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If your  check register is ‘Out of Balance’, check the following list of
possibilities:

Beginning Balance

Make sure that the beginning balance you entered when starting your new
check register is correct.  If the beginning balance is incorrect, it will continue
throughout the entire register.

Cleared Checks or Deposit s

Check all cleared checks and deposits with those stated on your bank
statement.  They should agree.  Be sure you have marked all deposits and
checks that appear on your statement.  Also, be sure that you have NOT
marked a check or deposit as cleared if it does not appear on your statement.

Enter all Bank Charges

Look closely at your statement for any bank charges debited to your account.
Be sure they have been entered into RFMS.  Bank charges are automatically
marked as cleared.

Print Out standing Check List

Check this report closely for any checks or deposits that are from previous
months.  If any are found, mark them as cleared.

In this IssueIn this Issue RECONCILING YOUR CHECK REGISTER

To better serve the needs of our clients who do a significant portion of their
business in the commercial sector, RFMS has purchased PRO%CENT, a project
management software company whose focus has been the commercial floor
covering dealer. Plans are in place to integrate this software with the RFMS core
products as well as with RFMS MEASURE.

ATTENTION ALL  COMMERCIAL DEALERS!
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RECONCILING THE CHECK REGISTER (CONT. FROM PAGE 1)

Print the Check Register

Print a copy of the check register.  This report lists all entires into your register and
allows you to itemize each entry to check them against your statement.

Voided ‘Cleared’  Checks

Make sure you have not voided a check in RFMS that actually cleared the bank.  If
you have, you may not re-enter that check number.  Instead, enter a bank charge
for the amount of the check to deduct it from the balance.

Voided Checks not Entered

Check to see if you physically voided a check but failed to void it in RFMS.  If so,
mark the check as void in the system and add the check amount back to the
balance.

Check Amount s Agree

Verify that the check amounts cleared by the bank on your statement agree with
the amounts entered into RFMS.  Occasionally, check amounts may be transposed.
If the bank cleared a larger amount than the physical check, post a positive bank
charge for the difference and notify your bank.  If a smaller amount was cleared,
post a negative bank charge for the difference and notify your bank.

Handwritten Checks

Verify all the handwritten checks.  Be sure the amount entered equals the amount
cleared.  Post a bank charge to correct any differences.

Deposit s

Be sure that all of your deposits entered into RFMS equal the amounts credited to
your account on the bank statement.  Occasionally, you may have made a credit
card deposit and the bank only cleared a portion of the deposit.  If this is the case,
post a positive deposit to income other than sales for the amount the bank did not
credit.  Next, do a negative deposit for the same amount.  Clear the original deposit
in its entirity and also clear the negative partial deposit.  Leave the positive deposit
open to be cleared the following month.

Check the Dates

Last but not least, be sure you are entering the correct month and year to be
reconciled.
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Welcome New Users!

We are very happy to have you as an
RFMS client and look forward to
helping you through the tr ansition and
the implementation pr ocess of RFMS.

Visit us on the web at www.rfms.com/
support/newuser.html  for details on
implementation of y our new system.
This page is an introduction, or
primer, for the RFMS website.  The
information on this page can be found
at other places on our site, but we’v e
pulled together in one place the k ey
things that new clients often ask
about.

Sincerely,

Your RFMS Family
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Other Bank T ransactions
Import ant Info for New Users of the Check Register
If you are a new user of the check register and have never entered a beginning
balance, go back to the prior month’s bank statement and get the last reconciled
balance.  Once you have obtained that number, go to the last transaction in the
check register for that month and select Update Balance.  Enter the corrected
statement balance from the prior month.  Select Backward and Forward, then click
OK.  The system will then go backward and forward in the file recalculating the
balance as of each transaction.  This process gives you a new starting point to be
reconciling.

If you have checks and deposits posted in the check register for prior months that
will not be reconciled, be sure to select Reconcile Bank Statement (of of the
Banking option in the Accounting Module).  Enter the Reconcilation Month and the
Ending Balance from your bank statement.  Tag all checks and deposits that have
cleared your account.  You must do this so that the “cleared” items will not have an
affect on the reconcilation next month.  Leave all checks or deposits that have not
cleared your bank.  Now you are ready to perform your first reconcilation.

How do I  Post a Handwritten Check?
From the Accounting Module, select File, Banking, Add/Edit Checks.  Select the
appropriate Check Register and click OK.  Click the Post a Check button.

This option will display a “blank check” record to which you may post a single
handwritten check.  The system will verify that the check number entered is not a
duplicate and that they check number is the next check in sequence.

They system will not allow you to post a check in the register that is greater than
the next available check in the file.  You will be allowed to post a check to the
register that is a lower number than the last check number used.  Note that the
check must have a date that is within the time period for which that check number
was available.  Here is an example:

Let’s say you have a check number 105 that needs to be posted into the register.
However, the last check posted is check number 130, dated in July.  Checks 104
and 106 are posted in the register dated in May.  This means you must post check
number 105 with a register date for sometime in May.

