive Money- with this control set to “Y” for yes, during the “Receive Money” process the system will prompt a Change Deposit Date? field. If you select “Yes” to change the Deposit Date, the system will then prompt the following: Enter Deposit Date. The User will then be able to type a new date. A second prompt is also available at this control option and appears as follows: Allowed to change Deposit Date Quote/Order. With this control set to Yes, the User will be able to change the adjustment/deletion date of a Deposit on a Quote or Order and a Date field will appear when adding a Deposit.

Show Loaded Cost (Salesperson Only)- this control will be skipped if the User is set up as a commercial salesperson. If the User is a Salesperson with a Custom Menu of MENUSLSR.FIL, MENUSLSB.FIL, MENUMANM.FIL, or MENUMANB.FIL, the system will give access to this control. If the User is not a Salesperson, then the following Custom Menus will grant access: MENUWH.FIL, MENUAR.FIL, and MENUAFB2.FIL. Another condition is if a non-retail Salesperson User is allowed to see costs and not allowed to change Overbill. For Users where this prompt is available and set to “N” for no, the User will not be able to see Overbill as a separate item. The cost they see in PO’s, View Job Cost, Catalog Maintenance, and Inventory Maintenance, etc. is the real cost plus the Overbill as a single amount, so they are seeing a loaded cost, not the real cost. If the User already has permission to change Labor cost, they will still be able to do so with this control set to “Y.” Please Note: if the User can access the commercial quote program and cannot change cost, the system has been modified to show loaded cost via this new control. 

Allow use of graphical bank rec- for RollMaster Systems using the Graphical Interface functionality, this control determines which Users can access the Bank Reconciliation (Graphical) module. Since this control has been implemented, the majority of existing Users have switched to the graphical module, which means new Users should all have this control set to “Y.”

User Allowed to Email- this control is tied to the Email functionality available from RollMaster and determines whether an individual User can Email from RollMaster or not. This control will only apply to those RollMaster clients with Email capability. As a precaution: if a User has Email permission, they can Email any report from RollMaster they have access to, including financial statements, so be careful with this control.

Allow User to Print W/O- if the User has access to Order Entry, but you don’t want them to have the ability to print Work Orders, set this control to “N” for no. If this control is set to “Y” for yes, the system will then prompt the following box when you enter through this control:
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This option determines whether a User can change the “Only Print Lines That Are Shipping Now” prompt to “Y” for yes, provided the System Control 1 option “Choose Ln Prt. Default on W/O (Y,N) is currently set to “N” for no. Otherwise, this option will not matter because the default will already be set to “Y” for yes, allowing any User with Work Order print permission to only print lines that are shipping now. The combination of these two prompts gives the warehouse more control over what is exactly leaving the warehouse on a given day.

Allowed to change branch for C/M Refunds- if this control is set to “Y” for yes, during the F3 Credit process, where a refund is due to a customer, the system will prompt the following: Branch to issue refund? This prompt will default to the current Branch, but if a User has permission via this control, they can select another Branch in which to set up the refund. When this happens, the Customer Payment Register will reflect the refund in the new Branch and the Payment Type Code G/L account for the Branch selected will be impacted, not the Payment Type Code G/L for the Branch in which the job was created. If the refund was created in another Branch, the refund display will show “Tend:bb/xxxx” where “bb” is the Branch ID and “xxxx” is the Payment Type Code selected. 

Allow to approve W/O Below Required Dep %: Inactive- this control will be set to “Inactive” unless you have activated the Company Control 3 prompt “Require Deposit to print W/O” by setting that control to “Y” for yes and entering a Deposit percentage amount. If that control has been turned on, then this control will allow you to determine which Users can ship material out on a Work Order where the Deposit amount on a job does not equal the required percentage. If you are using the Credit Control program options in RollMaster, those settings will override this Deposit percentage feature, because a Deposit would not be posted to a job where a customer has credit terms. 

Allow user to reset Budget- once a Budget has been set on a job, this control determines whether a User can re-set that Budget once processing of a job has begun. If you wish to analyze this data accurately, only a select few Users should be able to re-set the Budget on a job, and only with a full explanation in the Job Notes tied to the job.

Ship material on W/O without Shipping- this control was originally added for the Text Version of the Work Order. When this control is set to “Y” for yes, the User can print a Work Order without affecting any material status, meaning the material will not be updated as having left the warehouse. The benefit is that a Work Order can be printed for use in other areas of your business and only a User with the proper permission will be allowed to update the shipment status of material. Please Note: if this control is set to “Y” for yes for a User printing a Graphical Work Order, they will not have access to the “Ship” Mode in that program.

Display larger window graphical ver.- this control was added to give Users a preference of screen appearances in the graphical version of RollMaster. If this control is set to “Y” for yes, you will see the larger window when you log into RollMaster.

Allowed to modify Installer Deduc./Rpt- if this control is set to “Y” for yes, the User will have full access to making adjustments/changes to the Retained Amounts and Loan Balance fields in both the Installer Maintenance module and Print Payables Report process.

Allow to mark Transfer Request processed- in multi-Branch systems, where material is transferred between Branches, this control determines who can officially mark a transfer request as completely processed. Set this control to “Y” for yes only for those Users who have authority to approve final transfer requests.

Allowed to change property mgmt. templates- this control encompasses two areas of Property Management/Builders Templates and also Web Order Processing for those RollMaster clients using that functionality. The first part determines which Users can make changes to the Templates that have been or will be set up in the Property Management/Builders Templates module. The second is the ability to see and use the new Web Setup and (F4) Web Name features in the system. Set this control to “Y” for yes to allow a User the ability to change any existing Templates and to use the Web Order features. 

As soon as you enter through the last field of the User Control 4 screen or hit Esc to exit, the system will prompt the following: Save Changes? Type a “Y” to save any changes or a “D” to delete the User, if applicable.

User Control 5 Screen
This screen is a continuation of User Control options and should be completed for every User set up in the system. When you enter the User Control 5 level, the screen will appear as follows:
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The User id field will prompt the User ID of the person currently logged into the system. Type over the default with the User ID of the User for which you are implementing controls. Hit enter through the User Password field, and hit enter again to get to the first control prompt in this screen. 

Field Descriptions for User Control 5 Level screen:
Update excluded/preferred installer list- one of the innovations made to the system for Web Order Maintenance, which can also be used by non-Web Order clients, is the ability to assign a list of Installers to a Property Management/Builder Customer and then determine whether they are a Preferred or Excluded Installer for that Customer. It also allows a User the ability to rank the list of Preferred Installers in order of most preferred to least preferred and to even list Installers that should not be used for this client. Set this control to “Y” for yes for those Users allowed to make these decisions. T

Update Invoice Preference / (F6) P.M.- this control determines who can change the Invoice Preferences options in the Ship To Code box in Customer Maintenance. If this User can determine these preferences, set this control to “Y” for yes. 
Update Mgmt. Co. & (F3) Property Managers- if you would like this User to be able to change the Management Company or Property Manager in Customer Maintenance setup for your Property Management/Builder clients, set this control to “Y” for yes. Please Note: Only those Users who fully understand the Property Management/Builder Template module features should be allowed to have these controls.

Modify W/O Cut Sheet Defaults on the Job- this control is tied to an option in the Company Control 2 screen that relates to the Inventory Cut Sheet. This option appears in that screen as follows: Do you want to Allow Cut Sheet settings by Job Type. If that option is enabled, this control determines which Users can access the Job Type Cut Sheet prompts tied to that option. 

Allowed to view confidential vendors- this control is tied to a field in Vendor Maintenance that controls whether a Vendor is considered “confidential.” If this control is set to “N” for no, any Vendors with the Confidential field checked will not appear in the A/P Open Item Maintenance module for this User. 

Allowed to Reprint Invoices- with this control set to “N” for no, the User will not be able to use the F2 Reprint option in the Invoice/Credit Memo module. 

Allowed to Unassign W/O’d Line- set this control to “Y” for yes to allow a User to unassign material from a job line that has been “shipped” on a system Work Order. Otherwise, set this control to “N” for no to prohibit this action. 

Allowed to Change Care (Job, Inv, Report)- this control is only for RollMaster clients who sell carpet in the state of California. If this doesn’t apply in your system, leave this control set to “N” for no. This control should also be set to “N” for no for Users who sell carpet in the state of California but do not have the authority to make CARE changes to jobs, inventory or CARE reporting options in the system. This control should only be set to “Y” for yes for Managers or System Administrators who may need to change the CARE status on a job, a piece of inventory, or data on the CARE reporting features in the RollMaster system.

Allow to Invoice inventory out of Branch & Allow to W/O inventory out of Branch- these two controls are tied to a Branch Control 1 option. Depending on how that control is currently set, the system will default to one of two ways. If the Branch Control 1 option “Inv. Must Be In Br. To Process” is currently set to “N” for no, you will see the following default for both of these controls: All Enabled at Branch Level. This means that currently these controls are enabled for all Users at the Branch Control Level. To make each of these processes a User Control option, you will first need to change the Branch Control question to “Y” for yes, and then you can access these controls for each User to determine if he or she is allowed to invoice a job where some or all of the material does not reside in the selling Branch, and secondly, if he or she is allowed to process a Work Order to ship material on a job where some or all of the material does not reside in the selling Branch. Set these controls to “Y” for yes to allow this functionality. 

Allow to Edit Cut Sheet Settings- this control is only for RollMaster clients who have enabled the Cut Sheet feature in their system. If you do not wish to allow a User to alter any of the cut sheet setting options as they are currently set, type an “N” for no. Otherwise, set this control to “Y” for yes to allow the User to edit cut sheet settings. 

Allow Purchase Order Maintenance- this control will allow you to determine who is able to make changes in Purchase Orders. You should set this control to “N” for no if you do not want a User to make changes to PO’s. Only Users trained and authorized to process PO’s outside of Order Entry should have this control set to “Y” for yes. Additionally, if the PO Need Date Required option in the Company Control 4 screen has been enabled, only Users with this control set to “Y” for yes will be able to edit the PO Need Date field.

Allowed to Print Customer Price Report- this control determines who can print out or export the Customer Price List to Excel. The default will be set to “Y” for yes on all Users. To prevent a User from printing or exporting this report, set this control to “N” for no. 

