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Introduction  
 
Welcome 
Welcome to Design Manager Professional, an advanced software package created specifically for 
Interior Designers.  Design Manager provides the project management and accounting tools necessary 
to run a successful design firm, all in a user-friendly environment. 
 

What is Design Manager? 
Design Manager Professional is an advanced system comprised of several interrelated modules, 
including Project Management, Accounting, Security, Time Billing, and Inventory.  Additional 
modules for Remote Data Collection, Showroom, and .sif Import Interface are also available.  Every 
aspect of the software is fully integrated, meaning that you can print Proposals, Purchase Orders, 
Invoices, and Statements, all with Project information that you enter into the system once.  The 
sophisticated accounting system will record all financial activity automatically. 
 

Who uses Design Manager? 
Thousands of Interior Designers across the country have discovered how easily and efficiently they 
can run their businesses using Design Manager.  Design Manager keeps track of each design project, 
and handles all of your companyõs accounting needs effortlessly, allowing you to focus on design.  Say 
goodbye to paperwork, and let Design Manager begin working for you! 

 
Before You Start - Installation Requirements 
The Design Manager Installation works with Microsoft Windows Installer to guide you through the 
installation process.  The Installation Wizard automatically recognizes your computerõs operating 
system and updates files as required.  Note: Design Manager Pro 7.0 no longer supports Windows 95, 
Windows 98/98se, Windows Me, or Windows NT 4.0; all workstations need to have a minimum of 800MB of local 
disk space (see installation requirements below). 
 

¶ Design Manager can be installed on a local (stand-alone) computer from the CD, on a peer-to-
peer network using the CD, on a LAN (local area network) with a dedicated server using the 
CD, and on a workstation attached to a peer-to-peer network or LAN with or without the 
CD, or on Microsoft Windows Terminal Server.   There are a few guidelines to follow when 
installing any program under Microsoft Windows: 

¶ Make sure that your computers are equal to or better than the installation requirements (see 
below). 

¶ Make sure that all Windows Updates and Service Packs are installed. 

¶ All programs that you are using should be closed before beginning the installation.  Make sure 
you close the program completely and save any work. 

¶ Be prepared to restart your computer.   All of the Design Manager installations require you to 
restart your computer. 

 
Windows 10 Operating System Installation 
 
If you are installing on Windows 10, know that Pro 7R3 is the ONLY version supported on Windows 
10.  It is advised that you right click and Run as Administrator on the setup file. 
 
After installing Pro 7R3 on a Window 10 operating system you will need to also do the following for 
each workstation running on Windows 10: 
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1. PDF patch (for ability to export or email a document from DM). See the following link for more 
help. 
http://knowledge.designmanager.com/media?mid=10000105&l=http%3a%2f%2fknowledge.desi
gnmanager.com%2farticles%2f10000105.pdf&hfkl=5 
 

2. Change a registry setting if you are using a Logo on your documents. See the following link for 
more help. 
http://knowledge.designmanager.com/media?mid=10000228&l=http%3a%2f%2fknowledge.desi
gnmanager.com%2farticles%2f10000228.pdf&hfkl=5 

 
 

Installation and Hardware Requirements 
Below is a link to the minimum system requirements to run Design Manager Pro 7R3.  These 
requirements are very modest; therefore, please also check the minimum requirements for the 
operating system and other software that you plan on running. 
 
http://knowledge.designmanager.com/media?mid=10000239&l=http%3a%2f%2fknowledge.design
manager.com%2farticles%2f10000239.pdf&hfkl=5 
 

 
**WARNING :  Do not install Pro 7.0 into the same folder as Pro 6.0 or any other 
version of  Design Manager. ** 
 
Installing on a Stand-Alone Computer 
If you have a stand-alone computer or computer that is not to be used in conjunction with a network, 
you can install Design Manager by following this procedure: 

¶ Insert the CD into the CD drive.  If your computer is set to auto-run then you will see the 
Design Manager welcome window after a short wait. 

¶ If you do not see the welcome window then click on Start, select Run and type 
D:\ launch.exe.  If your CD drive is not drive letter "D" then substitute the correct letter in 
place of D. 

¶ Click on the first gold button "Install Design Manager" 

¶ Choose the first choice on the install menu, "Setup Design Manager Pro 7.0."  Follow the 
setup wizard. 

 

Installing on a Peer-to-Peer Network or Dedicated Server 
If you have a peer-to-peer network or a dedicated server you can install Design Manager using the 
following procedure: 

¶ You must identify which computer is to act as the server or main computer.  This computer 
should be the fastest or most modern computer on your network.  If you have different 
versions of Windows on the computers then the main computer must have the most advanced 
version.  For this purpose the Windows versions are rated least to most advanced as follows: 
Windows XP Home, Windows 2000, Windows XP Pro, Windows Vista, Windows 2003 
Server.  The computer selected as the main computer will always have to be turned on and 
running when anyone is using Design Manager. 

¶ Insert the CD into the CD drive on the main computer.  If your computer is set to auto detect 
then you will see the Design Manager welcome window after a short wait. 

¶ If you do not see the welcome window then click on Start, select Run and type D:\ launch.exe.  
If your CD drive is not drive letter "D" then substitute the correct letter in place of D. 

¶ Click on the first gold button "Install Design Manager" 

¶ Choose the first choice on the setup menu, "Install Design Manager Pro 7.0.ó  Follow the 
setup wizard. 

http://knowledge.designmanager.com/media?mid=10000105&l=http%3a%2f%2fknowledge.designmanager.com%2farticles%2f10000105.pdf&hfkl=5
http://knowledge.designmanager.com/media?mid=10000105&l=http%3a%2f%2fknowledge.designmanager.com%2farticles%2f10000105.pdf&hfkl=5
http://knowledge.designmanager.com/media?mid=10000228&l=http%3a%2f%2fknowledge.designmanager.com%2farticles%2f10000228.pdf&hfkl=5
http://knowledge.designmanager.com/media?mid=10000228&l=http%3a%2f%2fknowledge.designmanager.com%2farticles%2f10000228.pdf&hfkl=5
http://knowledge.designmanager.com/media?mid=10000239&l=http%3a%2f%2fknowledge.designmanager.com%2farticles%2f10000239.pdf&hfkl=5
http://knowledge.designmanager.com/media?mid=10000239&l=http%3a%2f%2fknowledge.designmanager.com%2farticles%2f10000239.pdf&hfkl=5
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¶ After the server computer is installed you need setup each of the workstations (clients).  See 
below. 

 

Installing on a Workstation (Setting Up Clients) 
Whether Design Manager has been installed on a peer-to-peer network or a LAN with a dedicated 
server, each workstation computer (client) attached to the server must be set up.  If you are using 
Windows Terminal Server then skip this section.  To run the setup on the workstation, follow these 
steps:   

¶ Go to the workstation computer that you wish to make run Design Manager.   

¶ Double click on My Computer (for Windows XP click on Start and then My Computer). 

¶ Find the network drive that received the Design Manager Installation when it was installed on 
the server.  Next, find the Design Manager folder (usually named "DMPRO70") and double 
click on it. 

¶ Find a folder named "Client" and double click on it. 

¶ Finally, double click on the Setup executable to run the setup. 

¶ The setup wizard will eventually ask you to set the location of the software.  This must be set 
to the Design Manager directory (usually called "DMPRO70") on your server.  An example is 
of this setting is "N:\ DMPRO70" where "N" is your network drive letter and DMPRO70 is 
the Design Manager folder.  This folder is also the same as the one that you browsed to in 
order to find the "Client" folder. The installation can also be run from the CD.  

 
Special Note for Windows Vista:  If you are installing on a Windows Vista, the installation may 
need to be run as the Administrator.  Insert the CD into the Windows Vista computer.  When the 
setup wizard initializes, simply cancel or exit it.  Then, using Windows Explorer or My Computer, go 
to D:\ setup where òDó is your CD drive.  In the Setup folder, right-click on setup.exe and choose 
Run as Administrator. 
 

 
Testing the Network Installation 
After installing the software for the first you will be prompted to enter you company name and 
address information.  After you complete this on the main computer or server go to each workstation 
that you have setup and make sure that you see that company information.  If you are prompted to 
enter the company information again on the workstation then Design Manager has not been set up 
incorrectly. 
 

Installing on a Terminal Server 
Microsoft Windows Terminal Services are recommended if you have the need for remote 
workstations, need more than 8 workstations, or have a network with poor performance or that is 
prone to data corruptions.  It is recommended that an experienced hardware consultant or network 
administrator be used to set up Terminal Services. 
The following are step-by-step instructions for installing Design Manager on Windows 2003 
(SP3)/2008 Terminal Server including special steps necessary for Crystal Reports.  Note: These 
instructions may need to be adjusted for future releases of Windows Terminal Server.  Be prepared to restart the server 
during this procedure.   

