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Overview of ReQuest Manager  

ReQuest Manager is a complete catalog system for resource center s who lend materials 

to churches, individuals, and organizations.  There are several components to the entire 

ReQuest Manager package :  

 

¶ ReQuest Manager (RQM) ï This refers to the entire software package, but 

specifically to the main program.  See ñBefore You Startò and ñInstalling RQMò 

below for more information.  After installation, you can start ReQuest Manager by 

going to the Start Men u / All Programs / ReQuest Manager  and choosing ñStart 

RQMò 

 

Note that you must install RQM and enter your resource data into the catalog 

before trying to use the other parts of RQM below.  

 

¶ RQMWeb ï This refers to either of two modules you can use to publish your 

catalog to a searchable web catalog.  This web catalog will co -exist with your 

existing website, and your users c an go there to search your catalog. There are 

two versions available and included with RQM ï see the section ñRQMWeb Moduleò 

below for further information.   There is also a premium subscription version 

hosted on our servers that is available if you desire the extra features.  

Information available at: http://www.requestmanager.org/hosting.asp   

 

¶ WebScan ï This is an optional component of RQM.  When you type or scan a book 

or video's ISBN code, WebScan  automatically searches through numerous online 

catalogs for information about the book.  Information available at: 

http://www.requestmanager.org/webscan.asp   

 

¶ Barcoding ï This is an optional compon ent of RQM that allows you to print your 

own barcode labels for resources and use a barcode scanner (wand) to quickly 

check out or in resources. This can be a great time and keystroke saver, and 

reduces error.  

 

Please contact T he Resource Center for more i nformation about purchasing this 

module and the supported equipment.   

http://www.requestmanager.org/barcode.asp   

Technical Support  

Online and technical support is available to r esource centers with a current support 

contact .  Information regarding support contracts can be found with your ReQuest 

Manager we lcome package or by contacting T he Resource Center directly.  Product 

updates or technical support is also available on a per - issue basis.  

 

Updates  to this document, product updates to ReQuest Manager, and additional modules 

or support files can be found at http://www.requestmanager.org/support.asp . 

 

http://www.requestmanager.org/hosting.asp
http://www.requestmanager.org/webscan.asp
http://www.requestmanager.org/barcode.asp
http://www.requestmanager.org/support.asp
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Phone or emai l support is available through  The Resource Center.  Please be prepared to 

provide current ReQuest Manager version (found on the Main Menu of RQM).  RQM 

System Information can be found  by clicking Support / Support Info on the Ribbon 

(menu) as shown:  

 
Clicking on the ñEmail Support Infoò button will copy information to your clipboard that 

will be helpful in troubleshooting problems you may encounter.  You can then paste this 

information into an email to an RQM support representative.  

 

Important note about maintenance:   Please read care fully the section below entitled 

ñMaintenance of Data Fileò for important steps you need to take to ensure your ReQuest 

Manager system continues to function properly.  If you need to contact technical support, 

the support representative may ask you to atte mpt to compact your database.  This will 

in many cases fix a program error.  

Before Y ou Start  

System  Requirements  

ReQuest Manager 3 .0  

¶ Windows XP (SP 2 or greater ) or Windows Vista (32 -bit or 64 -bit)  

It is recommended that you visit http://update.microsoft.com  to download and 

install the latest service packs and fixes for your operating system and related 

applications from Microsoft before installing ReQu est Manager.  

  

Please note that versions of Windows previous to XP (such as Win 2000, Win ME, 

and Win 98) are no longer supported, beginning with version 3.0.  

¶ .Net 2.0 Framework  ( included with Windows  Vista , Windows Server 2008, and 

Windows 7, but must be installed on Windows XP or Windows 2003 ).  Visit 

http://www.requestmanager.org/install.asp  for more information.  

¶ System  requirements are the same as those for running Access 2007 (see 

http:/ /office.microsoft.com/en -us/products/ha101668651033.aspx#11 ):  

¶ 500 megahertz (MHz) processor or higher; 256 megabyte (MB) RAM or higher; 

1.5 gigabyte (GB); a portion of this disk space will be freed after installation if the 

original download package is re moved from the hard drive; 1024x768 or higher 

resolution monitor.  32 MB or more of memory, 64 MB recommended  

¶ These hardware requirements are minimums, as recommended by Microsoft.  

Higher specifications are recommended for better performance.  

¶ File-sharing  network (workgroup setting only); each Windows user must have 

read/write permission on the server machine  

¶ Note that RQM 3.x uses the Access 2007 Runtime Engine licensed from Microsoft.  