[bookmark: _Hlk62727419]Lead Options- when the cursor is positioned in this field, the system prompts a Lead Options box as follows:
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The first option, Allowed Access to Lead Setup Items, determines which Users will have access to the Functions menu in the optional Lead Processing module, which is an Efficiency Tool add on in RollMaster. The Functions menu allows access to three important setup options as follows: Room Maintenance, Material Type Maintenance, Special Maintenance, Time Maintenance, Alert Maintenance, and Zone/Region Maintenance. Please see the documentation on Lead Processing for more details on how these options work. If you do not want a User to have access to these options, make sure this control is set to “N” for no. The Allowed to Re-Open Closed Leads option, when enabled, allows a User to open a closed Lead. The Allowed to Cancel Leads option controls whether a User can view and access the Cancelled checkbox in the Lead Maintenance screen. It will initially be disabled for all Users, therefore it will need to be enabled for those Users who need to use this feature. The Allowed Access to Lead Scheduling Mtc option should only be enabled for two reasons: a.) your company has activated and is using this feature (see end of Lead Processing section for complete details) and b.) if this User will be allowed access to Lead Scheduling if it is activated in your system.

Allowed to Assign Installer- this control determines who is allowed to assign an Installer on a system Work Order and in the Installation Schedule module. Set this control to “Y” for yes to allow a User to assign an Installer. 

View Only Access to Order Entry- this final control, when enabled, will allow a User to access jobs with a “View Only” status, so that the job can be viewed, but no changes can be made, much like when a job has been Closed. Set this control to “Y” for yes to give a User View Only access.

As soon as you enter through the last field of the User Control 5 screen or hit Esc to exit, the system will prompt the following: Save Changes? Type a “Y” to save any changes or a “D” to delete the User, if applicable.

User Control 6 Screen
This screen is a continuation of User Control options and should be completed for every User set up in the system. When you enter the User Control 6 level, the screen will appear as follows:
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The User id field will prompt the User ID of the person currently logged into the system. Type over the default with the User ID of the User for which you are implementing controls. Hit enter through the User Password field, and hit enter again to get to the first control prompt in this screen. 

Field Descriptions for User Control 6 Level screen:
Allowed to Unassign Inventory- if this control is set to “N” for no, a User will not be able to unassign material, regardless of whether the material was ordered on a system PO or assigned from stock.
Allowed To Override CM- if past xxx days- only Users that have the authority to return/credit an item past the set number of days in Branch Control 2, should have this control set to “Y” for yes. All others should be set to “N” for no.
Administrator for ChargeItPro- this control only applies to clients utilizing the ChargeItPro credit card and payment processing functionality, which is a RollMaster upgrade. This control, if enabled, allows a User access to the Vaulting (card on file) feature as well as the ChargeItPro Maintenance module, accessible from the Hardware Maintenance menu. 
Allowed to Skip ChargeItPro- this control only apply to clients utilizing the ChargeItPro credit card and payment processing functionality, which is a RollMaster upgrade. This control, if enabled, allows Users to skip or bypass the CIP screens for situations where no money is charged or refunded to the customer’s card. 
Allowed To Use G/L Period Mtc- if this control is set to “Y” for yes, a User will have access to two additional screens in the General Ledger Account Maintenance/Inquiry module that relate to the Date Drive Period Based Accounting functionality. Only a couple of Users should have access, and then only once they understand how those screens relate to the overall functionality. 
Allowed To Edit Vendor EFT Data- this control, if set to “Y” for yes, grants access to EFT functionality in the Vendor Maintenance module. Only Users able to edit Electronic Funds Transfer Data between Vendors should have this control enabled. For complete instructions on using the Electronic Funds Transfer functionality in RollMaster, you can find an article in our Help Desk, as well as a section in our Accounts Payable manual under Payment Selection. Email support@rmaster.com for additional assistance.
Allowed To Invoice Outside Margin Range- this control is tied to two Company Control 4 options explained above, where you can set a minimum and maximum margin percentage for an Invoice to be processed. With this control set to “Y” for yes, the User can invoice outside of any set margins. When the Invoice Margin is below the Minimum %, a soft warning will prompt in Order Entry alerting the User to the Margin Below Allowable % amount prior to invoicing. The User can then click Continue to proceed.
Allowed To Override Installation Limits- set this control to “Y” for yes to enable key Users to override installation limits. 
Allowed to Override Order Exit Date- this control is tied to the Company Control 4 option “Activate Written Business Report.” If set to “Y” for yes, it allows the User to override the transaction or exit date that writes to the report. 
Allowed To Override Deposit Split %- if set to “Y” for yes, this control allows a User to adjust the percentage split at the time of taking a Deposit for finance plans with a “buy-down rate” so that the Bank Rec sees the actual dollar amount that hits the bank account, separate from the portion that is subtracted for finance fees. 
Allow To Add/Edit Install Date- the default is set to “Y” for yes, so if you don’t want a User to be able to change an Install Date on the Job or in the Installation Schedule, set this control to “N” for no.

Allow to Override Max Daily Install Jobs- if enabled, this control allows the User to override the set maximum daily installation jobs as set forth in the Installation Scheduling Capacity Limits on Accumulator Codes feature. 

Default Branch For Handheld App- this control applies to the wireless handheld barcode device and should only be set if your company has Barcode Software & Equipment. The default for this is blank, so to activate for a User, enter a Branch ID that will be their default.

As soon as you enter through the last field of the User Control 6 screen or hit Esc to exit, the system will prompt the following: Save Changes? Type a “Y” to save any changes or a “D” to delete the User, if applicable.

User Control 7 Screen
This screen is a continuation of User Control options and should be completed for every User set up in the system. When you enter the User Control 7 level, the screen will appear as follows:
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The User id field will prompt the User ID of the person currently logged into the system. Type over the default with the User ID of the User for which you are implementing controls. Hit enter through the User Password field, and hit enter again to get to the first control prompt in this screen. 

Field Descriptions for User Control 7 Level screen:
Allowed To Add/Edit Project $ Grand Total- this option controls who can access the Contract Amount field in the Projects module. This control should only be considered if Projects has been activated in your system.

Allowed To Add/Edit Quo./Ord. In Projects- this option controls who is allowed to Add Quotes or Orders to a Project as well who is allowed to Remove these from a Project. This control should only be considered if Projects has been activated in your system.

Allowed To Lock/Unlock Projects- this option controls who has the ability to use the Lock/Unlock Projects option. This control should only be considered if Projects has been activated in your system.

Allowed to Cancel Work Orders- the default is set to “Y” for yes, which means no change will take place in the system unless this option is accessed and changed for a User. If set to “N” for no, the User will not be able to Cancel a Work Order.

Allowed to Hold/Release Installer Pay- with this control set to “Y” for yes, the User will be able to place a Hold on an Installer Payment and any User without this control enabled, will not be able to take it off Hold and select for payment. This control also then allows a User to Release the Hold and allow the payment to be processed. 

Allowed to Post Deposit/AP Claims- with this control set to “Y” for yes, the User will be able to use the new Sales Deposit (Claims) feature in Order Entry, explained extensively in the Q2 2020 Release Notes and in the Payment Type Code Maintenance section of the Sales Processing Part II manual. Most Users should not have this permission, and a thorough understanding of how this feature works is recommended before enabling. 

Allowed In-Job Inventory Job Transfers- the ability to perform an “In-Job” inventory transfer is a recent update to the system and this control determines which Users can complete that action. Set this control to “Y” for yes to allow this process.  

View Only Access to Salesperson Payables- with this control set to “Y” for yes, the User can select and unselect items, but they are not allowed to change commissions. They also cannot use the Enter Adjustments option, nor can they Update Items as Paid.

Allowed to Select Cat Br Override Pricing- if Branch Override Pricing has been enabled in the system, this control is used to allow override/interactive mode for an individual User with this feature, provided the User can also see Cost. Only set this control to “Y” for yes, if the system is enabled for Branch Override Pricing and the User can see cost and has permission to administer this process.

Receive Money Disc. Percent Allowed / Pct.- programming to follow. Was originally added with graphical Post Customer Payments module, but functionality is pending.

Allowed To Edit Inventory Classification- this control is tied to the Inventory Classification feature described in Inventory Control that allows for tracking inventory by the sales rep or customer that requested the product. Set to “Y” for yes to allow the User to make edits to this feature. This feature is located under the Catalog Attributes screen in the Catalog Maintenance module.

Allowed To Print Projects Pay Apps Due- this control is tied to the Projects module in the system. It determines if a User can access and print the Pay App Due Report. If your company is not using this feature, it should not be enabled for any User. 

As soon as you enter through the last field of the User Control 7 screen or hit Esc to exit, the system will prompt the following: Save Changes? Type a “Y” to save any changes or a “D” to delete the User, if applicable.

User Web Portal Control
This screen contains controls pertaining to the Web Order Processing functionality within the RollMaster System. It only needs to be accessed by RollMaster clients who have subscribed to that functionality. When you enter the User Web Portal Control level, the screen will appear as follows:
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The User id field will prompt the User ID of the person currently logged into the system. Type over the default with the User ID of the User for which you are implementing controls. Hit enter through the User Password field, and hit enter again to get to the first control prompt in this screen. 

Field Descriptions for User Web Portal Control Level screen:
Allowed to setup web portal users- this control determines who sees the (F6) Web option in the Customer Maintenance module. That option allows completion of the setup of customers to the online Web Portal. You should only set this control to “Y” for yes for those Users who understand all the functionality of the Web Order system and those who will be responsible for implementation and continued processing of orders placed via the web. 

Show Pending Web Orders on menu status- this control determines whether a User, while logged into RollMaster, can receive an alert on the screen when Web Orders are placed on the Internet and received into the Web Order Maintenance module. That alert will appear as a flashing message at the very bottom left of the RollMaster screen as follows: $$$New Web Order$$$. Set this control to “Y” for yes for those Users who need to see this alert. 

Update required on web property mgmt- this control allows a User to access and change certain fields in the “Ship To” box of the Customer Maintenance module that determine whether those fields will be considered “required fields of entry” for Web Orders on a customer-by-customer basis. Those fields are as follows: Customer PO, Building, and Unit. Set this control to “Y” for yes if the User has permission to set these fields.

As soon as you enter through the last field of the User Web Portal Control screen or hit Esc to exit, the system will prompt the following: Save Changes? Type a “Y” to save any changes or a “D” to delete the User, if applicable.

User Edoc Control
This screen contains controls that determine what Users can and cannot do with regard to managing electronic documents in the RollMaster System. The Edoc functionality can be found in Order Entry, Works Orders, Property Management/Builders Template, A/R, A/P, Purchase Orders, Catalog Maintenance, and Installation. Wherever you see an Edocs button or the option “(F2) Electronic Documents” you can call up a menu that will list “TMS E-docs” as an option. This section explains how to apply controls to Users with the ability to access Edocs in your system. When you enter the User Edoc Control level, the screen will appear as follows:
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At the User id prompt, the current ID of the person logged in will display. Type over the default with the User ID of the User for which you are implementing controls.  