¶ From the Terminal Server computer, log on as the Administrator (for 2008 Server this must 
be the actual account named Administrator). 

¶ For Windows 2003, choose Start, Settings, Control Panel, Add/Remove Programs.  Click on 
Add New Programs, then on the CD or Floppy button.  The Install New Programs Wizard 
should find the setup.exe file on the CD-ROM drive. For Windows 2008, use the Install 
Application on Terminal Server tool in the Control Panel/Programs. 

¶ From the Design Manager CDõs Main Menu, choose Install Design Manager. 
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¶ Place the installation wherever you would like the Design Manager database to reside.  Make 
sure that the òInstall for All Usersó option is chosen during the installation. Note: 
C:\ DMPRO70 will be used throughout the rest of this example; you may substitute your drive letter and path.  
Unless you wish the data to reside on another server on your network, this path must be on a local physical 
drive (do not use network drive mappings that map back to physical locations on the same machine).  We will 
also assume that your windows directory resides on C: and is called WINDOWS.   

¶ After the Setup completes make sure that the Next button is clicked to complete the Add New 
Programs Wizard.  The Add/Remove Programs and/or  Control Panel windows can then be 
closed. 

¶ After the Client Setup completes and you restart the computer, log in as the Administrator 
again. 

¶ Start up a Command Prompt and change to the Windows\ Crystal directory 
(i.e.:cd\ windows\ crystal). 

¶ Use the copy command to copy the contents of the Crystal directory to the System32 directory 
(i.e.: from the c:\ winnt\ crytsal prompt, type: copy *.* c:\ windows\ system32).  Answer "All" if 
asked whether to overwrite files. For 64 bit versions, copy the contents of the Crystal directory 
to the SysWOW64 directory. 

¶ The Command Prompt window can be closed.  This completes the Design Manager Setup for 
Windows Terminal Server. 

¶ Each workstation must have the Windows Terminal Client installed on it to access Terminal 
Services and before running Design Manager.  Again, it is recommended that an experienced 
hardware consultant or network administrator set up Terminal Services. 
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Entering Your Product Code 
After installing Design Manager, an icon should appear on your Windows desktop.  Double-click on 
the icon.  The title window will appear.  If this is the first time you are running the software, you will 
need to enter your Product Code which is found on the back of the CD case.  You will only need to 
enter the Product Code once. 
 

 
 

Where Do I Start? 
Logging into Design Manager 
When you first start Design Manager, the Login Window will appear prompting you to enter your 
Password.   
 

 
 
If Design Manager has been installed for the first time, enter the Password DM .  Unique Passwords 
should be assigned for each person that uses Design Manager.  The DM  Password may be changed 
on the Passwords Tab of the Company Information after initially entering the software.  For more 
information on Passwords, see Passwords and the Company Information Window - Passwords 
Tab. 
 
If you have converted from Design Manager Professional 6.0, all of the Passwords created in the 
previous software will be available for use.  However, any Password Attributes for new functions in 
Professional 7.0 will be set to Locked. 
 
Note:  The Password feature uses your computerõs system date and time.  Make sure that the date and 
time are synchronized on all of the workstations in the company. 
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Update Your Design Manager 
Once Design Manager is run for the first time, you will be prompted to run the Live Update feature to 
download the most recent version of Design Manager Professional.  It is highly recommended that 
you run the Live Update immediately.  If you choose not to, it is imperative that you run the Live 
Update before entering any Projects and Specifications or converting your data from a prior version 
of Design Manager.   For more information on the Live Update feature, see Live Update under 
Additional Features. 

 
 

Are You a New User or Upgrading from a Prior Version? 
If Professional 7.0 is your first Design Manager product, you will need to skip the next section entiled 
Users Upgrading from Design Manager Professional 6.0 or SE6.  It is recommended that you 
read the the rest of this chapter thoroughly starting with the An Interior Design Business Model 
section.   
 

Upgrading from Design Manager Professional 6.0 or SE6 
Before converting your data make sure that Design Manager Professional 7.0 is completely installed, 
that the Product Code on the back of the CD case has been entered, and that you can successfully 
open the software.   
 
When you are ready to convert your data, insert the Design Manager Professional 7.0 installation CD 
again.  On the main installation window, choose "Convert Data".  If the CD does not start 
automatically, click on the Start button in the lower left corner of your desktop.  Choose Run, type 
d:\ setup into the Open field, and click OK.  In place of òd:ó you may need to substitute the letter of 

your CD-ROM drive.  Note:  For Vista, you will need to choose Start Č All Programs Č 

Accessories Č Run.  Read the on-screen instructions carefully before proceeding. 
 

Conversion Considerations 
For users converting from Design Manager Professional 6.0 and SE6, there are a few Conversion 
Considerations to be cognizant of prior to the Conversion process: 
 
All user Passwords will convert from Professional 6.0.  However, besides the Administrator 
Password, all other Passwords will be Disabled.  Disabled is new setting available for Passwords in 
Professional 7.0 that prevents a Password from being used to log into Design Manager without having 
to delete the Password.  The converted Passwords will be Disabled in order for the Administrator to 
review new Password Attributes available in Professional 7.0 prior to granting other users access to 
the new software. When converting from SE6 the only password that will convert is the Administrator 
password, all other passwords must be re-entered and have the rights set accordingly. 
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Professional 7.0 maintains a Checkbook and Credit Card Reconciliation History from which the 
Reconciliations can be reprinted or even deleted.  Only Reconciliations performed in Professional 7.0 
will be listed.  No past Reconciliations from Professional 6.0 will initially be displayed.  For SE6, the 
Checkbook Reconciliation History will convert but there will be no history for credit cards. 
For Professional 6.0 the Cash Receipts on the Cash Receipts Window - Existing Tab are now 
grouped by Check Number and Date with the distributions of the Receipt displayed in the new 
Payment Distribution Grid.  All converted Cash Receipts, however, will continue to be listed 
individually, not grouped in such a manner. 
One of the most exciting features of Professional 7.0 is the Item Status system through which Items 
for Projects and Orders are assigned a color-coded Item Status depending on variety of order 
processing and accounting conditions for the Item.  Design Manager Professional 7.0 is configured 
with a predetermined set of Item Status Types that cover the major stages for an Item through the 
design process such as Awaiting Client Approval, Ordered, and Needs to be Invoiced.  Upon 
converting the Professional 6.0/SE6 data, Design Manager will apply the new proper Item Status 
Type to each Item in the software depending on the current condition of the Item.  However, if upon 
installing Professional 7.0, the Item Status Types are manipulated to create a listing more conducive to 
the company's design process prior to converting, the Conversion will utilize the customized list.  For 
more information on the new Item Status Types, see Item Status Types and the Company 
Information Window - Item Status Tab under Projects and Specifications. 
 

An Interior Design Business Model 
Design Manager is a flexible project management and accounting package.  Although it can be used in 
many different ways, there is a basic "flow" of work through the system.  This flow can be considered 
a basic model for an average Interior Design business.  At its simplest, the order or "work flow" 
through the software is as follows: 
 

1. Enter the specifications which are the goods and services for which you will order for and sell 
to your client. 

2. Create a proposal or estimate to give to your client. 
3. Get the approval from your client and collect a deposit so you can begin ordering the 

merchandise. 
4. Create purchase orders and vendor deposit checks to send with the orders. 
5. Obtain acknowledgments of the orders from your vendors. 
6. Receive the merchandise from the vendor or from the company's inventory and/or deliver it 

to the client. 
7. Receive the invoice or bill from your vendor. 
8. Give a final invoice to your client, remembering to apply the deposit received . 
9. Print checks to pay your vendors. 
10. Receive the final payment from your client. 

 

The System is Flexible 
Although there is a common utilization of Design Manager Professional, the system is flexible enough 
to allow steps to be skipped.  For example, say that one of your long-time clients wants to order a 
chair.  Since you have a good history with the client, you do not have to give them a proposal nor do 
you have to collect any deposit money from them.  All that you have to do in Design Manager is enter 
the chair as a specification, print a purchase order to send to the vendor and an invoice for your client.  
You can skip the proposal and client deposit steps.   
 
Parts of the system may also be ignored from the point of view of practicality.  For instance, you 
might have a very small design business with little time to enter information into the software.  Since 
you can mentally keep track of your projects, you can choose not to bother entering acknowledgement 
information, receiving status, etc.  In other words, it might be enough for you that Design Manager 
knows when the items were ordered, how much they cost, and when you paid the vendor for the 



13 | P a g e 
 

merchandise.  Just because Design Manager Professional tracks purchase order acknowledgements, 
expected shipping dates, back order quantities, received quantities, delivery dates, etc., you are not 
required to utilize all of those features.  You can pick and choose the dates and order tracking 
information which is important for you to record and ignore the rest! 
 