If the journal is closed for that time period, you will not be able to post the check.
Instead, you must enter a bank charge in the amount of the check.  When posting
the bank charge, you must use a date within the current time period.  Enter the
check number in the description field to maintain an audit trail.  If you absolutely
must have the posting appear in the prior month, you can enter a journal entry
provided the G/L is still open for that period.

How Do I Void a Check?
From the Accounting Module, click File, Banking, Add/Edit Checks.  Select the
check that needs to be voided by highlighting the appropriate line.  Click the Void
Check button.

Select Current Check.  You will be asked if you wish to recreate the A/P record.  If
you are giong to re-issue the check, click “Yes”.  You will have the opportunity to
change the journal distribution.

G/L Note
When you void a check, all entries that were posted to the General Ledger will be
reversed.  The entries will be reversed as of the date you void the check.
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Leica DISTO™ A6 :
The  Communicative One for in-/
outdoors

NEW Bluetooth® data tr ansfer - for a
reliable transfer of measured values

The measuring process on the Leica
DISTO™ A6 isn’t over with the display
of the r esults: integr ated BLUETOOTH®
technology, combined with softw are
designed to let you export measure-
ment readings straight into various
programs (e.g. Word® Excel®,
AutoCad®) wi thout the use of cables.
Take the hard work out of measuring –
it is fun now!

Measuring range of 0.05 up to 200m
(0.16 up to 650ft); t yp. accuracy
± 1.5 mm (± 0.06in)

GTCO Super L IV™ Digitizer

The Super L IV is the next generation of
the well-known Super L Series—the
family of digi tizers that set the standard
in large-format digitizing. Professionals
in construction estimating, CAD, texti les
and other fields wi ll appreciate the
Super L IV’s added flexibility and
improved performance. In addition to an
RS-232 serial port, the Super L IV
includes an integrated USB connection
that allows power to be supplied via the
USB port, making set-up quick and easy.

Visit http://www .rfms.com/products/
measuretools.html for more details.
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What do the S tatuses of Purchase Orders Mean?

A Purchase Order could have one of the following 5 statuses:

To Be Ordered:  This status means that you have entered the purchase order but
have not yet actually placed the order with your supplier.  When you place the order
with your supplier, you should edit the purchase order and change the Ordered By
and Taken By field.  Doing so changes the purchase order status to “Open”.

Open: This status means that you have entered the purchase order and have
actually placed the order with your supplier.  The Ordered By and Taken By have
been changed (if you PO Toggled) by entering the name of the person placing and
receiving the order.  The products ordered have not yet been received in the
warehouse.

Satisfied:   This status means that you have received the purchase order into the
inventory module of RFMS.  When you enter inventory either on a bill of lading or
invoice, the system asks for a purchase order number.  When you type in the
purchase order number, the product information is presented and you confirm the
quantities received.  When you accept and save the information, the purchase order
is marked as satisfied.

Cancelled:   This status means that you clicked the Cancel PO button.  The Cancel
PO button will change to Re-Order.  The On Order record in your inventory file will
be deleted.  The cancelled purchase order record will remain in the file until you run
the maintenance routine.  If you select the Re-Order button, the purchase order
status will change back to original status (Open, To Be Ordered) and the on-order
record in the inventory file will be recreated.

Back Ordered:  This status means that you have not received the entire amount
ordered.  You may manually place a purchase order into a back ordered status by
selecting the Toggle button (located on the PO screen).  Also, if when receiving the
purchase order into inventory, the amount received is less than the amount ordered,
they system will give you the opportunity to place the remaining amount in a back
ordered status.

PO Statuses if You Use E-Commerce
If you have EC, To Be Ordered, Opened and Backordered are the same as above,
Sent EC and Rejected EC have been added.  See the following for more details.

Sent EC – The PO has been transmitted electronically, but has not yet been
confirmed with a reference number and a promise date. Once the PO has been
confirmed, it moves to an Open or Backordered PO status.

Rejected EC – The electronic PO did not process successfully due to an invalid
SKU number, the requested dye lot was not available, the item was a discontinued
product and was not available, etc.  A rejected PO can be toggled back to To Be
Ordered status and resubmitted electronically or manually.
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Spring Showr oom Tags

 20% OFF
OFFER ENDS APRIL 30, 2007

SEE BACK PAGE FOR MORE DETAILS!
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How Do You Get Purchase Orders Back that W ere Deleted Through the
Maintenance Routine?
The purchase order maintenance routine deletes all satisfied and cancelled purchase
orders from the purchase order file.  Once you run the purchase order maintenance
routine, these records are gone.  You have two options to get the deleted records
back into your system.

1) Restore your Backup
2) Manually re-enter the purchase orders

What is the Difference Between the Inventory T ags in Purchase Orders
and Inventory?
You can generate an inventory tag from a purchase order by tag by selecting the
appropriate purchase order and clicking the Create Roll/Item Tag button.

Clicking this button creates a record in roll or item tag file that can be printed.  These
rolls/items will be automatically tagged in the Roll or Item Inventory module.  To print
the tags, go to either roll or item inventory click the printer icon.  Print Inventory Tags
as normal.  The tag will not have a valid roll number because the roll number is
usually unavailable until the inventory is received.

