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Introduction

Welcome

Welcome to Design Manageofessionabn advanced software package created specifically for
Interior Designers. Design Manager pravide project management and accounting tools necessary
to run a successful design firm, all in aftisadly environment.

What is Design Manager?

Design Manager Professional is an advanced system comprised of several interrelated modules,
including Prj@ct 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 prirgl&®rBposhase Orders,

Invoices, and Statements, all with Project information that you enter into thersystérhe

sophisticated accounting system will record all financial activity automatically.

Who uses Design Manager?

Thousands of Interior Desigeecross the country have discovered how easily and efficiently they
can run their businesses using Design Manager. Design Manager keeps track of each design proje
and handles all of your companyds oadesignSBayt i ng
goodbye to paperwork, and let Design Manager begin working for you!

Before You Start Installation Requirements

The Design Manager Installation works with Microsoft Windewtier to guide you through the
installation process. The I nstallation Wiza
system and updates files as requidete: Design ManaBes 7.0 no longer supports Windows 95,
Windows 98/98se, Windows Mandows NT 4.0; all workstations need to have a minimum of 800MB «
disk space (see installation requirements below)

1 Design Manager can be installed on a local-gdtare) computer from the CD, on a peer
peer network using the CD, on a LAdLal area network) with a dedicated server using the
CD, and on a workstation attached to a-fwepeer network or LAN with or without the
CD, or on Microsoft Windows Terminal Serv&here are a few guidelines to follow when
installing any program under Microsoft Windows

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

Make sure that all Windows UpdatesSergice Packs are installed.

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

1 Be prepared to restart your computer. All of the Design Manager instat@ioayou 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. Itis advised that you right click BRod as Administratoron the setupile.

After installing Pro 7R3 on a Window 10 operating system you will need to also do thefdollowing
eachworkstation 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%2f10000d{Fhik|=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&I=http%3a%2f%2fknowledge.desi
gnmanager.com%2farticles%2f10000228.pdf&hfkl=5

Installation and Hardware Requirements

Below is a link tthe minimum system requiremts to rm Design Manager Pro 7RBhese
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&I=http%3a%2{f%2fknowledge.design
manager.com%?2farticles%2f10000239.pdf&hfkl=5

*WARNING : Do not install Pro 7.0 nto the same folder as Pro 6.0 or any other
version of Design Manager. **

Installing on a StandAlone Computer
If you have a starmlone computer or computer that is not to be used in conjunction with a network,
you can install Design Manager by follgwhis procedure:

1 Insertthe CD into the CD drive. If your computer is set terantthen you will see the

Design Manager welcome window after a short wait.

1 If you do not see the welcome window then clicktart selecRun and type
D:\launchexe. Ifyour 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 Peerto-Peer Networkor Dedicated Server
If you have a pego-peer network or a dedicated server you can install Design Manager using the
following procedure:

1 You must identifyhich 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 advance
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
runningwhen anyone is using Design Manager.

1 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.

i If you do not see the welcome window then clickam Sélect Run and typé Aunchexe.

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 ManagerP . 0. 6 Fol I
setup wizard.

= =
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9 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 onta-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 secliorrun the setup on the workstation, follow these
steps:

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

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

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

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

Finally, double click on the Setup executabimttne 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 "NDMPRO70" where "N" is your netwk 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" foldehe installation can also be run from the CD.

E

Special Note for Windows Vista:lf you are insthhg 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
toD\setupwbr e o0DO6 i s vy o Setupfalder, ryindick ensetup.dxeand thoase

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 informatiorAfter 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 Managfdrdeasset up
incorrectly.

Installing on a Terminal Server
MicrosoftWindowsTerminal Servicese recommended if you have the need for remote
workstations, @ed 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 steprstep instructions for installing Design Manager on Windows 2003
(SP3)/2008 erminal Server including special steps necessary for Crystal Repariiese
instructions may need to be adjusted for future releases of Windows Ternima¢ Sarvéne Berpeepared
during this procedure.
1 From the Terminal Server comgriog on as the Administrator (for 2008 Server this must
be the actuaccount named Administrator).
1 For Windows 2003hoose Start, Settings, Control Panel, Add/Remove Peog@litk on
Add New Programs, then on the CD or Floppy button. The Install New Programs Wizard
should find the setugxe file on the CIROM drive. For Windows 20@&e the Install
Application on Terminal Server tool in the Control Panel/Programs.

f Fromhe Design Manager CDO&6s Main. Menu, choo:
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Place the installation wherever you would like the Design Manager database to reside. Make
sure that the o0l nstall for Al INotekser so opt
CADMPRO70 Wibe used throughout the rest of this example; you may substitute your drive I
Unless you wish the data to reside on another server on your network, this path must be on &
drive (do not use network drive mappingskhatphggpidal locations on the same machine). We
also assume that your windows directory resides oW IBI20OMS called

After the Setup completes make sure that the Next button is clicked to complete the Add Nev
Programs Wizard. The Add/Rewe Programs afat 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 Commanddnpt and change to the Windb®@systal directory

(i.e..cilwindows crystal).

Use the copy command to copy the contents of the Crystal directory to the System32 directo
(i.e.: from the twinnd crytsal prompt, type: copy *¥windows$ system32). Answer "All" if

asked whether to overwrite filésr 64 bit versions, copy the tanmts of the Crystal directory

to the SysWOWG64 directory.

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

Each workstation must have the Windows Terminal Client installed on it to acceabk Termin
Services and before running Design Manager. Again, it is recommended that an experience
hardware consultant or network administrator set up Terminal Services.
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Entering Your Product Code

After installing Design Manager, an i¢daukl appear on your Windows desktop. Decllik 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 tanly need
enter the Product Codace

Where Do | Start?

Logging into Design Manager
When you first start Design Manager, the Login Windlbappear promptingy to enter your
Password

=3 Enter Your Password:
-
=2 i |
) (B8] [ox_][Own= ]
ﬂdﬂdﬂeg§l!g9N7

If Design Manager has been installed for the first time, enter the PBd8wadddique Passwords
shouldbe assigned for each person that uses Design ManadgeM Phssword may be changed

on the Passwords Tab of the Company Information after initially entering the software. For more
information on Passwords, &ssswords and the Company Information Wirmlv - 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 computerds
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 wilblogpped to run the Live Update feature to
download the most recent version of Design Manager Professiormaghly i;ecommended that

you run the Live Update immediately. If you choose not to, it is imperative that you run the Live
Updatebefore entering any Projects and Specifications or converting your data from a prior version
of Design Manager. For more information on the Live Update featluree ddgdate under

Additional Features.

Design Manager Pro 7.0 Live Update

Welcome to the Design
Manager Pro 7.0 Live
Update Wizard

Design Manager Uive Update is used to
netal upgrades, modificsticns, and
patches to your Design Manager Pro
Software for Interior Designers,

Your Serial Number: DPRG

Live Update Version: 7.0.0
(Budd 1)

Click Next to continue...

