ReQuest Manager 3.0

User s Gui de

Wwww.requestmanager.org

The Resource Center
Clear Lake, IA

Rev: 11/17/2009


http://www.requestmanager.org/

Copyright Notice
Copyright © 2001  -200 9 The Resource Center. All Rights Reserve d

NO WARRANTY. Information in this document is subject to change without notice and
does not represe nt a commitment on the part of T he Resource Center. The technical
documentation is being delivered to you AS -1S, and The Resource Center makes no
warranty as to its accuracy or use. Any use of the technical documentation or the
information contained therein is at risk of the user. Documentation may include technical

or other inaccuracies or typographical errors.



Table of Contents

TABLE OF CONTENTS

OVERVIEW OF REQUEST  MANAGER ..o ittt 6
TECHNICAL SUP P O R T oottt ittt e e ettt e e e e e s e be et eeeeaeaa s beteeeeeaeseaannbateeeeeaeseaannranneeas 6
BEFORE YOU ST AR T  oiiiiitiiiie ettt e s e sttt et e e e s et ettt e e e e e e e s be b e eeeeaeaeaannbbaeeeeeeeseaannbbnneaaaeesaanne 7
SYSTEM REQUIREMENTS ....iiiitiieetitiieeeitteeeettteeee et e eee et eeseaaaeesata e e e eaanaasstanaaaestnsaassnnnesetaaasestnasesnnaeeesen 7
REQUESE MANAGET 3.0 oottt e e e e e et e e e e et e et e e a it 7
PLAN YOUR CONFIGURATI ON ...uuitttiieteeesaiittteetteeassaasatssseeaeeesaaastsseeeaaeesaasssbsseeeaeeesaanbsbneeeeaesesaanbnnnneeeeeseas 8
NOTES ON CONFIGURATIO NS ...uututitiieteesiaiteteeetesesssaastesaeesaesssaastssaeeeeeesaanssssseeeeesssamnsssssereaesssammsssseeeeeenes 8
INS T ALLATION oottt ettt e e oottt et e e a4 e s a b bbb ettt e e e a4 e e s b bbb e et e e e e e e e aabbbbe et e e e e e s aannbnneeaaeeesaannnes 9
SOFTWARE INSTALLATION ...iiiiiiiii e e et e ettt ettt e et et e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaans 9
CONFIGURING YOUR INST ALLATION ...iiiiiiieiiieieaeee e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaans 9
RegiStration KBY ..o 9
Welcome to ReQUESE ManNager! ... s 10
Converting your data from another program e 12
Converting a Demo Installation to Retail =~ ..o 12
GETTING AROUND ROM ittt e et e e e e e e e s bbb e et e e e e e e e s nnbere e e e e e e e e asnnbenneeas 12
=10 13
N =1 Y] 14
CUSTOMIZING REQUEST MANAGER ..o 15
AADDRESSES ...ttt tuuttttteeee e e s e ettt e eeeeeaa et eaeeeeeeaaaa_—eeteeeeeeaaan_tateeeeeeeaaaanEeeteeeeeeaaanntaeeeeeeeeaaannrteeneeeeen 15

D AT A LIS TS ittt s 16
RESOUICE SUDJECES ..ottt sttt e e et e e e ab e e e nbe e e e e naeeas 16
ReSOUICe HeadiNgS ...ocooeeiei e 17
RESOUICE MEAIA TYPES  eeeiiiiiiiit ettt ettt sttt st e e e ekt e e e et e e e e e bt e e e e e nbee e e e nnneas 19
SYNOAS and CONFEMBNCES .ttt e b e e rib e e e e 19
ACCOUNE NUMDEBIS ottt e e ettt e e e s e s bbbt e e e e e e s e aanb bbb e e e e e e e e e aanrbnneeas 19
Contact and Shipping Methods ... 20
RESCODE FORMAT . s 20
IMIEMBERSHIPS ...ttt s 21
USING REQUEST MANAGE Rttt e e ee e e e 22
GENERAL ...ttt e e e e e e e e e e e e e e e e e e e e e e e aaaaaaaaaaaaaaaaaaas 22
1= 1] 111 o SRR PR 22
RESUIES LISIS oo 24
Detalils SCIrEENS ..o 24

o 1T T =T oo (0 = TP 25
REfTESNING RECOIAS ettt st e sttt e e et e e e e nb e e e e nbee e e e nneeas 25
RESOURGCES. ...ttt ettt ettt ettt e ettt s e e e e et e ee b e e e e e et ettt aa e s e e et et eta b e e e e e eeeasban e e e eeeeeenbnnnneeeaees 26

