The Setup Guide




The Setup Guide is one of the first things you should walk through when you purchase ezFramer.
This is where many of your program settings or “preferences” are configured. You will often use
the Setup Guide to do more than just “set up” the program. For example it is here you adjust
pricing, set mark ups and perform vendor updates.

To access the Setup Guide at anytime click File — Preferences — Setup Guide. This chapter will
give you an overview of each of the windows in the setup guide. Many of the topic are described
in greater detail later in the manual.




How to Use the Setup Guide

Easily walk through the various areas of the program and configure your program settings. A new
window will open when you click on each tab. As you finish each window, click Next to move to
the next window or click on a different tab. To exit the Setup Guide, click the Save and Exit button
found at the bottom right of the main setup window. You can always return to the Setup Guide to
edit any of your preferences.

Listed below is an outline of the Setup Guide Tabs along with detailed information found on each
tab.

Company Setup Tab

M| Begin| Company Setup |}Nu:urk Order Defaults | Irmvaice and

Compary Infarmation |Ta:-: |nfarmation | Emplovee [nformation

Company Information:
Estended Address Line 1 [EERomcaime

City | &runahiere State [va Zip Code |123456

b ain Phone Mo [300] 404-0534
2nd Line [B6E] 439-9393
3rd Line ar Fax (000) D00-0000

Llze pre-printed envelopes [

Extended Address Line 1:  This is used to adjust your address which was used when
registering the software. It is not advised to change this as it can affect security
settings.

City: Enterin your City. This is displayed on your invoice printouts.

State: Enter in your State. This is displayed on your invoice printouts.

Zip Code: Enter in your Zip Code. This is displayed on your invoice printouts.

Main Phone Number: Enter your business phone number.

2nd Line: Fill in with a second line or leave blank.

3rd Line or Fax: Fill in with a 3rd line/fax or leave blank.

Use Pre-Printed Envelopes:  Check this checkbox if you want to use the ezFramer
envelope mail merge, but do not want to print a return address b/c you already use
pre-printed envelopes.




Tax Information Tab
State TaxRate | [lEREl  Example: 8.5 = 085 tax rate

Special Tax Rate 000000 [leave blank if no 2nd tax rate iz used)

|z Labor T a=able? [Check if Yesz]

State Tax D |

Federal Tax 1D |

State Tax Rate: Enter in your tax rate as a percentage, not decimal. If your tax rate is
7.25% enter 7.25. Do not enter .0725. When you tab out of this field, ezFramer will
convert the percentage to decimal format.

Special Tax Rate: This is only used in certain circumstances and is not applicable in
most US states. It is best to leave this blank unless otherwise noted by support.

Is Labor Taxable?: Make sure this checkbox is checked if you tax on labor (which is
considered Fitting) charges. If you do not tax on labor/fitting then leave this box
unchecked.

State Tax ID: Fill in with your state tax id. This is for reference only. There is no need to
keep this filled in if you do not want to include your state tax id number.

Federal Tax ID: Fill in with your federal tax id. This is for reference only. There is no
need to keep this filled in if you do not want to include your federal tax id number.

Employee Information Tab

This tab is where you list the names of the employees who will enter work orders. This refers to
the Entered By field when taking an order. Use the Insert, Change or Delete buttons to add or
remove employee names.

Employes Mames
John
b ary
Sally
[ Ingert ] [ LChange ] [ Delete ]

If the same person enters orders the majority of the time, you can set a default name by typing in
the name in the Default field at the bottom right as shown below.

Employes name to appear each time an order iz taken [not required] |5 ally

Work Order Defaults Tab

tup Work Order Defaults |In




Field Names Tab

This tab gives you the option to change the default field names for the drop down lists inside the
work order window. Simply type the new name for each drop down, or leave with the commonly
used default names. Use the Reset button to restore the program default names.

Default Mames Mesy Mames

Glazs W
ot W
Fitting [Fiting
iz lr-.-'llsc—
Misc: 1 [Misc1
Misc 2 [Misc2
Misc 3 [Misc3
Misc 4 [Mizcd
Misc 5 [Miscs

| Reset Defaut Name List |

Defaults (Fields) Tab

The top part of this window is where you can set default selections for your Matboard cuts, such
as Reg. Cut or Oval Cut. Do not leave these blank, as this could affect your pricing in the order
window.

Top Mt [=]
Middle 1 Mat  [Reg cut B3
Middle 2 Mat  [Reg Cut =]
Bottom Mat  [Reg Cut =]

In the lower part of the window set defaults for your Glass, Mount, Fitting & Misc. Default drop
downs in the work order window.

Glazs Default | =]

hount Detault | k1

Fitting Defautt | [~

Misc Default | K1
Mat Options

This window gives you the option to select how you measure when using multiple mats. When
you enter an order, you can use the Top Mat Width fields to represent either the width of the “top”
mat only, or you can have those fields represent the “total” mat width. This would include the top
mat plus any exposed bottom mat widths.

Check Box if using Mat Width fields to represent Top Mat Width only




Check the checkbox as shown above, if you want to use the mat width fields to represent the top
mat width only.

Invoice & Work Order Settings Tab
Liability Tab

1. Use this tab to enter liability statements which will appear on your invoices and work
orders. Many users will use a liability statement to state they are not responsible for
items which are left for more than X number of days.

2. Enter a liability statement for your invoices in the text box in the top portion of the
window.

3. NOTE: You must limit the statement to 7 lines of text.

|rvoice Liability Statement;
Y'ou can enter up to 7 lines for your liability ztatement.

Mot rezponsible for items left more than 30 dayslll

4. Enter a liability statement for your work orders in the text box in the bottom portion of the
window.
Wiark Croder Liabilty Statement:

'ou can enter up to B lines for your liability statement.

Mot rezponsible for items left more than 30 daysll!

Headers and Footers Tab

1. Enter any header statements to print out on your invoices. The headers are often used
for a single statement such as: We Take Pride in Picture Framing”.
2. NOTE: Leave these blank if you do not want to print them.

These linez of text will appear at top of [nvoice
Line 1] |

Line 2] |

Line 31 ['welcome to #¥Z Framing]
Line 4] |

3. Enter any footer statements to print out on your invoices. The footers are often used for
including Hours of Operation.




TT T T 0T DAL P T AR AT A RSO o T ames

Line 1] | Closed Mondays
Line 2] |Tuesday - Friday 10:00 - 5:30

Line 3] |Saturday 10:00 - 230

Line 4] |Sundap 12:30 - 230

Ling 5] | Thank ou For our Business

Fields to Print Tab

Use this tab to specify which information you want to show on your invoices and work order.
Check the items you want to appear and leave blank any items you do not want to appear on
your printouts.

Invioice Whork Order
Irvaice Amount on Woaork, Order 2
Labor Arnairt %
Purchaze Order Mumber [ ] b8
Tax Exempt Mumber =
Cuztomer Home Phone Mumber
Cuztomer wWork, Phone Mumber
Corporate Phone Mumber
Moulding Retall Price X
Moulding Footage X
Mat Retal Price X

Invoice Printing Options Tab

1. Use this window to select the type of invoice style you want ezFramer to use when
rompting you to print the invoice after you save a work order.
Statement [Bazic and Full Yerzion only]

Print [ ]  Copies ta Print 0= AutaPreview [ ]

Cuztomer Invoice(z] [no detailz]

Prirt Copies to Print 2 = Auto Preview

|Fvoice[z] with Detailz & Pricing

Print [ ]  Copies ta Print 0= AutoPreview [ ]

2. Check the Print checkbox to indicate the invoice style you want to use.

3. Enter the number of default copies to print in the Copies to Print field.

4. Check the Auto Preview checkbox if you want to have the printout previewed onscreen
prior to sending directly to the printer.




Work Order Printing Options Tab

1.

Use this window to select the type of work order printout you want ezFramer to use when
rompting you to print the work order after you save a work order.

Wwork, Order with Retail Pricing RED
Prirt Copies to Print E = AutoPreview

YWhark Order [Bazic and Full Werzion only]

Print []  Copiesto Print 0= AutoPreview [ ]

Check the Print checkbox for the work order style you want to use. It is recommended to
use the default Work Order w/ Retail Pricing RED.