[ [ mets ]| coxe |

Are You a New User or Upgrading from a Prior Version?

If Professional 7.0 is your first Design Manager prgauctyill need to skip the next section entiled
UsersUpgrading from Design Manager Professional 6.0r SE6 It isrecommended that you
read thehe rest of this chaptroroughlystarting with thén Interior Design Business Model
section.

Upgrading from Design Manager Professional 6.0r SE6

Before converting your data make sure that Design Manager Professional 7.0 is completely installec
that the Product Code on the back of the CD case has been entered, and that you can successfully
open the softare.

When you are ready to convert your data, insert the Design Manager Professional 7.0 installation C
again. On the main installation window, chd@eavert Datd. If the CD does not start

automatically, click on tBeéartbutton in the lower leftorner of your desktop. Chod®en, type

d:\ setupinto theOpen field, and cliclOK. I n place of o0d: 6 you may
your CBROM drive. Note: For Vista, you will need to chooSgartC All ProgramsC

AccessorielC Run. Read the onscreen instructions carefully before proceeding.

ConversionConsiderations
For users converting from Design Manager Professionatd6SEGthere are a few Conversion
Considerations to be cognizant of prior to the Conversion process:

All user Passwordsligonvert from Professional 6.Bowever, besides tAdministrator

Password, all other Passwords wibibabled. Disabled is new sag available for Passwords in
Professional 7.0 that prevents a Rasisfnom 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 Attites available in Professional 7.0 prior to granting other users access to
the new softwar&Vhen converting from SE6 the only password that will convert is the Administrator
password, all other passwords must-katexed and have the rights set acugisd
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Professional 7.0 maintainSleeckbookandCredit Card Reconciliation Historyfrom which the
Reconciliations can be reprinted or even deleted. Only Reconciliations performed in Professional 7
will be listed. No past Recdmations from Professnal 6.0 will initially be display@&ar SE6, the
CheckbookreconciliatiorHistory will convert but there will be no history for credit cards.

For Professional 6.0 t@ash Receipts on tkkash Receipts Window Existing Tab are now

grouped by’heckNumber 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
individuallynot grouped in such a manner.

One of the most exciting features of Profesisib@as thétem Statussystem through which ltems

for Projects and Orders are assigned a-oodied Item Status depending on variety of order

processing and accounting conditions for the Item. Design Manager Professional 7.0 is configured
with a predetrmined set of Item Status Types that cover the major stages for an Item through the
design process suchfagaiting Client Approval, Ordered, andNeeds to be Invoiced Upon

converting the Professional/6B6 data, Design Manager will apply the new pitgre Status

Type to each Item in the software depending on the current condition of the Iteeverid upon
installing Professional 7.0, the Item Status Types are manipulated to create a listing more conducive
the company's design process prigptwverting, the Conversion will utilize the customized list. For
more information on the new IteBtatus Types, skem Status Types and the Company

Information Window - Item Status TabunderProjects and Specifications

An Interior Design Business Moctl

Design Manager is a flexible project management and accounting package. Although it can be use
many different ways, there is a basic "flow" of work through the system. This flow can be considere
a basic modéor 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 sel
to your client.

2. Create a proposal estimate to give to your client.

3. Get the approval from your client and collect a deposit so you can begin ordering the

merchandise.

Create purchase orders and vendor deposit checks to send with the orders.

Obtain acknowledgments of the orders from youtorsn

Receive the merchandise from the vendor or from the company's inventory and/or deliver it

to the client.

Receive the invoice or bill from your vendor.

Give a final invoice to your client, rememberingpty dhe deposit received

Print checks to yayour vendors.

0 Receive the final payment from your client.

oA

The System is Flexible

Although there is a common utilization of Design Manager Professional, the system is flexible enou
to allow steps to be skipped. For example, say that one of ydumdéocigents wants to order a

chair. Since you have a good history with the client, you do not have to give them a proposal nor dc
you have to collect any deposit money from them. All that you have to do in Design Manager is ent
the chair as a specifioa, 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 vegmall 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 acknowledgem
information, receiving status, etc. In other words, it might beheéboygu that Design Manager

knows when the items were ordered, how much they cost, and when you paid the vendor for the
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merchandise. Just because Design Manager Professional tracks purchase order acknowledgemen
expected shipping dates, back ordertiies, 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 modslef 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 lef
completely unused with no negative effects!

Organization of Design Projects inDesign Manager

The organization ofRrojector Projects in Design Manager begins witlieat. A Client may

have one or more Projects. Usually a Project is established for each major grouping of work done f
the Client. As an example, a Clientimaag a main residence and a summer home. Normally, two
Projects woultbe 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, th
corporate bank office would be the Client. Then, a Project for each branch would be created. In
some instances, a client may havgoorg work that is continuous, spanning many years. A Project
could be established at the beginning of each year togagljze the work by year in such a
circumstance.

Projects in Design Manager are made up éfrtjectitself,Locations, Groups(an optional tier),

Items, andComponents The Project holds the clientds

addressetc. Locations are used to arrange a Project into logical and useful divisions. Locations are
usually rooms in a house such as oO0Master Bed
descriptive as OFl oor Til e saingdn |Wosrtkad .l a tLi oocnaot

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. Componentgapr 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 togeshgivesithin
Locati on. For example, you might be making
Location would be OFamily Room, 6 the |Item wo
frame, the fabric, upholstery work, and freight chdfgesoups 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 hierbeghgning with theroject. 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 exampldritject 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 chae for finished sofa
Item #2
Component for Item #2
Component for Item #2
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Kitchen
<Group #1>
Kitchen Item #1
Component
Kitchen Item #2
Component
Smith Main Residence

Each Projectcan have up to 10,000 Items and Locations, with up to 1000 Components in each
/tem.

The Accounting System

Design Manager is &ccrual Accounting system. In the simplest terms, accrual accounting means
that Clien 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 domasywitreceiving the payment

from your Client or sending payment to the Vendor. Opposed to an accrual Sasthiased
Accounting where the sale or revenue is recorded at the time the final payment is received from the
Client. Design Manager uses the aeloasald 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 Acaodsign Manager, described using
Oincreases and decreasesoO terminology instea

Receiving the Client Deposit increases your cash and increases your Client Deposit Account. The
Client DepositAccount 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 n
with the work oryroaoose to revise the Proposal.

Sending a DepositCheck to the Vendor:decreases cash and increases your Vendor Deposit
Account. The Vendor Depositcount holds all of the Deposits that you have pgiolioVendors

until you receive the bill from the Vendliote: Creating a Purchase Order does not affect any Accoun
balances because it is simply an order and could be canceled or revised.

Receive the Invoice or bill from your Vendorincreases your €oof Goods SoldNork in

Processor Inventoryand decreases your Venideposit Account. This transaction also puts the
balance due of the invoice or bill iAtounts Payable. Your Accounts Paysddeunt 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, increasestloar of sales tax that you

owe, and decreases your Client Deposit Account. Invoicing the client also puts the balance due of t
Invoice into Accounts Receivable. Your Accounts Receivable Account holds all of the Invoices that
you have sent to Clientstlior which you have not received payment.