This engine is automatically installed by RQMôs setup and there is no requirement to 

http://update.microsoft.com/
http://www.requestmanager.org/install.asp
http://office.microsoft.com/en-us/products/ha101668651033.aspx#11
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have any Office component (such as Word or Access) previously installed in order for 

RQM to function.  This version of the Access runtime also co -exists peacefully with 

other installed versions of Access on the same machine, avoiding confli cts that 

sometimes occurred in previous versions of ReQuest Manager.  

Plan your configuration  

Before you begin the installation, plan how you are going to configure the computer(s) to 

run the system. Several possibilities are listed below:  

¶ Standalone Mode: ReQuest Manager is installed on a single computer and the data is 

also stored on that computer.  

¶ Peer Server Mode: ReQuest Manager is installed on multiple computers (clients) and 

the data is stored on one of those computers, designated as the data server.  

¶ File Server Mode: ReQuest Manager is installed on one or more computers (clients), 

while the data is stored on a separate computer on the network (server).  

 

Whatever the configuration you choose, be sure to make a plan to backup your data 

regularly to avo id data loss.  The primary data file, without which your RQM catalog 

cannot be reconstructed in the event of data loss, is rqm3data.accdb . (See ñBackupò 

under the section ñMaintenanceò below for essential information about safeguarding your 

data.  

 

*** Plea se note: in previous versions of RQM (2.x), the data file was named 

ñrqm2data.mdbò.  In versions 3.x, the data file is now named ñrqm3data.accdbò. *** 

Notes on configurations  

Check the hardware and software requirements for each machine in the Technical 

Specifications section above before you begin.  

 

If you have a dedicated file server available, the File Server Mode is the best option.  This 

will usually facilitate data backup as well.  If you must choose one of the clients as the 

data server, please be ad vised that performance may suffer because the data server will 

be used for other tasks besides its server function.  If an application on the server 

crashes and the computer must be rebooted, the database file may be left in an unsta ble 

state and may be co rrupted.  

 

If you have to make a trade -off between a faster processor or more memory, the most 

performance gain can be seen with the addition of more memory (RAM, not hard drive 

space).  

 

No other software is required to run the database; all required softwa re is supplied and 

installed with the database application.  
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Installation  

To install ReQuest Manager, be sure that you have reviewed the section Before you 

start  above. Follow the steps below to install the software on each computer:  

Software Installation  

The preferred method of installation  is to first download the installation file (approx. 

80MB) from our website ( http://www.requestmanager.org/downloads.asp ).  This will 

guarantee that you receive the most up - to -date version  of the soft ware.  Users who se 

internet connections  are insufficient to download  large files to their computers  may 

request an installation  CD be mailed to them (contact support@requestmanager.org  with 

thi s request ).  

 

It is highly recommended  that before attempting to install RQM, you visit 

http://update.microsoft.com  to install  any recommended updates to Windows or other 

installed Microsoft products.  Note especially that RQM requires .Net 2.0 Framework  be 

installed.  This product  can be installed from Windows Update on most supported 

Windows systems.  Please visit our installation page, 

http://www.requestmanager.org/install.asp , for further information on this requirement.  

 

Install ReQuest Manager as follows:  

 

¶ Double -click to run the downloaded file ñrqmInstall30.exe ò to start the installation 

process . 

¶ Follow the simple installation instructions . 

 

A desktop shortcut , ñStart RQM ò is created, as well as a program group in the Start 

Menu.   If you receive an error starting RQM with this shortcut, ple ase double -check that 

you have the .Net 2.0 Framework installed (see above).  

 

Configuring your installation  

Registration Key  

The first time you run ReQuest Manager, it will ask you for your registration name and 

softwa re key :  

 

 
 

Enter the registration name and software key in the blanks provided.  You should have 

received this information  with your initial ReQuest Manager purchase .  If you have lost 

this information, please contact support@requestmanager.org  to request it be sent to 

you again.   

 

http://www.requestmanager.org/downloads.asp
mailto:support@requestmanager.org
http://update.microsoft.com/
http://www.requestmanager.org/install.asp
mailto:support@requestmanager.org
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If you have multiple Windows users on a computer, y ou will be asked to enter this same 

information for each Windows user.  

 

If you received a demo version of ReQuest Manager, the n the key you were supplied will 

contain an expiration date encoded within it.  ReQuest Manager will not function after 

this date.  You will be asked to supply a new registration key (you will receive an 

unrestricted key upon purchase of RQM or you may req uest another demo key) in order 

to continue to use the program.  

Welcome to ReQuest Manager!  

After entering your registration key, you should see a screen w elcoming you to ReQuest 

Manager:  

 

 
 

If this is the FIRST computer you are installing RQM on  and you would like to create a 

NEW data file , choose the second option to create a new data folder.  If you have already 

created a data folder on another computer, choose the first option; RQM will open a 

window for you to browse for the location of it.  