Enter the number of default copies to print in the Copies to Print field.

Check the Auto Preview checkbox if you want to preview the order onscreen prior to
sending to the printer.

Additional Settings Tab

Here are some additional settings relating to work orders and invoices.

Start Invoice Mumber at | 1,000

Start Wwork Order Mumber at 1.000
[rays Meeded to Complete ‘wark 14 =
Work Order Disount [for

everny order]

Charge for Each Extra Opening $5.00

Enter your starting invoice number. (It is recommended to not alter these numbers and
use the program default of 1,000).

Enter your starting work order number. (It is recommended to not alter these numbers
and use the program default of 1,000).

Enter the number of days for turn around. If 2 weeks, enter 14 days. This humber will
determine the work order’s due date. You can always adjust the due date when you are
entering a work order.

Work Order Discount: Enter a default discount to be applied for every order. This can be
adjusted once inside the work order. Leave this field blank with no numerical values if
you do not want to set a default discount.

Extra Opening Charge: Enter a dollar amount for any extra opening charges. For
example, when entering an order, you can set the number of openings for a specific mat.
Most businesses charge a price for each extra opening.

Payments Tab

(Basic & Full Versions)

: Pavmentz |\.fg

Types Tab

Use this window to add or remove the types of payments you accept.




Types (Basic and Ful ersion orp) | Deposits and Promps [Basis and Ful Version an) |

copt Click Insert, Change of Delete to morify the st

Cotes il e WA

1. Use the Insert button to add a new type, use the Change button to change a type, or use

Delete to remove a type from the list.
2. The entries here will be reflected when you take a payment and need to select the “type”

of payment from a drop down.

Deposits & Prompts Tab

Use this window to set your payment defaults.
[f you require a depozit when taking an order, enter percentage here. Othenaize leave blank.

= example; enter 50 for B0

[ 1Prompt to accept a deposit after taking each work order.

[«]:Prampt accept payment after all work, orders have been placed.

[&fter taking multiple orders and the lazt order haz been zaved, the multiple pavment windaw wil
appear with the total amount due. ]

1. Enter a deposit percentage only if a deposit is required when entering an order. This is
not usually the preferred method as it only prompts after each order is entered, not when
multiple orders are entered. If uncertain, leave blank.

2. Check or uncheck your preferences to see which prompt option you prefer. Make any
adjustments at anytime by coming back to the Setup Guide.

3. To have ezFramer prompt you to take a payment after you have saved your work
order(s), make sure the bottom checkbox is checked.

Vendor Tab (opens a new window)

pents endor | Frig

Select Vendors Tab
This window is where you will import your moulding vendors into your moulding database.




Select the vendaors you wizh to impart using the list
below, Click inthe T column to tag the vendor.

T | Moulding Vendor Last Update |
ABLC 3413208
Adhiza | 30308
| AETHA 11/25/07
[ AkC] 2427708
Amenican Digtribukor 2708
American Moulding 4421407
AMPF 2M11/08
A PFE by 1808

NOTE: Make sure to subscribe to our Maintenance & Support Plan which gives you
access to the latest vendor updates. These are very important because they make sure
your ezFramer has current pricing when pricing orders for your customers.

See the Section on Vendor Updates for more information.

Moulding Markup Charts Tab

Use this tab to view and configure your mark up charts.

b arkup Chartz Installed | Uszing [Wendar Price] | Last Update

Amenican Digtributor Chop 4/02/08
Framing Suppliers Chop
N,aw Yendor Mame Here | Chop 4/02/08

When you import a vendor for the first time, ezFramer will automatically create a mark up
chart for you, but you must enter the mark up chart settings.

Double click on a chart to view or change the markup settings.

NOTE: You can also use the mark up chart button in the moulding database which gives
you the feature to copy one chart to another. (Basic & Full Versions only).

See the Section on Markup Charts for detailed information.

Default Moulding Settings

Here you enter your program default settings for calculating waste allowance, moulding
discounts, minimum retail amount per foot to charge, and min. number of feet to order.