Write a Checkto pay your Vendor: decreases cash and removes the Invoice or bill from Accounts
Payable.

Receive the final payment from the Clientincreases cash and removes th@dafrom Accounts
Receivable

Design Manager also handles some other accounting transactions that are not associated with a
particular Project. Examples include Operating Exprdeas your rent (increases a rent Expense
Account and puts the amount into Accounts Payable) and Miscellaneous CaslsiRbcaiph

refund (increases cash and decreases Cost of Goods).
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Using Design Manager fa the First Time

The first time you run Design Manager, you will be prompted to record pertinent information about
your design firm in th@ompany Information Window. Doing so is necessary before beginning to
fully utilize Design Manager.

Entering Generd Company Information

Design Manager maintains some basic information about your company that needs to be entered in
the Company Information Window, as shown below, prior to using the software. The Company
Information Windowwill automatically be displayed the first time you use Design Manager. The
window can then be accessed fronGGthe menu during future usage.

{4 Company Infarmation @

r AR Sho';-.'roornT PO/E-mailFax T Item Status T Budget T Schedule T AJP Payment T Logo
Company T Salgs Accts. T COGS Accts, T QOther Accts, T Passwords T Inventory T Fiscal Month

Mame |Epa Interiors
Address {3531 Cold Spring Creamery Road

1st Floor
City Dovylestown State (py Zip |13340
Fhone  |(215) 345-0844 Fax |(215) 345-7243
E-mail sales@fpa.com

Website [y, fpa.com

Tan D |13-34567820

Update Projects... || Advanced. .. |

| @ox | |0Cancel |

TheCompanyTab is used to record tNeme, Address City, State Zip, Phone Fax, E-mail,
Website andTax (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 isfad v a n cbattdnévhich displays ti@ompany
Advanced OptionsWindow for configuring many of the operational parameters used by Design
Manager. For a detailed description, seeaimpany Advanced Options Windownder

Additional Features

TheUpdate Projects.. button isused 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, sedptti@te Projects WindowunderAdditional
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 or
Proposals, Client and PeaitSales Invoise Purchase Orders and Request for Bids, Client
Statements, and Delivery Tickets. For users who have purchased th&bptiwoammodule,

the logo will also appear on the Quotes and Orders. The logo will appear in the top left corner of all
the speciéd documents.
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{4} Company Informatien @

r Company T Sales Accts. T COGES Accts. T Other Accts. T Passyiords T Inventory T Eiscal Month
AR ShowroomT PO /E-mail [Fax T Ttem Status T Budget T Schedule T AJP Payment T Logo

|EScan | | Load | |H5a'-.-'e As |

Brightness ) | i

[ ]
. . +
Smooth/Sharpen |
| %Flip | 5 Size | |)‘»\Remo‘-.-'e |

manager =

\_I \_I

| 2.60"h ¥ 2.60"w, 1584 Kb (184 Kb compressad) @ < Mo Pictures

[™ Logo Indudes Company Contact Information

| ©0K | |0Cancel |

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 logothas

company address, phone numbers, etc. embedded in the logo file. Design Manager cannot selecti\
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 necessatcyinformation 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 th:
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 agitted 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 TWAINompatible scanner attached to your computer, you can scan an
image directly into the Logo Tabdtigking this button. Upon clicking Scan, you will be able to select
the appropriate scanner from 8wadect 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 sosgiays th®esign Manager- Load Picture Windowfrom 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 th
image, you'll notice that the original format will be storedfctinee History in the righthand
corner of the window.

Brightness Bar: Clicking and "dragug” 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 retlece
sharpness of the image. Conversely, dragging the S/S Bar to the right will enhance the sharpne
of the image.

Flip Button: Clicking the Flip button with vertically invert the image.

Size Button: The Size button will launch tResize Picture Wimlow 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 overalbéibe 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 imagead lbaded 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 availableuwbiily adding or

editing the image. Upon saving or canceling the Company Information Window, the History is
lost.

Passwords and the Company Information Password Tab

Passwordare managed on the Password tab of the Company Inforwatolow 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 give
transaction when necessary.

DesignManager 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 displ
and the user will be prevented from logging into the soft@amurse, 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 display@&hssvibedgrid. Design
Manager is shipped with a sidgleninistrator Passwat of DM. The Administrator password has
permanent access to all functionality in Design Manager and cannot be deleted. The Password of L
can, however, be changed as desired for the Administrator.
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@ Company Information @

f AfR Sho'r\'roomT PQJE-mailFax T Item Status T Budget T Schedule T AJP Payment T Logo
Company T Sales Accts. T COGS Accts. T Other Accts. T Passwords T Inventory T Fiscal Month

Employee

Password » User Name Code

Employee Name | LastLogin Time Disabled

Administrator

Design Assistant 7/30/0% 10:52:37
AM

| @ ok | |0Cancel |

To create a new Password, click otieebutton whid will display th@asswordwindow.
Existing Passwords can be modified or removed by clickiedjttleexdDelete buttons,
respectively.

Password Window

5. Fassanore _

poers i © o

User Name | alired User Thie  [sign Assistant

- Y

User E-mal | yfredi@fpa,com Emplnree | ap

Aktributes
' File
' Propect
% Showroom
-
™ AP
™ Gl
‘% Irventory
'w Glossaries
™ Reports

L S S ST S NC S e

BEONE (&= ] [E==]

Password: This is tle 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 ggrniekemployee's name but can also be
more generic such as "Temporary Help" or "Accounting”. The User Name will also be defaulted intc
the Microsoft® Word® Templates from Relodex Window. For more information on the

Rolodex or using Templates, Rdedex®@nder 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 Userdnail is the employeesmail 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 Searc
button to locata valid Employee code. If an Employee is assigned to the Password, the Employee
code will be defaulted to new Time Enthiesugh the Time Keeping window to facilitate entry. For
more information, sdemploye@sder Glossary Windows.

Disabled: Passwrds can be permanently removed by clicking the Delete button next to the
Passwords grid on the Password tab of the Corirganpation window. However, if a Password

has been used to recaty financial activity (i.e., Client Invoices, Deposits to Vgreto.), the

Password cannot be deleted. However, setting the Disabled option will prevent the Password from
being usedditlog into Design Manager in the future.

Copy From: The Copy From Button allows you to copy the Attributes from another Password i
the current Password you are adding or editing. This is a convenient feature for rapidly configuring
Passwords withobtwving to set each Attribute individually.

Attributes:

Each Password can be assigned specific pernmasidinbutesvhich grant or restrict access to

certain portions of the software. The tree diagram below the User Email and Employee displays the
Psswordods Attri but etstheDesign Viamager ménys. \0/ten thedoskisoopen s

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

restrict access to a sectionyloeclick on the lock in front of that entry. This will close the»ck

Now the user may not access that section of the software. To regain access to a section, simply
doubleclick onthe 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 rectmd not make any changes to it.