Field Descriptions for User Edoc Control Level screen:
Modules Allowed:
This section allows you to control from which modules a User is allowed to access Edocs. Type a “Y” for yes to enable use of Edocs in any of the listed modules; the default for all new Users will be “disabled.” Please Note: some uses for Edoc functionality in Catalog Maintenance include attaching photos at the Color level or MSDN sheets, spec sheets, and product info at the Style level. 

Actions Allowed:
Attach Documents- this control determines whether a User can attach any documents via the Edoc feature in the system. If they can attach documents, set this control to “Y” for yes; otherwise leave this control set to “N” for no. 

View Documents- this control determines first, if a User can view documents and second, which type of documents can be viewed. 

Edit Descriptions- if a User can edit the description of an Edoc, set this control to “Y” for yes; otherwise leave this control set to “N” for no. 

Edit Doc Type Tags- with this control set to “Y” for yes, a User can switch documents back and forth between the different document types. For instance, a document tagged as “General” can be changed to “Diagrams.” Leave this control set to “N” for no if you don’t want a User to have this control. There are five “TAG” types as follows: GEN for general, INV for Invoice, DIA for diagram, “blank” if you forget to check a box, and you also have the ability to tie a document to all of the previously listed choices: GEN, DIA and INV. When that is the case, the last type will appear as follows: ***. This indicates that an Edoc can be viewed in all of the types.

Download and Save- this control determines whether a User can download an Edoc file from the main server to a local desktop. Even though you may allow them to View Edocs, you may not want them to download and save; therefore, this control was added to prevent this action for certain Users. 

Delete Documents- only those Users with the highest level of security should be allowed to delete Edocs. If a User can delete, set this control to “Y” for yes; otherwise leave this control set to “N” for no. 

Can View Documents Tagged As- in this section, enter through and select “Y” for yes on any Document Type the User is allowed to view and subsequently Edit, Download, Save, and/or Delete. The first six Document Tags are static, but the last ten can be customized for your business. Please Note: Only Users with a MENU.FIL Custom Menu can access the option available in the EDocs program, from wherever it can be accessed, to Add/Edit/Delete these Document Tag names. That option appears at the top left of the Edoc Menu screen as follows: 
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When you click on that option, the system will prompt a Custom E-Doc Tag Maintenance screen as follows:
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Any of the 10 E-Doc Tag fields can be edited. Be sure to click Save to keep your changes prior to exiting. Once these are added, they can be used wherever the EDocs option is available in the system.

Make sure you type a “Y” for yes at the Save Changes prompt upon exiting this control screen or all changes will not be saved.

User Web Dashboard
This control menu gives current Users, as well as Installers, access to the Web Install Calendar and controls what he or she can do or see while in the Web Cal. It also has controls for the entire RMMobileApp that pertain to staff access as well. And finally, it includes controls for the Barcoding Software. When you access this menu, the screen will appear as follows:
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FROM RELEASE NOTES: The Block Access to Sales Processing Menu, if set to “Y” for yes, will prevent the User from accessing Customer Lookup, but still have access to the Install Calendar. The remaining two controls relate to Installer Invoices submitted via the Install Web Calendar. They appear as follows User can see cost on Installer Invoices and User can submit Installer Invoices. These both relate to Provider/Installer scenarios, where an Installer does the work, but the Provider is the payee and doesn’t want Installers to see their billing rate. Please see Installation System above for changes in Installer Maintenance that allow for creating a Provider/Installer or Crew relationships for payment processing.
A new Web Dashboard control has been added as follows: User can see Lead contact info. This control applies only to customers utilizing the Leads Processing module and then only those accessing from the RM Mobile App. This control determines which Users can view or call contact information on each Lead from within the App


[bookmark: _Toc422926490][bookmark: _Toc422926794][bookmark: _Toc81498498]SYSTEM MENU PASSWORDS:
Every Menu or individual module/program in the RollMaster System can be password protected through this program. However, only those menus or modules that need security should be set up with a password, and passwords should only be used if necessary and only after all of your User Control menus have been set for each User. There are many Custom Menus and User Control options available that may make using these passwords unnecessary. Also, passwords can greatly alter the speed with which you move around in the system, so bear that in mind when deciding to set up passwords. When you enter this module, the screen will appear as follows:
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In the Program/Menu Name (1) field, you will type the system name of module or menu you wish to password protect—you will first need to secure this from a RollMaster Support Agent. To check whether a Program/Menu Name has an existing password, type the system name in that field. The green “Status” indicator will display either “New” or “Existing.” If “New” is displayed, the system will place the cursor in the New Password (3) field. If “Existing” is displayed, the system will place the cursor in the Old Password (2) field. To change a password, at the Old Password field, type in the existing password. At the New Password field, type in the new password. 

To delete a password, at the Program/Menu Name field, type the name of the program name for which you want to delete the password. At the Old Password field, type in the existing password. The system will prompt a Delete button next to the Save button. Click the Delete button to remove the password.


[bookmark: _Toc422926498][bookmark: _Toc422926802][bookmark: _Toc81498499]INITIALIZE SYSTEM SEQUENCE NUMBERS:
This module controls all system prompted numbers such as the next available order number, quote number, etc. It will allow you to manually edit the next available number in the following areas of the system: Order Number, PO number, Work Order number, Work Order Batch Order number, Lead Order number, Invoice number, Quote number, and Credit Memo number. The system will automatically prompt “1” as the next available number in all these areas, but you can change any of those numbers, if applicable, through this module. For example, you can change the numbering to start at 1000 for all or some of those areas noted above, or you can change each Branch to reflect a different series of numbers—you must switch Branches and access this module in order to set sequence numbers for each Branch. You may also need to access this module if you ever experience file corruption in the program and need to reset any sequence numbers. The only sequence number that HAS to be initialized is the Purchase Order number, which must be set to 100. 
When you enter this module, the screen will appear as follows:
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When you enter this screen, the cursor will be positioned in the Next Order Number (1) field. Typically this module is used to set starting numbers in the system, but it can also be used to start new numbering sequences where applicable—please contact support@rmaster.com prior to re-setting numbering sequences. You can access any of the “Number” fields to change or set new starting numbers. At the Zero Last Roll Tag Print Date (2) field, only click here if you are using the Print Receipt Roll Tags option in the Purchase Orders module to clear each inventory receipt batch and wish to reset this feature. The system will then print a roll tag for every piece of inventory that has ever been received in the system after this initialization takes place. Click the Run button when you have made applicable changes and are ready to initialize.


[bookmark: _Toc422926499][bookmark: _Toc422926803][bookmark: _Toc81498500]OPTIMIZE SYSTEM ACCESS SPEED:
Over time, the data on the hard drive for the RollMaster System (on local servers only) can become fragmented, resulting in a slowing down of the processing speed of the system. This module will reorganize the data in sequential order, which will improve the data access speed. Currently, the update programs are prompting Users to run this module once a new update is loaded. However, it can and should be run manually on a quarterly basis to keep the system running at peak condition. This module should be run after normal business hours, as it could take several hours to finish processing depending on the amount of data in the system. It should also be run from the main server and no other Users should be logged onto the system.  

This module also has a feature to reset User locks on system files. User locks can be created when Users exit out of the system incorrectly or are kicked out during power outages. Instead of rebooting the system, you can access this module to try and correct any User lock problems. When you enter this module, the screen will appear as follows:
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Type an “O” to Optimize System Data Files. The system will perform internal procedures and prompt the following when it has completed the process: Type Any Key. Type any key to return to the System Maintenance menu. If you access this module to Reset User Locks On Files, type an “R” to run that program. The system will perform internal procedures and prompt the following when it has completed the process: Type Any Key. Type any key to return to the System Maintenance menu.



[bookmark: _Toc81498501]DOCUMENT MAINTENANCE
[bookmark: _Toc81498502][bookmark: _Toc422926491][bookmark: _Toc422926795]INTRODUCTION:
The Document Maintenance menu is only accessible from the System Maintenance menu in the RollMaster System. When you enter the System Maintenance menu, the Document Maintenance menu appears as the second to the last option in that menu. This menu contains modules that allow for customizing print documents and other customer interfacing items.  

[bookmark: _Toc422926495][bookmark: _Toc422926799][bookmark: _Toc81498503]A/R STATEMENT HEADER MAINTENANCE:
This is a set-up module that should be completed prior to printing A/R Statements in the system if you are using Plain Paper instead of Nebs or pre-printed forms. This module allows you to enter your store name and information by Branch to print out on Statements. It works almost identically to the Sales Agreement/Receipt Header Mtc. module explained above. You can return to this module and edit/add information at any time. When you enter this module, the screen will appear as follows:
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Any existing data will automatically display in the screen above. If you would like to make changes to the Header section, use the cursor to highlight any of the lines 001-005. When a line has been highlighted, it will appear in the Header/Footer field above as follows:
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The Number field will display the line number you are editing; it is a display-only field. In the Header/Footer field, you can highlight any portion or all of the text to type in new text where applicable. The green vertical bar in the middle indicates the middle of the section and should be used as a guide to center your text. To move text to the right or left, place the cursor at the beginning of the text and use the “Space Bar” to move it to the right and the “Backspace” key to move it to the left. If any changes are made or new text added, be sure to click the Update button to save your changes—the Enter key will work the same as clicking the Update button to save your changes. You will immediately see the updated text in the screen below. Line 006 indicates where the Footer Section begins; you cannot change or move this line. Lines 007-021 can be accessed to either delete, change or add text to the Footer section of the A/R Statement print out. When you have finished making changes in the A/R Statement Header Maintenance module, you can exit by clicking the red X at the top right of the screen, hitting the Esc key, or clicking the Exit option at the top left of the screen.


[bookmark: _Toc81498504]BILL OF LADING MAINTENANCE:
The Bill Of Lading Maintenance module will only be used by a few RollMaster clients who act as wholesalers and need to generate a BOL instead of a Work Order to send out with material. This module and how it interacts with Quote and Order/Entry are explained in separate documentation.