Enter the waste allmwance [in feet] vou want to uge when the wi. iz

Less than 50 inches [ [OkED

Greater than 50 inches 0660

Drefault moulding dizcount noo =

kirirmurn retail amount per fook Q.00

kirirmurm number of feet to uge 4.00

NOTE: If you want to specify different defaults for various vendors, use the Waste Allowance tab
located inside the mark up chart details window. These settings are applied for all vendors
unless indicated under a specific vendor's markup chart.
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Enter the waste allowance when the u.i. is less than 50. (Standard is .33)
Enter the waste allowance when the u.i. is greater than 50. (Standard is .66)
Enter a default discount to be applied to all your mouldings.

Enter a min. retail amount per foot to charge on all mouldings.

Enter a min. number of feet to use for all mouldings.

arONE

Mat Vendors Tab

Use this window to import the latest matboard vendor data.

Select the vendors you wizh to impart using the lizt below,
Click inthe T column to tag the vendor. *when finizhed
click the Import Yendors button to beain import process.

T | Matboard Yendar Last Update
B ainbridge 1,/09/08
Crezcent 10/22/07
[ion kar Matboardz A0
Larzon-Juhl b ats 3/18/08

It is important to follow the specific instructions provided regarding importing matboards in order
to properly import the data. See Section on Importing Matboards.

Mat Categories
This window lists the “Categories” for pricing matboards.

Starting Price | Ending Price
: Category 1 [1.0700 | 44900 |
Categony 2
Categony 3

Categon 4
Categomn 5
Categom B

1. These categories are defined by wholesale costs. The categories found in ezFramer are
industry standards but can be changed by the user.

2. You can edit these categories. _See the section on pricing mats.

3. NOTE: Typically, you do not need to changes these because it is the Price List where
you define the actual Retail Price for each u.i. break point within each of these
“Categories”.

Mat Styles/Designs

This window lists the types of mat cut styles you offer. Defaults are already installed in the
software.

1. Use the Insert Change and Delete buttons to make adjustments to the list. Keep in mind,
if adding a new design, you must set this up in your Price List to calculate a Retail Price.
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Stulez / Designs

Owal
Reg Cut
W-Groove

[ |hizert ][ LChange ] [ Delete ]

2. Use the Change Name and Delete Name buttons if you want to Change & Delete the
names from any drop down list and from the Price List as well.

Enter new name |

I Change Name‘ I Delete Mame

3. Once you remove or delete an item, it is not possible to retrieve this information. Make
sure to make a backup of your data before making changes to your pricing.
4. See section on Pricing for more information.

Mat Pricing

This window is a window which displays the pricing you have set up through the Price List for
matboards.

]| Categor[+] Dezcription of Category | Last Update R etail
25| Categom 2 12/21/08 176700
32| Categom 2 12421/08 21.0800
36 | Categom 2 12421/08 225200
42| Categom 2 12/21/08 32,4800
44 | Categor 2 12/21/08 34,0200
A | Categom 2 12421/08 43,5500

The Refresh List button is used when you need to recalculate your categories. Use the Price List
to set to Retail Prices for the listed categories.

@ Refresh List

See the section on pricing matboards for more information.

Pricing Tab

ents |"v"enu:||:|r Fricing |Bau:

vl ek b bl

The pricing window is where all your retail prices are defined for items other than mouldings.
See Section Price List for detailed information . Basic & Full version users can also access
the Price List by using the Price List icon along the top tool bar of ezFramer.

Category Configuration (Button)  (opens a new window)

12



Categony
Configuration

Click this button to open a new window where you can configure drop down names, u.i break
points, and Price List Rebuilds.

Glass Tab

The displayed list is what will appear in your Glass drop down menu when taking a work order.

Clear Acrylic - 093"
Conservation Clear
Conzervation Reflection Chl
buzeum Glasz

MonGlare Acmylic - 118"
Olebivien deodic AR . 1100

When entering a new glass name, you will need to set retail prices using the Price List. Itis not
recommended to change a name if retail prices are already associated with it. Otherwise, you will
need to remove the old listings, and create new ones using the price rebuild feature. See section
on Pricing for more information.

Mount Tab

The displayed list is what will appear in your Mount drop down menu when taking a work order.

kount Types

Heat Activated
Lacing
Laminating
buzenm Monnt

When entering a new mount name, you will need to set retail prices using the Price List. It is not
recommended to change a name if retail prices are already associated with it. Otherwise, you will
need to remove the old listings, and create new ones using the price rebuild feature. See

section on Pricing for more information.

Fitting/Labor Tab

The displayed list is what will appear in your Fitting drop down menu when taking a work order.

Fitting Types

Fitting Includes Backing Brd
Mo Fitting

When entering a new Fitting name, you will need to set retail prices using the Price List. Itis not
recommended to change a name if retail prices are already associated with it. Otherwise, you will
need to remove the old listings, and create new ones using the price rebuild feature. See

section on Pricing for more information.
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Misc. Tab

The displayed list is what will appear in your Misc. drop down menu when taking a work order.
Mizc Types

- Anhi-Reflection G;
Canvaz Transfer
Conservation Clear
Fittirg

Lacing

Laminating

ki 1

When entering a new Misc name, you will need to set retail prices using the Price List. Itis not
recommended to change a name if retail prices are already associated with it. Otherwise, you will
need to remove the old listings, and create new ones using the price rebuild feature. See

section on Pricing for more information.

Multiplier Pricing Tab

This is where you can define a drop down menu in the work order entry window to figure retail
prices based on the multiplier method: (Length + Width) x Multiplier
The Multiplier Pricing Method uses [ Length + Width)) = Multiplier

[] Mats Multiplier [ ] Mizcellansous Multiplier

[] Glazs Multiplier [ Mizcellansous 1 Multiplier
[ Eitting bultiplier [ ] Mizcellaneous 2 Multiplier
[ ] Mount kultiplier [ ] Mizcellaneous 3 Multiplier

[ ] Mizcellaneous 4 Multiplier

[ ] Mizcellaneous 5 Multiplier

This is only recommended when you are certain you want to use the multiplier method. Most
businesses prefer the u.i. method of pricing.

Custom Break Points Tab

This window defines your existing u.i. (united inch) break points. The software comes with the
industry standard break points, and it is suggested to only alter these if you are certain you want
to set your own break points.

Pricelizt

Pricelizt
25| PriceList 3430405
32| PriceList 3430405
36| PriceList 3430405
42| PriceList 3430405
44| Pricelist 343005
A0 PriceList 3430405
54| PriceList 3/30/05
B0 Pricelist 3/30/05
72| PriceList 3430405
34| PriceList 3430405
100 Pricelist 3430405
144 | Pricelist 3/30/05
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NOTE: When changes are made, you will need to use the Save Changes button in the next
window under the Change/Delete Category tab. If you added any u.i. breakpoints, it is very
important that you go to your Price List and enter in the retail amounts for those new u.i’s for each
of your categories. Otherwise, the program will not know what to price an item at when it comes
up under that specific u.i. See section on Pricing for more information.

Change/Delete Category (includes Price List Save Changes button)

1. This window summarizes your existing category names on the left.

2. If you made any changes to the drop down names, custom break points, you need to
click the Save Changes button. This will rebuild and configure your Price List to reflect
these changes. Itis very important to let this process happen undisturbed, otherwise it
may not complete.

3. Once the Changes are finished and it states Rebuild Complete, you do not need to click
Save Changes again, simply click the little x in the upper right corner to close the window
or click NO when prompted to Save Changes.

4. Itis also suggested to not use this button until all your new additions and changes have
been made. This will save you a little bit of time.

5. Use the Change Name or Delete Name to make “global” changes to the price list for that
category. If you select Change Name, it will actually create a new category name while
leaving the original name in the price list. You will want to make sure you set new pricing
in the new name, and then delete the original category name. Use the Price List to set
the pricing. See Section Pricing.

Backup Tab

Use this tab to assign the ezFramer “backerv6” program as your backup program.

|F'riu:ing Backup |L|:|§

It is recommended to use our backup software because should we need it for technical support
issues, you will be able to send us these data files in a nice compressed format that we can read
in our support department. See Section Backup Data.

Logo Tab

This window is used to assign a graphics logo to appear on your invoice printouts.

Ever wonder why the invoice printouts are shifted to the right at the top? This is to allow you
room on the top left for your logo! See Section Printing Logo

kup Logo {h
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