R DO TS e 27
ENteriNg NEW RESOUICES ittt ettt sttt e ettt e e e et e e s e nb e e e e nbee e e e nneeas 27
WMVEBDSCAN .ottt nnnnn 29
EItING RESOUITES  ...eeeiiiiii ittt ettt ettt et e e oo ettt e e e e e e e bbb e e et e e e e e aannbbbbeeeeaeeeaannbneneeas 30
=TS @ o o = 31
Resource Headings and SUDJECES  ......oiiiiiiie i 31
RESOUICE FIElAS oo 32
NEEAS REIUIM . 32

Parent RESOUICES AN SEIES .ovueiiiiiiiieiiiee e ettt e e et s e e e s e e e e et e e e e e e s e e aaab s e e e s ereasbaaas 32



RS OUICE FBES oot ettt e et e e e e ettt e s e e et e e aa e e st e et e eaneastnees 34

N [E T a0 o =T go) I O] o[ SO PO PP PP PP PPPPPP 35

ST o111 o TP PP PP PP OPPPPR P 36
L EN T S et 37
a1 T ] o T N = A O 1 =T o £ RS 37
ClienNt Detalls oo 38
=T 00] o1 €] 1T SO PP PP PP OPPPPPP 39

F Yo To 101 O 11T o | 15 LSRR 39
(@11 ol D= -] LSRR 39
(0] ] ¢= T 1P 39
Invoices, Transactions, and Payments ..., 40
INVOICES ..iieitiiiie ettt ettt e oo e ettt te e e e e ettt ee ke e e e e et e e e bbb e e e et e e e ea bt e e e e et eeeban e e e eeteentnn e eeeaees 40
Shipping the INVOICE ettt e e s e e e e 43
INVOICE IDS i 44
TranSACHION STAIUSES oottt e e e e e et e et e e e s e s b b e b et e e e e e s e annbeaeeeeaeeeeaannrbnneeas 44
Send From / REIUIN TO .ottt e e e et e e e e e e e ekt e e e e e e e e e e snnbneeeeaeeeeaannnes 44
RESOUICE SEIES oo 46
RESOURCE CHECK-IN ..ttt s 46
FINANCIAL IMANAGER ...eiiiutttteeiittteesitteeeesstaeeaesstaeeeesstaeeeasstaeeeesstaeeeesntaeeaesntseeeesntaeaeeansaaeeesassneaesnssenaeanns 48
Prepare Accounting INFOrMAtION ..o 48
Assign Account Numbers by Media TYPE oot 49
Entering Client PAYMENLS ..o 50
REPORTS ...ttt et ittt et ettt e e e ettt e e e st et e e e st e e e e e satae e e e aateeeeeeataeeeeastseeeeaasaeeeeantaeeaeantaeaaeantaeeeeantaeaeeantaeeeeaarreeaeanns 51
EXPORTING RESOURCES oottt ettt e e e e e et e s e e e e e e e ta b e e e e e e e enstaaneaeeaeees 52
RE P O R T EXPORT ..ttt 52
EXPORT TO MAIL IMERGE .....eiiiiuttieeeitteee e sttt e e e st e e e sstaeaeessta e e e e sataeeeesntaeeaeantaeaeesntaeaaeantaeeeesnsseeeeansreeaeann 53
EXPORT TO HT ML Lo s 54
Step - by -step Process for a Full Catalog in Word Format ..o 55
Template File FOrMAaL ... s 56
D= 1= W T [0 R P U URPP PR 56
(@o] gl [ 1[o]g =1 I 1=V - O RO PR P PP OPP PR 57
(D= = o] o1 J 58
HeEader TAgS .ooiiiei i 58
LAY ] o= o TP UPP TP 58
CONCIUSION e 59
MAINTENANCE OF DATA 1 PRSP 59
B A CKUP ...ttt et e e e e b e e e e ettt e b e e et et et e b e e e e et e et b e e e e et eenbaanaeeaaees 59
LAV =L (o I o = Tt (U o PP 59
Restoration Of data  ....cooooiiiiii i 59
SAVE FIlES . 60
10711V 1Yo 1 | [ S 60
ARCHIVING DATA L.ttt s 61
REQUEST CONSULTANT ooiiiiiiiiit ettt sttt sttt e e st e e s et e e s s sbe e e e assbeeeaassbeeeeasbeeeeasbeeeeaantaeeeenneees 62
DISTRIBUTING THE RQC PROGRAM TO CLIENTS ...iiiiiiieeeeseseaeasasseaessssssssasssan s s s s s s s s s 62
Sending Program 0N @ CD .o e e e e e e e e e e e e r e e e e e a e e e e e e e annne 63
PUblishing 10 @ WEDSITE ... s e e e s s e e e e e e e e e nnrnenees 63
UPDATING RQEC DATA .. iteite ettt st ee ettt e sttt e e e sttt e e sabe e e e e sabb et e e sabbe e e e anbeeeeeanbbeeeesnbbeeeesbbeeeesnbbeeaennes 63
Update the RQC Data File  ....euiiiiiiieiiie ittt e e e e e e e e e e e enbneeeeas 64