Attributes -
+--- % File T
=l Project

=l Wiew f Access
+ 0w Projects
= 3% Specifications (Project)
= Wiew | Aocess
i Add
i Edit
1| Delete
| Store
v Can Change Bypass WIP
78 Allow Locked Status Change
) Quick fdd
i Transfer
Wl Create/Edit Task
+- e Employes Time —
o Import:
+-- % Proposals and Documents
+
3
]

% Purchase Orders | Receiving (Project)
% Delivery Tickets (Project)
% Specification Search

oy L~ SORTpp—

Configuring Accounting Settings on the Company

Information Window

Certain settings and defaults in Design Manager may neeadjtestael prior to fully utilizing the
software. Such features include the Default Accounts into which fiscal activity will be recorded, the
proper fiscal math of your company, how to address Work in Process, etc.
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Please note that you may wish to confevith your accountant or accounting professional
before making any changes to these settings!

Default Account Tabs- Sales,Cost of Goods SoldCOGS, and Other Accounts

The three Default Account talsslesor RevenueAccounts COGSAccounts, andOther

Accounts are also located on the Company Information Window. These tabs hold the General
Ledger Accountssed to record fiscal activity for functions such as Accounts Recaoahlats
PayablgVendor Depositetc. These Accounts have preset defaults and may nedaeno furt
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 Fe
Installation, Labor and Time. These are default Accounts used by the system wheman Item is
assigned a Sales Category or the assigned Sales Category has Accounts set to Company Default.
When the Company Default option is selected, the SalesyOatkgbvays use the current Revenue
Account settings on this tab. For mafermation, se8ales CategoriesnderGlossary

Windows.

If you are unfamiliar with advanced accounting practices, it is recommended that you leave
these Accounts as they are currently configure@etting them incorrectly can cause data to be
misrepresented in your General Ledger.

@ Company Infarmation @

f AfR Sho';-.'roomT PQJE-mail Fax T Item Status T Budget T Schedule T AfP Payment T Logo
Company Sales Accts. | COGS Accts. | Ofner Accts, | Passwards | Inyentory | Fiscal Manth

Merchandise  |k1a00
Freight 43000
Design Fee 42300
Installation 43100

Labor 437200

Time 41600
(o= oo |

To edit an Account Number on this window, highlight the Account Number and type in a new
Number. To search for andaunt Number, place the cursor into the field of interestclibkron
the Searchbutton in the lower left corner of this window and choose a Revenue Account.

COGS Accounts Tab

Design Manager provides six separate COGS Accounts titled Merchantiisd)ésigig Fee,

Installation, Labor and Time. These are default Accounts used by the system wheman Item is
assigned a Sales Category or the assigned Sales Category has Accounts set to Company Default.
When the Company Default option is selecte@ales Category veillvays use the current Cost of
Goods Soldhccount settings on this tab. For more informatiorSales Categoriesinder

Glossary Windows

If you are unfamiliar with advanced accounting practices, it is reenmended that you leave
these Accounts as they are currently configure®etting them incorrectly can cause data to be
misrepresented in your General Ledger.

20| Page



@ Company Information @

f AfR Sho',\'roomT PQJE-mail Fax T Item Status T Budget T Schedule T AJP Payment T Logo
Company T Sales Accts. T COGS Accts. T Other Accts. T Passwords T Inventory T Fiscal Month

Merchandise | 51900 | | |

Freight | 53000 | | |

DesgnFee  [5300 || |

Installation | 53100 | | |

Labor | 53200 | | |
Tirme [51500 || |
| @ ok | |°Cancel |

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 cuostrarfield of interest, then click on
the Searchbutton in the lower left corner of this window and choose a COGS Account.

Other Accounts Tab

These are Accounts that Design Manager usesorih@ course of processing. This tab is divided
into four sectionsPayable AccountsReceivable Accountsinventory, andGeneral Ledger

Payable Accounts includendor Deposits Vendor Discounts andAccounts Payable The
Receivable Accounts @ecounts ReceivableClient Deposits andFinance Charges Inventory
Accounts consist dfiventory, Inventory Freight, andWork in Process General Ledger includes
theRetained EarningsandSuspenseAccounts. Design Manager comes with these Accounts
precotfigured.

If you are unfamiliar with advanced accounting practices, it is recommended that you leave
these accounts as they are currently configure@etting them incorrectly can cause data to be
misrepresented in your General Ledger.

@ Company Information @

f AfR Sho'r\'roomT PQJE-mailFax T Item Status T Budget T Schedule T AJP Payment T Logo
Company T Sales Accts. T COGS Accts, T gtherAccts.T Passwords T Inventory T Fiscal Month

Payable Accounts Receivable Accounts

Accounts
Receivable

Client
Deposit

Vendor

Depasits [18000 || |

[15000 || |

Vendor

Discounts | 58300 | | |

[z3000 || |

Finance
Charge

Accounts

Payable | 20000 | | |

[4gz00 || |

Inventory Accounts General Ledger

Inventory | 17000 | | | Retained

Earnings | 32000 | | |

Inventory

Freight [17000 || | Suspense [3apo0 || |

Work In

Process | 17100 | | |

| @ ok | |0Cancel |
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To edit an Acount 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 Searchbutton in the lower left corner of this window and choose thedd@szeunt.

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\@dor, but not yet applied to
Invoicegreceived 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 Inwbicd you receivfer 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 balancéthisLiability Account represents the total outstanding amount currently
owed to Vendors.

Receivable Accounts

Accounts Receivable Accounts Receivable is an Asset Account that holds thaotait

currently owed to you by your clients. In other wondsAtitount holds the value, or balance due,
of all Client Invoices less any Payments applied to the Invoices.

Client Deposits The General Ledger Account used tonge€lient Deposits. This Liability
Account records the amount of Deposit or Retaiseived from clients to be applied on future
Invoices.

Finance Charge:Usually a Revenue Account, the Finance Charge Account is used to record the fee
generated tbugh tha=inance Chargeautility in Design Manager on delinquent Client Invoices.
For more information, séénance Charges.

Inventory:

Inventory: The Inventory Account is used when recording purchases donthany'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 Accoufdésired. If you want the shipping costs to be included with the
merchandise costs, set this Account to the current InventaymAérom above.

Work in Process Work in Process is the General Ledger Account number usedt&nmain
purchases from your Vendors that have not yet been invoiced to your clients. Work in Process shot
be an Asset, Liability, or Equity Account.

General Ledger:

Retained Earnings:Thi s is the General Ledger Aedcount
earnings. This Equity Account holds the earnings of the company prior to the Income Statement for
the current fiscal year.

SuspenseThe Gener al Ledger Account used to recol
SusperesAccount gathers any transaction that cannot be recorded into a proper Actoam due
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 & Sat@t@nd 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 Settingand the Company hformation 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.

@ Company Infarmation @

f AfR Sho';-.'roomT POE-mail [Fax T Item Status T Budget T Schedule T AfP Payment T Logo
Company T Sales Accts. T COGS Accts. T Other Accts. T Passwords T Inventory T[iscaIMonth

Last Closed Fiscal Month Options
AR |g5/2009 - ™ Allow Posting Prior to the Calendar Date of the Last Cash Recondiliation
afp 05/2008 - [ Allow Unclearing of Checkbook Credit Card Entries

Default Fiscal Month to 1 Plus the Closed Manth

GfL 542
' 03/2003 T * Default Fiscal Month to Current Fiscal Month Below

‘four computer's current calendar month is 06/2009. The fiscal month that corresponds to this calendar month should be entered
below. This fizcal month setting should NOT be changed after any data has been entered into Design Manager unless you are fully
aware of the consequences in doing so. You must dlick on the button below before the Current Fiscal Month can be changed.

I have read and understand the above statement, Current Fiscal Month

| @ ox | |0Cancel |

Important: If the current fiscal montbf your company is different then the month displayed in the
Current Fiscal Monthfield, youmust set the correct fiscal month before entering any accounting
transactions. You will are required to reaBitoal Month Statementand click thé have read

and understand the above statemenbutton before changing the Current Fiscal Month.

If you need to change your fiscal year after accounting transactions have been dmtgrisd, it is
recommended you contact with Design Manager Technical Suppadtéorcassurther, as

stated previously, you should confer with your accounting professional before making any
changes to the current fiscal month!

ThelLast Closed Fiscal Monthallows you to set the fiscal month prior to whic 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 independentlyAocounts Receivablg(Cash Receipts, Client Invoices, Invoice
Adjustments, etcAccounts PayablgVendor Deposits, Invoices, Payroll, Printing Checks, etc.),
andGeneral Ledger(Journal Entries) activitimportant: 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.

TheAllow Posting Prior to the Calendar Date of the Last Cash Reconciliati@ption

determines whether pot 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
Accouwnt(s) from being changed retroactively after the Account has alreadycessfuliyc

reconciled to the Bank Statement. For more information on reconciling Cash Accounts, see the
Checking Window- Reconcile Cash Tab
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TheAllow Unclearing of Checkbook/Credit Card Entriesoption determines if users can set
Checkbook entries, suat Cash Receipts and Checks, and Credit Card entries, such as Purchases p
with the Credit Card, ast cleared after the entries have been successfully reconciled to the Bank or
Credit Card Statement, respectively. Leave this option unselecteatogze&om inadvertently
affecting past Checkbook and Credit Card reconciliations.

The Default Fiscal Month to 1 Plus the Closed MontlandDefault Fiscal Month to

Corresponding Calendar Monthdetermine how the fiscal month will initially be set wiees are

posting accounting transactions. Desigralyans 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 MarchO8f72 the fiscal month would default@8/2007'. 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 approp@atedlosed 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 defaO¥A2007'.

Work in Process

As AccrualAccounting software, by default, Design Manager records esifcbiasVendors into

the Asset Account &/ork 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 Proces
into theproper Cost of Goods Sold Account. Recording purchases in this mandes prolearer

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, howeberconfigured to record purchases directly into Cost of Goods Sold by
usingthe Bypass WIPoption. To do, first open thieompany Information Window by selecting

G/L C Company Information. On the Company Information Window, clickAlleanced

button to display thEompany Advanced OptionsVindow shown below.

Company Advanced Options
Print General T Proposal T Inyoice T PO T Time T Showroom
Screen Title B Type ) Inc. in Dep. Auto
Merchandise Markup | v L] rd
Freight Freight Markup | = 10 4 r
Design Fee Design Fee Fee - 1] v r
Installation Installation Markup | ¥ 0 ¥ r
Labar Labor Markup | w 0 v -
L Cra— v r
Options
™ Indude Tax in Dep. [ Item Groups User Date 1Title |Site Inspection | CDep. % | 100 |
[~ Show Discount [ Update Proposals User Date 2 Title |User Date 2 | Ship To | |
[™ shaw
r B ™ Require Journals [ RequireMgr. [ Require5.Cat. [ LocinSM
[0x ][@c ]

Now, go to theGeneralTab and select the Bypass WIP option in the lower left corner. Qbék the
button an the Company Advanced Options and Company Information Windows to save the setting.
Now, anynew Project created in Design Manager will be configubspass Work in Process for all
purchases.

The Bypass WIP option for each Project, however, canfiguced independently as well. To
change the setting for a particular Project, opétrafectsWindow by selectirrojectC
Projects. Select the Project in question on the Projects Window and ckchtthatton. On the

24| Page



Projects Window, go to tieefaults Tab and click thAdvanced / Mark-up button to display the
Project Advanced OptionsWVindow. The Bypass WIP option banset as desired in the lower left

corner.
{i roject Advanced Options [ROBEL / Main Residence]
General | Proposal | Inyoiee | PO T Tee | Showsom |
% Tvoe % Tozable  loc.inDeg, utn
Merchandise |Markp = | |100 = W~
Freight |Markup 15 ¥ [ r
Designer Fee [Markup & = = r
Instal | Markup 15 = [~ r
Laber Mok 500 =3 =3 -
Time F I'F r
Options
™ Show Discount
[ Show Markup
= [@x |[@cme |

Lastly, an individual Item can also be configured to bypass or not bypass Work in Brdcess. T
go tothe SpecificationsWindow by selectirfrojectC Specifications On the Specifications
Window, select the Item and click Hu# button. On thdtem Window, go to th&tatusTab to

configure the Bypass WIP option.

5= Item [FOBE] - Main Residence]
Ttem #0005 | Spec.infe. | Pricirg 1 status | Pickure 1 Crdarad
Status. | Ordered [ inactive [ Completed [ [Eypass wip
Froposal
[ PropDoce | hiame | oste | Rec.Depost |  Chentcke | ck.Date
Chenk Invwolos
Irv# | Date [ Gty | amount [ Depost App. | Sdes Tax Tota | Peyment | chent ke | Bl Due | Merchd
ll T k
Invoiced-To-Date Payments-To-Date Balance Due
Dredivery Ticket: Mo, Dedivery Ticket Date Dedvered Oy, Shipped Qty.
[2](=][J[][a] [©x_][@cm ]

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 DegigmaVlanage
needto be addressed prior to using the software inclDeiingng Accounts, Entering Sales Tax
Codes Understanding Sales Categoriesand, finallySwitching Your Accounting to Design

Manager.

Defining Accounts
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Before entering grfinancial information into Design Manager, configuring the Chart of Accounts
properly is recommended. Design Manager is shipped with a basic set ofaheamynisstalled.

You can utilize #se Accounts if they satisfy your company's needs. Otherwise, you can edit or dele
them and use your own Account numbers and names.

To access the Account Glossary, clicgn C Accountswhich will display the window below.

- : =
RECCEN Acccamit Name Account Type Bz = Closedasof | =
10020 |Money Markst Account assat (Bark {Cheddng) Cpen
15000 |Accounts Recerable | Assat | | Cpen
G000 | Vendor Deposits GRS O
7000 |Invents Asset Cpe
7100 o [ Process | asse Coe
9100 |Squpmen | Assm Ope
9110  |Acoum. Deprscabon - Soupi | Assm O
20000 |Accounts Payable [ Liabdity | | Cpen
20100 |Visa Credit Card |Uabdity (Credt Card) | | Cpen
Z1000 |Sales Tax Colected [Liabdity | | Cpen
21050 |Sales Tax Colected - Flonda [abdity | | Cpen
22100 |Federal Income Tax Vithneld [Liabdity | | Cpen
22200 |FICA Tax Withheld [Liabdity | | Cpen
22300 |Medicars Tax Withheld [Liabdity | | Cpen
22400 |State Income Tax Withheld [abdity | | Cpen
22500 |Local Income Tax WWithneld [Liabdity | | Cpen
23000 |Chent Deposits [Liabdity | | Cpen
. 4 4 4 s
| o Add | | 7 Edit I |)ﬁ:¢¢‘.c | I Balances,.. |

You can use the Account Glossary Window to add new Accounts, edit the existing Accounts, or
delete unwanted entriedicking theAdd button will display th&ccount Windowin order to

create a new Account. ClickingElaé andDelete buttons will allow you to change or permanently
remove an Account, respectively.

4. Account x
Account 1 Budget 1
Account No. I:I Mame |bfﬁ-:e Supplies
Account Type |Operating Expense - | ™ Payroll Account
Department | || |
Closed as of the
End of Fiscal Ma.
E \Il | & ox | |0Cancel |

How to Quickly Create Accounts

To create a new Account, first assighdcount Number. You may use any humbering scheme
consisting of up to 5 digits. Punctuation is not allowed. The Accounts originally included with Desigl
Manager utilize numbers 8tag with "1" forAsset "2" for Liability , "3" for Equity, "4" for

Revenue "5" for Cost of Goods Sold'6" for Expensg a n d 0 Qthier Ificame. You may

continue with this numbering method or employ your own. Once assigned, the Account number
cannot be changed.
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TheName isused to identify or describe the Account andbevillisplayed on most reports and
financial statements where Account information is shown. The Name may be edited at a later time.

An Account Typemust be selected on the corresponding menu. You may @inpa$¢he Account
Types described above alaity specialized Account TypesAgset (Bank/Checking) and

Liability (Credit Card). The Asset (Bank/Checking) Account Type is used for any
checking/savings/money market account from which you meéltagepayments 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 Vendor&CIRayees a Vendor in Design Manager

that represents the creciud 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, se&ccountsunderGeneral Ledger

Entering Sales TaxCodes

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 Maowbere 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 b@greated as
will not be able to create a Project without an associated Sales Tax Code.

To set up your state or county, clidkssariesC Sales Tax Codesvhich will display th®ales
Tax Code Glossary

| o Add | | # Edit I |h2='=‘-c | IEI I Show [nactive 3 Close

Clicking theAdd button will display th8ales Tax Cod&Vindow in order to create a new Sales Tax
Code.
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L
Tax Code Description [ Name | phdadainkua County State Abbrev. [5a

Tax Caloulations

Authority Name .‘-'e':r.=':| Freight® | DesF. 5% ] Ingt. % [ Labor %% I TEne %% | Calculation

Fa State 5 & [ B B [ Takal on total item

Total on tokal item

Sales Tax Withholding Account |22.400 [T Ensct

Dat fie: [P Merchandse  [F Freight [ DesgnFes  [# lnstalation [V Labo  Time

Drefcription For Irvoice Printout | &ales Tax

EEONE [6= G- |

You will need to assigimax Codewhich 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 charactecsiof the
municipality such as "PHILA" for Philadelphia County. Next, enter a phrasehescifiygtion /

Name field to identify the Sales Tax Code. In the "PA" and "PHILA" examples, the Description /
Name could be "Pennsylvania State Tax" and "Philadémimty", respectively. Tsate

Abbreviationis also required and is used to properly gheupdles Tax Codes when multiple

entities exist within a single state, allowing the proper total for the state to be calculated. Now, sele
the Account ird which the sale tax is to be recorded is#hes 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 Tan@/idcolaht are

options for thelaxable status of each typé @ood 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 assigind, in turn, will default to all Specifications crieatie

Project.

Click theAdd button to enter the proper sales tax rates o8ales Tax CalculationNVindow.
».- Sales Tax Calculation x

Authority Name/ Description | philadelphia County

Merchandise Freight Design Fee Installation Labor Time
Tax % |1 1 1 1 1 1
* Total Below Between Above
[ Calculate on Unit Price [ Print Separate on Invoice

E m | @OK | |0Cancel |

Based on the requirements of the tax authority, entatéter each type of good or service. All
rates are entered as whole number amounts su
For a detailed description of Sales Tax Codes and information regarding the propeafimaoiing
complicated tax calculations, Sales Tax CodesunderGlossary Windows

Understanding Sales Categories
Design Manager uses a system of Sales Categories to associate the specifications for a Client with
desired General Ledger Revenue and Cost of Goods Soldi#\c¥dhan 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 o
having to chooséé¢ 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 |Balels Categories which are typically used by design
companies. You can, of course, delete them and define your own Sales Categories or simply modif
the list shipped with Design Manager. The current list of Sales Categories can be printed by clickin
the Reportsbutton and selectir@lossary ListingsC Sales Categories

To add a new Sales Category, GlioksariesC Sales Categoriesvhich will display th®ales
Category GlossaryVindow. Click on thAdd button at the bottom to enter a new Sales Qgteg
or press th&dit button to edit a highlighted entry. Doing so will launc8ales Category
Window shown below.

Category Coge Hame  |urepssories

Merchandise Acoounts

r g:;ié“ Sales 41100 COGS (51100

Freight Accounts

SO Seles £o6s

Dwesign Fee Accounts

FF SOmPeY  Sales £o6s

Instalation Accounts

P ST sues
Labor Accounis
= g:;:n-. Sales COGS
Time Accounts
(= g::::'n Sales COGS

EEONE (6= == ]

The Sales Categ@gdeis the first field on th&indow. The Code may be up to 5 alphanumeric
characters. A degmive Code assists users in recalling the Sales Category. A longer description ma
be entered in thdame field to further identify the Sales Category. You may edit the Name in the
futurebut not the Code. As in all Glossaries in Design Managehe@le is assigned, it cannot

be changed.

Below the Code and Name is a frame for each type of specification (Merchandise, Freight, etc.) use
in Design Manager. For each type, you camdestgeSales(RevenueAccount and theCOGS

(Cost Of Goods Saojd\ccount. The Sales Account determines which Revenue Account will be
affected upon invoicing the client the particular type, while the COGS Account defines the

Account affected upon entering Vendor Invoices.

Along with the Sales and COGS Accou@prapany Defaultoption is available for each type.