[bookmark: _Toc422926493][bookmark: _Toc422926797][bookmark: _Toc81498505]INVOICE HEADER MAINTENANCE:
This is a set-up module that should be completed prior to printing Invoices in the system if you are using Plain Paper instead of Nebs or pre-printed forms. This module allows you to enter your store name and information by Branch to print out on the system Invoices. If you are using pre-printed forms for that already include your store name and address, you can skip this set-up module. You can return to this module and edit/add information at any time. This module works the same as the Sales Agreement/Receipt Header module explained above. When you enter this module, the screen will appear as follows:
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Any existing data will automatically display in the screen above. If you would like to make changes to the Header section, use the cursor to highlight any of the lines 001-005. When a line has been highlighted, it will appear in the Header/Footer field above as follows:
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The Number field will display the line number you are editing; it is a display-only field. In the Header/Footer field, you can highlight any portion or all of the text to type in new text where applicable. The green vertical bar in the middle indicates the middle of the section and should be used as a guide to center your text. To move text to the right or left, place the cursor at the beginning of the text and use the “Space Bar” to move it to the right and the “Backspace” key to move it to the left. If any changes are made or new text added, be sure to click the Update button to save your changes—the Enter key will work the same as clicking the Update button to save your changes. You will immediately see the updated text in the screen below. Line 006 indicates where the Footer Section begins; you cannot change or move this line. Lines 007-021 can be accessed to either delete, change or add text to the Footer section of the Invoice print out. When you have finished making changes in the Invoice Header Maintenance module, you can exit by clicking the red X at the top right of the screen, hitting the Esc key, or clicking the Exit option at the top left of the screen.

[bookmark: _Toc422926494][bookmark: _Toc422926798][bookmark: _Toc81498506]PURCHASE ORDER HEADER MAINTENANCE:
This is a set-up module that should be completed prior to printing Purchase Orders in the system. This module will allow you to set up a custom header for your Purchase Orders. It works almost identically to the Sales Agreement/Receipt Header Mtc. module explained above. When you enter this module, the screen will appear as follows:
[image: ]
Any existing data will automatically display in the screen above. If you would like to make changes to the Header section, use the cursor to highlight any of the lines 001-005. When a line has been highlighted, it will appear in the Header/Footer field above as follows:
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The Number field will display the line number you are editing; it is a display-only field. In the Header/Footer field, you can highlight any portion or all of the text to type in new text where applicable. The green vertical bar in the middle indicates the middle of the section and should be used as a guide to center your text. To move text to the right or left, place the cursor at the beginning of the text and use the “Space Bar” to move it to the right and the “Backspace” key to move it to the left. If any changes are made or new text added, be sure to click the Update button to save your changes—the Enter key will work the same as clicking the Update button to save your changes. You will immediately see the updated text in the screen below. Line 006 indicates that there is “No Footer Section:” on the printed PO, which means that nothing can be added below line 005. When you have finished making changes in the Purchase Order Header Maintenance module, you can exit by clicking the red X at the top right of the screen, hitting the Esc key, or clicking the Exit option at the top left of the screen.


[bookmark: _Toc422926492][bookmark: _Toc422926796][bookmark: _Toc81498507]QUOTATION HEADER MTC.:
This is a set-up module that should be completed prior to printing Quotations in the system if you are using Plain Paper instead of Nebs or pre-printed forms. This module allows you to enter your store name and information by Branch to print out on Quotations/Proposals. You can return to this module and edit/add information at any time. If you are using pre-printed forms that already include your store name and address, you can skip this set-up module. This module works the same as the Sales Agreement/Receipt Header Mtc. module explained above. When you enter this module, the screen will appear as follows:
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Any existing data previously entered will automatically display in the screen above. If you would like to make changes to the Header section, use the cursor to highlight any of the lines 001-005. When a line has been highlighted, it will appear in the Header/Footer field above as follows:
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The Number field will display the line number you are editing; it is a display-only field. In the Header/Footer field, you can highlight any portion or all of the text to type in new text where applicable. The green vertical bar in the middle indicates the middle of the section and should be used as a guide to center your text. To move text to the right or left, place the cursor at the beginning of the text and use the “Space Bar” to move it to the right and the “Backspace” key to move it to the left. If any changes are made or new text added, be sure to click the Update button to save your changes—the Enter key will work the same as clicking the Update button to save your changes. You will immediately see the updated text in the screen below. Line 006 indicates where the Footer Section begins; you cannot change or move this line. Lines 007-021 can be accessed to either delete, change or add text to the Footer section of the Quotation print out. When you have finished making changes in the Quotation Header Mtc. module, you can exit by clicking the red X at the top right of the screen, hitting the Esc key, or clicking the Exit option at the top left of the screen.


[bookmark: _Toc81498508]SALES AGREEMENT / RECEIPT HEADER MTC:
This is a set-up module that should be completed prior to printing Sales Agreements or Customer Receipts in the system if you are using Plain Paper instead of Nebs or pre-printed forms. This module allows you to enter your store name and information by Branch to print out on Sales Agreements and Customer Receipts. You can return to this module and edit/add information at any time. When you enter this module, the screen will appear as follows:
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Any existing data previously entered will automatically display in the screen above. If you would like to make changes to the Header section, use the cursor to highlight any of the lines 001-005. When a line has been highlighted, it will appear in the Header/Footer field above as follows:

[image: Wor89D4]

The Number field will display the line number you are editing; it is a display-only field. In the Header/Footer field, you can highlight any portion or all of the text to type in new text where applicable. The green vertical bar in the middle indicates the middle of the section and should be used as a guide to center your text. To move text to the right or left, place the cursor at the beginning of the text and use the “Space Bar” to move it to the right and the “Backspace” key to move it to the left. If any changes are made or new text added, be sure to click the Update button to save your changes—the Enter key will work the same as clicking the Update button to save your changes. You will immediately see the updated text in the screen below. Line 006 indicates where the Footer Section begins; you cannot change or move this line. Lines 007-021 can be accessed to either delete, change or add text to the Footer section of the Sales Agreement and Customer Receipt print outs. When you have finished making changes to the Sales Agreement/Receipt Header Mtc. module, you can exit by clicking the red X at the top right of the screen, hitting the Esc key, or clicking the Exit option at the top left of the screen.


[bookmark: _Toc422926496][bookmark: _Toc422926800][bookmark: _Toc81498509]LOGO MAINTENANCE:
This module allows for different logos and headers by Company and Branch, where applicable, or you can set up just one header and footer to be used throughout the entire system. When you enter this module, the system will prompt a Logo Maintenance screen as follows: 
[image: WorD1B8]
If you don’t upload a logo or footer, the system will use the data from the Text Header and Footer maintenance screens in the various Maintenance modules. If you use this module to add a logo (must be a .jpg file—ideal size is 1.5 H x 7.5 W), your first option is to add it to the All default in the Branch screen, and the logo you upload will be used throughout the system in all Branches and on all Sales Reports. Also, for multi-Branch operations, you can add a unique logo to just one or all Branches by clicking on the Branch and uploading a unique logo. The options under the Selected Header Settings allow you to first Upload, and then adjust the size and position of the logo. Please Note: the entire logo size changes in proportion to changes you make at the Print Height (Inches) field. For example, a change from “1” to “1.5” will increase the height and width of the logo by 50%.
When a logo has been uploaded, you will see it display at the bottom of the screen. If Text Headers exist, you can click the Include Text Header on Sales Documents option to use a combination of both. The Footer Logo Name section in the middle of the screen will allow you to add a Footer Logo .jpg file. Otherwise, the system will pull the default Text Footer currently set up in the system for each Sales Document. To add a custom footer, click on the Sales Document to select and then click the Footer Logo box. The system will prompt Footer Setting fields as follows:
[image: ]
Be sure to click the Save button to save the uploaded footer logo and any adjustments. You have the option to add a different custom Footer logo to the Invoice, Order, and Quote, or you can add a custom logo to just the Invoice, and leave the Quote and Order with the Text Footer default. 


[bookmark: _Toc422926497][bookmark: _Toc422926801][bookmark: _Toc81498510]WEB PORTAL EMAIL MESSAGE MAINTENANCE:
As the name indicates, this module will allow you to set up Emails that will be generated during Web Portal order processing. This message can be added to All Branches or you can set up a different message for every Branch by selecting a Branch ID at the top of this message box. You can type up to 18 lines of data that will be added to every Email that follows the standard job information. Please note that this message is sent automatically after both a Web Order and an order created from the Property Management/Builders Template module is created, so it should be generic enough to be used for both. An example of a Web Order Email message appears as follows: 

[image: ]

This menu option will only appear under the following custom menus: MENU.FIL, MENUNO.FIL, and MENUB2BT.FIL.


[bookmark: _Toc81498511]TERMS / DISCLAIMERS MAINTENANCE:
Within this module, you can upload various PDF files containing additional Terms, Disclaimers, Disclosures, etc. information to be printed along with one, some, or all customer documents. This feature is highly customizable in terms of what triggers the PDF to prompt for printing, so the possibilities are considerable. Please Note: the Foxit Reader app is required to be installed in order for this feature to work. 

This feature allows you to add key documents for customer consideration that can be triggered to print based on custom variables. Some document possibilities include a General Terms & Conditions page to print with every Sales Agreement; an Acclimation Warning for Wood/Laminate to print with Sales Agreements only when wood/laminate is sold; a Labor Pre-installation Checklist to print on all Sales Agreements where Labor appears on a Job; a Return/Claims Policy to print on all Invoices, which can be different based on type of product sold, and on and on.

[bookmark: _Hlk19029763]Customizable options for each PDF include by Branch or for the entire Company, any combination of Quote, Sales Agreement, Invoice, or Work Order; triggered by a specific Product Type or Product Code, and they can each be set to Required, Suggested, or Optional to print at the discretion of the User.   

When you select a graphical printer to print a Quotation, Sales Agreement, Invoice, or Work Order, you will follow all the same steps for printing. Prior to actual printing, the system will prompt a Select Documents To Print box as follows:

[image: ]

All documents tied to the specific customer document you are printing will appear in the box above. Any that are set to Suggested or Required will automatically prompt “Y” in the Print column. To add an Optional file, double-click on the item to add it to the print que. You can also double-click on Suggested files to remove from print que. Click the Continue button to begin printing all documents.

When you enter this module, a Terms & Disclaimer Document Maintenance screen will appear as follows:

[image: ]

Any existing PDF documents will appear in the screen above. To upload a new PDF, click the Upload New PDF button at the top left and select a file from your hard drive. It will appear in the screen above for you to edit the Print Settings. All columns, aside from the Filename column, can be edited by clicking on a line to prompt the customizable Print Settings options screen as follows:

[image: ]

After a new file has been uploaded, you will see a blank Print Settings screen, just like the one above, but without any presets so you can complete the settings applicable to the file. The first four fields (1) will allow you to create an internal Description for the file, select a specific Branch, or leave the **All** default setting, select a specific Product Type, or leave the **All** default setting, and/or select a specific Product Code, or leave the **All** default setting.  