Y= aTo [T To T = L= o) o - N4 5 PP 64



Table of Contents

Publishing Your Data Filet  0the WED ..ot 64
ROQMWEB MODULE  ...oiiiiiiieiit ettt e s e e st e e s et e e e e st e e e st b e e e e st e e e s nntaeeeenntaeeeennres 64
BEFORE YOU PROCEED: RQMWEB ONLINE HOSTING SERVICE ...ccciiviieeeiiiieeeiiieeeestieeeesnsieeessnsneeasanes 65
INSTALLATION OVERVIEW ... 65
DECIDING WHICH MODULE TO USE. ... 66
40 Y VAT = I X ] PRSPPI 66
REQUITEIMENTS oottt ettt e sttt e s ek et e e ek e e e e e bbb e e e e st b e e e enbn e e e ennns 66
LT {0 Yo TU N o= 11 o SRR 67
Configuring RQMWeb and Publishing the Website ... 67

L (= (=TT T SRR 68
Publishing WEDSItE ..o 69
Setting PermisSioNS ON FAMLCOI covvviiiiiei e e e e e e e e e e 69
Installing and Updating Data ..ooceeeiiiiiiiiee ettt 70
Linking to the Catalog and Trying Your Website Out ... 70
Customizing Your WeDSITE ..o 71
ROMWEB ASP ...ttt ettt ettt et et et et st se et e e e et et et ees et s eat e s et st es e s stseese s et etetn s st atere e s 72
REQUITEIMENTS oottt e s st bt e e e bt e e ekt e e e e bbb e e e e nbr e e e enbeeeeennnnas 72
Before you begin ... 73
Editing EMAILasp ..o 73
Configuring RQMWeb and Publishing the Website ..., 73
(= (=TT o R 74
Publishing WEDSItE ..o 75
Installing and Updating Data ... 76
Linking to the Catalog and Trying Your Website OUL  .....eeiviiiiiie e 76

CUStOMIZING YOUIr WEDSITE e e e e e e e et e e e e e s e s snnnaneeeeeeeeennnes 76



6 Overview of ReQuest Manager

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

1 ReQuest Manager (RQM) 1 This refers to the entire software package, but
specifically to the mainopur &draam.0 adae il Besft@ad é i i g
below for more information. After installation, you can start ReQuest Manager by
going to the Start Men  u / All Programs / ReQuest Manager and chooSgsaitng
RQMOoO

Note that you must install RQM and enter your resource data into the catalog
before trying to use the other parts of RQM below.

T RQMWeb 1 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 ¢ an go there to search your catalog. There are
two versions available and included with RQM isee the section ARQMWeb Mc
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

I WebScan 1 Thisis 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.reguestmanager.org/webscan.asp

I Barcoding 1 Thisis 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 morei  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 Icome 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.reguestmanager.org/support.asp
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Before You Start

Phone or emai | 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:

Cl

lew 3 Exec Reports ’

ts - || [:]Options -

= Switch Ex
ts | ) Support = Windows ~ || RQ
K Support Info... Ex
@, RQMWebsite...
r @, RQM Blog for News...

@4 Check for RQM Updates

cking on the ﬁféznné.i b uniB copypnéormatior tayour 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

i Ma i

ntenance of Data Filed for important steps

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

il

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/hal01668651033.aspx#11 ):

1 500 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 i nstal requdtembngto RQMSb s

setu


http://update.microsoft.com/
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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:

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

also stored on that computer.

1 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.

9 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 rgm3data.accdb . ( See fiBackupo

under the section fAMaintenanceodo below for essenti

data.

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

Airgm2data. mdbo. I n versions 3.x, the data file i
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.

al

S

i

noyv



Installation

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 Su pport@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:

9 Double -click to run the downloaded file firgminstall30.exe 0 to start the installation
process .
1 Follow the simple installation instructions

A desktop shortcut , fiStart RQM 0 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 .Net2.0 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 :

W Software Key

Software Key Entry

Please enter your registration name and key, obtained -
with your software or from your software vendor.