Moreover, all the modules of Design Manager Professional need not be utilized.  For instance, if your 
company does not maintain an inventory, the Inventory module and associated functions can be left 
completely unused with no negative effects! 
 

Organization of Design Projects in Design Manager 
The organization of a Project or Projects in Design Manager begins with the Client.  A Client may 
have one or more Projects.  Usually a Project is established for each major grouping of work done for 
the Client.  As an example, a Client may have a main residence and a summer home.  Normally, two 
Projects would be created for this Client, one for the main residence and the other for the summer 
home.  An example for a commercial Client might be a bank with several branches.  In this case, the 
corporate bank office would be the Client.  Then, a Project for each branch would be created.  In 
some instances, a client may have on-going work that is continuous, spanning many years.  A Project 
could be established at the beginning of each year to help organize the work by year in such a 
circumstance. 
 
Projects in Design Manager are made up of the Project itself, Locations, Groups (an optional tier), 
Items, and Components.  The Project holds the clientõs billing address, contact information, site 
address, etc.  Locations are used to arrange a Project into logical and useful divisions.  Locations are 
usually rooms in a house such as òMaster Bedroomó or òKitchenó, but can be as creative or 
descriptive as òFloor Tile and Installationó or òTime Charges for Design Workó.  Locations can then 
be populated with Items.  Items are the finished merchandise or service that is provided to the client 
and will be displayed on the Proposal and Client Invoice.  An Item is comprised of one or more 
Components.  Components appear on purchase orders to your vendors, but NOT on the Proposals 
or Client Invoices allowing completely different information to be displayed to your clients and 
vendors.  Lastly, Groups can be optionally used to associate particular Items together within a given 
Location.  For example, you might be making a custom sofa for your clientõs family room.  The 
Location would be òFamily Room,ó the Item would be the òSofa,ó and the Components would be the 
frame, the fabric, upholstery work, and freight charges.  If Groups are being utilized, the Item for the 
sofa may be included in a Group for "Sofas and Love Seats" within the "Family Room" Location. 
 
Imagine the organization of the Project information in a hierarchy, beginning with the Project.  Each 
Location is then listed under the Project.  If Groups are being used, they would appear beneath the 
respective Location.  Within the Location, or Group, each Item is displayed along with each 
Component under its Item.  Using our example, the Project might look like this: 
 
Mr. and Mrs. John Smith 
 Smith Summer Home 
  Family Room 
   <Sofas and Love Seats> 
    Custom Sofa 
     Frame 
     Shipping Charge for Frame 
     Fabric 
     Shipping Charge for Fabric 
     Upholstery Work 
     Shipping charge for finished sofa 
    Item #2 
     Component for Item #2 
     Component for Item #2 



14 | P a g e 
 

  Kitchen 
   <Group #1> 
    Kitchen Item #1 
     Component  
    Kitchen Item #2 
     Component  
 Smith Main Residence 
  
Each Project can have up to 10,000 Items and Locations, with up to 1000 Components in each 
Item. 
 

The Accounting System 
Design Manager is an Accrual Accounting system.  In the simplest terms, accrual accounting means 
that Client Invoices are held in an Accounts Receivable Account until the Client provides you with 
payment, and Vendor Invoices are held in an Accounts Payable Account until you pay your Vendor.  
This allows the system to record the sale or the purchase of goods without yet receiving the payment 
from your Client or sending payment to the Vendor.  Opposed to an accrual system is Cash-Based 
Accounting where the sale or revenue is recorded at the time the final payment is received from the 
Client.  Design Manager uses the accrual-based method because it is much more flexible, and it allows 
the system to give you a more accurate picture of where you stand financially. 
 
The following is a summary of how transactions affect Accounts in Design Manager, described using 
òincreases and decreasesó terminology instead of debits and credits for simplicity: 
 
Receiving the Client Deposit:  increases your cash and increases your Client Deposit Account.  The 
Client Deposit Account keeps track of all of the deposits and retainers that you are holding from your 
Clients.  Note:  Creating a Proposal does not affect any Account balances because the Client does not have to proceed 
with the work or may choose to revise the Proposal.  
 
Sending a Deposit Check to the Vendor:  decreases cash and increases your Vendor Deposit 
Account.  The Vendor Deposit Account holds all of the Deposits that you have paid to your Vendors 
until you receive the bill from the Vendor.  Note: Creating a Purchase Order does not affect any Account 
balances because it is simply an order and could be canceled or revised. 
 
Receive the Invoice or bill from your Vendor:  increases your Cost of Goods Sold, Work in 
Process, or Inventory, and decreases your Vendor Deposit Account.  This transaction also puts the 
balance due of the invoice or bill into Accounts Payable.  Your Accounts Payable Account holds all of 
the bills that came in from your Vendors that you have not yet paid, including Vendor Deposits. 
 
Give the final Invoice to your Client:  increases sales, increases the amount of sales tax that you 
owe, and decreases your Client Deposit Account.  Invoicing the client also puts the balance due of the 
Invoice into Accounts Receivable.  Your Accounts Receivable Account holds all of the Invoices that 
you have sent to Clients but for which you have not received payment. 
 
Write a Check to pay your Vendor:  decreases cash and removes the Invoice or bill from Accounts 
Payable. 
 
Receive the final payment from the Client:  increases cash and removes the Invoice from Accounts 
Receivable. 
 
Design Manager also handles some other accounting transactions that are not associated with a 
particular Project.  Examples include Operating Expenses such as your rent (increases a rent Expense 
Account and puts the amount into Accounts Payable) and Miscellaneous Cash Receipts such as a 
refund (increases cash and decreases Cost of Goods). 
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Using Design Manager for the First Time 
The first time you run Design Manager, you will be prompted to record pertinent information about 
your design firm in the Company Information Window.  Doing so is necessary before beginning to 
fully utilize Design Manager. 
 

Entering General Company Information 
Design Manager maintains some basic information about your company that needs to be entered into 
the Company Information Window, as shown below, prior to using the software.  The Company 
Information Window will automatically be displayed the first time you use Design Manager.  The 
window can then be accessed from the G/L  menu during future usage. 
 

 
The Company Tab is used to record the Name, Address, City, State, Zip , Phone, Fax, E-mail, 
Website, and Tax (Employer) Identification Number.  Some of the information such as the E-
mail and Website can be left blank, if desired.  This information will be used on documents and 
reports to identify your company. 
On the Company Information window is an Advancedé button which displays the Company 
Advanced Options Window for configuring many of the operational parameters used by Design 
Manager.  For a detailed description, see the Company Advanced Options Window under 
Additional Features. 
The Update Projects... button is used to reconfigure all Projects, or particular Projects, within 
Design Manager to reflect changes in the Company Advanced Options window.  For more 
information on using the Update Projects utility, see the Update Projects Window under Additional 
Features. 
 

Adding a Company Logo and the Company Information Logo 
Tab 
Design Manager allows a user to import a corporate logo into the software and display the image on 
Proposals, Client and Point-of-Sales Invoices, Purchase Orders and Request for Bids, Client 
Statements, and Delivery Tickets.  For users who have purchased the optional Showroom module, 
the logo will also appear on the Quotes and Orders.  The logo will appear in the top left corner of all 
the specified documents. 
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The logo can be imported into Design Manager on the Logo Tab of the Company Information 
Window. 
 
The functions of the controls are the described below: 
 
Logo Includes Company Contact Information:  Select this option if the company logo has the 
company address, phone numbers, etc. embedded in the logo file.  Design Manager cannot selectively 
display portions of the contact information (i.e., show the company website but not the company 
address) so be sure the logo file has all the necessary contact information before selecting this option.   
If all the desired information is not contained in the logo, it is suggested that the logo be edited to 
remove any contact information and to not select this option, allowing Design Manager to display the 
contact information immediately to the right of the logo. The Logo Includes Company Contact 
Information also determines the size of the logo that will be displayed on the documents.  When 
selected, the logo will appear up to 3" x 3" or as large as the original dimensions of the file if it is 
smaller than 3" x 3".  The logo will be 1.5" x 1.5" when this option is not selected. 
 
Scan Button:  If you have a TWAIN-compatible scanner attached to your computer, you can scan an 
image directly into the Logo Tab by clicking this button.  Upon clicking Scan, you will be able to select 
the appropriate scanner from the Select Source Window. 
 
Load:  You can import an existing image on your hard drive or network into the Logo Tab by clicking 
the Load button.  Doing so displays the Design Manager - Load Picture Window from which you 
can locate and select the company logo. 
 
Save As:  The Save As button allows you to store the company logo in a variety of formats on your 
hard drive, network, or removable media.  
 
Picture Effects:  Several controls are available for customizing the image.  As these features alter the 
image, you'll notice that the original format will be stored in the Picture History in the right-hand 
corner of the window. 
 