Selecting this option will always set the Sales and&0O&#its to the current Accounts on the

Sales and COGS Account tabs of the Company Information window for the given type. The Accour
fields will als be disabled to prevent a user from changing the Account. An example of using the
Company Default optiomay 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 Categony Hrel sele
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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 Accountsadeduring the posting of Client Invoices. Design Manager
examines each Item on an Invoice prior to posting. If a Sales Category is entereh foinen Ite
Revenue Accounts assigned to the Sales Category will be used. Each Account will betleeedited for
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 \éhisused, 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 assipd a Sales Category, the Company default Sales and COGS Accounts will be used.
For more information on Work in ProcessaNork in Process.

Switching Your Accounting to Design Manager

The following describes methods for movinghfan 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 entitl
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 fiesttes tllre

work that is in yousld systennto 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 dd ggsteon. When your

old system has a small enough amount of data left in it, you caretitenak 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 sevgmalkces 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 Clientd This is a list of all Clients and their billing address, phone
numbers, etc. with whonyou are currently conducting business or will be in the near future. This
includes all clients with open Purchase Orders, oungt@egosits, 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 d This is a list of Deposits that you have collected but have not yet completed the work (i.e.,
did notinvoice 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 invoided thememaining $750.00.

A list of all outstanding Invoiceso 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 yE&This list is also

called your open Accounts Payable.

A list of checks and bank deposits that have not cleared your bank stateme&nhis list should

include checks that you have writteh @epositshat 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 ¢
separate list for each account. You also will need to keep your last bank statement handy.

A list of Accourts and their balances (often referred to as a Trial Balance) as of the date when

you will be switching to Design ManagedA | i sting of all Account s
General Ledger and the amount that is in each Account.
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Entering Project AccountingInformation

You will not be rentering specifications that have already been entered into your old system, but yo
wi || sti || need to enter a Project i nto Desi
outstanding accounting such as Invoicgso$ks, 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 numbersojetct the Pr
notes on thé&rojed/indow - Notes/Information Tab , as Design Manager will assign its own
numbers to these documents. Geating a New ClientandCreating a New Projectunder

Projects and Specification$or assistance in making new Clients amed®s 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, sel&@lbssariesC Vendors / Payees For more information on creating
Vendors in Design Manager, ¥eadorsunderGlossary Windows

Entering Opening Balances
After you have a new Project created for each Client on your list and have aitdred/alhdors
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 sele@GingsariesC Locations and clicking thAdd button on
theLocation Glossary [Global ListjWindow. Input "OPBAL" as thieocation Codeand
"Opening Balances" as thecation Name.

SeeEntering Locations in Projects and SpecificationgndLocations underGlossary Wirdows
for more information on creating Locations in Design Manager.

Next, to create an Item, seltobjectC  Specificationsto display th&pecificationsWindow and

click theAdd button. On thdtem Window, ent er o0Deposit froyn OI d ¢
additional information about the Deposit that you would like to include iDtestrption field.

Select the new Opening Balances Location created above aslibedtiem In theDeposit

Amount field, enter the amount of the Deposit from the Clidext, enter the total amount of the
Proposal or estimate for which the Deposit applies infmtheEstimated Pricefield. For

example, if you gave your Client an estimate that totaled $1000.00 and collected a $250.00 Deposit
enter 250.00 into tH&eposit 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.

SeeEntering Items in Projects and Specificationgor 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. Sé&eajectC Proposals and Documentso display the

Proposals and Document®Vindow. Click thédd 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, s€ereating a PoposalunderProposals

Finally, go th€ash Receipt3Vindow by selectind/R C 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,
seeCollecting a Deposit or Retainefrom Your ClientunderAccounts Receivable After you

have entered all of the Items, Proposals, and Deposits for each ProjectOpent@inent
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Deposit Reportunder Accounts Receivable reports. This report should match your list of Deposits.
If it doesnot, 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 inrthighoweerner of

the window. Make sure the price is equal to the total amount of the Invoice from your list. Select
A/R C Client Invoices / Finance Chargesand click thé\dd button on theClient Invoices /

Finance Charges Windowo create a new Clidnvoice for each of these Items. [Bgeicing

Clients underAccounts Receivabldor 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 ned to enter an Operating Expense for each bill listed on your open Accounts Payable (#4
above). Sd@perating Expense or Miscellaneous BilunderAccounts Payabldor more

information. On each entry, use the appropriate Expense or Cost of Goods SolfsAtmothe

Vendor payable. After you make the entries, print an Aged Accounts Payable report under Account
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 thiand Check/ Wire Transfer (Hand Chk / Wire Trans) button to fill in the

number and date of the Check. Again, make sure that you ersgeEaqud 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,
seeReceiving Miscellaneous CashinderAccounts Receivable Next, enter one final

Miscelaneous Cash Receipt to serve as your opening cash balahteer@y, 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 Retineds£Account for the

Miscellaneus Cash Receipts.

Now you can review the Checkbook to see if it matches your checkbook from the old system. To dc
so, seledd/P C Checking. Next click on the Checkbook tab of the Chedkiimglow. Repeat the
above pocess if you have multiple checking accounts.

Entering General Ledger Account Balances

Using Design Manager, prinfraal Balance found under General Ledger Reports. Compare it to

the trial balance from your praystem (#6 above). Your cash, Accounts Payable, Accounts
Receivable, and Client Deposit Account balances should already match if you have correctly followe
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 accodtinghal See
Entries underGeneral Ledgerfor more information on creating Journal Entries.

Entering Client Payments and Vendor Bills

When a Client payment comes irefoiinvoice 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
correct Invoice in Design Manager, as the Invoice numbers will not match the Invoécs fiam

your old system. For more information,Esgering 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 credtin your old system, you will have to create an Operating Expense for it.

If a Vendor Deposit isivolved, enter that as a negative amount on the Vendor Invoice Distribution
window using the Vendor Deposit Account to reduce the amount of the Vendm &svioecessary.
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Enter the total amount of the Invoice as positive numbers to the appropriate Cost of Goods Sold
Accounts. Sdeaying a Bill or Entering a Miscellaneous Expenséor more information.

Note: The above has been a general overview toduete/the idea of how to get balances over

from an existing system to begin using Design Maisagee. 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 buttonsdowlrdrop
menus provide access to every function and window in Design Manager. The top row contains nine
headings (ten if the optional Showroom module has bebagadyFile, Project, AIR , A/P,

G/L , Inventory, Glossaries Window, andHelp, each with its own dregiown menu. Click on

the heading to viethe menu, and then click on your selection to open the corresponding window for

that function.
0 Design Manager Pro 7.0
File | Project | Showroom AR AP G/l
ﬁ- .ﬁ Projects [
Specifications
Emplovee Time

Irnport SIF

Proposals and Documents

8 on & B

Purchase Orders | Receiving

Delivery Tickets

Feports

The nine droglown menus are listed below:

File:

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

_@Utilities: Opens the Utilities Window (to do backups, repair the datetzase

8 User Settings Displays the User Settings Window to configure defaait message, Outlook
folder locations, etc. for a given user.
I To Do List / Appointments: Opens the To Do List Tasks and Appointments Window.

ERolode>®: Displayghe Rolodex®.
Exit: Closes the Design Manager program.

Project:

[==:=1
42 Projects Displays a listing of all Projects recorded in Design Manager.

ESpecifications The main window for the creating and editing of Items anddDemis and
related functions.

EEmployee Time: A userfriendly interface for quickly recording and maintaining Time Sheets
for multiple managers and designers.

5 |Import SIF (optional with thesif Import Module): Allows users to import Items and
Components from specifying software such a&C&RI Giz& .
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‘-E;Proposalsand Documents: Displays the Proposals and Documents Window used for managing
Proposals, Specification Sheets, etc.

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

= Delivery Tickets: Launcheshe Delvery 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):

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

ESpecifications: The main window for the creating and editing of Items and Components and

related functions for Quotes and Orders.

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

= Delivery Tickets: Launches the Delivery Tickets Window for creatipgisg receipts for
Clients and delivery personnel.

Reports: Displays the Reports Window for Showroom reports.

A/R (Accounts Receivablg:

= Client Invoices/ Finance Charges Displays the Client Invoices / Finance Charges Window

for creating, crediting, and adjusting Client Invaiegenerating Finance Charges for Clients.

Fac
L= Point of Sale/ Miscellaneous Invoices: Launches the Point of Sale Login Window to allow

users access to the Point of Sale module.

ﬂCash Receipts Opens the Cash Receipt Window for recording Clegmasits, Retainer, and
Payments along with Miscellaneous Cash Receipts.

Reports: Displays the &yorts Window for Accounts Receivable reports.

A/P (Accounts Payablg:

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

ﬂChecking (Print Checks, Checkbod, Credit Cardg: 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 Account&/indow to manage the financial Accototsise throughout
the software.

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

5% Transaction Search Shows the Transaction Search Window used to quickly locate specific
financial records in Design Manager.

E_Company Information and Settings Opens the Company Information Window.
Reports: Displays the Reports Window for General Leddgperts.

Inventory:

L 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.

3

=_Remote Data Collection(optional with the Remote Data Collection modidéeyplays the Data
Collection Window to transfer Inventory betwdéarehouses, 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 Ghoesathes
Windowsection:

2 Catalog

I Clients

P ]

LEmponees / Managers / Sales People
Groups (optionally)
U= | ocations
ERemarks
: Sales Categories
iSaIes Tax Codes
“% Ship To / Warehouseand ShowroomCodes

W
jiSpecification Templates

=)

2 Time Activities

ant
=

Vendors / Payees

Window:

Tile Vertically: Arranges all open windows vertically within the main window.

Tile Horizontally: Arranges all open wiods horizontally within the main window.
Cascade:Arranges all open windows one under the other with just the caption bar of eagh showin
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 ligif 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 P@etly appeaon your computer screen.
Assistant Properties:Opens the Advanced Character Options window, which contains options for
controlling how Peedyspeaks 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. Clickirgbmutton will open the cesponding

window for that function. Certain buttons on the Tool Bar will only be displayed if the optional
Showroomor Remote Data Collectionmodules have been purchased.

Hr@esEe ExmEEREY EnBA .

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

m -
42 Projects

““.Orders andQuotes (optional with th&Showroom module)
ESpecifications (Items/Components)

]
T Proposals and Documents

“ Project Purchase Orders / Receiving
EEmployee Time
=_Client Invoices / Finance Charges
EPoint of Sale / Miscellaneous Invoices
ﬂCash Receipts
:_Vendor Invoices (Deposits / Invoices / Expenses)
EChecking (Print Checks / Checkbook / Credit Cards / Reconcile)
I Stock Items
Elnventory Purchase Orders / Receiving
lRemote Data Collection pptional with théata Collection module)
Reports
.38 Transaction Search
I To Do List / Appointments
ERolodex®

Sizing Windows Searching andSorting 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, whilbolding downtie left button, stretch the window to the desired size.

Sorting Grids
Lacation
Code =
You can sort most grids in Design Manager by any column you desire simply by ¢heking on
column headingDoing 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 sortetldatisn Codecolumn.

Location Marme

Clicking the column heading a second time will thetheatid in reverse orderdicated by "<<"
next to the column heading as shown below.

Location
Code =

Location Mame

Searching for Data inGrids:

You @n search or jump to a recordnost gids in Design Manager by sintgpying the first few
characters of what you are looking foing so wilsearch and position the grid to the record with
closest match for the column that is curreligiylaing the ">>" or"<<" to the right of the camn
name.

Window Button Bar

Clicking on thé\dd or Edit buttons on a window allows you to add information for aecasd or

edit information for an existing record. All windows used to edit or add information are similar
including all Glossaries, s, 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:

&= & B | [ |[@er |

When Editing:

EEIMME (e J[E== ]|

Search Button:

The first button is th8earchbutton Ewhidw allows you to search for records in any of the

Design Managé&slossaries As you are adding information for a record, you may need assistance
remembering or locating atparar code (i.e., a Vendor code). Place the cursor in the field you wish
to seach, 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 searc
Any of the Design Manager Glossaries can be seahedl, 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). HittiAl HredS keyson your keyboard will also

activate the apprapte Glossary Search.

Spell Check Button:

The second button is tispell Checkbutton@. This function will check the accuracy of the

spelling of text in thauorent field such as the Notes or Description fields. Upon clicking the Spell
Check button, if no errors are found, then you will simplyeecenessage stating such. Click the

OK button to continue. If errors are found, then a window will appeamuogtthe misspelled

word, and suggestions for the correct spelling. You may choose a suggestion from the list by select
it and clicking thReplacebutton or type the correction into tReplace Withfield.
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Clicking on the Options button will opére Spell OptionsWindow which contains settings for the
Spell Check feature.

Hitting theAlt andC keyson your keyboard will also activate the Spell Check feature.

Help Button:

The third button will access the Design Managlersysterr@.. To display the Help page for a
particular window, click on the Help button. Help can also be accessed by pré&dsfngdtien
key on your keyboard.

Browse Buttons:

TheBrowsebuttons or Previous‘z andNext mbuttons, appear on windows where multiple
records can be viewed, such asi¢ine andComponent Windows

These buttons allow you to move from record to regitindut 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 theifst 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.

Savingor Cancelingthe Record:
There are seral ways to save a record in Design Manager. If you are adding multiple records, say

OK, Add

adding a few Components to an Item, then you can 3K tiAald button| @ — to

save and close them@nt 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
oK

wish to save that record and close the window, uSKthatton O . If you do not

wish to save a new record, or changes that you made to an existing record; anessiibon

| e . This will closene 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,

usethe Cancel buttonas 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 availak

B

L]

L

1]

=

4 B‘)

For the most part, these options work just like standareowomelssing software. TBeld .
andltalics buttons will change the highlighted text tdothld-faceor italicizefbrmats,
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