‘fou will only need to do this once on each computer you
install RQM.

Registration Mame: |

Software Key:

[ QK ] | Cancel |
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@reguestmanager.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:

# Getting Started
Welcome to ReQuest Manager!

First Things First...
Iwasn't able to detect a data file {rgm3data.accdb) on this computer.
If this is your first ime running ReQuest Manager, please take a
Vv

minute now to read the section in your manual about choosing a setup
configuration.

Please read the options below carefully and make a selection:

¥ data file and folder (blank data
OR demo data) for RQM to use to store my data. 1 will
choose what kind of configuration to use on the next page.

Browse to locate existing data file/folder
I would like to point RQM to an existing data file and folder
that I have created on another computer. (Or perhaps I
moved my existing data file and need to show RQM where
its new location is now.)
Convert data file from a version 2.x
T would like to peint RQM to a 2.x data file (rgm2data.mdb)
and import this data into RQM 3.x. The original data file will
not be modified in any way.

[ contnee | [ et |

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



If creating a new data file/folder,
the new data folder:

W Getting Started

Welcome to ReQuest Manager!
Create New Data File and Folder

The configuration you select can be changed later by moving the data
folder or by adding other dient computers. Choose an initial
configuration from the options below.

Please choose a configuration to use:

(@ Standalone Mode
I will be using RQM on this computer only. Please store
my data in the default folder on this computer.

() Peer Server Mode
I want to run RQM on this computer and also store my data
in the default location on this computer. Other computers
may eventually access the data using file sharing.

(") File Server Mode
I want to store my data on a file server and access it
from one or more dient computers. This may be a
convenient option for backing up my data regularly.

Blank or demo data?
@ New: blank data

P 2

() Sample: demo data

Continue ] E Exit

Installation

RQM will ask you about your desired configuration for

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

your ReQuest Manager installation path (
Windows 7 and newer, or
Windows XP ). The primary data file

C:\ProgramData \ReQuest Manager

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

data f ile, firgm3data.accdb o.

on Vista,

%ALLUSERSPROFILE% \ Application Data \ReQuest Manager on
frgm3data.accdb 0 will be created in this folder.

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 Argm3data.accdb 0 to another name such as

firgm 3data.old 0.

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

the AWel come to

After selecting Continue you will receive a confirmati
prompted to login to ReQuest Manager:

location and then will be

ReQuest

Manager! o

& Login to RQM [
Login to ReQuest Manager
Please enter your RQM user name
and password to login:
User Name: |admin |Z|

Password
Password is case-sensitive

[] Remember this user and
password on this computer

) |

Cancel ]

Choose fadmin o for the user and leave the password blank.

user in the Administrative area of RQM later.

sequence.

on message about the data folder

You can change this default

11
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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  rgm3data.accdb  to another name such as rgm 3data.old.
When RQM next starts, it will be unable to locate the data file and you will be returned to

the AWel come to ReQuest Manager! o0 sequence.

Getting Around RQM

The defaul t main menu for RQM is the fiDashboard 0 view, shown below:

ReQuest Manage| { )
Home | Admin @
fE T@ ﬁ Qj # Enter New ~ 9 i o Enter New = j 3 4 EnterNew i3 ExecReports x
- Edit Lists ~ D D edit vists - S A g it ists ~ (23 options -
Home | Search | Check Check ) Clients Contacts Consults | Invoices = Switch Exit
- Out n- ] QuickScan - - § Groups - - l} Payments ) Support ~ Windows ~ || RQM
Navigation Resources Clients Consults Invoices o Other % | Window Exit
#% RQM Dashboard x
User: admin Classic Interface
ver: 3.0.1013 ReQUESt Manager Customize Layout
Resources Quick Resource Search x RQM Reminders -
:2"‘”:':‘3;“*‘ There are 2 new invoices past due to ship {okdest: 11/7/2009)
. Sear Keywords: | There are 15 resources at least 6 mos, overdue (oldest: §/25/2008)
Check-In
e e
Clients
Keywd. Search - = . 2
Adv. Search Quick Client Search 2 Transactions (Last 12 Mos.) =
Enter New
Keywords: | <Click here fo enler your search> 180
160
Keywd. Search Search Clients... 140
Adv. Search 120
Enter New 100
— Quick Contact Search ES e
Search Inv . 60
T O Keywords: [<Cick here fo enter your search 20
20
Trans Search Contacts... 0
il 12/08 03/09 06/09 09/09
Enter New
Consults Upcoming Invoices A
Open Consults  Date Client #Ttems Recently Updated Items in RQM S
Upcoming Appts  11/7/2009 | St Mark's Evangelical Lutheran Church 1 Updated Type  Title By
Pending Follow. ig;?ﬁggg Erm";:';iﬂ“fﬂ;::ggw & ; 11/16/09 |Client | {399998) Imported Labels, A
Emrs & 11/10/09  Invoice | #090341 - Rev. JoAnne Moeller admin
11/10/09 Trans  Inv #090341-In My Heart I Carry a Star: Stories | admin
Exec Reports 11/10/09 Trans  Inv #090249 - Tear Soup: A Recipe for Healing Aft admin
-~ 11/10/09 | Invoice | #090245 - Attn: Debra Lommen admin
Financial Mgr 11f10/09 Trans  |Inv £100001 - Tear Soup admin
" 110G Tnvaice | 2100001 - At Linda Schaner admin T |
Admin
Form View Mum Lock [ Powered by Microsoft Office Access _:;I