Brightness Bar:  Clicking and "dragging" the Brightness bar to the left will reduce the overall 
image brightness.  Conversely, dragging the Brightness Bar to the right will increase the overall 
brightness. 
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Smooth/Sharpen (S/S) Bar:  Clicking and "dragging" the S/S bar to the left will reduce the 
sharpness of the image.  Conversely, dragging the S/S Bar to the right will enhance the sharpness 
of the image. 
 
Flip Button:   Clicking the Flip button with vertically invert the image. 
 
Size Button:  The Size button will launch the Resize Picture Window which allows you to set 
the dimensions of the image.  When using the Logo Includes Company Contact Information 
option and the company logo file exceeds 3" x 3", you can use the Size button to reduce the 
company logo in order to reduce the overall size of the page header on the documents, thereby 
allowing more information to be displayed in the body. 
 
Remove Button:  The Remove button will delete the associated company logo.  Note that the 
using the Remove button will NOT delete the original image if it was loaded into the Company 
Information Window from your hard drive or network location. 
 
Undo Button:  Clicking the Undo button will replace the current image with the most recent 
image in the Picture History.  The Picture History is only available while currently adding or 
editing the image.  Upon saving or canceling the Company Information Window, the History is 
lost. 

 
Passwords and the Company Information Password Tab 
Passwords are managed on the Password tab of the Company Information Window and are used 
primarily to grant and restrict access to functionality within Design Manager.  Also, all financial 
activity in Design Manager is recorded by Password in order to determine which user entered a given 
transaction when necessary. 
 
Design Manager requires you to have a unique Password for each user.  If a user tries to log into 
Design Manager using a Password that is already in use, a message indicating as such will be displayed 
and the user will be prevented from logging into the software.  Of course, if an invalid Password is 
entered, the user will also be denied access to the program. 
 
All Passwords currently available in Design Manager will be displayed on the Password grid.  Design 
Manager is shipped with a single Administrator Password of DM .  The Administrator password has 
permanent access to all functionality in Design Manager and cannot be deleted.  The Password of DM 
can, however, be changed as desired for the Administrator. 
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To create a new Password, click on the Add button which will display the Password window.  
Existing Passwords can be modified or removed by clicking the Edit and Delete buttons, 
respectively. 
 

Password Window 

 
Password:  This is the user's desired unique Password code.  The Password code can consist of any 
combination numbers, letters, and special characters (i.e., #, %, &, etc.) up to 5 characters long. 
 
User Name:  The User Name is a required field and is generally the employee's name but can also be 
more generic such as "Temporary Help" or "Accounting".  The User Name will also be defaulted into 
the Microsoft® Word® Templates from the Rolodex Window.  For more information on the 
Rolodex or using Templates, see Rolodex® under Additional Features. 
 
User Title:  The optional User Title is the employee's position title.  The User Title will be defaulted 
into the Microsoft® Word® Templates from the Rolodex Window. 
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User E-mail:  The optional User E-mail is the employee's e-mail address and will be defaulted into 
the Microsoft® Word® Templates from the Rolodex Window.  
 
Employee:  An Employee can be optionally assigned to the Password by entering or using the Search 
button to locate a valid Employee code.  If an Employee is assigned to the Password, the Employee 
code will be defaulted to new Time Entries through the Time Keeping window to facilitate entry.  For 
more information, see Employees under Glossary Windows. 
 
Disabled:  Passwords can be permanently removed by clicking the Delete button next to the 
Passwords grid on the Password tab of the Company Information window.  However, if a Password 
has been used to record any financial activity (i.e., Client Invoices, Deposits to Vendors, etc.), the 
Password cannot be deleted.  However, setting the Disabled option will prevent the Password from 
being used to log into Design Manager in the future. 
 
Copy From:  The Copy From Button allows you to copy the Attributes from another Password into 
the current Password you are adding or editing.  This is a convenient feature for rapidly configuring 
Passwords without having to set each Attribute individually. 
 
Attributes: 
Each Password can be assigned specific permissions or Attributes which grant or restrict access to 
certain portions of the software.  The tree diagram below the User Email and Employee displays the 
Passwordõs Attributes and roughly corresponds to the Design Manager menus.  When the lock is open 

 in front of an Attribute, this means that the user has access to that portion of the software.  To 

restrict access to a section, double-click on the lock in front of that entry.  This will close the lock .  
Now the user may not access that section of the software.  To regain access to a section, simply 
double-click on the lock to reopen the lock.   
Most windows in Design Manager have view, add, edit, and delete options, which can be locked or 
unlocked in any combination.  For example, if view is unlocked and edit is locked, then the user will 
be able to see the record but not make any changes to it. 

 
 

Configuring Accounting Settings on the Company 
Information Window 
Certain settings and defaults in Design Manager may need to be adjusted prior to fully utilizing the 
software.  Such features include the Default Accounts into which fiscal activity will be recorded, the 
proper fiscal month of your company, how to address Work in Process, etc. 
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Please note that you may wish to confer with your accountant or accounting professional 
before making any changes to these settings! 
 

Default Account Tabs - Sales, Cost of Goods Sold (COGS), and Other Accounts 
The three Default Account tabs, Sales or Revenue Accounts, COGS Accounts, and Other 
Accounts, are also located on the Company  Information Window.  These tabs hold the General 
Ledger Accounts used to record fiscal activity for functions such as Accounts Receivable, Accounts 
Payable, Vendor Deposits, etc.  These Accounts have preset defaults and may need no further 
maintenance.  For more information on adding, editing, or removing the current Accounts in Design 
Manager, see Accounts under General Ledger. 
 

Sales Accounts Tab 
Design Manager provides six separate Sales Accounts titled Merchandise, Freight, Design Fee, 
Installation, Labor and Time.  These are default Accounts used by the system when an Item is not 
assigned a Sales Category or the assigned Sales Category has Accounts set to Company Default.  
When the Company Default option is selected, the Sales Category will always use the current Revenue 
Account settings on this tab.  For more information, see Sales Categories under Glossary 
Windows. 
 
If you are unfamiliar with advanced accounting practices, it is recommended that you leave 
these Accounts as they are currently configured!  Setting them incorrectly can cause data to be 
misrepresented in your General Ledger.     

 
To edit an Account Number on this window, highlight the Account Number and type in a new 
Number.  To search for an Account Number, place the cursor into the field of interest, then click on 
the Search button in the lower left corner of this window and choose a Revenue Account. 
 

COGS Accounts Tab 
Design Manager provides six separate COGS Accounts titled Merchandise, Freight, Design Fee, 
Installation, Labor and Time.  These are default Accounts used by the system when an Item is not 
assigned a Sales Category or the assigned Sales Category has Accounts set to Company Default.  
When the Company Default option is selected, the Sales Category will always use the current Cost of 
Goods Sold Account settings on this tab.  For more information, see Sales Categories under 
Glossary Windows. 
 
If you are unfamiliar with advanced accounting practices, it is recommended that you leave 
these Accounts as they are currently configured!  Setting them incorrectly can cause data to be 
misrepresented in your General Ledger.     
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To edit an Account Number on this window, highlight the Account Number and type in a new 
Number.  To search for an Account Number, place the cursor into the field of interest, then click on 
the Search button in the lower left corner of this window and choose a COGS Account. 
 

Other Accounts Tab 
These are Accounts that Design Manager uses in the normal course of processing.  This tab is divided 
into four sections:  Payable Accounts, Receivable Accounts, Inventory, and General Ledger.  
Payable Accounts include Vendor Deposits, Vendor Discounts, and Accounts Payable.  The 
Receivable Accounts are Accounts Receivable, Client Deposits, and Finance Charges.  Inventory 
Accounts consist of Inventory, Inventory Freight, and Work in Process.  General Ledger includes 
the Retained Earnings and Suspense Accounts.  Design Manager comes with these Accounts 
preconfigured. 
 
If you are unfamiliar with advanced accounting practices, it is recommended that you leave 
these accounts as they are currently configured!  Setting them incorrectly can cause data to be 
misrepresented in your General Ledger.     
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To edit an Account Number on this window, highlight the Account Number and type in a new 
Number.  To search for an Account Number, place the cursor into the field of interest, then click on 
the Search button in the lower left corner of this window and choose the desired Account. 
 
Payable Accounts: 
Vendor Deposits:  The General Ledger Account used to record Vendor Deposits.  The current 
balance in this Account is always the total amount of Deposits paid to vendor, but not yet applied to 
Invoices received from the Vendor.  In most cases, this is an Asset Account. 
 
Vendor Discounts:  The General Ledger Account used to record Vendor Discounts.  A Vendor 
Discount is usually a percent reduction from an Invoice which you receive for paying the Invoice 
early.  In most cases, the Vendor Discount is either a Revenue or Cost of Goods Sold Account. 
 
Accounts Payable:  The General Ledger Account used to record unpaid Vendor Deposits and 
Invoices.  The balance of this Liability Account represents the total outstanding amount currently 
owed to Vendors. 
 