 

Users upgrading from version 2.x should choose the third option (if RQM doesn ôt 

automatically detect the previous data file) to import your existing 2.x d ata into version  

3.x.  



  Installation 11 

 

 

If creating a new data file/folder, RQM will ask you about your desired configuration for 

the new data folder:  

 

 
 

 

If you choose Standalone Mode or Peer Server Mode, the data folder will be the same as 

your ReQuest Manager installation path ( C: \ ProgramData \ ReQuest Manager  on Vista, 

Windows 7 and newer, or %ALLUSERSPROFILE% \ Application Data \ ReQuest Manager on 

Windows XP ).  The primary data file ñrqm3data.accdb ò will be created in this folder.  

 

If you choose File Server Mode, you will be asked to browse for a location of the new 

data f ile, ñrqm3data.accdb ò. 

 

At the bottom of the screen, you can choose whether you want your data file to be blank 

for a new installation or to contain sample data  for demonstration/trial users . 

 

If you choose sample data and later wish to erase it and start with blank data, just 

rename the primary  data file ñrqm3data.accdb ò to another name such as ñrqm 3data.old ò.  

When RQM next starts, it will be unable to locate the data file and you will be returned to 

the ñWelcome to ReQuest Manager!ò sequence. 

 

After selecting Continue you will receive a confirmati on message about the data folder 

location and then will be prompted to login to ReQuest Manager:  

 

 
 

Choose ñadmin ò for the user and leave the password blank.  You can change this default 

user in the Administrative area of RQM later.  
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Finally, you will then see the RQM Dashboard ( see below ) . 

 

You have successfully installed ReQuest Manager!  

Converting your data from another program  

Custom conversions are available for approximately $200, depending on the original data 

format.  This can be a great time and cost savings over re -entering your entire resource 

catalog.  Please contact your software vendor  or email to support @requestmanager.org  

for infor mation on obtaining a price quote for this service.  

Converting a Demo Installation to Retail  

If you received a demo key (with an expiration) for RQM and decide to purchase the 

retail version, simply go to Administration from the main menu of RQM and locate  the 

button labeled, "Enter Registration Key".  After entering the full registration key, you will 

be running a full, registered version of ReQuest Manager.  

 

If you chose to install sample data and wish to erase it and start with blank data, just 

rename th e primary data file rqm3data.accdb  to another name such as rqm 3data.old.  

When RQM next starts, it will be unable to locate the data file and you will be returned to 

the ñWelcome to ReQuest Manager!ò sequence.  

Getting Around RQM  

The defaul t main menu for RQM is the ñDashboard ò view, shown below:  

 

This is the main interface for using RQM.  The menu area at the top is called the 

ñRibbon ò, and may be familiar to users of Office 2007.  There is a navigation  menu down 

mailto:support@requestmanager.org
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the left -hand side of the screen to jump to other areas of RQM, and the modules in the 

main screen area can be customized by using the  ñCustomize Layout ò link.  

Ribbon  

The  Office Fluent Ribbon  replaces the File/Edit/Resource, etc. menus from previous 

versions of RQM at the top of the screen:  

 

Familiar to users of Offic e 2007, the ribbon is a colorful and convenient presentation of a 

lot of functionality from anywhere within RQM.  You should get used to looking at the 

ribbon for actions you want to do.  Note that the ribbon changes depending on the screen 

youôre on: 
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To save room on your screen, you can hide the ribbon (so it displ ays only when you click 

on it) by clicking on  the dropdown arrow shown below  and choosing ñMinimize  the 

Ribbon ò:  

 

Interface  

Ever get interrupted in what youôre doing?  The new Tabbed Interface  helps you keep 

track of all your windows while youôre working: 

 

You can easily jump around to other open forms in RQM as you multitask!  You wonôt lose 

open windows that get hidden behind others.  

 

Use Predefined Searches  to easily jump to results for some frequently -used searches:  
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We think youôll find that once you explore and discover the possibilities in the new RQM, 

you will wonder how you ever got anything done before!  

Customizing  ReQuest Manager  

There are a numbe r of things that you must do to customize ReQuest Manager after 

installation. If you are having a data conversion performed , make sure that you complete 

the conversion process (see Converting your data from another program  above) before 

entering any data o r beginning any customizations, as these will be overwritten by the 

converted data file.  

 

To customize your installation, open ReQuest Manager on any computer (click on Start, 

Programs, ReQuest Manager, ReQuest Manager) and follow the procedures outlined 

below:  

Addresses  

From the Admin Ribbon , click on ñOpen Admin .ò  Fill each of the fields as appropriate for 

your resource center. This information will be printed as the return address on ea ch 

invoice and on other reports:  

 

 
 