The Apply To Documents (2) box defaults to blank. You must make a selection of one or more Documents to prompt the file to print. The All option will prompt the file to print for all listed Documents. The WO – Staged and WO – Shipping allows for assigning different documents to each Print Mode of the Work Order. The Print Requirement (3) box allows you to determine whether the file prints despite what the User wants or based on User discretion. The Optional requirement displays the option for the User to print the file. The Suggested requirement makes a stronger suggestion to print, but doesn’t require a print. The Required option will print the file without the User needing to make a decision. 

When you make any edits to a file, a Save button will appear at the bottom right of the screen as follows:

[image: ]

Be sure to click this button to keep any changes. The system will prompt a Settings Saved! message when complete.
 
Two additional options are available from the screen above. When you right-click on an existing file, the system will prompt two options as follows: Delete Document & View. When you select the Delete Document option, the system will prompt the following:

[image: ]

You will need to click the Yes button to permanently delete the file. The View button will prompt your PDF viewer and display the file on screen.
[bookmark: _Toc81498512]EMAIL TEMPLATE MAINTENANCE:
Within the RollMaster System, most every Customer or Vendor facing document can be emailed directly from the Print programs. Those documents currently include the Quote/Estimate, Sales Agreement, Invoice (including Quick Invoice and Batch Invoices), A/R Statement, EFT Remittance Advice, and Purchase Order. The only requirement is that you select a graphical (logo) printer and have Foxit Reader installed. There is some initial setup that must first be completed, and is covered in this document. Thereafter, the process of Emailing from RollMaster is easy.
[bookmark: _Toc495939468]User Control Setup:
There are a few areas of setup that need to be completed prior to using the Emailing functionality in RollMaster. The first area of setup needs to take place in the User Control 1 screen of the System Control Maintenance module. The 4th line down is a new Email field. This field needs to be set with a working Email address for every User who will be using the Email feature, although this can also be a group email, such as estimates@bestdarnfloors.com. When you exit this screen, an Email Signature box will prompt as follows:

[image: ]

You can skip this step at this level, as you can access this feature during the Email Send process, explained below. However, if you choose, you can add a custom or generic Signature in the box above at this time. Once added, you can click the Copy To All Branches -1- button to copy the Signature to other Branches where the User currently exists. Please Note: the Email address that was added in the User Control 1 screen will still need to be copied via regular User Control copy options or added manually to other Branches. The Default Signature -2- box, when checked, will automatically be checked and display this Signature when the User generates an Email in the system where this functionality is currently available. Changes can still be made at that point prior to sending the Email. Be sure to click Save when exiting this screen.  
Customer & Vendor Maintenance Setup:
In Customer Maintenance, for Residential or Retail-type customers, where you are dealing directly with the end user, adding an Email address in the main screen in the Contact Information box, will automatically default that Email address in the “To:” line of the Email feature. Also, clicking the Email Sales Rep checkbox will automatically add the Salesperson’s Email address in the “Cc:” line. You will need to make sure all of your Salespeople have current Email Addresses entered in the Salesperson Maintenance module. These fields appear as follows:
[image: ]

For all other Customer types, you can also utilize the Contacts button and feature—see Contacts above next to Contact field—to add additional Email addresses to be added to the To, Cc, and Bcc lines of an Email based on the type of document being emailed. This feature has been available for some time, but has become more important, especially in light of this new functionality. Please Note: this same Contacts button and functionality is available from the Vendor Maintenance module as well and works the same. 
When you click on the Contacts button, the system will prompt an A/R Customer Contacts box. If you haven’t already done so, you will need to set up the Role Maintenance option. This will only need to be done once from either Customer Maintenance or Vendor Maintenance, unless more need to be added at a later time. We suggest setting up the following Roles: A/P, A/R, and Sales. That will appear as follows:

[image: ]

Once Roles are established, you will need to add a Contact record for anyone with a Customer or Vendor needing to receive an Email. The Edit Contact box is not new, but the Include when Emailing Document section is new with this feature and appears as follows:

[image: ]

The list of documents displaying in the box above is the current list of available documents that can be emailed in RollMaster. Double-clicking on a document will place an “*” next to that document and activate it for the Contact. You can then highlight and right-click the document to display the To, Cc, and Bcc options. Select one for each applicable document. Once this is complete, click the Save button. These are default settings, and can be changed during the live Email Send process. If you don’t complete this setup, the system will default to the Email address on the Ship To Code for Quotes and Orders. Similarly, on the Vendor side, you can designate which Contacts receive Purchase Orders and EFT Remittance Advice documents.
Email Template Maintenace Setup:
One additional setup item is adding default Email Templates, if you would like these to prompt during the Email Send process. Multiple Templates can be created for each document type. A Template created for Quotes will not be available when emailing an Agreement, and vice versa. The Email Template Maintenance option is only available to Users with a Full Menu. It is found in the Document Maintenance menu, accessible from the System Maintenance menu, and it can also be accessed from the Email Send feature. When you enter this module, the system will prompt an Email Template Maintenance screen as follows:

[image: ]

At the Document -1- field, use the drop down menu to make a selection. The next step is to click the Add New button. This will prompt a New Template Description box as follows:

[image: ]

Type in a Description for the new Template and click Create. You will then be placed in the main screen to begin creating the Template. The Use Default Subject option, when checked, will automatically prompt what you type in the Subject field, but can be edited during the Email Send process. You can also leave this field blank to customize each time. If you will be using the Email Signature Maintenance feature, explained above and below, you will not need to add a “signature” to these Templates. One additional cool feature is the ability to insert “place holders” in the text to auto pull in data such as Order #, Special Instructions, Balance Due, Sold To and Ship To Address data, etc. To use this feature, place the cursor where you want the data and right-click. The system will prompt an “Insert” selection box as follows:

[image: ]

Click on your selection and you will see the code appear on the screen as follows: [#BRANCH]. This feature is also available in the Subject field. The following is an example of a basic Template with “place holders:”

[image: ]
Click the Save button at the bottom right to keep your changes. The Delete button at the top of the screen will remove the current Template from the system. One last feature in this screen is the Clear Clipboard option at the top right. This was a necessary addition because of the Windows Clipboard and how it works in conjunction with the “place holder” feature explained above. If anything has been copied to the Windows Clipboard, it will inadvertently get pulled into the Template when you right-click and make an Insert selection. The Clear Clipboard option will remove any of that data. It is a good practice to use prior to utilizing the “place holder” feature.  
  
Email Send Feature:
As a reminder, you must select a graphical printer in order for the Email Send feature to work. When you are in any of the “Print” document screens, such as Print Quote, you will now see an Email XXXXXX button to the right of the screen, just below the Cancel button. You will first need to set all your print options for the document, just as you would if you were about to print it out and hand it to the Customer. For this example, we will use the Quote. When you click the Email Quote button, an Email Attachments box will prompt as follows:

[image: ]

Based on system setup, certain Emails will auto-populate in the To, Cc, and Bcc fields above. The “From“ Email address -4- is pre-set in Branch Maintenance, and must be added/edited by a RollMaster Trainer or Support Team member. The Select More Contacts -1- option at the top will prompt an Additional Contacts box and you can make selections as needed. You can also manually type Email addresses in each field, where applicable, as well as delete. The Attach -5- button will allow you to add additional attachments. Any Terms & Conditions Maintenance documents will also be included as Attachments, along with the document you just created. The Email Signature Maintenance -2- and Email Template Maintenance -3- options, explained above, can be accessed here for additional setup or changes to existing files. The Preview Document    6- button allows you to preview the attached Document prior to sending.

The body of the Email is created/edited via the Preview/Edit Message -7- button. When you click this button, an Edit Email Message box will prompt as follows:

[image: ]
  
If you want to freehand type the message, begin typing in the box above. To use a Template, click the down arrow in the Load Template field to make a selection. From there, you can edit the Template and/or click the Save Message button to keep and return to the previous screen. The Default Signature box can be checked or unchecked in this screen, but will not display the Default Signature. You can now click Send! The message will be sent to all parties.

Please Note: In the Invoice program screen, you will see a button to Print and Email at the bottom right. This allows for completing both functions together at once.  


[bookmark: _Toc400959022][bookmark: _Toc64898748][bookmark: _Toc81498513]WORK ORDER INSTRUCTION SHEET:
This module will allow you to customize Work Orders depending on the type of product used on a Job, and even by the type of Work Order, i.e., Pre-Stage, Stage, or Ship, or you can add one set of instructions for all Work Orders. For product specific Work Orders, the information entered for each customized Work Order must apply to all products within a product category. This module is tied to the Product Type field in the Product Code Maintenance module accessible from the Inventory Control menu. Selecting a Product Type allows for customization. When you enter this module, a selection/add screen will appear as follows:

[image: ]

As you can see from the list above, you can have multiple sets of Sheets in the system, by Branch, Product Type within the Branch, Usage Mode, which we’ll discuss below, and you can determine whether they print during the Pre-Stage, Stage, and/or Ship Mode. You can highlight and then double-click on an existing Sheet to Edit, or right-click on a Sheet to Delete. Click the Add button to create a new one. There are a couple more option from this first screen located at the top left. The first is to alter W/O Print Settings for all from the screen above. When you click on W/O Settings, the system will prompt a Work Order Settings option box as follows:

[image: ]

If you make any changes, be sure to click Save. The second is tied to the RM Install Calendar Efficiency Tool and allows for creating an Installer Web Invoice Signature in that application. When you click on the Web Invoice Signature option, an Installer Web Invoice Signature screen will appear as follows:

[image: ]

The Signature can be customized by Branch and Product Type. To add a line, type in the Instruction field above and click the Add/Update button to send it to the display box below. Continue adding until the Signature is complete. 

To create a new Instruction Sheet, click the Add button in the first screen. The system will display an Installer Work Order Instruction Sheet screen as follows:

[image: ]

The instructions you enter in the screen above will be Branch (1) specific, but you do have an option to copy instructions to another Branch via an option in the Functions menu. You can switch to another Branch by clicking on the drop-down arrow menu at that field. If you wish to create a Product Type (2) specific instruction Sheet, you will need to use the drop-down arrow menu in that field to select a Product Type before proceeding. Please Note: You can copy instructions to another Branch and to another Product Type via the Functions option at the top left of this screen (explained below). 

The Material Only, Labor +/- Material, and All (3) options are considered the Usage Mode. The default setting is All, so only make a change if you want the Sheet to print with Material only, or Labor whether or not Material is selected. The Pre-Stage, Stage, and Ship Modes (4) can be selected individually or all-together, based on how you wish to set up your Sheets. For example, the Pre-Stage may have a place for the warehouse to sign certifying the items have been pulled and are ready for the install, whereas the Ship may include a survey or installer check-list. You have lots of options with these sheets.

To begin creating an Instruction Sheet, click in the Instruction (5) field and begin typing. That screen will appear much like the following:

[image: ]

When you are done typing, click the Add/Update button to the right of the screen to save your work. The data will then appear in the first available line in the box below. You can click on any line in the Instruction box to edit that line. You can also remove an existing line by clicking on that line and then clicking the Delete (6) button. Any blank lines after the last line of text will not print on the Work Order. Please Note: if Instructions Sheets have been created for more than one Product Type, the instructions on the Work Order will print based on the Product Type appearing on the first Material Line on a Job. 

Once you have created an Instruction Sheet, you can click the Functions menu to prompt the following three options: Copy Instructions to Another Branch, Copy Instructions to Another Product Type, and W/O Settings. The first two options will prompt boxes allowing you to select another Branch or another Product Type to copy an existing Instruction Sheet. The third option is tied to the Graphical Work Order and allows for setting default printing settings for individual Instruction Sheets 





[bookmark: _Toc422926500][bookmark: _Toc422926804][bookmark: _Toc81498514]HARDWARE MAINTENANCE
[bookmark: _Toc422926501][bookmark: _Toc422926805][bookmark: _Toc81498515]INTRODUCTION:
The Hardware Maintenance menu is only accessible from the System Maintenance menu in the RollMaster System. When you enter the System Maintenance menu, the Hardware Maintenance menu appears as the last option in that menu. This menu contains modules that control and reset the hardware areas of the RollMaster System, such as printer set up and maintenance. 
[bookmark: _Toc422926502][bookmark: _Toc422926806][bookmark: _Toc81498516]PRINTER SET-UP AND MAINTENANCE:
If you are using Anzio Lite as your terminal emulator, make sure that the Print Level under the FILE option at the top of the screen is set to RAW. Also, using Anzio lite to access RollMaster Software means you ARE running a UNIX Network and should follow the UNIX settings below.

This module will allow you to add printers to the RollMaster System or edit the settings of existing printers. The Printer Maintenance screen will appear as follows:

[image: ]

From this point you can Add New, Edit Existing, or Delete any current printers. To add a new printer, click on the Add New button at the bottom left of the screen. You will then be prompted to enter the Printer Name; make sure you use a single word description with no spaces up to 14 characters. At the Active in Branch box, leave the field blank if you want the printer to be active in all Branches, or you can type a Branch ID, making it available only in that Branch. You will then need to select the Printer Type in the next box that appears as follows:

Select Printer Type: Logo, Text or Barcode[image: ]

If you click on the Text option, you will then need to make a selection from the options directly below. Similarly, if you click on the Barcode option, you will also need to make a selection from the options below. Once your selection is made, click on the Remap button to complete the setup of the printer. The system will prompt a Print Setup box as follows:

[image: ]

Click on and highlight the printer you want to use, and then click the Print button at the bottom of the screen. Please Note: if you are printing to “Email,” you will be printing to “PDF Redirect.” Click on the Save button at the bottom right of the main screen and this will complete the process. If you need to add another printer, click on the Add New button again to add the next printer. 

Special Note: At the bottom of the screen, you will see directions to instruct you during the setup process. This module will not allow you to enter data that can potentially cause an issue. The system will also not accept incorrect data in accessible fields. Instead, the system is programmed to intuitively default to the proper set-up information based on what is needed for most printers on the market. The Remap process will only affect the current User’s machine.  


[bookmark: _Toc422926503][bookmark: _Toc422926807][bookmark: _Toc81498517]SYSTEM INFORMATION:
When you enter this module, the following information will display on the screen: Device Configuration File, Runtime Version, Login Name, Port Address, User ID, Working Directory, and Operating System. A RollMaster Customer Service representative may direct you to this module from time-to-time to get pertinent system information.

[bookmark: _Toc422926504][bookmark: _Toc422926808][bookmark: _Toc81498518]TEST NETWORK / SYSTEM PERFORMANCE:
This module is designed to evaluate the performance of a User’s hardware and/or network as it pertains to the RollMaster System. The information this module generates essentially tells how well the system is working. It should only be used in conjunction with a RollMaster Customer Service representative. It may be used from time to time to debug performance problems or when a User is experiencing speed problems. This module helps to identify where the problem is in the system. It may also be run prior to adding new hardware or network settings. Unless you have a system specialist on staff, you will never use this module until prompted to do so by a RollMaster representative.  
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_ Ask Co. On Starting R-Master (Y.N)..: Y
Show Installation Date On Receipt...: N

Cash Sale Default (Y.N).........: N | Enter Cost in Quote Entry...........: Y
Minimum Roll Qty. for Assign: .009| Disable Posting Period Change (Y.N).: N
Inventory Mtc. Password..: NO PASWD | Canadian GST/PST Tax Method (Y.N)...: N
(F1) = View Password Print Product Type On Proposal (Y.N): Y
(F2) = No Password Don't Print C.0.D. Amt. On W/O (Y.N): N
Default Pricing Level.......... A | Choose Look-Up Default In System....: Y
Default Pricing (R)oll, or (C)ut: C | Disable Show Inst. Pay ? In Order...: Y
Auto-Compute Pad Quantity (Y.N).: Y | Show Sales Rep I.D. On Receipt......: Y
Pad Qty Adjustment % Choose Ln Prt. Default On W/0O (Y.N).: Y
Product Code Used For Pad. .. Instruction Sheet On W/0 Gets Own Pg: N
Default Invoice (N), (P). or (S): P | Allow Edit Of Cost For labor In W/0.: N
Default Work Order (N) or (P)...: P | Invoice Jobs That Have Been Paid....: N
Flrpln Work Order in Order (Y.N): N | Return Product Code Setup......: HC CA
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Send Tax to CGS on U.S.(C)on.Job:
Work in Progress - Print Vendor.:
Include freight-PST Canada(C)on
Disable Period Change Deposits.
Use Sale Inv. Period for J/C Jn
C/M Handling Charge Taxed (Y/N)
Cust. Pay. Reg. Selection Optio
Force CAPS Lock (w/ Exclusions)
Copy Cust Changes Between Comps :

KRR 2 IR
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Branches share-Product Cds (Y.N):
Catalogs (Y.N):
Over The Counter - Cust ID: CASH

Order Default Job Type....: CC

Default Posting Period..........:N/A
Print Cust. Tax ID on Inv. (Y.N): N
Invoice Print "Close Job" (Y.N).: Y

Use Sq.Ft. Sale (N) If By Vendor: N
Use Sq.Ft. Purchase (N) By Vend.: N
¥W/0 Print - Show Installer Pay $: Y
Abbey Store No 0100
Inv. Print - Show Rolls? (Y.N)..: Y
Require Install Time. (Y.N)

Omit Vend. I.D. & P.O.# from W/0.
Default Job Type in Prop Manag...
Default Lab Code for Reading Quote.
Active BOM Processing
Prompt Memo In P.O. Thru Order...
Allow Inv. Holds On Quote
Remove Customer Signature Line.....:
# Of Lines To Print After Header: 00
Always Show Total Inst. To Pay Amt.:
Include OverBill In (A-J) Pricing..:
Prompt G/L Acct # For Labor/Special:
Only Print Final Total On Inv/Quote:
Prompt User/Date For (F6) Comments.:
Enable Service Charge
Print Labels In Receive Inventory: N
Enforce over-the-counter COD's

Allow Branches To Share Product Codes.

Do Not Change After Product Codes Have Been Entered!
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Special Charge
Enter Product Code For Special Charge: SC

Enter % For Service Charge Amt.: 04.000% (Format = 99.999%)
Enter Invoice Verbiage: MISC CHG

Replace [Sales Tax] With:

Do Not exclude Invoiced lines in Calculation:

Calculate on Zero Tax Rate Jobs:

Enter % For Service Charge Cost: 00.000 (Format = 99.999%)

Contract(Blank) Invoice(I) Both(B):
Show as Line Item: N

Include Labor in Calculation: N
Include Special in Calculation: N
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Use Job Line Number In W/O Print
Overbill On Labor Catalog Items.:
Material Overbill by Inventory.
Use Private Labeling by Customer:
Credit Control to Disallow W/O: N N
Mail Float Days, <for Credit> 10
Irregular return in W,O Print: Y IR

Z < ZK

Activate Inventory Cut Sheet. N
Allow private label by branch ¥
Labor code to remove from Comm.:

Warn about Deposit in P.O..: Y 50%
Remnant Commission.... Y 10.00%
Quote hold of different branch: Y

Assign to PO in different branch: Y

Region Reporting.. ...
Initials Required. ...
Job Cost for Payment Type Codes.: N
Stop printing "Proposal" Text..
Sliding Scale (Auto. Neg. Comm.)
Invoice up to Deposit Balance...:
Salesperson Commission Draw Pai
P.C. for Special Charge Job Line:
Sales Tax — Taxable Limits Set..:
Consignment Internal Company.
............... Company/Branch.
Consignment Read PO into Order. .:
W/0- Print PO on Inventory Items:
Print Contact Name on Invoice...:
Print Special Instr.-Open PO Rpt:
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Answer "Y" To Have The System Print The Job Line #
Instead Of The Sequence The Line Appears On The Page
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SYSTEM CONTROL MAINT . Internal Current Release
Branch: 1 (Up/Down Arrows) - (Esc) Exit
Inv. Transfer - User in Branch..: ¥ Make QB Export Branch Specfic...: N
Invoice Header used Prog.Billing: Y Require Deposit to print W/0....: N
A/R Statements - Zip Under City.: N Allow Sales Lines not in Box Qty: Y
A/R Statements - Print Cust. ID.: Y Auto Set Budget Quote/Templates.: Y
# of lines to Print - Quote.....: 00| Accumulate Inventory by Bin Loc.: N
# of lines to Print - Invoice...: 00| Print Bill of Lading for W/0....: N
Prompt Ship To in Installer Pay.: Y Special Pricing for Property Mgr: Y
Order - "Are you Sure?" On Edit.: Y Allow OTC Jobs to carry Balance.: N
Update Accum. Items Job costs?..: Y Activate Invoice Discounts by PC: N
Print SubTotal only On Quote....: Y Activate CARE for Company.......: N

Change Freight presentation(Y/N): Y
Add line if PO has no ORD lines.: Y Display Job Cost Journal Dtl- AP: N
Slsperson Job Listing - exclude.: Print branch#-PO# on PO print...: N
Print Graphical Logo on docs....: Y Customer Mtc. Required Fields...: Y