 
 
 
Receivable Accounts: 
Accounts Receivable:  Accounts Receivable is an Asset Account that holds the total amount 
currently owed to you by your clients.  In other words, this Account holds the value, or balance due, 
of all Client Invoices less any Payments applied to the Invoices. 
 
Client Deposits:  The General Ledger Account used to record Client Deposits.  This Liability 
Account records the amount of Deposit or Retainer received from clients to be applied on future 
Invoices.   
 
Finance Charge:  Usually a Revenue Account, the Finance Charge Account is used to record the fees 
generated through the Finance Charges utility in Design Manager on delinquent Client Invoices.  
For more information, see Finance Charges. 
 
Inventory: 
Inventory:  The Inventory Account is used when recording purchases for the company's Inventory 
and sales to clients for merchandise from the Inventory.  The Inventory Account should be an Asset 
Account. 
 
Inventory Freight:  The shipping costs of merchandise for the company Inventory can be recorded 
separately into this Account, if desired.  If you want the shipping costs to be included with the 
merchandise costs, set this Account to the current Inventory Account from above. 
 
Work in Process:  Work in Process is the General Ledger Account number used to maintain 
purchases from your Vendors that have not yet been invoiced to your clients.  Work in Process should 
be an Asset, Liability, or Equity Account. 
 
General Ledger: 
Retained Earnings:  This is the General Ledger Account used to record the companyõs retained 
earnings.  This Equity Account holds the earnings of the company prior to the Income Statement for 
the current fiscal year. 
 
Suspense:  The General Ledger Account used to record the companyõs Suspense transactions.  The  
Suspense Account gathers any transaction that cannot be recorded into a proper Account due to an 
error in the manner the Accounts were initially arranged or an Account is no longer available.  The 
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Suspense Account is also used for moving activity between a Balance Sheet and Income Statement 
Account. This Account is usually an Equity Account so that its balance is not transferred into 
Retained Earnings at the end of the year. 
 

Fiscal Month Setting and the Company Information Window - 
Fiscal Month Tab 
The Fiscal Month tab is used to set the company's current fiscal month, closed fiscal months for 
Accounts Receivable, Accounts Payable, and General Ledger, and other options.  
 

 
Important:  If the current fiscal month of your company is different then the month displayed in the 
Current Fiscal Month field, you must set the correct fiscal month before entering any accounting 
transactions.  You will are required to read the Fiscal Month Statement and click the I have read 
and understand the above statement. button before changing the Current Fiscal Month. 
 
If you need to change your fiscal year after accounting transactions have been entered, it is highly 
recommended you contact with Design Manager Technical Support for assistance.  Further, as 
stated previously, you should confer with your accounting professional before making any 
changes to the current fiscal month! 
 
The Last Closed Fiscal Month allows you to set the fiscal month prior to which no accounting 
functions will be allowed to be posted.  In other words, setting the Last Closed Fiscal Month to 
"01/2007" will prevent any transactions to be posted prior to fiscal 01/2007.  The Last Closed Fiscal 
Month can be set independently for Accounts Receivable (Cash Receipts, Client Invoices, Invoice 
Adjustments, etc.), Accounts Payable (Vendor Deposits, Invoices, Payroll, Printing Checks, etc.), 
and General Ledger (Journal Entries) activity.  Important:  the Last Closed Fiscal Month settings 
must be updated manually when the fiscal month has been successfully reconciled and no further 
accounting activity should be recorded for the fiscal month. 
 
The Allow Posting Prior to the Calendar Date of the Last Cash Reconciliation option 
determines whether or not to allow a transaction to be posted to a Cash Account dated prior to when 
the Cash Account was last reconciled.  This option is used to protect the balance of the Cash 
Account(s) from being changed retroactively after the Account has already been successfully 
reconciled to the Bank Statement.  For more information on reconciling Cash Accounts, see the 
Checking Window - Reconcile Cash Tab. 
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The Allow Unclearing of Checkbook/Credit Card Entries option determines if users can set 
Checkbook entries, such as Cash Receipts and Checks, and Credit Card entries, such as Purchases paid 
with the Credit Card, as not cleared after the entries have been successfully reconciled to the Bank or 
Credit Card Statement, respectively.  Leave this option unselected to prevent users from inadvertently 
affecting past Checkbook and Credit Card reconciliations. 
 
The Default Fiscal Month to 1 Plus the Closed Month and Default Fiscal Month to 
Corresponding Calendar Month determine how the fiscal month will initially be set when users are 
posting accounting transactions.  Design Manager is initially configured to use the Corresponding 
Calendar Month setting which defaults the fiscal month to appropriate setting for the current month.  
For instance, if the current month is March of 2007, the fiscal month would default to "03/2007".  If 
the 1 Plus the Closed Month setting is selected, Design Manager will default the fiscal month to one 
fiscal month after the current setting in the appropriate Last Closed Fiscal Month from above.  For 
example, if the Last Closed Fiscal Month for Accounts Receivable is "03/2007", when the user goes 
to enter Cash Receipts, the fiscal month will default to "04/2007". 
 

Work in Process 
As Accrual Accounting software, by default, Design Manager records purchases from Vendors into 
the Asset Account of Work in Process.  The cost of a purchase will remain in Work in Process until 
the client is invoiced for the merchandise whereby the cost will be transferred out of Work in Process 
into the proper Cost of Goods Sold Account.  Recording purchases in this manner provides a clearer 
picture of the true fiscal standing of the company as the cost of purchase does not effect the net 
income until the client is invoiced. 
 
Design Manager can, however, be configured to record purchases directly into Cost of Goods Sold by 
using the Bypass WIP option.  To do, first open the Company Information Window by selecting  

G/L Č Company Information.  On the Company Information Window, click the Advanced 
button to display the Company Advanced Options Window shown below. 
 

 
Now, go to the General Tab and select the Bypass WIP option in the lower left corner.  Click the OK 
button on the Company Advanced Options and Company Information Windows to save the setting.  
Now, any new Project created in Design Manager will be configured to bypass Work in Process for all 
purchases.   
 
The Bypass WIP option for each Project, however, can be configured independently as well.  To 

change the setting for a particular Project, open the Projects Window by selecting Project Č 
Projects.  Select the Project in question on the Projects Window and click the Edit  button.  On the 
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Projects Window, go to the Defaults Tab and click the Advanced / Mark-up button to display the 
Project Advanced Options Window.  The Bypass WIP option can be set as desired in the lower left 
corner. 
 

 
Lastly, an individual Item can also be configured to bypass or not bypass Work in Process.  To do so, 

go to the Specifications Window by selecting Project Č Specifications.  On the Specifications 
Window, select the Item and click the Edit  button.  On the Item Window, go to the Status Tab to 
configure the Bypass WIP option. 

 
 

Other Necessary Accounting Configuration 
After entering the necessary information on the Company Information window, along with any 
changes to accounting settings on that window, there a few additional areas in Design Manager that 
need to be addressed prior to using the software including Defining Accounts, Entering Sales Tax 
Codes, Understanding Sales Categories, and, finally, Switching Your Accounting to Design 
Manager. 
 

Defining Accounts 
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Before entering any financial information into Design Manager, configuring the Chart of Accounts 
properly is recommended.  Design Manager is shipped with a basic set of Accounts already installed.  
You can utilize these Accounts if they satisfy your company's needs.  Otherwise, you can edit or delete 
them and use your own Account numbers and names. 
 

To access the Account Glossary, click on G/L  Č Accounts which will display the window below. 

  
You can use the Account Glossary Window to add new Accounts, edit the existing Accounts, or 
delete unwanted entries.  Clicking the Add button will display the Account Window in order to 
create a new Account.  Clicking the Edit  and Delete buttons will allow you to change or permanently 
remove an Account, respectively. 

  
 
How to Quickly Create Accounts 
To create a new Account, first assign an Account Number. You may use any numbering scheme 
consisting of up to 5 digits.  Punctuation is not allowed. The Accounts originally included with Design 
Manager utilize numbers starting with "1" for Asset, "2" for Liability , "3" for Equity , "4" for 
Revenue, "5" for Cost of Goods Sold, "6" for Expense, and ò7ó for Other Income.  You may 
continue with this numbering method or employ your own.  Once assigned, the Account number 
cannot be changed. 
 



27 | P a g e 
 

The Name is used to identify or describe the Account and will be displayed on most reports and 
financial statements where Account information is shown.  The Name may be edited at a later time. 
 
An Account Type must be selected on the corresponding menu. You may choose any of the Account 
Types  described above along with specialized Account Types for Asset (Bank/Checking) and 
Liability (Credit Card).  The Asset (Bank/Checking) Account Type is used for any 
checking/savings/money market account from which you will generate payments to vendors and/or 
record receipts from Clients.  The Liability (Credit Card) Account Type is used to define any credit 
card accounts your company utilizes to pay Vendors.  The CC Payee is a Vendor in Design Manager 
that represents the credit card company to which you will send your monthly payments. 
 