What is the Needed Inventory Report?
To print the Needed Inventory Report, go to the Inventory module, click Reports,
Needed Inventory.

The needed Inventory Report is producing by opening the Inventory module and
selecting Reports, Needed Inventory.  This report produces a listing that shows what
inventory needs to be re-ordered based upon pre-entered values.  The amount to
re-order is calculated from the re-order levels and quantities entered on the pricing
record.  The system compares the levels entered in pricing to the remaining amounts
in the inventory file.  When the amount in inventory falls below the re-order levels
entered on the pricing record, the product will appear on the needed inventory report.

Re-order Level
When the amount availabe in the corresponding inventory records reach this quantity,
this product will appear on the Needed Inventory Report.

Re-order Quantity
Enter the amount of the product you would normally order at one time.

Note:   For a record to appear on the Needed Inventory report, based on the re-order
levels and quantities, the manufacturer, supplier, style/item name, item number and
product code MUST match exactly.  For this reason, it is extremely important to use
the F8 button when entering product information.

If you have records that are not appearing on the report that you think should be,
check each of the above fields on the pricing record and on the inventory record.
Look for inconsistencies such as abbreviations, commas, periods, spaces, etc.

InInInInInvvvvventoryentoryentoryentoryentory ...............QuestionsQuestionsQuestionsQuestionsQuestions
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Tuscaloosa Classroom Training

Traditional classroom learning methods
have tremendous value and appeal.
That’s because in a classroom, students
can ask questions, request clarification
or explanation when i t ’s needed and
interact with a knowledgeable
instructor who can help them
understand concepts and terminology
in terms of their own f rames of
reference.

Classroom training can be an affordable easy way to tr ain several staff members
at the same time. But consider carefully how the benefi ts of classroom training
will mesh with the needs and learning styles of your staff. To do this, consider
the following questions:

n Do you prefer to inter act with others whi le learning?
n Do you learn best by doing?
n Do you require a distraction-free learning environment?
n Do you need to be held accountable for your learning?
n Do you work best in a structur ed environment?
n Do you prefer to have immediate answers to questions and an

opportunity to talk about tr aining content?

RFMS Classroom training is conducted in a state-of-the-art tr aining facility located
on-site wi thin a successful floor covering store. In addition to learning the RFMS
software programs, students will see first-hand the softw are being used in a real-
world application.

For more information on classroom training courses and schedules, please call
1-800-701-7367, extension 3298.  You can also visit the website for details.

E-Learning  is a cost-effective
internet-based training program that
allows employees to learn and work at
their own computer - saving our clients
expensive travel costs and valuable
out-of-of fice travel time.

Virtually all of the f unctions of RFMS
products for Windows are covered in a
series of web-based courses featuring
specific topics that enable users to
brush up on current skills, train new
employees or qualify for DOS to
Windows conversion.

Sign up today by visiting
www.rfms.com/products/rfmsu/
ru1on1form.html .  Contact Kimberly
Lee at 800-701-7367 ext. 3298.

2007 Training Events

Regional Seminars
2 Day

 Advanced Seminar
 In Depth Financial Seminar

Classroom Training
3 Day Implementation

 2 Day Refresher

See the website for more details.
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What’s New?

Accounts Payable

Bid Pro

E-Commerce

Human Resources

Inventory

Multi-Pay

Order Entry

Products

PO Printing

Sales Floor Assist

Sales Reports

Schedule Pro

Program

9.6.0.1889

9.6.2.397

9.6.0.544

9.6.1.25

9.6.0.1563

9.6.1.5

9.6.1.34

9.6.0.518

9.6.0.4

9.6.1.10

9.6.0.832

3.5.11

Version

1/04/06

09/28/06

8/21/06

03/03/07

10/23/06

4/21/06

10/16/06

3/31/06

08/08/05

10/16/06

11/28/06

02/12/07

Date

In Test (6):
• CMH
• Dal Tile
• Case Supply
• Herregan
• Hoboken Floors
• The Dixie Group

Active (14):
• Shaw
• Mohawk
• Beaulieu
• Ohio Valley
• WM Bird
• All Tile
• Adleta
• JJ Haines
• Florstar
• Gulistan
• Tri West
• BR Funsten (NEW!)
• RA Siegel (NEW!)
• BPI(NEW!)

Committed (9) :
• Longust
• Gallaher
• CDC
• Royalty Carpet
• T & A
• WC Tingle
• SeaPac
• T & L
• C & C Wholesale

Call 1-800-701-7367, ext. 3306

Over 385 Users Currently Enrolled

B2B SUPPLIER LIST

MMMMMEASUREEASUREEASUREEASUREEASURE V V V V VERSIONERSIONERSIONERSIONERSION 3.1 3.1 3.1 3.1 3.1

    * The abi lity to al locate material on a room by room
basis.

    * New 3D Engine, giving the abi lity to have more
realistic viewing.

    * Sa ve Room Views as snapshots to view in a .jpg
format.

   * New Calcuation methods f or Stair Nose Length and
Stringer.

      * And Much Mor e!

Visit www.rfmsmeasure.com for details on upgrading to

the latest version of Measure.