Answer "Y" to force user to be logged into the branch inventory exists in

To transfer out or receive in
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————————————— Alternate Freight Options
Enter Product Code For Alternate Freight: HC
Exclude from Commission? (Y/N)..........:
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Company Control GL/AP
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Use
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MICR chks-—

A/P Controls

Company Name on A.P. Checks...:
Vend I.D. & Ck # on A.P. Cks...:
3up Laser Check Spacing: 413
Canadian compliant format
Graphical Bank Reconciliation. .
Graphical A/P Open Item Maint..:

Font location
Stub check format.
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Print Company Name On A/P Checks In 3 Up

Laser Version?
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(Up/Down Arrows) (Esc) Exit

Branch Control (F3)-Copy Settings

User Specific Control (Y.N)..: Y
% of Comm. Split for Slsrp 2: 20.000
Invoice Terms (% per month)..: 1.5

Min. Size For - Factor 0l.....:
Remnant Price Factor 03.....:
Factor 04.....
Factor 05.....
Factor 06.....:
Open Cash Drawer..............:
Inv. Must Be In Br. To Process: Y
Br: Able To Transfer All Inv..: Y

Able To Clear A/R Payment Register:
Able to use PO's for nonCat Vendor:
Progress Billing — use Est. Cost..:
.COGS - Progress Billing.: 5050
...Work In Process — Asset.: 1900
Omit Vendor Id/ PO # from WO Print?
Disable Cut Machine Interface...?: Y
Disallow Invoicing if not W/O.
Activate Care in Branch

Default Br for Inv. Assign/PO Rec:
Print Branch Name on Work Orders.:

000
Y

A/P 3up Laser Check Spacing:
Print Finance Charge on Invoice:
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1
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Roll-Master Retail System ver<v1012.1b> GRAPHICAL TEST - KELLYS FLOOR | X.

2ip Cads Requred for al Quotes/Orders
Enter YES

Otherwise Enter NO'
To Defaul al Quotes/Orders in Branch to CARE=Y
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Roll-Master Retail System ver<v1012.1b> GRAPHICAL TEST - KELLYS FLOOR | X.

) Defat or MarkingItms 25 CARE n AP Open Ttem Halnnence when reviewing PO

Enter 'Yes'for Default o Mark Items as ¥
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Branch: 1 (Up/Down Arrows) - (Esc) Exit

Mizxed Case on Graphical Docs.
Tax/Non-Tax Graphical Docs..
Activate No CHM if past days.
Can't CHM- if past xxx days..
Lead Baseline Margin %......
"Ship" Instead of "Install".
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Default Transfer Request Br..:

=]
=}
o

RRKES KRR
)
o

Print Mizxed Case on Graphical Documents.





image38.jpeg
Add or Change a Line Item

Modify Order number: 110064 Line: 001

Line Status: PO Created Change Line Status - Support

Product Code: a1
Style: ABBOTT LANE
Color: ADOBE

Bundie Name.

Work Qty:
REBATE
Sale Qty:
Uit Price: 1.230] | Pricing Table
Extended Price: 167445

Line Total: 1,668.92
Qty Assigned 000
Qty on Order. 10667

Needed: 000

Assign Inventory UnAssign Inventory. Clest i
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Copy Existing Data

Do you want to copy all of this user's options

to all other branches with this user?

(ESC) Exit

N
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Copy Existing Data
Copy Existing Data to all users
with menu MENU.FIL
(A-all branches, B-current branch):

(ESC) Exit
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Do you want to copy this user ID and all of
this user's settings to all other branches? N
Enter R for all branches in current region only
L (ESC) Exit
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Branch: 1 (Up/Down Arrows) - (Esc) Exit

User Control (F3)-Print User Report Existing Change to

User id..............: KELLY___

User Password......(Fl) to display.......:

Associated Login.............co0cumnnnnn.s

Email:

Allow - Add Customers (Y.N)..............:
Add Product Codes (Y.N)
Add Catalog Items (Y.N).
Change Catalog Items (Y.N)..
Change Inventory Items (Y.N)..
Closing Of Job Thru Order (Y.N)..

Disallow Cost Information to Show (Y.N)..

Is This User a Sales Person? (Y.N)..

Sales Person's Initials.............

Allow - Transfer of Inventory (Y.N).
(F3) Credit In Order/Entry (Y. N).

Do Not Allow User To Invoice Jobs (Y.N)..

Allow - Transfer Cut out of Branch (Y.N).

Custom Master Menu (MENU.FIL=default)....:





image44.png
I
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|Custom Email Sig for this User (Eric)|
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Salesperson (R)esidental/(C)ommercial:C
Allow Changes of Job Lines...........:
Allow Changes of Salesperson in jobs.:
Allow Change of Cost in Quote........:
Only Allow Leads for This User..

g}

Allow to Select Second ID............:

Only Show Own Work...................:N

Allow View of Lead Phone and Email...:¥Y
‘'——————————— (ESC)Save/Exit
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Changes Were Made
Save Changes? (Y.N)
(D) Delete User
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F (F3)-Print User Report Existing
ser id. ....: KELLY

User Password......(Fl) to display.......
User Allowed to Select Price Below (A-J).:
User Update Catalog In Other Companies...:
Allowed to Approve CBD Status Customer...:
Allowed to Approve Jobs Over Credit Limit

User: haltsallow processing for all jobs.:
Allowed to make Irregular returns in W/O.:
Allow unassign of Special Order Goods....:
Allowed to add Job Type in Order,/Quote...:
Allowed to change dates in Order/Quote...:
Allowed to order po through Order Entry..:
Allowed to set specific commission amount:
Allowed to change tax codes on customer. .:
Allowed to change sales commission split.:
Allowed to review PO for different vendor:
Allow to change installer rate—job labor.

Allowed to change Notes after entry......:

Change to
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'User Control 3 (F3)-Print User Report Existing

User id..............: KELLY
User Password...... (F1) to display.
Allowed to change tax default .....
Allowed to add Initials records.
Disregard Transfer/Assign Security.
Allow edit of labor cost in Work Order.
Allow Retail Cost Review Option.........
Allow Add of Inventory in Order Entry. ..
Allow to Change Overbill................
Allow to Select Branch to Return to (C/M
Disallow Update of Labor Cost (Y.N).....
Allow entry of Date on Adjustments in INV:
Allow closing of invoiced labor lines...
Allow user to close job — Invoicing (Y/N
Allow entry of over the counter sale(Y/N
Allow user to close job — OTC sale (Y./N)
Allow user - Commercial Order Entry (Y/N
Allow Salesperson change quote/job (Y/N):

Change to
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LF (F3)-Print User Report Existing
ser i .....: KELLY.

User Password .(F1) to display......
Restrict user job status changes to/from
the following: (F1) Lookup

Allow edit of Customer Credit fields
Allow change of date in Receive Money...
Show Loaded Cost (Y/N)..................
Allow use of graphical bank rec. (¥/N)..
Allow user to Email (Y/N)
Allow user to Print W/O...
Allowed to change branch for C/M Refunds
Allow to approve W/O Below Required Dep %:
Allow user to reset Budget..............
Ship material on W,O without Shipping. ..
Display larger window in graphical ver.
Allowed to modify Installer Deduc. / Rpt
Allow to mark Transfer Request processed
Allowed to change property mgmt.template

Change to
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Print Option

o Allow user to change Default for below W/O Print Option

“Only Prnt Lines That Are Shipping Now (LN)"

Changes may be required to related System Control 1:
“Choose Ln Pr. Default On W/O (L)
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User Control 5 (F3)-Print User Report
User id..............: KELLY

User Password...... (F1) to display.......
Update excluded/preferred installer list.:
Update Invoice Preference / (F6) P.M.....:
Update Mgmt.Co. & (F3) Property Managers.:
Modify W/O Cut Sheet Defaults on the Job.:
Allowed to view confidential vendors.....:
Allowed to Reprint Invoices..
Allowed to Unassign W/0'd Line.
Allowed to Change Care (Job,Inv,Report)..:
Allow to Invoice inventory out of Branch.:
Allow to W/O inventory out of Branch.
Allow to Edit Cut Sheet Settings.....
Allow Purchase Order Maintenance. .. ..
Allowed to Print Customer Price Report
Lead OPtionS. ... ..oovorrntoranennn.s
Allowed to Assign Installer..........
View Only Access to Order Entry

Existing

Change to
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Allowed Access to Lead Setup Items.......:
Allowed to Re-Open Closed Leads....
Allowed to Cancel Leads............
Allowed Access to Lead Scheduling Mtc..
Allow Double Booking in Lead Scheduling..:

=<
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User Control 6 (F3)-Print User Report

Allowed To Override CM - if past xxx days:
Administrator for ChargeltPro (Active)...:
Allowed to Skip ChargeltPro (Active)..... 3

Allowed To Use G/L Period Mtc..
Allowed To Edit Vendor EFT Data

Allowed To Override Installation Limits..
Allowed To Override Order Exit Date......:

Allowed To Invoice Outside Margin Range..:

Allowed To Override Deposit Split %..

Allow To Add/Edit Install Date.

Allow To Override Max Daily Install Jobs.:

Default Branch For Handheld App

Existing

Change to
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User Control 7 (F3)-Print User Report
User id..............: OWNER___

User Password......(Fl) to display.......:
Allowed To Add/Edit Project $ Grand Tota
Allowed To Add/Edit Quo./Ord. In Projects:
Allowed To Lock/Unlock Projects
Allowed To Cancel Work Order.........
Allowed To Hold/Release Installer Pay...
Allowed to Post Deposit/AP Claims....... 3
Allowed In-Job Inventory Job Transfers..
View Only Access to Salesperson Payables
Allowed To Select Cat Br Override Pricing
Receive Money Disc. Percent Allowed/ Pct
Allowed To Edit Inventory Classification
Allowed To Print Projects Pay Apps Due...:

Existing

Change to
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l_ (F3)-Print User Report Existing Change to
ser id. ....: KELLY.

User Password. .(F1) to display.
Allowed to setup web portal users.
Show Pending Web Orders on menu status.
Update required on web property mgmt.....:
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Branch: 1

(Up/Down Arrows) - (Esc) Exit

'User Edoc Perms (F3)-Print User Report

User id. .....: OWNER

Modules Allowed:
Sales.
A/R.
A/P&Vendor .
PO.
catalog.
Tnstaller.
Leads. ...

Actions Allowed:
Attach Documents. . .:
View Documents. . ...
Edit Descriptions..:
Edit Doc Type Tags.
Download and Save. .
Delete Documents. . .:

Can View Documents Tagged As:

Diagrams. . ..
Invoices. ...

SIGNED CDNTRACT
CREDIT APP..
PICTURES.

DESIGN NDTES
VENDOR REP NDTES
TECH SPECS. .
WARRANTY. . . .
INSTALLATION
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1 Edoc Menu

Order: 113970

Attach Document

View All View SIGNED COPY
View General View CREDIT APP.
View Diagrams View PICTURES
View Invoices View DIRECTIONSINOTES
View Legal View TRY AGAIN

View TECH SPECS

View WARRANTY

View INSTALLATION

View User 09

View User 10
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(0 Custom - Doc TogMitennce x

Custom E-Doc Tag Maintenance

E-Doc Tag 2 [CREDIT APP ]

E-Doc Tag 3 [PICTURES. ]

E-Doc Tag 4: [DRECTIONSINOTES ]

E-Doc Tag 5: [TRY AGAIN ]

E-Doc Tag 6: TECH SPECS ]

E-Doc Tag 7: [WARRANTY. |

E-Doc Tag 8: [NSTALLATION ]

E-Doc Tag 9 ]

E-Doc Tag 10: |
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[ Alow accass to the RollMaster Web,
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[ Alow Product Prcing Lookup.

[Alow access to the Dashboard.

[Alow access to AR

[Alow access to AP

[ Alow Access to Sales Numbers.
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[Only llow visibity of my own tems (Dashboard: Sales, AIR Instalca.lead cal, customer price s, customer lookup, tempates)

[Aow access to Customer Price Lt

[Alow Access to Customer Tempiates.

[finstallerlogin=Y then user wil ony see jobs that are assigned to ther nstaler D

Block Access o nstale Speciaty Field

Limit Calendar View to xx Days in Advance.

[Block Access to Phot Tables.

Block Access to Sales Processing Menu.

[User can see cost on Installer inoices

[User can submit nstaller invoices.

[Aow Access to Barcods Module

[Alow Access to Barcods Sales Module,

[Aow to Adjust Barcode Imentary

[Use Barcode Timeout Limit.
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Program/Menu Name: |
Old Password

New Password:
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ialize Sequence Mast.

ROLLMASTER FLOORING (DEV)

Next Order Number:

Next PO Number: 000001

Next WO Number: 000001

Next WO BO Number:

Next Lead Number.

Next Invoice Number: 000001

Next Quo Number.

Next CM Number:

[[]Zero Last Roll Tag Print Date

Can )
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Optimize System File Access Speed

Help Hotkey | PitScreen

Warning !!! This Utility Must Be Run With Only One Operator Logged On.

Running This Utility With Other Users On The System Will Cause Corruption
Of Roll-Master Software Data Files. Proceed With Caution!

Type (O) to Optimize System Data Files. Or
(R) to Reset User Locks On Files.:
(ESC) TO QUIT.
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Nurber  Header/Footer

AR Statement Header Maintenance

o

HeaderFooter

(Hit Update button or Enter Key to Change Header/Footer)

(Click on Header/Footer to update)

Footer Section:
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ROLLMASTER"

Your FLooRING BusINESS
SOFTWARE  PARTNER

800-777-4107
WWW.RMASTER.COM

A DIVISION OF TEXTILE MANAGEMENT SYSTEMS
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Nurnber Header/Footer
Terms: Net 30 days, 2% discount within 10 days.
(Hit Update button or Enter Key to Change Header/Footer)
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Nurber  Header/Footer
o

(Hit Update button or Enter Key to Change Header/Footer)

HeaderFooter (Click on Header/Footer to update)

KELLY'S FLOORS & INTERIOR DESIGN, INC.
5139 INTERNATIONAL DRIVE
NEW PORT RICHEY, FL 12121

WWW. KELLY SF LOORS s INTERIORDESIGN . COM

Footer Section:
Payment is due upon receipt.

Except as otherwise agreed to in writing between the parties,
Kelly's Floors Standard Agreement are in effect at the time goods or
services are provided shall control the obligation of the parties including

terms set forth in a bid/invoice.

the terms of
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Nurnber Header/Footer
Payment is due upon receipt.
(Hit Update button or Enter Key to Change Header/Footer)
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Ext

Nurber Header

P.O. Header Maintenance

o

Nurnber

Header

(Hit Update button or Enter Key to Change Header)

(Click on Header to update)

001
002
003
004
005
006

No Footer Section:
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Nurber Header
SHIP TO:

(Hit Update button or Enter Key to Change Header)
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Ext

Nurnber

Quote Header M:

Header/Footer

o

Nurnber

(Hit Update button or Enter Key to Change Header/Footer)

HeaderFooter (Click on Header/Footer to update)

001
002
003
004
005
006
007
008
009
010
011
012
013
014
015
016
017
018
019
020
021

KELLY'S FLOORS & INTERIOR DESIGN, INC.

5139 INTERNATIONAL DRIVE
NEW PORT RICHEY, FL 12121
WWW. KELLY SF LOORS s INTERIORDESIGN . COM

Footer Section:

THANK YOU FOR THE OPPORTUNITY TO PROVIDE THIS QUOTE.

PRICING IS SUBJECT TO CHANGE 30 DAYS FROM THE DATE OF THIS QUOTE.
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Nurnber Header/Footer
THANK YOU FOR THE OPPORTUNITY TO PROVIDE THIS QUOTE.
(Hit Update button or Enter Key to Change Header/Footer)
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Agreement / Receipt Header Maintenance

Number Header/Footer
1 KELLY'S FLOORS & INTERIORS
(Hit Update button or Enter Key to Change Header/Footer)

Number  HeaderFooter (Click on Header/Footer to update)

5135 INTERNATIONAL DRIVE
NEW PORT RICHEY, FL 95867

Footer Section:

SEND REMITTANCE TO:

KELLY'S FLOORS & INTERIORS

PO BOX 48655

NEW PORT RICHEY, FL 95867

ALL SALES ARE FINAL UNLESS CORRESPONDNCE MADE WITHIN 30 DAYS
NATURAL VARIATIONS ARE EXPECTED IN NATURAL STONE PRODUCTS
WILL NOT BE RESPONSIBLE FOR NATURALLY OCCURRING DIFFERENCES
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Number Header/Footer
1 KELLY'S FLOORS & INTERIORS
(Hit Update button or Enter Key to Change Header/Footer)
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Logo Maintenance

Branch _ Logo Name Hotgf g Sior B coter Selected Header Settings
Branch: All (Company)
1 (Use Company Defaul)
2 {Use Company Default) Logo: [ (Use Company Defautt)
3 Company Defaul
(Use Company Defaut) int Height (Inches): Maximum Height is 1.6 Upload
Logo Start Column
[include Text Header on Sales Documents
Branch: All (Company) P
Type  Footer Logo Name Footer Height Start | MVOice

(Use Company Default) [ Footer Logo

(Use Company Default)
(Use Company Defaut)

Invoice
Order
Quote

Maximum Height is 1.5

Csae

Uploaded logos will appear in this
screen when selected in the Logo

Name boxes above.

(Current Logo Displayed
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Branch: All (Company)
Type

Invoice _ footer!.ipg

Footer Height Invoice

Y i %

(Order | (Use Company Default) YO0 26
Quote | (Use Company Default) Y | 110 26 |0 [footert.jpg ]
Print Height (Inches) Maximum Height is 1.5
Logo Start Column: [ 2¢] (Download]

When labor to install is listed or included in above pricing it is for standard installation labor. Unforeseen floor

Approved By

1. No refund on special order merchandise, cut order merchandise, or any order which has been processed in ¢
2. Ifor an aintionaI charge, Brother’s Carpet, will help you move furniture, but cannot be responsible for any da
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“a Web Portal Email Message Maintenance Screen

Branch [ wee ALL wex

Enter message to be sent with email when job or quote
created from pending web order

[We have received your order and are currently processing i

If you need to cancel or make any changes to this order

please call our customer service department at

800-777-4107 and reference the order number listed in the

subject of this email. You may check the status of your

lorder by clicking "View Orders’ in the next few minutes.

[Thank you for your business and have a great day!

Sincerely,

Roll Master Software
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£ Documents To Print

Ll
Select Documents To Print

File Name Description

Type Print

RMP1_2006472017060882577.§ GENERAL DISCLAIMER
RMP1_2006472017060868145.0 REFERENCES & TESTIMONIALS

Required | Y
Suggested | Y

‘Double Cick To Add To Printing Lis)
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Terms & Disclaimer Document Maintenance

Work Order
Modes

Click here to
upload new PDF

Filename Branch Quote Order Invoice Stage Ship Product Type PC
Renfrom B2B Request.pdf Describe pdf in more detail here Al Y[ Y All All
TERMS1.pdf All Y |y All All
TERMS2.pdf All Y |y All All
THIS IS A FILENAME THAT HAS 50 CHARAC™ ALY Y Y Y Y Al Al

Click on an existing PDF to edit
options on the right side of the
screen
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TERMS2.pdf All Y Y All All
THIS IS A FILENAME THAT HAS 50 CHARAC" This is a longer description of the PDF All All

Print Settings
Apply To Documents —— - Print Requirement
Description: [This is 3 longer description of the PDF | Aan N

Branch: [ =A™ M auotes. g © o
1] ranch: | -] Porders O suggested

PCType: | =AI™ ] Minvoices. ORequired

A EAWoO - staged
e[ | S,
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Print Requirement

O optional
O suggested
© Required
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Permanently Delete Animal Reiki .pdf

This Cannot Be Undone!
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Contact Information

Display in Sales Note: get paid up front

Contact [JOHN AUNG Contacts Tax Code1 6123
e — " —
¢ ;
i ] T —
Telephone 2 (918 ) [335 | - Taxcoses ]
Fax (fas]) TaxTotal 6123
Customer Defaults
Default Job Type: |P1- PROPERTY MGMT | % (Contract) Sales Person 1: DD -DANNYD ol%
Alpha Key: Sales Person2: | -** Please Select™*
B — s 0] M
Sales Territory: DB - DRIVE BY. <% Mgnt.Co. (Parent)
Er T > Std. Base: | ** None v -

Customer Rate: [ 00
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AR

Customer: 112

First Name: Role Maintenance. X
Email Role Maintenance
Birth Date:|[] g/1: Code Description
Note AP, )
<[] & AR
ISALES 'SALES DEPARTMENT

rst Name

elightful

RIght-Cick for Options) - (Double-Cick fo £GH)