All of the other information on the Account window is optional.  For a full explanation of these 
features, see Accounts under General Ledger. 
 

Entering Sales Tax Codes 
After the Accounts are properly defined, you will need to create Sales Tax Codes for each tax 
authority to which you report.  Typically there will be at least one Sales Tax Code for each state in 
which you do business.  In some states, however, there are different rates for each county, parish, etc.  
In these such states, you will then need a Sales Tax Code for each such subdivision.   
 
If you are not required to collect sales tax, a single Sales Tax Code is still required to be created as you 
will not be able to create a Project without an associated Sales Tax Code. 
 

To set up your state or county, click Glossaries Č  Sales Tax Codes which will display the Sales 
Tax Code Glossary. 

 
Clicking the Add button will display the Sales Tax Code Window in order to create a new Sales Tax 
Code. 
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You will need to assign a Tax Code which can be up to 5 alphanumeric characters.  Using the state's 
abbreviation is a common method (i.e., "PA" for Pennsylvania) or the first few characters of the local 
municipality such as "PHILA" for Philadelphia County.  Next, enter a phrase into the Description / 
Name field to identify the Sales Tax Code.  In the "PA" and "PHILA" examples, the Description / 
Name could be "Pennsylvania State Tax" and "Philadelphia County", respectively.  The State 
Abbreviation is also required  and is used to properly group the Sales Tax Codes when multiple 
entities exist within a single state, allowing the proper total for the state to be calculated.  Now, select 
the Account into which the sale tax is to be recorded in the Sales Tax Withholding Account.  The 
Sales Tax Withholding Account is usually a Liability Account and it is not uncommon to have a 
unique Sales Tax Account for each tax authority.  Beneath the Sales Tax Withholding Account are 
options for the Taxable status of each type of good or service.  Select the option to indicate that the 
good or service needs to be taxed to the client.  The Taxable settings will default to each Project to 
which the Sales Tax Code is assigned and, in turn, will default to all Specifications created for the 
Project. 
 
Click the Add button to enter the proper sales tax rates on the Sales Tax Calculation Window. 

  
Based on the requirements of the tax authority, enter the rate for each type of good or service. All 
rates are entered as whole number amounts such as ô8.25õ for 8Ĳ percent.  
For a detailed description of Sales Tax Codes and information regarding the proper handling of more 
complicated tax calculations, see Sales Tax Codes under Glossary Windows. 
 

Understanding Sales Categories 
Design Manager uses a system of Sales Categories to associate the specifications for a Client with the 
desired General Ledger Revenue and Cost of Goods Sold Accounts.  When creating specifications, a 
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Sales Category can optionally be assigned to each Item for the Client.  Doing so allows the user 
entering the specifications to choose a categorization of the Item, "Furniture" for example, instead of 
having to choose the correct General Ledger Accounts.  Many management reports may also be 
sorted and subtotaled by Sales Category. 
 
Before entering Items into a Project, you should decide on the Sales Categories you wish to use.  
Design Manager comes with a preset list of Sales Categories which are typically used by design 
companies.  You can, of course, delete them and define your own Sales Categories or simply modify 
the list shipped with Design Manager.  The current list of Sales Categories can be printed by clicking 

the Reports button and selecting Glossary Listings Č  Sales Categories. 
 

To add a new Sales Category, click Glossaries Č  Sales Categories which will display the Sales 
Category Glossary Window.  Click on the Add button at the bottom to enter a new Sales Category 
or press the Edit  button to edit a highlighted entry.  Doing so will launch the Sales Category 
Window shown below. 

  
The Sales Category Code is the first field on the window. The Code may be up to 5 alphanumeric 
characters.  A descriptive Code assists users in recalling the Sales Category.  A longer description may 
be entered in the Name field to further identify the Sales Category.  You may edit the Name in the 
future but not the Code.  As in all Glossaries in Design Manager, once the Code is assigned, it cannot 
be changed. 
 
Below the Code and Name is a frame for each type of specification (Merchandise, Freight, etc.) used 
in Design Manager. For each type, you can designate the Sales (Revenue) Account and the COGS 
(Cost Of Goods Sold) Account.  The Sales Account determines which Revenue Account will be 
affected upon invoicing the client for the particular type, while the COGS Account defines the 
Account affected upon entering Vendor Invoices. 
 
Along with the Sales and COGS Account, a Company Default option is available for each type. 
Selecting this option will always set the Sales and COGS Accounts to the current Accounts on the 
Sales and COGS Account tabs of the Company Information window for the given type.  The Account 
fields will also be disabled to prevent a user from changing the Account.  An example of using the 
Company Default option may be for Freight. If you have a single, common Account for all Freight 
sales and a corresponding Account for Freight costs, these Accounts should be recorded on the 
proper tabs of the Company Information window.  Next, edit each Sales Category and select the 
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Company Default option for Freight.  Now, all freight will go to the correct Accounts upon invoicing 
the client or posting a vendor invoice for freight. 
 
How Sales Categories Affect Accounting Transactions:  
As stated above, the Sales Accounts are used during the posting of Client Invoices.  Design Manager 
examines each Item on an Invoice prior to posting.  If a Sales Category is entered for an Item, the 
Revenue Accounts assigned to the Sales Category will be used.  Each Account will be credited for the 
portion of the Item associated with each type of good or service.  The COGS Accounts of the Sales 
Category are affected either by posting Vendor Invoices or Client Invoices.  The determination 
depends upon how Work in Process  is configured.  If WIP is being used, posting the Vendor Invoice 
places the activity first in the Work in Process Account.  Upon invoicing the client, the activity moves 
out of Work in Process into the proper COGS Accounts of the Sales Category.  Remember, if the 
Item is not assigned a Sales Category, the Company default Sales and COGS Accounts will be used.  
For more information on Work in Process, see Work in Process. 
 

Switching Your Accounting to Design Manager 
The following describes methods for moving from an existing system to Design Manager.  If you are 
currently a user of Design Manager Professional 6.0, please skip to the section of this chapter entitled 
Upgrading from Design Manager Professional 6.0. 
 
There are two methods that can be used when switching from another accounting program or hand 
written accounting and project management system to Design Manager.  The first is to re-enter all 
work that is in your old system into Design Manager.  This method is only feasible if you have a small 
amount of business.  Due to data entry concerns, the preferred method of switching systems is to 
enter only new work in Design Manager, and let existing jobs finish on your old system.  When your 
old system has a small enough amount of data left in it, you can then re-enter all of the current work 
into Design Manager at that time.  The following describes this second method: 
 

What You Will Need 
You will need to gather several pieces of information from your old system in order to switch to 
Design Manager.  The information that you will need is described below.  If you cannot collect this 
information, you will probably not be able to use the method described in this section. 
 
A list of all of your active Clients ð This is a list of all Clients and their billing address, phone 
numbers, etc. with whom  you are currently conducting business or will be in the near future.  This 
includes all clients with open Purchase Orders, outstanding Deposits, unpaid Invoices, or other 
credits. 
A list of all open Deposits that you have received from clients but have not yet applied to an 
Invoice ð This is a list of Deposits that you have collected but have not yet completed the work  (i.e., 
did not invoice the Client).  For example, say you give the Client an estimate for $1000.00 for some 
merchandise.  They then give you a 25% deposit for $250.00 so that you can begin ordering.  This 
$250.00 is an open Deposit because you have not yet invoiced them for the remaining $750.00. 
A list of all outstanding Invoices ð A list of all Invoices that you have sent to your Clients but for 
which  you have not yet received Payment.  This is also called a list of open Accounts Receivable. 
A list of all bills that you have received from Vendors, but have not paid yet ð This list is also 
called    your open Accounts Payable. 
A list of checks and bank deposits that have not cleared your bank statement ð This list should 
include checks that you have written and deposits that you have placed into the bank and have not 
appeared on any statements from the bank.  If you have multiple checking accounts, you will need a 
separate list for each account.  You also will need to keep your last bank statement handy. 
A list of Accounts and their balances (often referred to as a Trial Balance) as of the date when 
you will be switching to Design Manager ð A listing of all Accounts from your old systemõs 
General Ledger and the amount that is in each Account. 
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Entering Project Accounting Information 
You will not be re-entering specifications that have already been entered into your old system, but you 
will still need to enter a Project into Design Manager to hold the Clientõs billing information, 
outstanding accounting such as Invoices, Deposits, etc. and future Items that they may purchase from 
you. 
 
Take your list of Clients and enter a new Client and Project for each Client on the list.  It may be a 
good idea to enter any outstanding Invoice numbers and Purchase Order numbers into the Project 
notes on the Project Window - Notes/Information Tab , as Design Manager will assign its own 
numbers to these documents.  See Creating a New Client and Creating a New Project under 
Projects and Specifications for assistance in making new Clients and Projects in Design Manager. 
 
You will also need to enter a Vendor for each supplier on your list of open Accounts Payable (#4 

above).  To do so, select Glossaries Č Vendors / Payees.  For more information on creating 
Vendors in Design Manager, see Vendors under Glossary Windows. 
 

Entering Opening Balances 
After you have a new Project created for each Client on your list and have entered all of the Vendors 
to which you owe bills, it will be time to enter the balances for each.  
 

Entering Client Balances 
First you will need to enter one Item into the newly created Projects for each deposit on your list of 
open Client Deposits (#2 above).   
 

First, create a Global Location by selecting Glossaries Č  Locations and clicking the Add button on 
the Location Glossary [Global List] Window.  Input "OPBAL" as the Location Code and 
"Opening Balances" as the Location Name. 
 
See Entering Locations in Projects and Specifications and Locations under Glossary Windows 
for more information on creating Locations in Design Manager. 
 

Next, to create an Item, select Project Č  Specifications to display the Specifications Window and 
click the Add button.  On the Item Window, enter òDeposit from Old Systemó followed by any 
additional information about the Deposit that you would like to include into the Description field.  
Select the new Opening Balances Location created above as the Item Location.  In the Deposit 
Amount field, enter the amount of the Deposit from the Client.  Next, enter the total amount of the 
Proposal or estimate for which the Deposit applies into the Total Estimated Price field.  For 
example, if you gave your Client an estimate that totaled $1000.00 and collected a $250.00 Deposit, 
enter 250.00 into the Deposit Amount and 1000.00 into the price while leaving the Total Estimated 
Cost as zero.  It is not necessary to enter any Components for the Item. 
 
See Entering Items in Projects and Specifications for assistance in creating Items in a Project.   
 
After your have entered an Item into the Project for each Deposit, you will need to create Proposals 

to hold the Deposit themselves.  Select Project Č  Proposals and Documents to display the 
Proposals and Documents Window.  Click the Add button and select the proper Item to create a 
new Proposal.  Do this for  each Item created above.  For more information on generating new 
Proposals, see Creating a Proposal under Proposals. 
 

Finally, go the Cash Receipts Window by selecting A/R  Č  Cash Receipts.  Add and post a new 
Client Deposit for each of the Proposals.  For a full explanation of adding a Deposit for a Proposal, 
see Collecting a Deposit or Retainer from Your Client under Accounts Receivable.  After you 
have entered all of the Items, Proposals, and Deposits for each Project, print an Open Client 
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Deposit Report under Accounts Receivable reports.  This report should match your list of Deposits. 
If it does not, you will have to find your mistakes and correct them. 
 
Next you will repeat this process for each Invoice on your list of open receivables.   Enter a Item for 
each Invoice.  This time all you have to fill in is the Total Estimated Price in the lower right corner of 
the window.   Make sure the price is equal to the total amount of the Invoice from your list.  Select 

A/R  Č  Client Invoices /  Finance Charges and click the Add button on the Client Invoices / 
Finance Charges Window to create a new Client Invoice for each of these Items.   See Invoicing 
Clients under Accounts Receivable for assistance in creating Client Invoices.  Next print the Aged 
Accounts Receivables report and make sure that it matches your list. 
 

Entering Vendor Balances 
You will need to enter an Operating Expense for each bill listed on your open Accounts Payable (#4 
above).  See Operating Expense or Miscellaneous Bill under Accounts Payable for more 
information. On each entry, use the appropriate Expense or Cost of Goods Sold Account(s) for the 
Vendor payable.  After you make the entries, print an Aged Accounts Payable report under Accounts 
Payable reports.  Check to make sure that the report matches your list. 
 

Entering Your Checking Account Balance 
Enter another Operating Expense for each Check on your list of Checks (#5 above).  When entering 
the Expense, use the Hand Check / Wire Transfer (Hand Chk / Wire Trans) button to fill in the 
number and date of the Check.  Again, make sure that you use Expense and Cost of Goods Sold 
Accounts when making these entries.   
 
Also enter a Miscellaneous Cash Receipt for each bank deposit on your list.  For more information, 
see Receiving Miscellaneous Cash under Accounts Receivable.  Next, enter one final 
Miscellaneous Cash Receipt to serve as your opening cash balance.  On this entry, make the amount 
equal to the ending balance on your last bank statement.  Date this entry prior to all Check and 
Deposit dates on your list.  It is recommended to use the Retained Earnings Account for the 
Miscellaneous Cash Receipts.  
 
Now you can review the Checkbook to see if it matches your checkbook from the old system.  To do 

so, select A/P  Č Checking.  Next click on the Checkbook tab of the Checking Window.  Repeat the 
above process if you have multiple checking accounts. 
 

Entering General Ledger Account Balances 
Using Design Manager, print a Trial Balance found under General Ledger Reports.  Compare it to 
the trial balance from your prior system (#6 above).  Your cash, Accounts Payable, Accounts 
Receivable, and Client Deposit Account balances should already match if you have correctly followed 
the steps above.  Write the correct numbers next to the Accounts on the Design Manager Trial 
Balance.  Use these numbers to create a Journal Entry to adjust the balances accordingly.  See Journal 
Entries under General Ledger for more information on creating Journal Entries. 
 

Entering Client Payments and Vendor Bills 
When a Client payment comes in for an Invoice that was recorded in your old system, enter it against 
the new Client Invoice that you have created in Design Manager.  Make sure that you put it against the 
correct Invoice in Design Manager, as the Invoice numbers will not match the Invoice numbers from 
your old system.  For more information, see Entering Cash Receipts from Clients - Deposits, 
Retainers, and Payments. 
 
When a bill comes in from a Vendor, enter it as you normally would into Design Manager.  If the bill 
is for a PO that was created in your old system, you will have to create an Operating Expense for it.  
If a Vendor Deposit is involved, enter that as a negative amount on the Vendor Invoice Distribution 
window using the Vendor Deposit Account to reduce the amount of the Vendor Invoice as necessary.  
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Enter the total amount of the Invoice as positive numbers to the appropriate Cost of Goods Sold 
Accounts.  See Paying a Bill or Entering a Miscellaneous Expense for more information. 
 
Note: The above has been a general overview to help you get the idea of how to get balances over 
from an existing system to begin using Design Manager.  Since this is an advanced process, you may 
want to solicit help from your accountant. 
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Basic Operation 
 
Tools and Functionality 
Drop Down Menus 
The Tool Bar is located at the top of the main Design Manager window.  The buttons and drop-down 
menus provide access to every function and window in Design Manager.  The top row contains nine 
headings (ten if the optional Showroom module has been purchased):  File, Project, A/R , A/P , 
G/L , Inventory, Glossaries,  Window, and Help,  each with its own drop-down menu.  Click on 
the heading to view the menu, and then click on your selection to open the corresponding window for 
that function. 

 
The nine drop-down menus are listed below: 
 
File: 

Live Update:  Accesses the Live Update function to download and install any revisions to Design 
Manager. 

Utilities :  Opens the Utilities Window (to do backups, repair the database, etc.). 

User Settings:  Displays the User Settings Window to configure default e-mail message, Outlook 
folder locations, etc. for a given user. 

To Do List  / Appointments :  Opens the To Do List Tasks and Appointments Window. 

Rolodex®:  Displays the Rolodex®. 
Exit:  Closes the Design Manager program. 
 
Project:  

Projects:  Displays a listing of all Projects recorded in Design Manager. 

Specifications:  The main window for the creating and editing of Items and Components and 
related functions. 

Employee Time:  A user-friendly interface for quickly recording and maintaining Time Sheets 
for multiple managers and designers. 

Import SIF (optional with the .sif Import Module):  Allows users to import Items and 
Components from specifying software such as CAPÊ and GizaÊ. 
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Proposals and Documents:  Displays the Proposals and Documents Window used for managing 
Proposals, Specification Sheets, etc. 

Purchase Orders / Receiving:  Allows users to generate and maintain Purchase Orders and 
record and review order tracking information. 

Delivery Tickets:  Launches the Delivery Tickets Window for creating shipping receipts for 
Clients and delivery personnel. 

Reports:  Displays the Reports Window for Project Management reports. 
 
Showroom (optional with the Showroom Module): 

Quotes and Orders:  The Quotes and Orders Window is used for generating and manage 
custom merchandise orders for Clients who do not currently have an active Project. 

Specifications:  The main window for the creating and editing of Items and Components and 
related functions for Quotes and Orders. 

Purchase Orders / Receiving:  Allows users to generate and maintain Purchase Orders and 
record and review order tracking information. 

Delivery Tickets:  Launches the Delivery Tickets Window for creating shipping receipts for 
Clients and delivery personnel. 

Reports:  Displays the Reports Window for Showroom reports. 
 
A/R (Accounts Receivable): 

Client Invoices / Finance Charges:  Displays the Client Invoices / Finance Charges Window 
for creating, crediting, and adjusting Client Invoices and generating Finance Charges for Clients. 

Point of Sale / Miscellaneous Invoices:  Launches the Point of Sale Login Window to allow 
users access to the Point of Sale module. 

Cash Receipts:  Opens the Cash Receipt Window for recording Client Deposits, Retainer, and 
Payments along with Miscellaneous Cash Receipts. 

Reports:  Displays the Reports Window for Accounts Receivable reports. 
 
A/P (Accounts Payable): 

Vendor Invoices (Deposits, Invoices, Expenses):  The Vendor Invoice Window is used to 
record and review all payables for Vendors. 

Checking (Print Checks, Checkbook, Credit Cards):  Printing, recording, and reconciling 
Checks and  
Credit Cards. 

Reports:  Displays the Reports Window for Accounts Payable reports. 
 
G/L (General Ledger): 

Accounts:  The Chart of Accounts Window to manage the financial Accounts for use throughout 
the software. 

Journal Entries:  Displays the Journal Entries Window to record General Ledger Journal Entries 
in order to directly affect Account activity. 
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Returns and Credits:  Launches the Returns and Credits Window used to guide users through 
the process of recording various refunds for Vendors and Clients. 

Transaction Search:  Shows the Transaction Search Window used to quickly locate specific 
financial records in Design Manager. 

Company Information and Settings:  Opens the Company Information Window. 

Reports:  Displays the Reports Window for General Ledger reports. 
 
Inventory: 

Stock Items:  Displays the Inventory Stock Item Glossary to enter and review all Stock 
Inventory Items in Design Manager. 

Purchase Orders / Receiving:  Allows users to generate and maintain Inventory Purchase 
Orders and record and review order tracking information. 

Remote Data Collection (optional with the Remote Data Collection module):  Displays the Data 
Collection Window to transfer Inventory between Warehouses, deliver merchandise to Projects, 
perform Inventory Physical Counts, and other functions. 

Reports:  Displays the Reports Window for Inventory reports. 
 
Glossaries:   
Select from the following twelve Glossaries all of which are explained in full detail under the Glossaries 
Windows section: 

Catalog 

Clients 

Employees / Managers / Sales People 

Groups (optionally) 

Locations 

Remarks 

Sales Categories 

Sales Tax Codes 

Ship To / Warehouse and Showroom Codes 

Specification Templates 

Time Activities 

Vendors / Payees 
 
Window: 
Ti le Vertically:  Arranges all open windows vertically within the main window. 
Tile Horizontally:  Arranges all open windows horizontally within the main window. 
Cascade:  Arranges all open windows one under the other with just the caption bar of each showing. 
Arrange Icons:  Arranges all minimized windows in an orderly fashion at the bottom of the main 
window. 
Switch To:  Displays a list of open windows.  Selecting one will bring that window in the foreground. 
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Help: 
Contents:  Displays a list of contents in the Design Manager help file. 
Context Sensitive:  Brings up help for the window in the foreground. 
Search For Help On:  Allows help to be searched for a particular keyword. 

Show Assistant:  Clicking on this option will cause Peedyã to appear on your computer screen. 
Assistant Properties:  Opens the Advanced Character Options window, which contains options for 

controlling how Peedyã speaks and shows his dialog. 
About Design Manager:  Opens the About Design Manager Design Manager window where 
information on the software version, serial number, etc. is displayed. 
 

Tool Bar 
The Tool Bar is displayed immediately beneath the Drop Down Menus and contains buttons for the 
most common functions in Design Manager.  Clicking on a button will open the corresponding 
window for that function.  Certain buttons on the Tool Bar will only be displayed if the optional 
Showroom or Remote Data Collection modules have been purchased. 

 
The button names are listed in their order, from left to right, on the Tool Bar as follows: 
 

Projects 

Orders and Quotes (optional with the Showroom module) 

Specifications (Items/Components) 

Proposals and Documents 

Project Purchase Orders / Receiving 

Employee Time 

Client Invoices / Finance Charges 

Point of Sale / Miscellaneous Invoices 

Cash Receipts 

Vendor Invoices (Deposits / Invoices / Expenses) 

Checking (Print Checks / Checkbook / Credit Cards / Reconcile) 

Stock Items 

Inventory Purchase Orders / Receiving 

Remote Data Collection (optional with the Data Collection module) 

Reports 

Transaction Search 

To Do List / Appointments  

Rolodex® 
 

Sizing Windows, Searching and Sorting Data Grid Columns 
Sizing Windows: 
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Most windows in Design Manager can be resized to suit your needs.  To resize a window, move the 
cursor over the edge of the window until changes into a double arrow.  When it does, left click the 
mouse and, while  holding down the left button, stretch the window to the desired size. 
 
Sorting Grids: 

 
You can sort most grids in Design Manager by any column you desire simply by clicking on the 
column heading.  Doing so will display ">>" to the right of the column name indicating the grid is 
now sorted by the column.  The grid above displays will be sorted by the Location Code column. 
 
Clicking the column heading a second time will then sort the grid in reverse order, indicated by "<<" 
next to the column heading as shown below. 

 
 
Searching for Data in Grids: 
You can search or jump to a record in most grids in Design Manager by simply typing the first few 
characters of what you are looking for.  Doing so will search and position the grid to the record with 
closest match for the column that is currently displaying the  ">>" or "<<"  to the right of the column 
name.   
 

Window Button Bar 
Clicking on the Add or Edit  buttons on a window allows you to add information for a new record or 
edit information for an existing record.  All windows used to edit or add information are similar 
including all Glossaries, Projects, Items, Components, Cash Receipts, etc.  On each of these Add/Edit 
windows, the following tool bar will be present at the bottom of the window: 
 
When Adding: 

 
 
When Editing: 

 
 
Search Button: 

The first button is the Search button  which allows you to search for records in any of the 
Design Manager Glossaries.  As you are adding information for a record, you may need assistance 
remembering or locating a particular code (i.e., a Vendor code).  Place the cursor in the field you wish 
to search, and click on this button to open the corresponding Glossary for that field (i.e., the Vendor 
Glossary).  The button will appear gray or disabled if a field has no corresponding Glossary to search.  
Any of the Design Manager Glossaries can be searched, as well as a Glossary for commonly used 
notes and remarks (accessed from any Description, Notes or Remarks field), and a calendar for 
looking up dates (accessed in any Date field).  Hitting the Alt and S keys on your keyboard will also 
activate the appropriate Glossary Search. 
 
Spell Check Button: 

The second button is the Spell Check button .  This function will check the accuracy of the 
spelling of text in the current field such as the Notes or Description fields.  Upon clicking the Spell 
Check button, if no errors are found, then you will simply receive a message stating such.  Click the 
OK button to continue.  If errors are found, then a window will appear containing the misspelled 
word, and suggestions for the correct spelling.  You may choose a suggestion from the list by selecting 
it and clicking the Replace button or type the correction into the Replace With field. 
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Clicking on the Options button will open the Spell Options Window which contains settings for the 
Spell Check feature. 
 
Hitting the Alt and C keys on your keyboard will also activate the Spell Check feature. 
 
Help Button: 

The third button will access the Design Manager Help  system .  To display the Help page for a 
particular window, click on the Help button.  Help can also be accessed by pressing the F1 function 
key on your keyboard. 
 
Browse Buttons: 

The Browse buttons, or Previous and Next buttons, appear on windows where multiple 
records can be viewed, such as the Item and Component Windows. 
 
These buttons allow you to move from record to record without having to go back to the previous 
window.  Clicking on these buttons will save any changes you make to the current entry before 
moving to the previous or next entry.  For example, if a Project has three Items, you can open the 
Item Window for the first Item, and click on the Next button to view the second Item, and so on.  
Either button will appear gray or disabled if there are no previous or next records to view. 
 
Saving or Canceling the Record: 
There are several ways to save a record in Design Manager.  If you are adding multiple records, say 

adding a few Components to an Item, then you can use the OK, Add button  to 
save and close the current record, then clear the window so that you can enter the next Component 
for the same Item without leaving the  Component window.  If you are entering a single record and 

wish to save that record and close the window, use the OK button .  If you do not 
wish to save a new record, or changes that you made to an existing record, press the Cancel button 

.  This will close the window and will not save any new information that you entered.  
If you are using OK, Add then only the current record that you are working on will not be saved.  
When merely reviewing information on a window and not inputting or editing information, 
use the Cancel button as good practice to prevent inadvertent mistakes being saved! 
 

Description/Note Formatting  
On all special text fields, such as Descriptions or Notes, there are several formatting options available.   

 

For the most part, these options work just like standard word-processing software.  The Bold  

and Italics  buttons will change the highlighted text to the bold-face or italicized formats, 


























































































































































































































































































































































































































































































































































































































































































































































