This is the main interface for using RQM. The menu area at the top is called the
fiRibbon o, and may be familiar to users of Office 2007. There is a navigation menu down
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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 ACustomize Layout 0 link.

Ribbon
The Office Fluent Ribbon replaces the File/Edit/Resource, etc. menus from previous
versions of RQM  at the top of the screen:
'/Ei':\l\\ 5 ReQuest Manager EIEI&J
. _‘63/' Home Admin

ﬁ Im EI g & Enter New - % E) 4 Enter New - 3

Bl Edit Lists = —E| Edit Lists ~

7]
% Enter New i3 Exec Reports % ‘x
ZElEdit Lists = || 5] Options ~

Home Search | Check Check Clients Contacts Consults || Invoices - Switch Exit
= Out In- | M QuickScan - - &3 Groups = ~  [BPPayments || (%) Support - Windows = | RQM
Mavigati... Resources Clients Consults Invoices (F Other (F Window Exit

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
youbre on:

"{E";\\ A Search for Resources ReQuest Manager
_,/I Home Admin Data
'L]; ;':'j # Cut ﬁ =i’ New ?Spelling [ﬁ 2ac Replace ‘E,I, 7 Selection
—— 53 Copy =] | =B save = GoTo~ || %] V9 Advanced -
Reports Export . Refresh Find X .
A=y Paste Al =4+ Delete g Select - || %7 “F Togole Filter
Reporting Clipboard Records

Find Sort & Filter
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Getting Around RQM

To save room on your screen,
onit) by clicking on

you can hide the ribbon

the dropdown arrow shown below

(soitdispl ays only whenyou click

and choosing fiMinimize the

Ribbon o
Customize Quick Access Toolbar
fter
it L
Home|
ick
Mavigati
=
33
B
Minimize the Ribbon I
Keywords: | <
Interface
Ever get interrupted i nThehewtTabpbedunterface d ohelpsydu keep
track of all your windows while youdre working:
_|.f'__,;\1 s Client #12024 - Our Saviour's ReQuest Manager
:‘j/} Home Admin Data
i - e i a A e o
ij; ;Ej $ Cut @ = New ?Spellmg [ﬁ 24c Replace [m ?’ ‘f/’SeIectmn
— 53 Copy =8 Save = GoTo~ il Eﬁdvanced'
R rts Export Refresh Find Filt
Fparts e 1Ih Paste ;ﬁevs = Delete " kg Select - 45 e “ Togale Filter
Reporting Clipboard Records Find Sort & Filter
g RQM Dashboard\{g Search for Resoultes\[g Resource#ﬂﬂ\{g Client #12024 - Our Saviour's
Client Details
}' Client T | TEWEE Ahhrev name: |[Onr Savinor's
You can easily jump around to other open for ms
open windows that get hidden behind others.

Use Predefined Searches

to easily jump to results for some frequently

-used searches:

iome Admin

[T IFER™

|Search || Check Check
3 Out  In~

4= Enter New ~
=E] Edit Lists -
] QuickScan

/' Keyword Search...
E  Advanced Search...

8By
Clients Contacts

€

Client

rces 'I g Resource #BKT 'Ig |

Predefined Searches »

Quick Resource Sea
sarch
ch Keywords:
I Search R

Recently Added (6 mos)
Resource Series
Multiple Copies
Recently used (12 mos.)
Unused for 24 mos.,

Alltagged resources

RQM
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We think youdll find that once you explore and di scove
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 , clickon fiOpen Admin .0 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:



