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1. Core

1.1. User Settings

1.1.1. Allow the System to Send Emails for You

Click on the "Settings" button to open the menu

Settings

I TO EXCEL Set up personal options and view privacy statement. Print records when viewing a list.
Search for records o)
-ate Course Co...  Status Created On Maodified On Y o <

Active 12/22/2020 5:11...  12/22/2020 5:11... 9
[s3)

Choose Options

b - Options
i, EXPORT TO EXCEL w |
Print previe| Options
Search for records
Apps for Dynamics 365
r State Course Co... = Status See Welcome Screen Y
Active
About
H " H LU
CLick on the "Email" tab e e
S
sonalize Microsoft Dynamics 365, and manage your email templates.
ormats Email Templates Email Signatures Email Privacy Languages
Started panes
ace v | Default1

n any list of records

Click on the checkbox Allow other Microsoft
Dynamics 365 users to send email on your behalf.

R e e R e e

Change the default display settings to personalize Microsoft Dynamics 365, and mal

General Synchronization Activities Formats Email Templates Email Signatu

v Select whether other users can send email for you
EAHUW other Microsoft Dynamics 365 users to send email on your behalf,

Important: If you choose this option, other Microsoft Dynamics 365 users will be able to senc

Select the email messages to track in Microsoft Dynamics 365

Track Email messages in

Configure Folder Tracking Rules

10/19/2021
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Click Ok to close the settings window.

RAMCO Portal

Cancel
R T J v W - ’
] 711 AM
. 3 ! TIF Advisory A © @ B oo %)

1.1.2. Increase Number of Records Per Page

Click on the "Settings" button to open the menu

Settings

T TO EXCEL Set up personal options and view privacy statement. Print records when viewing a list.
Search for records o)
-ate Course Co...  Status Created On Maodified On Y o <

Active 12/22/2020 5:11...  12/22/2020 5:11...

Choose Options

- Options

E, EXPORT TO EXCEL B |

Print previe| Options
Search for records

Apps for Dynamics 365

r State Course Co... = Status See Welcome Screen Y

Active
About
C“Ck on "ReCOFdS Per Page" tO Open the menu Synchronization Activities Formats Email Templates Email Signatures Email Privacy

home page and settings for Get Started panes

2 Workplace

nber of records shown per page in any list of records

Page I 250

lefault mode in Advanced Find

ind Mode (@) simple () Detailed

& yana van ara in
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Choose the max amount of records you wish to view
per page.

RAMCO Portal

home page and settings for Get Started panes

2 Workplace

nber of records shown per page in any list of records

Page 50
25
50
lefault mode in Advancgi ;o
100
ind Mode

e zone you are in

Click Ok to close the settings window.

K
S L F11AM
B £ T Advioy A~ S @Td) oo B

e

1.1.3. Set Advanced Find Mode to Detailed

Click on the "Settings" button to open the menu o -
Q # b O w9 N TH

Settings

T TO EXCEL Set up personal options and view privacy statement. Print records when viewing a list.
Search for records o
cate Course Co...  Status Created On Modified On T - <

Active 12/22/2020 5:11... 12/22/2020 5:11... 9
<))

Choose Options

Options

B, EXPORT TO EXCEL

3

Print previelM

Apps for Dynamics 365

Search for records

r State Course Co... . Status Sea Welcome Screen

Active
About
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Choose "detailed"

R

i shown per page in any list of records

(250

1 Advanced Find

@ Simple @Detailed

(GMT-05:00) Eastern Time (US & Canada)
Click Ok to close the settings window.
B £ TP Advisoy ~ @ @ T @) [T 8
1.1.4. Set Your RAMCO Home Page
Click the "Settings" icon to open the menu o -

Q% i O w9 nATH

Settings

Set up personal opticns and view privacy statement. Print records when viewing a list.

I TO EXCEL TVIPORT UAT
Search for records o
cate Course Co...  Status Created On Modified On T - <
Active 12/22/2020 5:11... 12/22/2020 5:11... 9
[s3)

Choose "Options" from the Menu

Options

B, EXPORT TO EXCEL

3

Print preview

Search for records

Apps for Dynamics 365

r State Course Co...  Status See Welcome Screen Y
Active
About
10/19/2021 7/287
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CI|Ck on the "DefaUIt Pane“ ﬁeld tO Open the menu 1e default display settings to personalize Micresoft Dynamics 365, and manage your email templ:

Synchronization Activities Formats Email Templates Email Signatures Email Privacy

home page and settings for Get Started panes

= I Workplace

nber of records shown per page in any list of records

Page 250

{efault mode in Advanced Find

SyTICTTUTZEUOT ALUVILES ruliTias Linign I€1npiaies LiTian Jigriaiunes winian Fiivaly

Choose an area from the list

home page and settings for Get Started panes

<Default based on user role>
Workplace

Membership

Events

Sales & Accounting
Elections

Marketing

Service

Settings

Training

nber of records shown g

Page

lefault mode in Advanc

ind Mode

e zone you are in

Click ont he "Default Tab" field to open the menu

I Courses

Choose an "Entity" from the list to become your new
RAMCO home page

[hecowms——
Contacts m
Dashboard:

Activities

Reports

Data Management
Memberships
Committees

Dues Cycles

Courses

Clazsses

Meetings

Products
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Click OK to close the settings menu

1.1.5.

Click on the "Settings" button to open the menu

Set Your Time Zone

K T o v W A T

- . T:05AM
B £ T Advisoy A © @ T o0 B

L

Settings

T TO EXCEL Set up personal options and view privacy statement. Print records when viewing a list.
Search for records o)
-ate Course Co...  Status Created On Maodified On Y o <

Active 12/22/2020 5:11...  12/22/2020 5:11...

Choose Options

- Options

E, EXPORT TO EXCEL .

Print previe| Options

Search for records

Apps for Dynamics 365

r State Course Co... = Status See Welcome Screen Y
Active
About
Click on the "Time Zone" field to open the menu.

{efault mode in Advanced Find
ind Mode O Simple @ Detailed

e zone you are in

I (GMT-05:00) Eastern Time (US & Canada)

Fault currency

gh contrast settings

10/19/2021
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Choose your desired time zone.

RAMCO Portal

‘ersondl wpuons

1e default display settings to personalize Microsoft Dynamics 365, and manage your email templg

(GMT-12:00) International Date Line West
(GMT-11:00) Coordinated Universal Time-11
(GMT-10:00) Hawaii

(GMT-10:00) Aleutian Islands

(GMT-09:30) Marguesas Islands
(GMT-09:00) Alaska

(GMT-09:00) Coordinated Universal Time-09
(GMT-08:00) Pacific Time (US & Canada)
nber of records shown g (GMT-08:00) Baja California

(GMT-08:00) Coordinated Universal Time-08
Page (GMT-07:00) Mountain Time (US & Canada)
(GMT-07:00) Chihuahua, La Paz. Mazatlan
(GMT-07:00) Arizona

Synchronization Acti

home page and setting§

Click Ok to close the settings window.
Cancel
K T o v W A T
B £ TP Advisoy ~ @ @ T @) [T B

1.1.6. Update User Settings

Click on the Gear Icon to Access the Settings Menu

Settings Set up personal options and view privacy statement. Print records when viewing a list.

A
5
Ve

3
=
S

Select Options from the settings menu

Options

Print preview
Search for records 0o

Apps for Dynamics 365

a <
See Welcome Screen | Y e
26... 9
About ]
=3

3
4
S

26... Privacy Statement
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Click on the combo box Default Pane

RAMCO Portal

Set Personal Options

Change the default display settings to personalize Microsoft Dynamics 365, and manage your email templates.

General Synchronization Activities Formats Email Templates Email Signatures Email Privacy Lar

Select your home page and settings for Get Started panes

Default Pane I Workplace hd tlefau tTab

Set the number of records shown per page in any list of records

Records Per Page [253 V]

Select the default mode in Advanced Find

Advanced Find Mode (@) Simple (O) Detaiies

Select a Default Pane Set Personal Options

Change the default display settings to personalize Microsoft Dynamics 365, and manage your email templates.

General Synchronization Activities Formats Email Templates Email Signatures Email Privacy Lar

Select your home page and settings for Get Started panes

Default Pane i T
<Default based on user role>
Set the number of rec _’V‘EWDEKMP
Records Per Page Events
Sales & Accounting
Elections
Select the default mog Marksting
Service
Advanced Find Mode | S€ttings
Training

Click on drop down field for Default Tab

-rosoft Dynamics 365, and manage your email templates.

mail Templates  Email Signatures ~ Email | Privery | Langusges

2

VI Default Tab I Contacts A I

records

Select a Default Tab il Templates. | Ermal Signatures. | email | privacy | Langusges

E3

V| Default Tab

records

Dashboards
Activities

Reports

Data Management
IMemberships
Commitices

(") Detailed Dues Cycles

Caurses
Classes
Mestings
Products
Canada) - Orders
Invaices
Payments
Forms
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Click on the combo box Records Per Page

Genera! Synchronization Activities

Default Pane Workplace

Email Templates Email Signatures Email Privacy Lar

Select your home page and settings for Get Started panes

| Default Tab

Set the number of records shown per page in any list of records

Records Per Page I 250

4|

Select the default mode in Advanced Find

Advanced Find Mode ©5r'|pe

Set the time zone you are in

(_) Detalled

Time Zone (GMT-05:00) Eastem Time (US & Canada) v

Select the desired records per page. RAMCO
recommends the maximum of 250 records per page.

Genera! Synchronization Activities

Default Pane Workplace

Records Per Page

Email Templates Email Signatures Email Privacy Lar

Select your home page and settings for Get Started panes

| Default Tab

Set the number of records shown per page in any list of records

23

50
Select the default modg o
100
Advanced Find Mode

Set the time zone you are in

Time Zone {GMT-05:00) Eastem Time (US & Canada) v

Click the Tab Email

Jptions

itings to personalize Microsoft Dynamics 365, and manage your email templates.

ctivities Formats. Email Templates Email Signatures

ings for Get Started panes.

sce

'n per page in any list of records

Privacy |~ Languages

| Default Tab Contacts

Click on the checkbox Allow other Microsoft
Dynamics 365 users to send email on your behalf.

), Remmy =

CLOUD AREAASSOCIATION OF REALTORS
n: MINNESOTA ASSOCIATION OF REALTORS
“klearn (505510505)

Ramco, Remmy (505510506)

Set Personal Options

Change the default display settings to personalize Microsoft

General Synchronization Activities Formats Email Ten

Select whether other users can send email for you
llow other Microsoft Dynamics 365 users to send email on y)

Impertant: If yeu cheese this optien, ether Microsaft Dynamics 365

Select the email messages to track in Microsoft Dynamics 365

Track Email messages in

Configure Folder Tracking Ruies

Automatically create records in Microsoft Dynamics 365

10/19/2021
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Click on the Privacy Tab

ns

sersonalize Microsoft Dynamics 265, and manage your email templates

Fomats Email Templates Email Signatures Email Languages

il for you
isers to send email on your behalf.

vicrosoft Dynamics 365 users will be able to send emall messages with or without your knowledge that display you as the sender,

rosaft Dynamics 365

Emall messages In response te Dynamics 365 email ~

Click on the radio button Automatically send an
error report to Microsoft without asking me for
permission

General Synchronization Activities Formats Email Templz

Select your error notification preference

Plea

< 10 Improve

time that

eb application

sk me for permission

E:_(&ecer send an error report to Microsoft about Microsoft Dynar|

JUD AREAASSOCIATION OF REALTORS ithout asking
MINNESOTAASSOCIATION OF REALTORS
arn (505510505)

nco, Remmy (505510506)

View Privacy Statement

Click on the button OK

1.2. Core (Advanced)

1.2.1.

Open the Navigation Areas

Resetting Passwords

ERter & ot

Ne Notes found.

Contact Status Active
Contact Status Reasor @ Active

! Contact: Ramco, Remmy

@ ramco35uatupgrade.ramcotest.com

RAMEG:

= NEW &3 CONNECT =~ [ ADD TO MARKETING LIST

Workplace ~ Contacts > Ramco, Remmy >

e EMAIL A LINK X DELETE Ft

CONTACT : RAMCO

Ramco, Remmy =

AT A GLANCE

10/19/2021
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Click on the "Contacts" entity.

RAMCO Portal

Mol !

Customers My Work Quick Membership

Q
Accounts @ Dashboards E Memberships E
Contacts Activities E Committees E

Reports Dues Cycles E
m Data Management

‘Workplace

Member Status:
Primary Association:

Open the contact record to have their password reset. [ESBNY\Y[eZ

+ NEW # EDT  « ACTIVATE [ DEACTIVATE [ DELETE | ~ 4EMERGE % SEND DIRECT EMA

Workplace ~ Contacts >

+ Search Results ~

v Last Name First Name 4 NRDS ID Username Parent Customer Prima
Ramco Remmy Remmy's Realty
Checkbox

Click on the command button MORE COMMANDS

X DELETE FORM & PROCESS » () SHARE

MORE COMMANDS

e

Click on the command button Password Reset 2] Membership Application

B Store
Meeting Registration he
},, Class Registration

i Payment Profile

+= NRDS Sync

f Password Reset

Password Reset

a5 Relations: [R NN
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Click on the button Submit

RAMCO Portal

Update Required" field to Yes so they are required to chany

m

Full Name
2019 Annual, Reggie

Click on the link Close

the Contact at the address shown

re password field and set the "Password

r thawv Inein

Click on the field Password

Manager

WEB PORTAL DETAILS

Username

Password =
Password Update Date -

Password Update Required No

Password Reset URL
Last Portal Login 8 -
Last Profile Update 8-

Profile Update Form Respon @ -

Fowe o [

Enter the new password.

Manager

WEB PORTAL DETAILS

Username

Password I

Password Update Date - -
Password Update Required No
Password Reset URL

Last Portal Login 8 -
Last Profile Update a8 -

Profile Update Form Respon @ -

Pt o [N

10/19/2021
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Change the field "Password Update Required" to
force the member to update their password upon

RAMCO Portal

IOgIn- WEB PORTAL DETAILS
Username
Password newpassword|
Password Update Date & --
Password Update quu\recl No |I
Password Reset URL =
Last Portal Lagin & -
Last Profile Update 8-

Profile Update Form Respon B --
E-mail Verified No
Terms & Conditions Accepte No

Click Save to complete the process.

ontact Status Active

ontact Status Reasor B Active

1.2.2. Saving a Credit Card for Future Use (Payment Profile)
Open the Navigation Areas ! Contact: Ramco, Rermmy x

& ramco35uatupgrade.ramcotest.com

v
RAMG‘-Q’: Workplace ~ Contacts » Ramco, Remmy

Yiorkplace
= NEw SR CONNECT |+ [FMADDTO MARKETING LIST 5 AssiGN

o EMAILA LINK X DELETE Ft

CONTACT : RAMCO

Ramco, Remmy =

AT A GLANCE

Click on the "Contacts" entity.

Ml I

Customers My Work Quick Membership

Accounts @ Dashboards E Memberships

Q
— P .
Contacts | Activities E Committees E

Reports Dues Cycles
m Data Management

‘Waorkplace

Member Status:
Primary Association:
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Select a contact to add credit card info for. ¥ RAM €O Workplace ~ | Contacts >

+ NEW #EDT W ACTIVATE  [§ DEACTIVATE [ DELETE | » 4EMERGE i SEND DIRECT EMAI

RAMCO Portal

+ Search Results ~

v Last Name D First Name 4 NRDS ID Username Parent Customer Prima
~  Ramco Remmy Remmy’s Realty.

s st contains 1 Contact records.

Click on the command button MORE COMMANDS

X DELETE FORM 3 PROCESS v € SHARE

Click on the command button Payment Profile

[8 Deactivation Wizard

%) Process Payment

Membership Application

B Store

Meeting Registration '

2 Class Registration

i Payment Profile

\2", Other Activities

] Relationship v

Choose the credit cart type.

Card Type

MasterCard

American Express
Discover

v v

Security Code (CVV/CVV2)
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Enter Credit Card Details

RAMCO Portal

CICUit caiu 1ol iiiial U iUt o= e

Card Type

| Visa v

Card Number

I 3|
Expiration Date (MM/YYYY)

v v

Security Code (CVWW/CVV2)

Set the Expiration Month

Card Type

Visa v

Card Number

Fkk Ak KRR 11 x

Expiration Date (MM/YYYY)

June v | 2024 ~

Security Code (CVW/CVV2)

Billing Address

® lone - Enter Address Home Address
Set the Expiration Year Card Type First Name
Visa ~ Remmy
Card Number Last Name
k%] 111 RAMCO
Expiration Date (MM/YYYY) ' Save this card tc
June vl 2024 v

Billing Address

Security Code (CVW/CWV2)

® None - Enter Address Home Address Mailing Address

Enter the card security code.

Card Number

Sex ek x] 11 ]
Expiration Date (MM/YYYY)
June v|| 2024 -

Security Code (CVV/CVV2)

SCUNLy Lode (LWL 2) 15 a Fequired e,

Billing Address

Mone - Enter Address @ Home Address

10/19/2021

18/287



RAMEO:

RAMCO Portal

Input the Cardholder's Name

:dit Card Termi

d Type
a
-d Number

e Ak 111

siration Date (

2033
2034
2035
2036
2037
2038
2039
2040

3041 First Name

2042 I Remmy
2043

2044 Last Name
2045
2046 RAMCO
2047

2048 -

ne ~ | 2024 ~

& Save this card to my profile

Input the Cardholder's Last Name -
-d Type First Name
a v |Remm x |
-d Number Last Name
Ak A kxR I RAMCO I
viration Date (MM/YYYY) ¥|Save this card to my profile
e v | 2024 v
curity Code (CVW/CVV2)
Set the billing address to be used with this card. e ey o
June v 2024 v
Security Code (CVV/CVV2)
Billing Address
@) None - E‘Tt&r.—CC’ESS@C”‘E Address Mailing Address
Street Address 1 State
123 Elm Street Kansas
Street Address 2 [optionz Zip Code
12345
Click on the button Update Profile Street Address 1 erional State
123 Elm Street ansas
Street Address 2 feptionail Zip Code o
12345
City Coptional] Country [ep
oz .

Remove Profile |

10/19/2021
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Click the button "Update Profile" to store the credit in
eCommerce.

RAMCO Portal

Street Address 2 [optional]

City [optional]

Chicago

1.2.3. Add Meal Choice Question to a Class Registration Fee

Open the Navigation Areas it

(& @ ramcosandbox.ramcoams.org/main.aspx#744029292

RAMEOs  Workplace [v contcs

for Dynamics 365 View Dynamics 365 information on the go IMMMMMESEour phone, tablet, Outiook, and more!

v il DELETE  + e EmALAUNK |~ [ RUNREPORT ~ [ exceLTempLates » B, EX

vtive Contacts v

st Name 4 First Name 4 Parent Customer Email Mobile Phone

=

Choose the Settings area

) : o racanH

Cickeam P ® + ¥ &7

.

Extensions

@ Lockboxes
Iml Keys

Choose the Forms entity
Workplace Events

Content Process Center Business

Processes
N
Templates
E Product Catalog
—
E Report Text w Purchase Orders
[

m Allerts

Business Managem
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RAMCO Portal

Click on the command button New

&« (& 8 ramcosandboxramcoams.org/main.aspx#792443297

f RAMEQ-

0 T B TR ST i B e D5 it o e g e e e s e (B

- [|]] DELETE | = & EMAILALNK | - :ﬁ RUMN REPORT ~ m EXCEL TEMPLATES ~

+ Active Forms ~

Set‘tings ~ Forms >

v | MName Description

Committes Interest Form Complete this form if you are interested in serv

Give the Form a name

SAVE [ SAVE& CLOSE 4 NEw @) RAMCO CRM HELP FORM EDITOR

JRM : RAMCO

Jew Form =

Jame™ I I

orm Contact

enter data
Aapped Entity Name a -
JESCRIPTION
Click on the command button Save = 0209070 0 0
&« (& 8 ramcosandboxramcoams.org/main.aspx#262056485

Settings v Forms 3> New Form

¥ RAMEO-

0 Apps for Dynamics 365  View Dynamics 365 information on the go with apps for your phone, tablet, Qutlook,

B savea close 4 new @ RAMCO CRM HELP  EE] FORM EDITOR

FORM : RAMCO

New Form -=

Click on the command button Launch Designer

“

more! Get Apps for Dynamics 365

mWORD TEMPLATES ~ [¥] RUN REPORT ~ E LAUNCH DESIGNER J ===

10/19/2021
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Form must be configured for the process you plan to
use it in.

RAMCO Portal

s or types, select an entity from the related list.

Choose Class Registration.

...0r Select a Related Entity [optionan

Note: For forms that are associated with application fees or type

Click on the button Configure Form

Select an Entity reptional]

Save and Close |

Use the "Add Controls (Unmapped)" menu to choose  How many years have you Select Page

; neld a membership to a local .
an unmapped field. 3EALTOR association? (edit...) Feget

Unmapped means when a person answer the

question, we simply save their answers to read later.
Add Controls (Unmapped)

The alternative to unmapped questions are "Mapped" v
questions. These fields will update the members data :
once answered. For example, if a member answers

and email question, their email in RAMCO will be

changed Add Fields (Mapped)

When asking about meal preference, there is no place
to update that in RAMCO, so we ask it as an
Unmapped question. | =4

Add Controls (Unmapped)

. ) ) . single Line Text (nvarchar)
Choose Static Option Set (Picklist). single Line Password (nvarchar masked)

Phone Mumber (country / phone)
Static Option Set {picklist)
Dynamic Option Set (picklist)
Static Multi-Select (checkboxes)
Static Two Options (bit)
Dynamic Twe Options (bit)
‘Whole Number {int)
Floating Point Number (float)
Decimal Number (decimal)
Currency (money)

B teinln | inne nf Towb fntaut
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Click on the button Add Control

RAMCO Portal

Edit Page... Delete Page

Add Controls (Unmapped)

‘ Static Option Set (picklist) v

Add Fields (Mapped)

cobalt_cobalt_formresponse_cobalt_cla: v

Now that the blank question is on the form, we must
now configure the question.

Click Edit

Section 1 (edit...)

Click to configurg(edit...)

Since are asking a meal choice question, we will need
to add several choices for the person to choose from.

Click "Add Answer" to add an option.

Your search returned no results.

Repeat this for as many choices you would like to

Add the name of the meal choice here.

Offe r. Add Answer
+ Advanced Options
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Then add it again here. “

RAMCO Portal

x |
Repeat this for all the meal choices you plan to offer. _
Name Value
‘Chi(ken ‘ I| ‘I E
| | ME
| i |
| | | a
Once all the meal choices have been added, click
save |1 ‘ Save Delete
|2 ‘ Save Delete
|3 ‘ Save Delete
|4 ‘ Delete
4 items in 1 page
Once satisfied with your question, click Save Question ' Pagesee|10v)

Add Answer

+ Advanced Options
4

Once satisfied with your form, click Save and Close
Section 1 (edit...)

What is your meal preference? (e
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Now that you have created your question(s), we must
attach them to the class registration fee.

Let's close this record for now.

RAMCO Portal

Once again open the Navigation areas.

(& & ramcosandbox.ramcoams.org/main.aspx#792443297

1s
RAMC. 'l Settings ~ Forms 3>
hd M .

Apps for Dynamics 365 View Dynamics 365 information on the go with apps for your phone, tablet. Outlock, and ma|

NEW ] DELETE =+ e EMALAUNK | = [ RUNREPORT »  [JExceL TempLaTes » B

Active Forms ~

Name Description

Committee Interest Form Complete this form if you are interested in serving on a

Go to the Events area

i- Microsoft [ X +

:amcosandbox.ramcoams.org/main.aspx#792443297

L
» 5
G'p. Settlngs v Forms 3
L]
.

Process Center Business Manageme

n Processes ....I Business Management ﬂ Adminis
I.I Templates m Security

Choose the Classes entity.

Workplace Membership

Classes Meetings

E@ Courses lEI Designations Meetings
Events

Registrations

Events

Classes

Class Registrations

ﬂ Class Locations

._; Class Instructors
-

Meeting Registratio

BEE

Meeting Exhibitors

10/19/2021
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RAMCO Portal

Find the class you wish to add the questions, then + Active Classes ~
open it.
V| Mame Course Current Registrations Max |
DM - AEl Meeting 2018 - RAMCO Pr... DM - AEl Meeting 2018 - ... 2
test Class 3 test Course 3
Test Class 01 Test Cource 1 1
new Test Class 3 Techn:
Example Class - With Documents Techi 1
oRIENTATION Test Cource 1 2
Code of Ethics Code of Ethics 2
Code of Ethics

COF AT RAMCON Cade of Fthics

Form questions must be attached to a registration fee.

Choose the registration fee that will ask these

questions.
REGISTRATION FEES
If you want all or several registrations fees to ask the Name b Product
same questions you may select all of them. |M Iarysird
Modified On & 6/19/2020 10:01 AM
Modified By B SYSTEM

Add our newly created form to the "Form" field.

Name * Code of Ethics

Class™ Code of Ethics

Product * Early Bird

Cancelation Fee

Begin Date™ 10/1/2019 12:00 AM

End Date™ 11/1/2(20 12:00 AM

Form I MikeC - Form Test with Links

Publish to Porta es

Sart Order
Click Save to complete the process.
Now when someone registers with this fee, they will
be asked the questions included in our form

atus Active
atus Reason B Active

unsaved ckarges
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1.2.4. Log into Portal as Member

Click on the command button MORE COMMANDS AR EnY AR RO AR AN AR AR AR R AR SN

RAMCO Portal

X DELETE FORM & PROCESS ~ () SHARE

MORE COMMANDS

Click on the command button Impersonate 22 Fallow
%, Run Warkflow
[ Start Dialog
[F Word Templates 3

[l Run Repart >

@ RAMCO CRM Help

X Impersonate

Impersonate

) Process Impersonate the current contact on the portal
Membership Application DI
al
@' Store CLOUD AREAASSOC
. 1: MINNESOTAASSQ
Meeting Registration 55
a .. . . lasrn (GNEEANENS)

Please restart this assist from a Contact record.

1.2.5. Performing a Name Change

Click on the "View Relatedt button. e

amcotest.com

rkplace v Contacts > Ramco, Remmy |s¢

emmy

8] FORM

iy

& PROCESS -

VARKETING LIST é& ASSIGN e EMAIL A LINK X DELETE {JSHARE  ees

1my -=

Click on the entity "Name Changes'. [
Events Common

~ = . |—p] -
tefund Items Class Registrations I?; Activities, m Integration C

s Meeting Registrations E Name Changes Contacts

Name Lnanges

ibutions Meeting Registration ... Cases Manager Des
ibution Levels E Registrations M Languages . Offices
2 : '+ .
es .=‘ Meetings (Speaker) . Services Provided Customer Re
L
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RAMCO Portal

1. Enter the new name.
CURRENT NAME
Prefix Mr.
First Name ™ Remmy

Qiddle Mame A
| st Name ™ p Rl

buffix

Click on the command button Run Workflow

e Change: Ramco, Remmy to Ramco, Remmy - Goagle Chrome

nco35uatupgrade.ramcotest.com
1s
RA M G‘p‘ Ramco, Remmyto R.. >
.
% RUN workFLOW | ] sTART DIaLOG

rkflow

Ew [ DEACTIVATE [ DELETE = EMAIL A LINK B woRD TEI

AE CHANGE ; RAMCO

imco, Remmy to R...

fl

ract® Ramco, Remmy PREVIOUS NAME
son Nenfins
n " Enter your search criteria.
Select the "Approve Name Change" workflow. Bea|  Reon ter your search crteria
Look for Process v
d On. A
=iy a - Look in On Demand Workflows v
Approved On a-- Search Search for records jY)
Process Name Category
Approve Name Change Workflow
Click on the button Add
= 3
- 1-10f1 (1 selected) Page 1
—
3/26/2020 1:48 PM Madified On @ 3/26/2020 1:48PM Status
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Click on the button OK Confirm Application of Workflow x

This workflow will be applied to 1 Name Change.

RAMCO Portal

You can monitor workflow jobs by opening each Name Change and clicking Workflows,
Are you sure that you want to continue?

Cancel
« I »
1-10f 1 (1 selected) M 4 Pagel p
Add | | Cancel ‘ ‘ Remove Value

1.3. Advanced Finds

1.3.1. Create an Advanced Find

Click the Funnel icon in the Navigation Bar

_,_. dvanced Find

Search for records )
Create advanced search queries.

Y <
A
09...
:59..
A7
2
H " " H [T
Click the "Look For" dropdown menu, and set it to Workflow 2 Mic
contacts ADVANCED FIND
Workflow
@ EE ' J BSaveAs
Werkflow . E Edit Columns
Query Saved Results New Save
Workflow Views D Edit Properties
Workflow Show View
. Loukfur:l Processes v I Use
Action
Workflow Type Equals Definition
Owner Equals Current User
Renderer Type Does Not Contain Data
Category Equals Workflow
. . . . — e Save i Cima
Click on the item Contacts in the list Workflow Vizus [ it Properties = etails
Workflow Show View Query
. Look for:  Processes v Use Saved View: My Process
Action
Committee Types =
Warlkflow Type Ef Committees

Communication Preferences
Competitors
Render Connection Roles
Connections
Categof Contacts
Contract Liletsere ]
| Contract Templates
Langugg Contracts
Contribution Levels

Qwner

Categof

CategY Cantributions

Countries

e Pl

Categof
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RAMCO Portal

Click on the select button, if you do not see this Workfiow MG " — o
. . . ' ave Az ‘_2 <= Grou
button, toggle the details button in the ribbon. P | ---:: |5 S = oo = ool
Query Saved Results New Save Clear
Workflow Views D Edit Properties E.a Deta
Workflow Show View Query
. Look for: [Conta:ts Vl Use Saved View: [new]
Action
Workflow I ~ I
Click on the item Accounts (Primary Contact) in the | Versfox “
. . Look for: Contacts v Use Saved View: | [new]
I|St Action
Waorkflow bt
Terms & Conditions Accepted =
Unapplied Credits
Unapplied Credits (Base)
Unapplied Payments
Unapplied Payments (Base)
Username
Website
Related
Accounts (Primary Contact)
Activities (regaraing) -
Activity Parties (Party)
Address 1: Country
Click Save, then give your Advanced Find a name
b Primary Entity Status Created (

w m Advanced Find - Microsoft Dynamics 365 - Personal - Microsoft Edge

w 2 https;//ramcosandbox.ramcoams.org

2% Microsoft | Dynamics 365

FILE ADVANCED FIND

W [=] =
@ E ' j I I Save As _2 = Group AND
w . g Edit Columns {= Group OR

Query Saved Results New Save Clear Dc

w Views D Edit Properties %.a Details
Show View Query

w b

Look for:  Contacts Save As

[ Save a copy of this query with a new
: ddime E
Click on the button Save dimary Contacts |

Jescription

Save Cancel

Save
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1.4. Page Text

RAMCO Portal

1.4.1. Identify and Update Page Text on the Portal
Click on the command button MORE COMMANDS

= A X

& PROCESS = ) SHARE

Parent Customer*
= Coldwell ¢

NRDS ID
B 505510506

Primary Associ... *
Bstcounar .

Click on the command button Impersonate ¥ Follow

NRDS ID
B 505510506

Primary £% Run Workflow
fistc

[ Start Dialog
E\ Word Templates »

B Run Report b

& Impersonate

Impersonate

Impersonate the current contact on the portal.

E Membership Application

@' Store

Find the page on the portal where you want your new
messaging to appear. RA M C

# Home & Events * Elections

Calendar
b

Upcoming Classes

You mus
Upcaming Meetings

My

re 30+ days old.

Click in the URL to hlghllght it. B Membership: Ramco, Remmy - R X | BB Contact Ramco, Remmy hitps://ramcosandbax

& c 8 ramcosandboxportal.ramcoams.net

Then copy a portion of the URL, from the first forward
slash "/" all the way trough the ".aspx".

Anything after the ".aspx" must not be copied. RA M

Once you have the URL copied, we will use this to

find this page text record in RAMCO.
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Click on the tab to return to RAMCO m Membership: Ramco, Remmy - £ X = Contact Ramco, Remmy X hitps://ramcosandbox

RAMCO Portal

&« (&} @ htips//ramcosandboxportal.ramcoams.net/EventCalendar.aspx

Open the Navigation Areas famco, Remmy - F X m Contact: Ramco, Remmy h cosandboxportal.ran

@ ramcosandboxramcoams.org

Workplace v Contacts > Ramco, Remmy

EW 43 CconNECT - [FA  ADD TO MARKETING LIST 2z

CONTACT : RAMCO

Ramco, Remmy =

Go to the Settings area

Marketing Service Settings

Quick Setup Extensions

Forms @ Lockboxes

Choose the Page Text entity
WGFKNBCE:

Content Process Center Business

Page Text Processes Busines
.E 9 n o

E Forms Templa

Report Templates E Produc
—
H Renart Text ’B‘ Purchas
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Paste the URL in the search box and press enter.

RAMCO Portal

This should reveal the correct page text record. If the
search does not work, you can always make a new

one.
Created On Modified On
8/11/2017 1251...  8/11/2017 12:51...
t below. 8/11/2017 1251...  8/11/2017 12:51...
CI|Ck on the Command button New m Membership: Ramco, Remmy - F X = Page Text Active Page Text - Mic: X hitps://ramcosandbox
& (&} @ ramcosandboxramcoams.org
'3
7 RAMCo'gn Settings v  PageText >
®
&  EMAIL A LINK
Title URL
Paste your URL in the URL field. TEXT : RAMCO

2w Page Text =

= Title

E— ]

L3 2AvVE |- OAVEC ol LLust T INEWW ==]  CURIVI CUTTUN

Give your page a title. This will show as the title of the
page tab. STEXT : RAMCO

>w Page Text =

: Title I - |I

JEventiaichvaas ey
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CIiCk on the Command button Save m Membership: Ramco, Remmy - F X = Page Text: New Page Text hitps://ramcosandbox

&« (&} @ ramcosandbox.ramcoams.org

RAMCO Portal

4 RAMG‘&. Settings v  PageText > NewP

3’

! SAVE & CLOSE

FORM EC

)

PAGE TEX

New Page Text =

Then enter your desired messaging in the Text box.

PAGE TEXT

Click save to complete the process. This message will
now show on this page of your member portal.

atus Active

atus Reason B Active

1.5. Automation

1.5.1. Create an Alert (CRM or Portal)

n the Navigation Ar
Ope € Navigatio eas rﬁ' Sales & Accou... |» Payments > Rothschild, David

s

v ACTIVATE [ DELETE &5 ASSIGN ©) SHARE

ild, David - $22.00 =

Applied Amou
Rothschild, David Unapplied Am
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Choose the Settings Area

RAMCO Portal

Marketing Service

Settings

Extensions Store Custom E-C

@ refunded product Store Locations D_' Web Eler
L /]
[] Invoice Credits Preduct Locations Submissi

| ||

Click on the link Alerts 100] I o (211 s

Forms Templa
Report Templates E Product

Report Text @ Purchas
[~

Alerts

Tags

[ = ITVIS [= B = T INEVW c=] PRIV CUTT

Give your Alert a name.
ALERT : RAMCO

New Alert =

Name ™ |
Regarding Ent'\ty* --

Begin Date --

End Date -
System Query B -
Display in CRM No

Click on the Regarding Entity field to enter the Entity Hoswve @ savescosE S G L3
this ALERT appears on. For a contact record you may ALERT  RAMCO
simply type the word "Contact". New Alert =

Some other entities, their may be a prefix in front of
the name like "ramco_" or "cobalt_". Heme” |

Regarding Entity ™ I | -

If you are not sure what the entity name is, you can . )

view it in the system customizations window under R

"Entities" Display in CRM No
Display on Portal No
Prigrity ™
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RAMCO Portal

Set a date for when this Alert begins displaying. This
field is required, and can be a date in the past if you

like.

You may also enter an End Date but that is not

required.

ALERT TEXT

Select to enter data

Toggle whether this Alert should display in CRM?

-
Name

You have Unpaid Orders

Regarding Ent'\ty* contact

Begin Date 3/1/2021

End Date |

System Query --

Display in CRM I No

Display on Portal No m

Priority * -

Sort Order -
Toggle whether this ALERT should display on the Name * You have Unpaid Orders
portal. Regarding Entity ™ contact

Begin Date 3/1/2021

End Date -

System Query --

Display in CRM Yes

Display on Portal I \NL

Priority * -- “

Sort Order -

DESCRIPTION
Choose a priority level. The higher the priority, the Regarding Entity ™ contact
higher the ALERT will appear amongst other ALERTS ~ gegin Date 3/1/2021

End Date --

System Query -

Display in CRM Yes

Display on Portal Yes

Priority * =

Sort Order Rl Select to enter data

DESCRIPTION

10/19/2021
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Click on the command button Save

RAMCO Portal

1 4 RAMG';.):O Settings +  Alerts >

] SAVE & CLOSE + New FORM EC

ALERT : RAM I

New Alert =

Mame ™ You have Unpaid Orders
Regarding Entity ™ contact
Benin Date 3/1/2021

Click on the command button MORE COMMANDS

> @

al X
ATES ~ D RUN REPORT -
Created By Created On Status Reason
[*] Lopez, Rege ﬁ3/29/2021 11:45 AM Active
Wl D =ma
You must not set a Query for which records the n
ALERT will appear for. £ O+ ¥ @ -
. . . al X
To do this, click on View Query to open an Advanced 4™ ~ () RUNREPORT ~ e
. . lew LJue
Find window. v
Form Editor
Created By Created On Status Reason
[*] Lopez, Regc ﬁ3/29/2021 11:45 AM Active
E 9 = m 5
Make sure Details is enabled so that you can make
changes to the Advanced Find NB
H saveas ‘-2 (= Group AND >
—j (= Edit columns = Group OR —;1;&
H Mew Save Lj’ it properti: Clear Dm-.-ml;s]cﬁ Fetch
View Query Debug
Details v Us

Hide the query lines from view.
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RAMCO Portal

Once you have added all of your filter criteria, you

may click the save button, then close the Advanced

Find window.

1.5.2. Run a Dialog

From any record in RAMCO, choose "Start Dialog"
from the command bar.

If you do not see that option, click the three dots to
see more of the menu.

FILE ADVANCED FIND
' BSanAS {= Group AND
2 <
@ E . _j H g’ Edit Columns [ Group oR -
Query Saved Results New Save | Clear Downlo
Views ;2 Edit Properties = Details Xt

Show View Query Del|

Look for: | Contacts Save

Save this query. The query will be
Select saved in Saved Views.

w Orders (Customer)

uals Active

[

v Status

v Balance s Greater Than 0.00

PROCESS ~ B SEND EMAIL -

MORE COMMANDS

-
==
-

NRDS ID
175521724

Primany
8 GRre

Click on the command button Start Dialog

Q ClickDimensions Quick Send

’E Run Campaign Automation

€7 share Primary
8 GRe

C@ Share Secured Fields
Yo7 Follow

2 Run Workflow

I ¥ Start Dialog

Start Dialog

Start a dialog for this Contact.

] Run Re

Jv_‘ mpersonate
r& Deactivation Wizard

NGELES REALTORS® & Process Payment

Choose a dialog from the list.

Look for Process ¥ | [ Show Only My Records

Lookin On Demand Dialogs v

Search (I o

Process Mame Created On Modified On Statu &

v Dues Bill Relief Payment Plan 3/25/2021 948 ...  3/25/2021 10:08... Activated

Create - Add C5 Member Education ..  1/11/2019952 ..  1/11/20199:57 ...  Activated
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Click on the "Add" button to start the dialog, then
follow the prompts of the dialog.

RAMCO Portal

1-20of 2 (1 selected) Page 1
L e
Add Cancel
BUSINESS DETAILS POSTS
Company * Entera

& 01385866 - Forward Sunset Referral
Broker Compliance

Comnliant call tr
1.5.3. Run a Workflow
Open the Record you wish to run a workflow on * |his Year's Members v
+  Last Name T First Name Parent Customer Email
Ramco Remmy Coldwell Banker Associated ~ Remmy.Ramco@test.t

Click on the command button MORE COMMANDS

RM & PROCESS ~ ) SHARE

NRDS ID Owner®
B 876000124 & SYSTEM
Office Membershins =+ =
Click on the command button Run Workflow
P2 O 4+ ¥ & 2
- - Al X
RM I PROCESS ~ ) SHARE
C& Share Secured Fields
\,','.;/ Follow
NRDS ID Ownerf % Run Workflow
n 876000124 Run Woruw

Run a workflow for this Account.

View the status of workflows in the Workflow tab of this record.
— -

—

r§ Deactivation Wizard
Office Membershins
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RAMCO Portal

Search

Make sure you check the workflow you wish to run.

Process Name Cate,
Set Contact GUID Worl
T mhegex Extract - Copy lastname...  Worl
Test Service Provided Name Write Waorl
Test - Copy lastname to middelname...  Worl
Test - Multiple IF conditions in a series  Worl
Email - Send and Example Workflow ...  Worl

Click on the button Add Test - Multiple IF conditions in a series  Workflow 3/8/2021 401 PM 2/8/202
Email - Send and Example Workflow ...  Workflow 7/29/202012:05...  7/29/20.
« I .
1-9of 9 (1 selected) M 4 Page1 )
‘ Add ‘ ‘ Cancel ‘ | Remove Valy|
Then click OK to exit.

This workflow will be applied to 1 Contact.

Are you sure that you want to continue?

Confirm Application of Workflo!

You can monitor workflow jobs by cpening each Contact and clicking W

—

1.5.4. Set up a process

Open the Navigation Areas X

Ew &3 CONNECT [ ADD TO MARKETING LIST

CONTACT : RAMCO

Ramco, Remmy =

iILANCE

Ramco, Remmy
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Choose the Settings Area

RAMCO Portal

LD + ¥ D

Quick Setup Extensions

Forms @ Lockboxes
Page Text Keys
[+)

Settings

Choose the "Processes" entity

| — | [ — |
Events
Content Process Center Business

Page Text n Processes Busines
Forms Templa:
=

Report Templates
H Renart Text ’ﬁ Purchas

Produci

Click on the link New

g RAMG&: Settings ~ Processes >
> My Processes ¥

T, New ﬂi :.;3 X Ig\ Activate IGI Deactivate More Actions =

~  Process Mame /N Category
Clone Product Workflow

Create - Members Only Registration Fee for New Member... Workflow

Create Class Registration Workflow
Email - Invoice Reminder Workflow
Fmail Walrnma | attar VAt

Give the Process a name

Create Process

Define a new process, or create one from an existing template. You can create four kinds of processes;
actions, dialogs, and workflows.

Process name: * I

Category: ™ v Entity: *

Type: (0) New blank process
() New process from an existing template (select from list):

Template Name Primary Entity

10/19/2021
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On the Category Menu

RAMCO Portal

Create Process

Define a new process, or create one from an existing template. You can cre
actions, dialogs, and workflows.

Process name: * Name

Category: * I| hd ‘I Entity
Type: () New blank process

() New process from an existing template (select fr

Template Name Priman|

Choose Workflow from the list.

Create Process

Define a new process, or create one from an existing template. You can cre,
actions, dialogs, and workflows,

Pracess name: * ‘Na"‘e

Category: * ‘ ~ Entity

Type:

Action

Business Process Flow
Dialog

Template Nam Primary

Open the Entity menu

from an existing template. You can create four kinds of processas: business process flows,

V] Entity: * L “|

sund (recommended)

< process
255 from an existing template (select from list):

Primary Entity Owner

Choose the entity for the process. Once chosen, the
entity cannot be change, and the process will only

work for that entity

v Entity: * | \

2und (recommendied) IMI

Accoun [t
Accounting cxport File Transformation
Address

Alert

Primary Entity Announcement
Answer
Appointment
Article

Mo process teff] Article Comment
Article Template
Association

Rusbo Kbl Pmfiied

1 process
2ss from an existing template (select from list):

10/19/2021
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Click on the button OK

RAMCO Portal

Open the Scope menu

1mended)

1bs (to save disk space)

Entity Account
Category Workflow

Options for Automatic Processes

Scope User

Start when: Record is created
[J Record status changes
[0 record is assigned

([ Record fields change

[ Record is deleted

Select a scope for this process.

The scope determines who is allowed to use this

Entity Account
process. e Category Workfiow
Options for Automatic Processes
1mended) N
Scope
User
Start when: Business Unit
Parent: Child Business Units
Organization.. ...
1bs (to save disk space) () Record fields change I:I
[ Record is deleted
Uncheck the "Record is Created" start condition.
This means this workflow will run anytime a record of . i Aacount
this entity is created. Category Horkiow

Be mindful when choosing start conditions and make

1mended)

sure you know exactly when you want this workflow to

operate.

ibs (to save disk space)

Options for Automatic Processes

Scope [Orgamza‘tion

Start when: Record is created
[ Record status changes

[J Record is assigned

[ Record fields change I:l

[ Record is deleted

10/19/2021
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RAMCO Portal

Uncheck the box labeled: "Automatically delete
completed workflow jobs (to save disk space)"

This will keep a record of when a process runs, so we
do not want to delete those.

{"m Settings Activate As Process

{EJ EERIDg= Available to Run

rm e Run this workflow in the background (recommen
Settings

im . O s an on-demand process
Settings

" - [0 s a child process
-fﬁ] Settings
Q‘) Cron Jobs Workflow Job Retention

utomalica\ly delete completed workflow jobs (tc

4 Process Sessions
=] Process Sessions

3 Add Step = j‘u‘lnsert » X Delste this step

Select this row and click Add Step.

Now that the process settings are configured, you
must now use Add Step to add the instructions.

Creating workflows well means being able to put
together a series of steps to achieve the desired
outcome.

It takes practice to get good at.

f‘mSeﬂings 5 T cooeiis
- As a child process

f&, Settings P

Q‘) Cron Jobs Workflow Job Retention

4 Process Sessions O Automatically delete completed workflow jobs

|:"._=1] Process Sessions

[ Add Step = SSInsert + X Delste this step

Select this row and click Add Step.

Get familiar with all the steps and how they operate.

aAdd SteEl' “sdlnsert v X Delste this step
==
Default Action N

Wait Condition
Parallel Wait Branch
Create Record
Update Record
Assign Record

Send Email

Once all of your steps are completed, click save

Once saved, the workflow is in draft mode until it is
activated.

Workflows only work when they are activated.

@ Create an Alert [CRM or

Process: Name - Microsoft Dynamics 365 - Google Chrome

ramco37uat.ramcotest.co

m = lf} Save and Close 1]

‘ Process: Name
% %, Information

Notes

Administration

General
Common b

2 Information

— Uirda Dencace Denmnrbine
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RAMCO Portal

Click activate again to confirm activation.

2. Accounting

2.1. Accounting (Basics)

2.1.1. Clone a Product

Cloning allows you to create a product from an
existing product. Similar to a "Save as..." feature.

To start this process click "Clone" from the product
you want to make a clone of.

EIDH
is createc
will attempt to activate the Process you have selected. status chi
is assigne
fields cha
is deletec

GCala

- LAl

p description here.

Account hd Set Properties

m Pro 2 cal Dues b ar

< (&)

i Apps W Bookmarks [l ToDo: [l Reggie [l D2 [ Ramco [ MSDynamics | Hw2
F RAMC',

PRODUCT : RAMCO

Product: 2(

& ramcosandbox.ramcoams.org

Workplace ~ Products > Product: 2022 Local ...

[ PrEVIEW

Clone
Clone this product.

You can use it to create a new product.

Warning: A default price list has not been set.

Click on the button Clone

p— —

‘lone Existing Product X No Pr

2ate a new preduct from this product.

Cance

vione

tODUCT VISIBILITY

blish To Online Stor Ne PAYM
blish to POS Store No Defau
Credit
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- Qutlook, or verify with your system administrator that server-

Click on the button Close le synchronization or the Email Router is set up fo send messages

-you. For mare information about email configuration, see online
p.

1
I Close

RAMCO will add a timestamp to the name, you simply Product: 2022 Local Dues-20210916130¢
need to update the name, then the product ID. '

Warning: A default price list has not been set.

me™ | 2022 Local Dues-202109161306546046
wduct ID™ i

itt Group ™ @ DefaultUnit

fault Unit ™ Primary Unit

cimals Supported ™ 2

¢ Price

Click on the Product ID field to update it as well. FIodutL cucs LAl DUESTZUZ U 10 15UC

Warning: A default price list has not been set.

UMMARY
wduct ID™
it Group ™
fault Unit ™ Primary Unit
cimals Supported * 2
t Price
Click on the save icon to update the product. PAYMENT SETTINGS
Default Price List *
Please note, cloning a product does not clone the Credit Application Priority
price list items or the product gl accounts. Those still Remittance Application © 1,053
need to be created.
The next steps will go through that process.
+ B -
atus Active
atus Reason @ Active

unsaved changes|

® 21°F sunny ~ @ o & == ) 1207PM
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Price list items determine the price a contact pays,
based on the list that person is on. So, we must set a
price for each list.

RAMCO Portal

Click on the plus symbol to add a new price list item.

PRODUCT GL ACCOUNT (REQUIRED)

ercentage Product 4

No Product GL Account records found.

Click on the field "Price List" to choose a list. B oswve @ sweados 4 New FoRM EDITOR
PRICE LIST ITEM : PRODUCT PRICE LIST
Most boards have a "Member" list and a "Non- 2022 Local Du... =
member" list. If you have different lists, you will need
to create a price list item for each one. ZGeneral
Price List * I [~ o)l Currency
Product™ TOIIToca Ducs s Discount List
Unit™ Primary Unit Quantity Selling
Pricing
Pricing Method ™ Currency Amount
CIICk On the |OOkup Item Member PRICE LIST ITEM : PRODUCT PRICE LIST
2022 Local Du... =
4 General
Price List™® o
Product * [ Wember
. US Dollar
Unit
ds 3:1; ar :
Lock Up More Records
Fri(ing 2 results
1U| RED) Pricing Method ™ Currency Amount
Amount ™
H . " " . Price List ™ Member Currency
Click on the field "Amount” to set a price people on S 2022 Locat D e e
this list would pay. Unit* Primary Unit Quantity Selling
Pricing
Pricing Method * Currency Amount
Amount ™ I - |I
Percentage - -
Rounding
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RAMCO Portal

Click "Save & Close" to complete this price list item.

RAMCO may take a moment to complete this, so be

patient.

W, REVISE T DELETE

@ CONVERT TOKIT I PROCESS - @ El

m Price List ltem: 2022 Local Dues - Microsoft Dynamics 365 - Google Chrome

2 I_O(:al D U e X @ ramcosandbox.ramcoams.org
g RAMdﬁ‘ 2022 Local Dues

PRICE LIST ITEM ;: PRODUCT PRICE LIST

2022 Local Du... =
cenesl

To add another price list item, click on the plus symbol

again.

PRODUCT GL ACCOUNT (REQUIRED)

ercentage Product

No Product GL Account records found.

Click on "Price List" to choose the next one list. e e S ron oo
PRICE LIST ITEM : PRODUCT PRICE LIST
2022 Local Du... =
4 General
Price List * I | = ‘D|! Currency
Product™ V27 Toca Dues Discount List
Unit™ Primary Unit Quantity Selling
Pricing
Pricina Method * Currency Amount
Click on the lookup item Non-Member 2022 Local Du... =
4 General
Price List™ o
Product™ 2022 Local Dues
Unit™ rary T
Pricing
2U| RED) Pricing Method ™ Currency Amount
Amount*
Percentage a -
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48/287



RAMEG:

RAMCO Portal

. . . . Price List " Non-Member Currency
Click on Amount to set the price for this list. S 2022 Loca Dues L

Unit™* Primary Unit Quantity Selling

Pricing

Pricing Method * CurrencAmt

Amount ™ =

Percentage

Rounding
Click "Save & Close" to complete this price list item.

¥, REVISE T DELETE &% CONVERT TO KIT T PROCESS ~ @ EN

RAMCO may take a moment to complete this, so be e List s 2022 Local Dues - Micrasoft Dynamics 365 - Google Chrome

patlent 2 I_O(:al D U e X o ramcosandbox.ramcoams.org
’ RAMdﬁ‘ 2022 Local Dues

PRICE LIST ITEM : PRODUCT PRI

2022 Loca

& an

Do,

4 General
For bookkeeping purposes, RAMCO needs to know Credit Application Priority
where to report revenue when a product is sold. Remittance Application O 1.053
To do this you must add a "product gl account".
Click on the plus symbol to add one.
General Ledger Accoun...|  Type
Click on the search button of field GL Account B SAVEECLOSE 22 (G EORMIEDIIOR

RAMCO

Juct GL Acc... =

2022 Local Dues

B [=]
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RAMCO Portal

Choose the correct GL account for this product from
the list.

If you are not sure which to choose, please confer
with your bookkeeper.

Product™ 2022 Local Dues

*
GL Account

" = A
Type ] I
Receivables
Receivables
EA Assoc Dues
Revenue

|=:j Bakery Cash
01000

|5'_f'=| Bakery Receivables
02000 Receivables

EA Birthday Ticket Sales
Revenue

10000 Revenue

Click on the command button Save & Close

m Product GL Account: New Product GL Account - Geegle Chrome:

@ ramcosandbox.ramcoams.org

RAMGﬁ: New Product GL Acc...

2 W RAMCO

Products ’

2 Local Dueq

Product”

2022 Local Dues
t

GL Account * Assoc Dues

Please close this assist, then restart it when you have opened a product record.

2.1.2.

Click in the Name field to give the product a name.

Since this product will be used for class or meeting
registrations, it is a good idea put the prices in the
beginning of the name.

For example, a product that was $10 for members
and $30 for nonmembers, a good name for that
product would be: "10/30 class registration fee"

Create a Product (For Class or Meetings)

Product: For Sale Sign - Large =

Warning: A default price list has not been set.

UMMARY

me ™ I For Sale Sign - Large I
sduct ID™ or >ale Sign - Large

Click on the field Product ID. This field must be
unique, if you try to put something already in use by
another product you will receive an error message

it Group ™ B Default Unit
fault Unit * Primary Unit
cimals Supported * 2
: Price

[ R R R e

s T e

Warning: A default price list has not been set.

UMMARY

*
me

sduct ID* For Sale Sign - Large

it Group ™
Fault Unit ™ Primary Unit
cimals Supported 2

:Price
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RAMCO Portal

Click on the p|Ck||St Product Type Default Unit™ Primary Unit
Decimals Supported * 2
List Price

NRDS Payment Type.

Product Type I | Sales Inventory
Category
Choose Class Registration fee or Meeting Defeult Unit Primary Unit
Registration fee respectively. e o 2

NRDS Payment Type

Product Type Meeting Registration Fee
Meeting Activity Fee

Class Registration Fee

Refund / Failed Transaction Fee
Contribution

Category

Other
Price list items determine the price a contact pays,
based on the list that person is on. So, we must set a
price for each list.
Click on the plus symbol to add a new price list item.
PRODUCT GL ACCOUNT (REQUIRED)
ercentage Product
No Product GL Account records found.
C||Ck on the fle'd Price List B2 osave B SAVE & CLOSE +  new FORM EDITOR
PRICE LIST ITEM : PRODUCT PRICE LIST
10/30 Class Re... =
4« General
Price List ™ I | o I Currency
Product™® ass Registration ree Discount List
Unit™ Primary Unit Quantity Selling
Pricing
Pricing Method ™ Currency Amount
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Then choose the Member list since this will determine DRICE LT TEM - PRODUCT PRICE LT
the price a member pays. 10/30 Class Re... =

RAMCO Portal

4 General

Price List ™ D

Product [ Member
US Dollar
Unit*
QUIRED) = Us Dollar |

Look Up More Records

Pricing

2 results
Pricing Method ™ Currency Amount
Pricing Metho... J—

. . . Price List ™ Member Currency
CIICk on the fleld amount’ then Set the prlce a member Product™ 10/30 Class Registration Fee Discount List
would pay. Unit* Primary Unit Quantity Selling

Pricing

Pricing Method * Currency Amount

Amount™ I -- I

Percentage L

Rounding
Click "Save & Close" to create the price list item.

¥, REVISE W DELETE ' CONVERT TO KIT I PROCESS ~ & EN

ThIS SetS the pl’lce fOr mem berS, now we mUSt Create m Price List ltem: 10/30 Class Registration Fee - Microsoft Dynamics 365 - Google C
another pnCe |ISt |tem W|th the pr|Ce a nonmember Sale Slg n - & ramcosandbox.ramcoams.org

would pay. ¥ RAM@'ﬁ- 10/30 Class Registrat..
:

PRICE LIST ITEM : PRODUCT PRICE LIST

10/30 C

4 General

ass Re... =

Click on the link Add Price List Item record.

PRODUCT GL ACCOUNT (REQUIRED)

ercentage Product 4

No Product GL Account records found.
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RAMCO Portal

C|ICk on the fleld Price LISt =Y ' SAVE & CLOSE +  nEW FORM EDITCR
PRICE LIST ITEM : PRODUCT PRICE LIST
10/30 Class Re... =
4 General
Price List * 1 Currency
Product™ ass Registration ree int List
Unit™* Primary Unit Quantity Selling
Pricing
Pricing Method ™ Currency Amount
Click on the lookup item Non-Member 10/30 Class Re... =
4 General
Price List* o
Product® [ member
. US Dollar
unit i Non-Member
UIRED) S
Lock Up More Record
Pricing 2 results
Pricing Method ™ Currency Amount
Pricing Metho... Amount®
Currency Amount Percentage 8 -
Click in the Amount field, then set the nonmember e pemmemer e
. Product 10/30 Class Registration Fee Discount List
prlce. Unit™ Primary Unit Quantity Selling
Pricing
Pricing Method ™ Currency Amount
Amount™ I - |I
Percentage -
Rounding
Click on the command button Save & Close
¥, REVISE M DELETE #'% CONVERT TO KIT I PROCESS ~ @ EN

m Price List ltem: 10/30 Class Registration Fee - Microsoft Dynamics 365 - Google C

Sa | e S | g n _ @ ramcosandbox.ramcoams.org

¥ RAMG‘-b:O 10/30 Class Registrat...

I8 C71 savE & CLOSE

PRICE LIST ITEM : PRODUCT PRICE LIST

10/30 C

4 General

ass Re... =
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For bookkeeping purposes, RAMCO needs to know

Credit Application Prigrity

where to report revenue when a product is sold. Remittance Application O 1,053
To do this you must add a "product gl account".
Click on the plus symbol to add one.
General Ledger Accoun... | Type
Click on the search button of field GL Account e MSAVENIGLSE =2 GED ECEMEDIEOR
RAMCO

fuct GL Acc... =

2022 Local Dues

[

Choose the correct GL account for this product from
the list.

If you are not sure which to choose, please confer
with your bookkeeper.

Product™
GL Account *

Type * "]

2022 Local Dues

EA AR - Assoc

Receivables
EA ar-mMLs

Receivables

@ Assoc Dues
Revenue
EA Bakery Cash

01000

|=:j Bakery Receivables

02000 Receivables
|f? Birthday Ticket Sales
Revenue
EA Cake Revenue
10000 Revenue L

Click on the command button Save & Close

m Product GL Account: New Product GL Account - Google Chrome

@ ramcosandbox.

B 02 B RAMCO

kplace ~ | Products ’
. _ SAVE
¥, REVISE m D d s

2 Local Dueq

Product

GLA *
GL Account

PRODUCT GL ACCOUNT : RAMCO

New Product CF

. ramcoams.org

RAMG‘ﬁ: New Product GL Acc...

L3] SAVE & CLOSE

and

LG

2022 Local Dues

Assoc Dues
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2.1.3. Create a Product (For Dues)

Open the Navigation Areas counts - Mi

RAMCO Portal

(] B ramcosandbo: ncoams.org

Apps % Bookmarks [l ToDo: |l Reggie Wl D2 W RAMCO [ MSDynamics [l HW2 W

RAMC‘%S‘ Workplace s Accounts >

+ New M DELETE = @ EMAIL A LINK - [¥ RUN REPORT

+ Active Accounts ~

v Account Name NRDS I License Number... . Ema Main Phone Stry
1031 Asset Exchange 876000299 Yak
123453233 Ale

Choose the Sales & Accounting area

B ramco | MSDynamics | Hw2 | School || DevProjects | Work

lace Accounts

Quick Membership Quick Events Quick Account
soards E Memberships m Courses a Products
hac m Cammittaac H laccac Igl Nirdars

Choose the Products entity ) Workplace [ Accounts >
- _
Sales & Accounting
Accounting Setup Accounting
5 ; Bulk Profile Charges E Products Ej GL Accounts

es h‘? Bulk Refund Batches E Ccupor.m,
[

2nt: Scheduled P t Tax Tabl E!B k A

nts @ chedule ayments ax Tables s ani ccoun

e Payments @ Scheduled Payment D.., GL Account Categories Revenue Reg

. [ /= [ [
Click on the command button Add Product 3 Products All Products, Families & X +

Batches

&« (&} # ramcosandboxramcoams.org

i1 Apps & Bookmarks l To Do: l Reggie . l RAMCO l MSDynamics l HwW2
1s
5 RAMG'Q‘ Sales & Accou... ~ | Products >
L ]

ADD PRODUCT

[& ADD FAMILY ADD BUNDLE

' Mame 4 Product ID List Price Status Pub
i 1 Year Legal Hotline Subscri 1 Year Legal Hotline S... 5200.00 Active Mo
i 10 Pack {10% Off) 10PCK £300.00 Active Mo
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Click on the Name field and give the product a name.
For Dues products it is a good idea to put the year in

front of the name.

For example, "2022 Local Dues".

This will make it easy to tell the difference when m
charging for the next year dues, which the member is

paying.

RAMCO Portal

PRODUCT : RAMCO

Product: =
UMMARY
sduct ID™ I
itt Group ™ -
fault Unit ™ 8-

cimals Supported

:Price

Click on the field Product ID. This field must be

unique, if you try to put something already in use by

another product you will receive an error message

(B R e R

Warning: A default price list has not been set.

i LAl e A o —

UMMARY
me ™ 2022 Local Dues
duct ID* 2022 Local Dues Example ||
it Group ™ efaul s
fault Unit ™ Primary Unit
cimals Supported * 2
t Price
Click on the search button of field Unit Group
- SALES TAX, SHIPPING & QUANTITY
tes Example Shippable No
1B Taxable No
| = |
Tax Table a-
Minimum Quantity
Quantity On Hand a -
Prevent Back Order No
Current Cost
Average Cost |-
Click on the lookup item Default Unit
AMARY
2022 Local Dues
D* 2022 Local Dues Example
oup® o
Unit® & & Default Unit I
s Supported ™ Look U s
e
1 result
ayment Type
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Click on the search button of field Default Unit

RAMCO Portal

s SALES TAX, SHIPPING & QUANTITY
= Example Shippable No
4 Taxable Neo
I‘D|I Tax Table |-
| == |
Minimum Quantity
Quantity On Hand a -
Prevent Back Order No
Current Cost
Average Cost a-
Total Cost of Inventory
Click on the lookup item Primary Unit
AMARY
2022 Local Dues
D" 2022 Local Dues Example
oup ™ Default Unit
Unit * yol
s Supported ™ I =S Primary Unit I
= Look Up Mare Records
1 result
ayment Type
: Type Sales Inventory
H non
Set the decimals supported to "2
UMMARY
me ™ 2022 Local Dues
sduct ID™ 2022 Local Dues Example
itt Group ™ Default Unit

fault Unit™ Primary Unit
cimals Supported * I -

DS Payment Type

wduct Type Sales Inventory

Click on the picklist Product Type Defaul Unit Primary Unit

Decimals Supported * 2
List Price

NRDS Payment Type,

Product Type I |Sala Inventory

Category
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Click on the picklist Product Type value Dues Deamals Supported z

List Price

RAMCO Portal

NRDS Payment Type

Product Type L . .
Category IDue; I
Wices [l ration Fee
It«'leet Eg HC.tI‘v'.t')‘ Fe:e -
Click save to create the product. B Product New Product X+

& (&} @ ramcosandboxramcoams.org

Products in RAMCO do not work on their own, they

require some addtional records to determine price and
revenue tracking. 4 RAM@.SS.‘ WEIEETE s fo

ili Apps H Bookmarks [ ToDo: [ Reggie W D2 W RAMCO [ MSDynamics [ Hw2

¥, DEACTIVATION WIZARD FORM EDITOR

We will create those next.

Price list items determine the price a contact pays,
based on the list that person is on. So, we must set a
price for each list.

Click on the plus symbol to add a new price list item.

PRODUCT GL ACCOUNT (REQUIRED)

ercentage Product

Ne Product GL Account records found.

Click on the field "Price List" to choose a list. | s IS = =T EORMEDIIOH
PRICE LIST ITEM : PRODUCT PRICE LIST

Most boards have a "Member" list and a "Non- 2027 Local Du... =

member" list. If you have different lists, you will need

to create a price list item for each one. +General
Price List ™ | o I Currency
Product™® OP7Toca Dues Discount List
Unit™ Primary Unit Quantity Selling
Pricing
Pricina Method ™ Currency Amount
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Click on the |OOkUp item Member PRICE LIST ITENM : PRODUCT PRICE LIST
2022 Local Du... =
4 General
Price List™ o)
Product [ Member
. US Dollar
Unit
Us Dollar
Look Up More Recards
Pricing 2 results
2U| RED) Pricing Method ™ Currency Amount
Amount*

. . " " . Price List ™ Member Currency
Click on the field "Amount” to set a price people on - 2022 Local Dues i
this list would pay. Unit* Primary Unit Quantity Selling

Pricing
Pricing Method * Currency Amount
Amount™ I -- I
Percentage o
Rounding
Click "Save & Close" to complete this price list item.
W, REVISE W DELETE &% CONVERT TO KIT I PROCESS ~ @ N
RAMCO may take a moment to Complete this, so be B Price List Item: 2022 Local Dues - Microsoft Dynamics 365 - Google Chrome
pat'ent 2 I_O(:al D U e i @ ramcosandbox.ramcoams.org
t
4« General
To add another price list item, click on the plus symbol
again.
PRODUCT GL ACCOUNT (REQUIRED)
ercentage Product 4

No Product GL Account records found.
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Click on "Price List" to choose the next one list. B osae f swracose 4 New FORMEDITOR
PRICE LIST ITEM : PRODUCT PRICE LIST
2022 Local Du... =
4General
Price List * B olf Currency
Product™® V27 toca Dues . Discount List
Unit™* Primary Unit Quantity Selling
Pricing
Pricing Method ™ Currency Amount
Click on the lookup item Non-Member 2022 Local Du... =
4 General
Price List* o
Product® [ member
. US Dollar
Unit
Non-Member
US Dollar
Lock Up More Records
Pricing 2 results
1U| RED) Pricing Method ™ Currency Amount
Amount *
Percentage a -
. . . . Price List™ Non-Member Currency
Click on Amount to set the price for this list. S 2022 Locs Duce L
Unit™ Primary Unit Quantity Selling
Pricing
Pricing Method ™ Currency Amount
Amount™ -
Percentage ; - :m
Rounding
Click "Save & Close" to complete this price list item.
¥, REVISE M DELETE #'% CONVERT TO KIT I PROCESS ~ @ EN

RAMCO may take a moment to complete this, so be
patient.

4 General
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For bookkeeping purposes, RAMCO needs to know

Credit Application Prigrity

where to report revenue when a product is sold. Remittance Application O 1,053
To do this you must add a "product gl account".
Click on the plus symbol to add one.
General Ledger Accoun... | Type
Click on the search button of field GL Account e MSAVENIGLSE =2 GED ECEMEDIEOR
RAMCO

fuct GL Acc... =

2022 Local Dues

[

Choose the correct GL account for this product from
the list.

If you are not sure which to choose, please confer
with your bookkeeper.

Product™
GL Account *

Type * "]

2022 Local Dues

EA AR - Assoc

Receivables
EA ar-mMLs

Receivables

@ Assoc Dues
Revenue
EA Bakery Cash

01000

|=:j Bakery Receivables

02000 Receivables
|f? Birthday Ticket Sales
Revenue
EA Cake Revenue
10000 Revenue L

Click on the command button Save & Close

m Product GL Account: New Product GL Account - Google Chrome

@ ramcosandbox.

B 02 B RAMCO

kplace ~ | Products ’
. _ SAVE
¥, REVISE m D d s

2 Local Dueq

Product

GLA *
GL Account

PRODUCT GL ACCOUNT : RAMCO

New Product CF

. ramcoams.org

RAMG‘ﬁ: New Product GL Acc...

L3] SAVE & CLOSE

and

LG

2022 Local Dues

Assoc Dues

10/19/2021
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2.1.4. Create a Product (To Sell from your Store)

Click on the navigation button Products

Huct: 2023 Local Dues x +

c # ramcosandboxramcoams.org

% Bookmarks [l ToDo: | Reggie |l D2 [ RAMCO [ MSDynamics [l Hw2 [ School

RAMC-‘&: Workplace ~ | Producls’ > Product: 2022 Local .. >

3 PREVIEW o CLONE ¥ REVISE M DELETE &' CONVERT TO KIT

PRODUCT : RAMCO

Product: 2022 Local Dues-202109161306¢

arning: A default price list has not been set.

Click on the field "Name" and give the product a
name.

Product: For Sale Sign - Large =

Warning: A default price list has not been set.

me * For Sale Sign - Large I
-

duct ID RRREERICLN For Sale Sign - Large

it Group ™ B Default Unit

Fault Unit ™ Primary Unit

cimals Supported 2

:Price

Click on the field Product ID. This field must be
unique, if you try to put something already in use by
another product you will receive an error message

PRODUCT : RAMCO

Product: -=

UMMARY

me ™ For Sale Sign - Large

sduct ID™ I
it Group ™ -

Fault Unit ™ 8-

cimals Supported ™

:Price

Click on the picklist Product Type

Default Unit * 8-
Decimals Supported *
List Price

NRDS Payment Type,

Product Type I Sales Inventory

Category

10/19/2021
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Choose the product type "Sales Inventory"

Warning: Do not use "Sales Inventory" for anything
other than store items. If you use it for other kinds of
sales like sponsorships or dues, RAMCO may stop
you from being able to process payments for this
product.

List Price

MNRDS Payment Type
Product Type

Categary

Membership Application

Meeting Activity Fee

SRARIAIA A ARIP A~ RAARRIRA/AEALTRERY

If you want to allow people to purchase store items
from your Portal, then come by the office to pick them
up later, you must set "Shippable" to "Yes".

SALES TAX, SHIPPING f: QUANTITY
RAMCO does not calculate_shlpplng costs, the reason .. ™
this needs to be turned on, is so the member can Table v [
choose whether which office they want to pick up their =~ = -
purchase. If you only have one office location, then Cj“tbfitz al
this does not matter. o B i Mo
Current Cost -
Average Cost 8-
Total Cost of Inventory -
In order for RAMCO to charge tax on a store sales,
this must be set to yes.
SALES TAX, SHIPPING f: QUANTITY
Shippable Yes
Taxable No
Tax Table 8-
Minimum Quantity -
Quantity On Hand & -
Prevent Back Order No
Current Cost
Average Cost

Total Cost of Inventory

If this item is taxable, you must select a tax table.

Tax tables contain the zip code for your office and the
tax rate. If you have more than one office, the tax
table should have the zip codes for each location.

El

PRODUCT LOCATIONS

Name 4

10/19/2021
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Choose a tax table.

RAMCO Portal

Shippable Yes
Taxable Yes
Tax Table o] .
Minimum Quantity g 27513 -
2/22/2019 2:41 PM
Quantity On Hand
27513
Prevent Back Order 2/22/2019 2:40 PM
Current Cost B3 MikeC - Tax Ta 019 2:40 PM
42 32
Average Cost "]
g Reggie’
Tetal Cost of Inventory 1/11/2021 3:46 PM
Look Up Mare Records
PRODUCT VISIBILITY Aresults + New
Publish To Online Stot ~ No PAY
Publish to POS Store No Def
n 1 n Minie Jua v
The "Online Store" allows members to purchase store Vimimum Quantity
. . Quantity On Hand a8 -
items from the portal, without the help of a staff o
Prevent Back Order No
person - Current Cost
Average Cost & -

Total Cost of Inventory

PRODUCT VISIBILI

=

Publish To Online St No

Publish to POS Storg No

The "POS Store" allows staff to sell this store item Minimum Quantity
from the member's contact record in RAMCO. oot
Curmrent Cost -
If you want only staff to be able to process store Average Cost a-
sales, set POS Store to Yes, then set Online Store to Total Costof Invertary
No.
PRODUCT VISIBILI
Publish To Online St Yes
Publish to POS Store No
Click on the search button of field Unit Group
Large SALES TAX, SHIPPING & QUANTITY
Large Shippable Yes
Tax Table 27513

Minimum Quantity
Quantity On Hand a -
Prevent Back Order MNo
Current Cost

Average Cost a8 -
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. . N ]
Click on the lookup item Default Unit
AMARY
For Sale Sign - Large
D" For Sale Sign - Large
aup ™ o)
Unit* nl Ui Default Unit I
s Supported ™ Tock Up More Records
e
1 result
ayment Type
Click on the search button of field Default Unit
Large SALES TAX, SHIPPING & QUANTITY
Large Shippable Yes
4 Taxable Yes
| 2] Tax Table 27513
| == |
Minimum Quantity
Quantity On Hand a -
Prevent Back Order No
Current Cost
Average Cost a -
Total Cost of Inventory
Click on the lookup item Primary Unit
AMARY
For Sale Sign - Large
;D" For Sale Sign - Large
sup ™ Default Unit
Unit* Jol
s Supported * I S Primary Unit I
= Look Up More Records
1 result
ayment Type
: Type Sales Inventory
Set decimals supported to 2.
UMMARY
me™ For Sale Sign - Large
sduct ID* For Sale Sign - Large
it Group ™ Default Unit
Fault Unit ™ Primary Unit
cimals Supported ™ 0

P! You must provide a value for Decimals Supported.

DS Payment Type

sduct Type Sales Inventory
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Click Save to create product. B Product New Product x|+
&« (&} @ ramcosandbox.ramcoams.org
Side Note: creating a product as sales inventory will Il s 55 trrmms [ mEe [ e [0 [ EE [ o [ e
automatically create a "Product Store Location" for
each one of your offices. The purpose of these 4 RAM@?’.‘ Workplace | Products > product

records is to keep track of inventory at each location.

Q] SAVE & CLOSE ¥, DEACTIVATION WIZARD FORM EDITOR

We will set the inventory for those locations next. PRODUCT : RAMCO
Product: =

«SUMMARY

Expand the associated view of product store

locations.
PRODUCT LOCATIONS
+
Name Quantity on Hand
No Product Location records found.
Then choose a store location to update the inventory g CER b E iR e
there. . . .
Product Location Associated View v
+ ADD NEW PRODUCT LOC... Q BULK DELETE ||!. CHART PANE  ~ m R
v Name Product Quantity on H...
Alternate Store Location - For Sale Sign - Large For Sale Sign - Large 1]
I Default Store Location - For Sale Sign - Large Ior Sale Sign - Large 0
Set the inventory of this product for this location. L [EHpEemAT: W DEETE L SR T SHIAR

FP.ODLCT LOCATION : RAMCO

Default Store Location - For Sale Sign - L

Product™ For Sale Sign _ Large
Quantity on Hand™® 0
Store Location efault Store Location
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Click Save to update.

RAMCO Portal

atus Active

atus Reason B Active

If you have more than one product store location, use
the arrows to move up and down the list, then update
the inventory for each location. B Other bookmarks | [ Reading it

5 D + v 2 @

Once you have updated all store locations, click the X
icon to return to the product. You may have to repeat Y SR 5
this for each store location. B Other bookmarks | [E] Reading list

s 2 + v e 2@

LE Y (s

Price list items determine the price a contact pays,
based on the list that person is on. So, we must set a
price for each list.

Click on the plus symbol to add a new price list item.

PRODUCT GL ACCOUNT (REQUIRED)

ercentage Product 4

No Product GL Account records found.
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Click on the field "Price List" to choose a list. B e @ saeacos 4 new FORMEDITOR
PRICE LIST ITEM : PRODUCT PRICE LIST
Most boards have a "Member" list and a "Non- 2022 Local Du... =
member" list. If you have different lists, you will need
to create a price list item for each one. «General
Price List * - o I Currency
Product™ UZrToca Dues Discount List
Unit™* Primary Unit Quantity Selling
Pricing
Pricing Method ™ Currency Amount
CIICk On the IOOkup Item Member PRICE LIST ITEM : PRODUCT PRICE LIST
2022 Local Du... =
4 General
Price List ™ o)
Product™ (2 Wember
. US Dollar
Unit
usDollar
Look Up More Records
Fricing 2 results
QUI RED) Pricing Method ™ Currency Amount
Amount *

H . " " . Price List " Member Currency
Click on the field "Amount” to set a price people on S 2022 Loca Duce L
thIS ||St WOU|d pay. Unit™ Primary Unit Quantity Selling

Pricing
Pricing Method ™ Currency Amount
Amount™ I - I
Percentage -
Rounding
Click "Save & Close" to complete this price list item.
¥, REVISE W DELETE a's COMNVERT TO KIT I PROCESS ~ @ EN

RAMCO may take a moment to complete this, so be
patient.

m Price List ltem: 2022 Local Dues - Microsoft Dynamics 365 - Google Chrome

2 I_O(:al D U e X @ ramcosandbox.ramecoams.org

F  RAMED:  eiomow

PRICE LIST ITEM : PRODUCT PRICE LIST

2022 Local Du... =
*General ]
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To add another price list item, click on the plus symbol

RAMCO Portal

again.
PRODUCT GL ACCOUNT (REQUIRED)
ercentage Product 4
No Product GL Account records found.
. . . . 1 1
Click on "Price List" to choose the next one list. e e o EBIToR
PRICE LIST ITEM : PRODUCT PRICE LIST
2022 Local Du... =
4General
Price List * I [~ o)l Currency
Product 027 toca Dues . Discount List
Unit™ Primary Unit Quantity Selling
Pricing
Pricing Method * Currency Amount
Click on the lookup item Non-Member 2022 Local Du... =
4 General
Price List ™ o
Product ™ 2022 Local Dues
Unit* rm, T
Pricing
1U| RED) Pricing Method * Currency Amount
Amount *
Percentage & -
. . . . Price List™ Non-Member C )
Click on Amount to set the price for this list. e B
Product 2022 Local Dues Discount List
Unit™ Primary Unit Quantity Selling
Pricing
Pricing Method * Currency Amount
Amount ™ =
Percentage -
Rounding
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Click "Save & Close" to complete this price list item.

RAMCO may take a moment to complete this, so be
patient.

W, REVISE T DELETE & CONVERT TOKIT I PROCESS - @ El

m Price List ltem: 2022 Local Dues - Microsoft Dynamics 365 - Google Chrome

2 I_O(:al D U e X @ ramcosandbox.ramcoams.org

’ 2022 Local Dues
t
PRICE LIST ITEM : PRODUCT PRI
2022 Loca
4 General
For bookkeeping purposes, RAMCO needs to know Credit Application Priority
where to report revenue when a product is sold. Remitance Application © 1,053
To do this you must add a "product gl account".
Click on the plus symbol to add one.
General Ledger Accoun...|  Type Add Product GL Account record.
Click on the search button of field GL Account B SAVEECLOSE oo (ED EORMIEDITOR
RAMCO

fuct GL Acc... =

2022 Local Dues

[

Choose the correct GL account for this product from
the list.

If you are not sure which to choose, please confer
with your bookkeeper.

Product™ 2022 Local Dues
GL Account *
Type® a] B ar-assec
Receivables
BA ar-mMLs
Receivables
5 Assoc Dues

Revenue
EA Bakery Cash
01000
EA Bakery Receivables
02000 Receivables

|f? Birthday Ticket Sales
Revenue
5‘ Cake Revenue
10000 Revenue
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Click on the command button Save & Close

RAMCO Portal

m Product GL Account: New Product GL Account - Google Chrome:

B 0z B Ramo & ramcosandbox.ramcoams.org

Products g RAMe.ﬁ‘ New Product GL Acc...

¥, REVISE m o | sae
PRODUCT GL ACCOUNT : RAMCO
2 Local Dueg
Product” 2022 Local Dues
E GL Account ® Assoc Dues
2.1.5. Create a Purchase Order
Open the Navigaﬁon Areas Produ: X B Product GL Account: New Produ: % |+

sandbox.ramcoams.org

i =

rﬁo Sales & Accou... |& Products » Product: Cape Fear

ajs CLONE ®, REVISE W, RETIRE 0 DELETE

":RAMCO

Juct: Cape Fear Demo Product =

Choose the Purchase Orders entity. Sa1es Accountrn

|
Orders H Bulk Prefile Charges E Produc
L}
Invoices E“a Bulk Refund Batches X“. Coupor
e eed
Payments Scheduled Payments Tax Tab
Invoice Payments ‘ Purchase Orders GL Acce
b
Refunds
Credits
C||Ck NeW to Start a new record. m Purchase Orders All Purchase Or: X @ Product GL Account: New Produc X | +

&« C @ ramcosandboxramcoams.org

4 RAMG‘ﬁn Sales & Accou... ~  Purchased

& EMAIL A LINK

+ All Purchase Orders ~

v P.O. Number Order Date W Expected Date Vendor

PO10006 4/24/2020 Vendor 01
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Set the date the purchas order was made.

RAMCO Portal

> QOrder =

All Purchase Order ltems '
Search for records

Name

To enable this content, create

Click on the lookup Vendor

W FUrcridse urader =

zneral
Number A -
=r Date ™ 3/29/2021 T v
Jor™ I - | jol |I
dor Invoice Date -
dor Invoice No. -
:cted Date -
e Location ™ -
inating Purchase Order @ --
Choose a vendor 5

nvoice Date & Aarrowhed Appraisal Service -

876000264 T

ice No.

fivolce No & Advance Realty
| Date 236500443
-ation * E Advsntage Real Estate Service

876001521
ng Purchase Order a

& Affordable Rentals LLC
876000308
Affordable Rentals LLC
AQri-ACCess
345503696
& Akheritage Test
S

Look Up More Records

Choose the corresponding store location for the

inventory to be stocked.

- vV ] AT A N N NAN ] —
=neral

Number A -

=r Date ™ 3/29/2021

dor™ Affordable Rentals LLC

dor Invoice Date -
dor Invoice No. -

:cted Date -

S
e Location

inating Purchase Orde 8-
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CIiCk save to Create the Purchase Order B Purchase Order: New Purchase C X m Product GL Account: New Produ: X | +

&« (&} @ ramcosandbox.ramcoams.org

RAMCO Portal

Now a Purchase Order Item must be created for each
item in your order.

¥ R AMC‘Q- Sales & Accou... v Purchase

EJ' SAVE & CLOSE FORM EC

PURCHASE ORDER : RAMCO

New Purchase Order =

4« General

To add a Purchase Order ltem, click on the plus icon.

[l =

irder Quantity Ordered Quantity Expected... . Quantity Received Sta

Click on the lookup Product N ew P urc ha Na) O rder =

4 General
Purchase Order ™ PO10007 All Purchase Ord
itals LLC Product ™ Search for recordy
Quantity Ordered ™ - Name
Quantity Received |-
o enable this cor|
Quantity Expected A -
ocation Current Cost a -
YA VY T WA T A AT .. =
Choose a product to add.
4« General
Purchase Order ™ PO10007 All Purchase Order It
LLc Product™ Jo) Segrch for porord
Quantity Ordered ™ W 10 Pack (10% Off)
a 10PCK $300.00
Quantity Received
i m 2079 Luca it
Quantity Expected ] 2019 Local Dues
ion Current Cost B | @ 2079 National Dues
2019 National D...
@ 2019 National Image Campaign
2019 National ...
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. . . [ I I S B L™ N L™ L
Click on the field Quantity Ordered
4 General
Purchase Order ™ PO10007 All Purchase Ord
ptals LLC Product ™ 10 Pack (10 Search for record:
Quantity Ordered N - Name 4
Quantity Received -
o enable this cor
Quantity Expected A -
ocation Current Cost A -
[ Il A LI Tl I L I N S R Ny -
Enter the qty ordered.
4 General
Purchase Order ™ PO10007 All Purchase Ord
tals LLC Product ® 10 Pack (10% | Search for records
Quantity Ordered * Name 4
Quantity Received -
To enable this cor|
Quantity Expected a -
ocation Current Cost A -

Click Save and Close to complete the process. Ct GLAccount: New Prod X |+

B Purchase Order ltem: New Purchase Order ltem - Google Chrome

# ramcosandbox.ramcoams.org

Sales & Accou ’

i; RAM G. : New Purchase Order...

=

2.1.6. Create Coupon (Discounts a dollar amount)

Open the navigation areas

Workplace & Contacts >

veun place

E M DELETE - @ EMAIL A LINK - M R

Year's Members +

= First Name Parent Customer Email Maobile Phe

Remmy Coldwell Banker Associated Remmy.Ramco@test.test
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Choose the Sales and Accounting module

Contacts  »

Sales & Accountin

Events

vl

Bulk Profile Charges | | Products . G

Quick Membership Quick Events Quick
@ Memberships m Courses E P
E Committees Classes Q
| | rare [ o |
Membership Events
Sales &
Accounting Setup Accou

Bulk Refund Batches % Coupens B:

_
Coupons
Scheduled Payments @ Tax Tables [;’" B:

— . p—
Purchase Orders I GL Account Categories R
Ml .

Click on the command button New

Sales & Accou... ~ | Coupons

& EMAIL A LINK

el Actl\ Create 2 new Coupon record. i
i

Name 4 Type M Code P

A quick note about coupons. They can discount a specific dollar amount or a percentage. They can also be
restricted to only discount a line item or the entire order. Lastly, you can set coupons for a certain number of
uses, once it is all used up, it will no longer work, or they can be set to expire on a certain date. Coupons
cannot be limited on a per person basis. Essentially if a coupon is limited to 10 uses, it can be used by the

same person on 10 different orders.

Enter a name for the coupon

L3 OoRvE B oAvVC X oiuac T NCW cE]  CUNYI CLA TUN

PON : RAMCO

>w Coupon =
pon Code™ --

pon Type"' --

ES
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Then enter a code. This is the code that staff or the
member will use to apply the discount.

RAMCO Portal

[= B BH  oAvVC X iUt T O

PON : RAMCO

>w Coupon =

-

PUNV CLTUN

e™ I New Member Coupon I
pon Code ™ N|

pon Type* -

ES

Click on the Coupon type field.

>w Coupon =

®

e New Member Coupon
pon Code ™ NMCOU
pon Type™ I - |I

Select to enter data

ES

ration Date -

ihinable No

Choose a product single or product all dollar amount

v Coupon =

New Member Coupon

"

Code NMCOU

Type™ Crder - Percentage
Product (Sin G 111
Product (Sm(
Product (All) - Dollar Amount
Product (All) - Percentage

n Date -

ible No

For coupons linked to specific product, you must link

1

VWOIVITTHIVCT CUU UL =

that product
e New Member Coupon
pon Code™ NMCOU
pon Type™ Product (Single) - Dollar Amount
[ ]
»unt™ --
ency® @ Us Dollar
ES
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Choose product to link your coupon to.

New Member Coupon

Code™ NMCoU
Type™ Product (Single) - Dollar Amount
* o}
d B 1 Year Legal Hotline Subscription
1 Year Legal Hotline S... $200.00
* 8 I
W O rack (0o T - !
10PCK $300.00
@ 2019 Local Dues
2019 Local Dues
i 2019 National Dues
n Nate 2019 National Dues
Enter the dollar amount of the discount.
e New Member Coupon
pon Code™ NMCOU
pon Type™ Product (Single) - Dollar Amount
fuct ™ 1 Year Legal Hotline Subscription
unt™® I
ency™® W US Dollar
ES
ratinn Nata 4/9/2021
. . . pon Loae nNIVILUU
If applicable, set an expiration date for the coupon. .
pon Type Order - Percentage
entage* 10
ES
ration Date -
1binable No

ber of Uses

Combinable determines whether this coupon can be
used with other coupons.

pon 1ype

entage ™

ES

ration Date
1binable

1ber of Uses

Uraer - Fercentage

10.00

4/10/2021| T v
No |I
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To limit how many times this coupon can be used, e e
enter that number here.
Side Note: This is a total number of uses, not a limit
per person. Currently, members can reuse a coupon  ratien Date 4/10/2021
until it runs out of uses. fbinable Yes
1ber of Uses - |I
Select to enter data

Enter a description of what this coupon is for.

Loorpiphan

Select to enter data

Coupon Redemptions Sub-Grid ¥
Search for records 2

Sales Order Customer (Sales Order)...

Click on the command button Save )
Sales & Accou... Coupons

FORM EC

couron
New Coupon =
Name ™ New Member Coupon
Coupon Code * NMCOoU
Counon Tune™ Order - Percentaae
2.1.7. Create Coupon (Discounts a percentage)

Open the navigation areas

Workplace & Contacts

wrun Kplace
E M DELETE - @ EMAIL A LINK - M R
1
Year's Members ~
= First Name Parent Customer Email Mobile Phy
Remmy Coldwell Banker Associated Remmy.Ramco@test.test
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Choose the Sales and Accounting module

Contacts  »

Sales & Accountin

Events

vl

Bulk Profile Charges | | Products . G

Quick Membership Quick Events Quick
@ Memberships m Courses E P
E Committees Classes Q
| | rare [ o |
Membership Events
Sales &
Accounting Setup Accou

Bulk Refund Batches % Coupens B:

_
Coupons
Scheduled Payments @ Tax Tables [;’" B:

— . p—
Purchase Orders I GL Account Categories R
Ml .

Click on the command button New

Sales & Accou... ~ | Coupons

& EMAIL A LINK

el Actl\ Create 2 new Coupon record. i
i

Name 4 Type M Code P

A quick note about coupons. They can discount a specific dollar amount or a percentage. They can also be
restricted to only discount a line item or the entire order. Lastly, you can set coupons for a certain number of
uses, once it is all used up, it will no longer work, or they can be set to expire on a certain date. Coupons
cannot be limited on a per person basis. Essentially if a coupon is limited to 10 uses, it can be used by the

same person on 10 different orders.

Enter a name for the coupon

L3 OoRvE B oAvVC X oiuac T NCW cE]  CUNYI CLA TUN

PON : RAMCO

>w Coupon =
pon Code™ --

pon Type"' --

ES
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Then enter a code. This is the code that staff or the
member will use to apply the discount.

RAMCO Portal

[= B BH  oAvVC X iUt T O

PON : RAMCO

>w Coupon =

-

PUNV CLTUN

e™ I New Member Coupon I
pon Code ™ N|

pon Type* -

ES

Click on the Coupon type field.

>w Coupon =

®

e New Member Coupon

pon Code ™ NMCOU

pon Type* I == |I
ES

ration Date -

1hinable Neo

Choose Order or Product percentage

v Coupon =

New Member Coupon

Code™ NMcoOU

Type™ Order - Percentage

Product (All) - Dollar Amount
Praduct (All) - Percentage

nt
Product (Sind Sty EEr e

n Date -

ible No

For percentage coupons, you must enter discount

SV UUpPULT =

percentage
e New Member Coupon
pon Code™ NMCoU
pon Type™ Order - Percentage
entage ™ - |I
Select to enter data
ES
ration Date -
1hinable No
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For coupons linked to specific product, you must link

SV IVITHHIVTE A UU UL =

that product
e New Member Coupon
pon Code ™ NMCOU
pon Type* Product (Single) - Dollar Amount
fuct™ I | -- ‘ L |I
sunt --
ency™® @ us Dollar
ES
Choose product to link your coupon to.
New Member Coupon
Code™ NMCcou
Type* Product (Single) - Dollar Amount
" O
* B 1 Year Legal Hotline Subscription
1 Year Legal Hotline S... $200.00
* ] I
m 10 Pack (10% Off) L )
0PCK $300.00
B 2019 Local Dues
2019 Local Dues
i 2019 National Dues
n Nate 2019 National Dues
. . . pon Loae nNIVILUU
If applicable, set an expiration date for the coupon. .
pon Type Order - Percentage
entage* 10
ES
ration Date -
1binable No belect to enter data

ber of Uses

Combinable determines whether this coupon can be
used with other coupons.

pon 1ype

entage ™

ES

ration Date
1binable

1ber of Uses

Uraer - Fercentage

10.00

4/10/2021| & v

No |I
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To limit how many times this coupon can be used, e e
enter that number here.

Side Note: This is a total number of uses, not a limit

per person. Currently, members can reuse a coupon  ratien Date 4/10/2021
until it runs out of uses. 1binable Yes

1ber of Uses -
Select to enter data

Enter a description of what this coupon is for.

poecpipman *

Coupon Redemptions Sub-Grid ¥

Search for records 2

Sales Order Customer (Sales Order)...

i RAMG‘Q« Sales & Accou... v Coupons

Click on the command button Save

] SAVE & CLOSE + nNew FORM EC

couron

New Coupon =

Name ™ New Member Coupon
Coupon Code * NMCOoU

Counon Tune™ Order - Percentaae

2.1.8. Manually Update Price of Line Item on an Order

You must be in the Order record you wish to modify to use this Assist module. Orders may only be edited if
they ARE NOT associated with renewal billing. If this Order is associated with a renewal billing, you must edit
the dues item instead of the order.

The process is different for Renewal bills vs. Non-Renewal bills.

10/19/2021 82/287



RAMEO:

RAMCO Portal

You may click into the "Price Per Unit" to update the

item's price.

Order Product Inline Edit View v

Search for records o

Product Mame | Properties | Unit B Discount | E
i @ RPACCon - Primary Unit 1.00000 s000 @
WA 2021 Loca Primary Unit $90.00 1.00000 s0.00 R
i A 2021 Nati | Primary Unit $35.00 1.00000 s0.00 &
& 2021 Nati | Primary Unit $90.00 1.00000 s0.00 B
A 2021 stat Primary Unit $185.00 1.00000 s0.00 &
B & 2021 App Primary Unit 5100.00 2.00000 s0.00 @

xtended A
$50.00
$90.00
535.00
$90.00
$185.00

$200.00

You may click on the "Quantity" field to change the

quantity
ct Inline Edit View v
'ords o]
oduct Name  Properties | Unit Price Per Unit_|_Quantity Discount | Extended Amount  Sugges
RPAC Con - Primary Unit $1.00 $0.00 @ $50.00
2021 Lo Primary Unit $90.00 1.00000 50.00 & $90.00
2021 Nati | Primary Unit $35.00 1.00000 50.00 & §35.00
2021 Nati | Primary Unit $90.00 1.00000 50.00 & 590.00
2021 Stat Primary Unit $185.00 1.00000 $0.00 @ s185.00
2021 App 1 Primary Unit 5100.00 2.00000 50.00 & 5200.00
To simply remove the line item from the order, click o ' '
the delete icon to the right. -
¥ +
xtended Amount| Suggestions
$50.00
§90.00
$35.00
$90.00
$185.00
$200.00
If you wish to add a line item not currently present on
the order, click the plus icon to add a product. Customer® ot Amount | Balance
| B g Alons t| B$600.00 | #5600.00

xtended Amount| Suggestions
$90.00
$35.00

$90.00
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Then choose existing product.

Customer™ Total Amount Balance
B pm Alonso - t| BS$600.00 #5600.00
(Write in Product should never be used)
xtended Amount| Suggestions
$90.00 Get Products
$35.00
$90.00
$185.00
Search and choose the product you wish to add. S ro
Search for records
Product Name | Properties Unit Price Per Unit | Quantity
edues,
2019 National Dues
2019 National Dues Primary Unit 1.00000
[E] 2019 State Dues
2019 State Dues Primary Unit 100000
Local Dues 0 1.00000
acal Dues Primary Unit
. 0 2.00000
20 National Dues
2020 National Dues Primary Unit
B tate Dues
2020 State Dues Primary Unit
[E 2022 National Dues
2022 National Dues Primary Unit
ate Dues
State Dues Primary Unit i

Open the "Related Items" Menu

n.aspx#195833665

> 2022 Annual Dues - ...

£ INVOICE & PROCESS ~

rimary REALTORS®

¥, FULFILL ORDER

12022 Annual Dues - Primary REALTORS @

F} CANCEL ORDER B e

Order Product Inline Edit View v

Choose the "Dues ltems" Entity

@ ramcosandbox.ramcoams.org/main.aspx#195833665

Common

Invoices

% Audit History
[
cts & Connections
-

Member Financials
'

on Redemptions

luled Payments

B URD-U1332-HIL1DO

Related Record Sou...  System

Contributions

@ Dues Items
@ Publication Suq Dues ltems

Shopping Ca

Fending Payr

Orde

B 2022 Annual Dues - Primary REALTORS & Searc
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Choose the Dues ltem Record
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ARy Sy A B L B AW L | R B U L | 1 \\Illuly I/ \ir iy

Dues Item Associated View ~

+  ADD NEW DUES ITEM [7  ADD EXISTING DUES ITEM [ BULK DELETE i
+/ Membership Date Paid Status Reason...  Dues Cycle Dues Option
utlip-Sandbox08, Mike -... Pending 2022 Annual Dues Primary REALTOR
Click on the Amount field to edit the amount
rimary REALTORS © Dues Order Products
ke - REALTOR
Full Payment Group By: | (no grouping) v
rimary REALTORS ®
v Amount « Opt Qut w Overridden L
No No g
No Mo Z
$35.00 No No g
$5000  No No 3
$17600  No No H
Toggle the "Overridden" field to yes, anytime you
change the price Dues Order Products
Graup By: | (nogrouping) w
Vi Amount « Opt Out v Overridden Dues Item v Dues Prody
.f__ Mo 2022 Annual Dues - Pri + 2022 Loca
$15000 Mo No 2022 Annual Dues - Pri.. 2022 Natiq
53500 Mo No 2022 Annual Dues - Pri.. 2022 Natiq
55000 Ne No 2022 Annual Dues - Pri.. 2022 RPA(
517600 Mo No 2022 Annual Dues - Pri.. 2022 State
You may want to open the line item to edit it in some .. rimary reatrorse Dues Order Products
cases. To open it, double click the row 16. Mike - REALTOR
Bs
R® - Full Payment Group By: | (no grouping) v
es - Primary REALTORS ®
,v Amount ,  OptOut .  Overridden .
+ §10.00 Mo s
D $15000 Mo No
b AM 53500 No Na
$5000  No Ne
517600 Mo Ne
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IPLATES ~ [¥] RUMREPORT ~ @_ RAMCO ASSISTANT
Pricing

Amount £10.00

Overridden Yes $10.00

Calculsted B No

Opt Out™ No

Toggle overridden anytime you change the amount. e

IPLATES ~ [F] RUMREPORT =~ @ RAMCO ASSISTANT
Pricing
Amount 5 2q
Overridden Yes
Calculated @ No
Opt Out™ No
Click save to complete.
atus Active
atus Reascn @ Active

2 234 AM
TOF Cloudy A~ B D) ooy By

2.1.9. Process a Partial Refund

A partial refund in RAMCO takes several steps to complete. RAMCO can only refund the "Unapplied Funds" of
a payment. So, to perform a partial refund, we need to make sure the amount we want refunded is shown in the
unapplied funds field. To do this, we typically need to unapply the payment from the order, adjust the price of
the order, then reapply the payment. This will leave the difference in the unapplied funds field.
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Use the hamburger icon to go to the accounting Workplace | Contacts » cutlip-r37-34, Mike >
section A
&3 CONNECT - [ ADD TO MARKETING LIST &2 assic
\CT: RAMCO

lip-r37-34, Mlke@

Click on the link ACCOUNTING

AT A GLANCE
SUMMARY
MEMBERSHIPS

CLASSES AND MEETINGS

IACCOUNTING

ADDRESSES

DEMOGRAPHICS AND MARKETING

Al360 AND REALTOR PARTY HUB

COMMUNICATION PREFERENCES

Click on the payment to unapply

+ E Payments Sub-Grid ¥
Search for records

Total Amount... Balance Name Paymer

cutlip-r37-34, Mike - $364.17 MT-025¢

Click on the command button MORE COMMANDS
=0 :

Reading list

WORD TEMPLATES ~

Amount™®
$364.17

Contact* Account®

cutlip-r37-34,

Unapplied Amount
$0.00
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Click on the command button Payment Wizard Reading st
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A X

Bulk Payment Application

WORD TEMPLATES ~ RUN REPORT = L]

I £ Payment Wizard
AMOUNTEESEarm Editor

Contact™ Account®
cutlip-r37-34, $364.17 |-
ECOMMERCE RENIIEST SIIMMARY =]

Choose "Unapply some or all of the Payment"
What would you like to do with this payment?

|'want to refund the entire amount of this payment.

' want to unapply some of this payment and refund the total unapg
payment.

| want to unapply some of this payment and refund only that amou
OI want to unapply some or all of the amount applied from this paym

| want to unapply and cancel this payment.

What would you like to do with this payment?

Click continue

|'want to refund the entire amount of this payment.

I'want to unapply some of this payment and refund the total unz
payment.

| want to unapply some of this payment and refund only that am
®)| want to unapply some or all of the amount applied from this pa)

| want to unapply and cancel this payment.

Close

Check the box next to the invoice or invoices that

The payment will be unappliec
need to be canceled. pay PP

choose whether or not you wa

@] Cancel Invoice Return
Inventory

E No v No

Cancel any Contributions that
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Make sure cancel invoice is set to yes
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The payment will be unapplied frorr
choose whether or not you want to

O Cancel Invoice Return
Inventory

O

Cancel any Contributions that may ¢

Click on the item Yes in the list choose whether or not ygu want to

] Cancel Invoice Return
Inventory

No v No v
Yes

Cancel any Contributions that may ¢

Click on the button Continue Cancel any Contributions that may exist for the Invc

Make refund to alternate Association or Account. [or

Click submit to unapply

Refunded $0.00
Unapplied $0.00
Status Inactive
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Date Method Carc

The payment is now unapplied, this will allow us to 10rbr2021 visa

adjust the order amount.

Click on the contact to return to the contact record. |t||p—r37—34, l\/|||<e B $36417 -

JMMARY

nent Number @ PMT-02591-HDAGRT

tact* cutlip-r37-34, Mike o
sunt * --

nent Type* Credit Card

unt™* $364.17

wal Batch -

Renewal Import -

Use the hamburger icon to go to the accounting ! Workplace « | Contacts 3> cullipr37-34, Mike >
section '
&3 CONNECT - [ ADD TO MARKETING LIST &2 assic
«CT: RAMCO

lip-r37-34, Mlke@

NCE

=3 o — iy r T Eriaes —

Click on the link ACCOUNTING

AT A GLANCE

SUMMARY

= MEMBERSHIPS

CLASSES AND MEETINGS

ACCOUNTING

ADDRESSES

DEMOGRAPHICS AND MARKETING

Al360 AND REALTOR PARTY HUB

( COMMUNICATION PREFERENCES
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Click on the Order to be adjusted
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4« ACCOUNTING

Active Orders Sub-Grid (Contact and Acco... v
Search for records ol
Name Order ID 4 Sta
cutlip-r37-34, Mike - REALTOR ORD-05428-D6M8G2  New
1_ CI'Ck on the trash can |Con to delete the ||ne Price Per Unit = Quantity Discount Extended Amount  Suggestions
item OR it |& $100.00 1.00000 $0.00 @ $100.00
2. Click and change teh Price per Unit s e ] e s 8 sme
it $25.00 ¢ 1.00000 $0.00 @ $25.00 (1]
it $66.67 1.00000 $0.00 @ $66.67
it $50.00 1.00000 $0.00 @ s50.00
Click on the contact to return to the contact record.
Now that the bill is adjusted, we can apply the JMMARY
payment once again.
arip™ ORD-05428-D6M8G2
e cutlip-r37-34, Mike - REALTOR
‘omer * I I cutlip-r37-34, Mike I
= List™ lon Member
ency* US Dollar
=5 Locked ™® No
Postal Code
Use.the hamburger icon to go to the accounting w. Workplace + | Contacts > cutlipr37-34 Mike >
section h
&3 CONNECT - [ ADD TO MARKETING LIST &8 Assic
\CT : RAMCO

lip-r37-34, Mlke@

Password
777-777-7777 ; o
; 3 == e —
Click on the link ACCOUNTING
AT A GLANCE
SUMMARY
MEMBERSHIPS
T7-777-7777 CLASSES AND MEETINGS
& 777-777-7777 I

ACCOUNTING -

Home Phone ADDRESSES

DEMOGRAPHICS AND MARKETING

Al360 AND REALTOR PARTY HUB ol

COMMUNICATION PREFERENCES
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Once again click to open the payment
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+ = Payments Sub-Grid V¥
Search for records
Total Amount... Balance Name Paymer
$304.17 $304 cutlip-r37-34, Mike - $364.17 MT-025¢

Click on the command button MORE COMMANDS x
a 0

Reading list

WORD TEMPLATES  ~ [¥] RUN REPORT

Unapplied Amount
36417

Amount™
Bs36417

Account®

Contact®
B cutlip-r37-2

Reading list

Open the payment wizard.

1 al X

WORD TEMPLATES ~ D RUN REPORT = ses

[E4] Bulk Payment Application
I 3 Payment Wizard
+ +
Contact Account Amoul % Other Activities »
8 cutlip-r37-2 8- B5364
Form Editor

4+ =

FCOMMFRCF RENIIFST SLIMAMARY

Unapplied: $364.17 | Refunded: $0.00

Click apply payment

What would you like to do with this payment?
OI want to apply this payment to an existing o
| want to refund the entire amount of this payment.

| want to cancel this payment.

Close Continue

10/19/2021 92/287



RAMEO:

then Click continue
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What would you like to do with this payment?
® | want to apply this payment ta an existing order / invoice
| want to refund the entire amount of this payment.

I want to cancel this payment

Close

Choose Open Orders

@Dsen Orders

® Cpen Invoices

Invoice # Date Amount Balance Customer

There are no open invoices for this customer. To apply this payment to anoth

mmtae tha imcinisa mimala Gt ma s b bmse mmel slicle Cnmesls

Then enter the amount of money from the payment,
you wish to apply to this order.

ount  Balance Customer Amount To Apply
0417 $30417 | cutlipr37-34,
Mike

Current Unapplied: $364.17

Total Amount to Apply:  $0.00

M llmnmnlind:. 0204 17

When ready, click continue to proceed

Tot
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Click on the button Submit
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Refunded $0.00
Unapplied $364.17
Status Active

Now that the payment is applied, you will have Date Method Card/Check Number Cu
unapplied funds available to refund.

10/6/2021 Visa FRAREEERAAFE]T cutlip-r
To restart the payment wizard click "Perform Another
Transaction"

Print Receipt

This time choose "l want to Refund the Unapplied
Amount" What would you like to do with this payment?

I want to apply the remainder of this payment to an existing order /
@waﬂi to refund the unapplied amount of this payment.
| want to refund the entire amount of this payment.

I'want to unapply some of this payment and refund the total unaprg
payment

I want to unapply some of this payment and refund only that amou

' want to unapply some or all of the amount applied from this paym

| want to unapply and cancel this payment

. - rwdiic o I.IIIIJ|.J|JIy SUITIT UT s }JG:{\H’:‘I Larnureln
Click on the button Continue payment.
I want to unapply some of this payment and ref
| want to unapply some or all of the amount apg

' want to unapply and cancel this payment

Close
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Select a refund method.
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How would you like to refund the payment?
Issue a Check Refund

Refund in Cash
EfL.nd Directly to Credit Card

Cancel any Contributions that may exist for the Invoice(s

Make refund to alternate Association or Account. [optional]

Click on the button Continue

Make refund to alternate Association or Account. [of

Click submit to process the refund. Refunded $0.00
Unapplied $60.00
Status Active

The refund has been submitted. Date Method Carc

Click close to complete. 107612021 Visa

Print Receipt

Please restart this assist from a contact record.
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2.1.10. Process a Payment

Open the Navigation Areas

i dboxramcoams.org/main. 50315

M@'ﬁ: Workplace & contacts >

=
workplace

] DELETE | = e EMAILALINK  ~  [F] RUN REPORI ~ mEXCELTEMPLATES v

ve Contacts ~

2t First Name Parent Customer Email Mobile Ph¢
Membership Events
Workplace
Customers My Work Quick Mer

B8 Accounts Dashboards Membe

L

Contacts Activities m Commi
Reports Dues C
% Data Management

Click on the label Search for records &
L 9
i_'- IMPORT DATA | ~ @ RAMCO CRM HELP gl CHART PANE ~ LLL]
¢ Created On Modified On NRDS ID Primary Associat...
6/19/2019 3:06...  4/23/2020 11:28...
10/24/2017 10:3... 4/23/2020 11:28... 505599700
@

Search for the contact you wish to process payment
for.

#» MPORTDATA | ~ @ RAMCO CRMHELP ] CHARTPANE ~  s»s

hawaii

¢ Created On Modified On NR at...
test

6/19/2019 3:06...  4/23/2020 11:28...

new mexico

10/24/2017 103, 4/23/2020 11:28... 509
JONES, DOUGLAS
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Select and open the contact record.

+ NEW

[0 DELETE | ~ <> EMAILALINK | ~ [¥) RUN REPORT ~+ m EXCEL "

+ Search Results v

~/  Last Name First Name P NRDS ID Username Parent Cust
2019 Annual Reggie TestUser3958 Asset Realt
Lopez Reggie TestUser3984 Asset Realt
reggie lopez test

Click on the command button MORE COMMANDS

FORM

I PROCESS v ) SHARE

Click on the command button Process Payment

[ word Templates >
[B Run Report »
@ RAMCO CRM Help

2 impersonate

ré Deactivation Wizard

£ Process Payment

P et

Current NRDS Data || Membersh

Membership: @' Store
Member Type: .
Member Status: Meeting Re

Pr!mary Assoclatlon:l ’V Class Regis
Primary State Associal

Select the Order or Orders from the list you wish to
process payment for.

Select Items to Pay

Search orders for this customer only

Order # Order Name Date Amo

E ORD-01242-K8Q7Q3 2019 REALTOR® Dues 6/17/2020 $3

Page Size

[0

Select Payment Type

" Unapplied Payme|
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Select the payment type drop down field.
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ORD-01242-K8Q7Q3 2019 REALTOR® Dues
Page Size:

Select Payment Type

6/17/2020 $

Use Available Funds and Credits

it}

Unapplied Payme|
Unapplied Credits

Select the appropriate payment type.
Page Size:

Select Payment Type

| ~

Check
Credit Card

Unapplied Payme|
Unapplied Credits

Select continue to proceed to payment details.
Select Payment Type

| Cash v

Use Available Funds and Credits

Unapplied Payme|
Unapplied Credits

1. Enter the appropriate payment details for your > %]
payment type. I Received |
=0
Click continue to proceed to payment summary page. Payment Amount
300.00

Amount Received

| 300

“ Canet
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Verify the orders selected and the payment details
before pressing Submit. Press submit to process
payment.

RAMCO Portal

O /12020 asn

oI T /72020 Casn

Click on the "Print Receipt" button if a receipt is
desired.

|

oI T /12020 Casn

Select close to exit the process payment wizard.

Print Receipt

2.1.11. Processing a Bulk Refund

Click on the navigation button Advanced Find

<
0 (]

spiey
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Click on the combo box Look for:
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@ ramco35uatupgrade.ramcotest.com

License Number... | Email

VCKULF..
FILE ADVANCED FIND
T TG
= el =
pOSKM... L g Edit Columns
Query Saved Results New Save Clear
\dw3B... WViews S} edit Properties |
s Shaw
Look fur:l Accounts v I Us
Status Equals Active
33
39 942019NG1
E S4MAT10000ffice
21 S4MAT13Ofice
N A R R PRI, === R | L = Edit Columns
Click on the item in the list Query  Saved Results  Mew  Save o Clesr
Vdw3JB... Views 5 Edit Properties
5 Show W
Look for:, T — Us
Goals -
Status K impart Jobs
L Integration Agraements
= Integration Change Items
Integration Logs
39 942019NG1 3 -
Invoice Credits
= Q4MATI0000 e Invoice Distributions
31 SAMAT130ce Inveice Products
Invaices
-] S4MAT15Office Knowledge Article Incidents
Knowledge Article Views
S4MAT160ice Knowledge Articles
. Knowledge Base Records
36 S4MATITOffice Languages
55 SAMATIBOM e !.ff ‘o Opportunity Sales Process
Click on the combo box —
ADVANCED FIND
FNEFZITxI...
BD ! DWa
DITUPOZKM... L [ Edit Columns
Query Saved Resulis  New  Save Cle
it WEW3B... Views [E# Edit Properties
291079 show
Look for: | Invoice Payments v
|
201753
J91989 942019NG1
281973 94MAT10000ffice
281921 94MAT130ffice
J81928 94MAT150ffice
H B Microsoft | Dynamics 365
Click on the button Select or change the values for Fimeet | Lopes
. . RAMCO3SUATL
thls fleld ﬂ | I Hsave s 2 ¢= Group AND
[ Edit Columns = Group OR
New Save Clear Download Fetch
[ zdit Properties = Details XML
View Query Debug
= v Use Saved View: | [new]
¥ | Equals

Select or change the values for this field
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Click on the button >>

RAMCO Portal

Select Values

Select the values you want included.

Available Values

Inactive

Click on the button OK

Available Values

Inactive

Click on the combo box

ADVANCED FIND |

NEFz1Tul8...

! 3

Saved Results MNew
Views

JITUPOZKM...

YifhWEW3B...

291079 Show

B savess
[ Edit Columns
Edit Properfies

View

Look for: ‘ Invoice Payments

ig

M |

201753 | I‘

191989 842019NG1

191973 94MAT10000ffice

091921 B4MAT130ffice

191928 B4MAT150ffice

B4MAT160ffice

Click on the combo box

E—— P —

Applied Amount (Base)
94MAT10000ffice Crested By

Created By (Delegate)

Tz
S4MAT150ffice Currency _
Excnange Raf
94MAT160ffice Impart Sequence Number
Invoice
BAMAT17Office Invoice Payment
Manual Baich
94MAT180fTice =
Mckﬁ By (Delegate)
S4MAT190Fice Mo -
Name
S4MAT210ffice Payment
ANMGT Record Created On
Status
chevyimpala@yahd Status Reason
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H FILE DVANCI
Click on the combo box on | cowceoro
@ E& ' \j | I H savets 2 £= Group AND \i_'
. [ Edit Columns {= Group OR =
Query Saved Resulis New Save Clear Downlg
Views (55 £ait Properties (=L Details X
Show Query Del
Look for: | Inveice Payments A Use Saved View: | [new]
v Status Equals Active
w | Created On
Select
fiice
=
=
=

Click on the input field W oo Qe
B ave y = Group
i‘ Ea ! |j H [ Edit Columns < {E Group OR
2y

Saved Results Mew  Save Clear Download Fetch
Views (53 Edit Properties = Details XML
Show View Query Debug
ok for: | Invoice Payments v Use Saved View: | [new]
v Status Equals Active
v Crested On | Last X Days v
Select

Enter the text 14. B oo S (= o n
33 ave Y, = Group
12_‘ EEI ! lj [ Edit Columns J roup OR lg’
ery d

Saved Results New  Save Clear Download Fetch
Views (53 Edit Properties =X Details XML
Show View Query Debug
ok for: | Invoice Payments v Use Saved View: | [new]
v Status Equals
v Crested On Last X Days
Select
Click on the ribbon item Results ~ [MRUNREPORT ~  [E EXCELTEMPLATES = BB, EXPORTTOEXCEL  ~  [WaIMPORTDATA |~ ol
m Advanced Find - Microsoft Dynamics 365 - Google Chrome
License Number...| Emai @ ramco35uatupgrade.ramcotest.com
i B Micrg
[{EN | ADVANCED FIND
8.

3 B save
M... @ Ea ! ﬂ IEZ::I::csumr’\s

Quey gevecll Resuts | New S
e

iB... WS 5 Edit Properties
Show View
Look for: | Invoice Payments v usesav
v Status Equals Active
v Created On Last X Days 14
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Click on the link Advanced Find
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Click on the ribbon item Save

ALINK | ¥ [¥] RUN REPORT ~ EXCEL TEMPLATES ~ @._, EXPORT TO EXCEL ¥ IMPORTDATA | =
m Advanced Find - Microsoft Dynamics 365 - Google Chrome
o License Number.. | Ema co35uatupgrade.ramcotest.com
YBRVEUIF... LET IO
NVOICE PAYMENTS
NEFZITHS...
Follow
ITUPOSKM... Unfallow
NewInvoice  Edit  Show
ifhWdw3B... Payment As Delete Invoice Payment
ho7s Records Co
v Name A
INV-02167-G3P3Q6 - Amundson, Kathleen - §3;
tPORT ~ EXCEL TEMPLATES ~ @_, EXPORT TO EXCEL | ~ i, IMPORT DATA lll CHART PaNE ~
m Advanced Find - Microsoft Dynamics 365 - Google Chrome
ber..| Ema @ ramce35uatupgrade.ramcotest.com

FILE ADVANCED FIND

25 Microsaft | Dynamics 36

[£= Group AND

wr =S [ «
- d [= Edit Columns [£= Group OR E
Query Saved Results MNew Save Clear Downl
Wiaws =4 Edit Properties ZhDetails 2
Show VicwW Querny D¢
Look for: | Invoice Payments Save raved View: | [new]
this query. The query will be
v saved in Saved Views.
v Last X Days 14
Click on the input field Name view Query Dedig
oice Payments 1
H X
Save as new View
on The view is stored in the list of saved views.
Rlogpo *
l[ne-ﬂ.‘] I
Description
Save Cancel
Press the Backspace key 3 times. View Query Detug
oice Payments | 1
N X
Save as new View
On The view is stored in the list of saved v
RMopoo *
Description
Save Cancel
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Enter Name.

RAMCO Portal

View Query Debug

oice Payments

Save as new View

On The view is stored in the list of saved views.

o

Description

Save

Cance!

Click on the button Save

Name ™

Invaice Payment View

Description

Cancel

Click on the navigation button Workplace

= NEW T DELETE | v @ EMAILALINK |~  [F) RUN REPORT ~ EXCELTEMPLATES ~ BB, EXPORT

« Active Accounts

o Account Name & NRDS ID License Number... | Ema
1000y BXVICXUIF...
1000:NEFZ1THI8...

1000 TUpOSKiM...

Main Phone Stre

Click on the link Sales & Accounting

ytest.com,

blace ~ Accounts >

-_

Quick Membership Quick Events

»oards E Memberships m Courses
ties m Committeas Classes

| —. | ra

Quick Accouni

E Products
Orders
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RAMCO Portal

Click on the link Invoices

‘Workplace Membership Events.

Sales Accounting Setup
F

Orders I:‘ Bulk Profile Charges B Products
-

Invoices &? Bulk Refund Batches .
= ’S

= @ Scheduled Payments . Tax Tables

& 5 y EH

Invoice Payments @ Purchase Orders GL Account Categories
[

. Refunds

L.

Coupons

= =1 I T A > (P

Click on the navigation button Sales & Accounting

s Active Invoices - Micro:

X AMG'p:C Sales & Accou... [ Invoices

W0 DELETE | + @ EMAILALNK | *  [f] RUN REPORT +

Sl s -, DPORT TO EXCE

tive Invoices ~

Invoice 1D & Total Amount Balance Customer
aggie - Annie Test ZD 54875 INV-02584-31Y5V6 50.00 $15.00 Hall, Maggie
efund Test Order 003 INY-02562-83WSY1 53.00 $1.00  Cutlip-R35.
- 2021 Dues Cycle - M INY-02557-J9R0H1 50.00 $760.00 Aamadt, Joann
Click on the link Invoice P t -
ICK On the linK Invoice Fayments
Sales Accounting Setup A
(g -
. Orders == Bulk Profile Charges ﬁ Products E
—
b
Invoices Bulk Refund Batches Coupons E
NG|
@ Payments @ Scheduled Payments Tax Tables E
- k
—
Invoice Payments j Purchase Orders GL Account Categories E
[
Q:; Refunds E
Credits 'ﬂ
= [
Test - Mileage INV-02340-FTWOT1 343.30 5038 Cutlip-R33-|

Click on the command button Bulk Refund

B, EXPORTTOEXCEL | ~ [y IMPORTDATA | ~

CHARTPANE »  »e

<o BULK REFUND

A% PM
35 PM

532 PM
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Click on the combo box

RAMCO Portal

WARNING - Refunds Cannot Be Reversed!

Be sure you are selecting the correct view for processing the intended refunds.
cannot be reversed once you complete the wizard.

Select a view of Payments to Refund [optional]

Refund Type feetional

Same as Payment Type v

Click on the item Invoice Payment View in the list
Select a view of Payments to Refund leptienal]

Active Invoice Payments
Inactive Invoice Payments

I Invoice Payment View

Invoice Payments Sub-Grid (Invoice)

Invoice Payments Sub-Grid (Payment)

MikeC - Bulk Refund Wizard - Partial Refund test
MikeC - Bulk Refund Wizard - Partial Refund test 02
MikeC - Class | Want to Refund

MikeC - Test Bulk Refund 001

Click on the combo box Both
wersed!

the intended refunds. You will be able to confirm the refunds on the following page. but the process

Canceling of Orders and Invoices [optienzl]

Cancel Order and Invoice v

Click on the item in the list versed!

the intended refunds. You will be able to confirm the refunds on the following page. but the process

ptional] Canceling of Orders and Invoices [opt

v Cancel Order and Invoice M

Cancel Order and Invoice

Cancel Invoice Only
v Do not Cancel Order or Invoice
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Click on the combo box Same

RAMCO Portal

BE SUTE yUU 418 SeIECUTIE L8 COTTECL VIEW 101 PIOCESSITE LIS ENUe0 1eiuios,

cannet be reversed once you complete the wizard.

Select a view of Payments to Refund toprional]

Invoice Payment View v
Refund Type [eptional]
Same as Payment Type v

Cancel Continue

Click on the item in the list

Select a view of Payments to Refund foptionan

Invoice Payment View v

Refund Type loptional]

Same as Payment Type v

Same as Payment Type
Issue a Check Refund
Refund in Cash

Click on the button Continue ‘ B
Select a view of Payments to Refund (eational]

Invoice Payment View

Refund Type [optional

‘ Same as Payment Type

s

Click on the button Submit NDYOUC WAH3S6
Fox, Thom 506090789 PMT-00634- INV-02553- 3/13/2
HFVYQF M1D1NG
20191119, Proration 506092317 PMT-00633- INV-02552- 3/13/2
GTFQIK V7B7T4
Number of Refunds to Issue: Tc
12 1,
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Giick on the button Close e

2.1.12. Waive a Fee

Glick on the "View Related" button.

amcotest.com

rkplace v Contacts > Ramco, Remmy [se

VIARKETING LIST %8 ASSIGN e EMAILA LINK X DELEM pENmERITS 2 DROCESS =€) SHARE ===

Imy =

Giick on the "Orders’ entiy. e O

@ ramco35uatupgrade.ramcotest.com

Workp\ace ~ Contacts > Ramco, Remmy ~

thip Sales & Accounting

derships ”‘ Committee Nominatio... Orders W Bulk Refund
(] —ad

sership Applicati.. lal Designations Invoices Credits

oer Education Payments. B Contribution;

der Financials E Payment Profiles H Contribution

2ser Demographic @ Scheduled Payments H Pledges

Open an order record.
Order Associated View v

Filteron: Active ¥ | Indude: | Related ‘Regarding” Records A

=+ ADD NEW ORDER [ BULKDELETE aly CHART PANE = [} RUN REPORT ~ EXCEL TEMPLATES ~

" Name Customer Order 1D\
—
Ramco, Remmy - REALTOR Rameo, Remmy ‘ORD-04882-L0Y6S8 Ner
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Open the product record you wish to waive.

RAMCO Portal

Order Product Inline Edit View v

Search for records o
Unit Price Per Unit _Quantity
Ll
& MikeC - Primary Unit @ $50.00 1.00000
WA MikeC-20 Primary Unit 535.00 1.00000
A MikeC- 20 Pritmary Unit $150.00 1.00000
B A MikeC-20 Primary Unit 5200.00 1.00000
B A MikeC-RI Primary Unit 525.00 1.00000
M & MikeC-20 Primary, Unit 5170.00 1.00000
n A~ n H H o 4
Set the "Pricing" field to override price. General

Select Product @ Existing

Bxisting Product MikeC - Membership Application Fee

Pricing

Pricing I | Use Default

Price Per Unit = 55000

Volume Discount B s0.00

Quantity™ 1.00000

Amount B $50.00

Manual Discount -

Tax -
Fadcmdcd Aeceecs 0 T=nnn
Click on the field Price Per Unit
Select Product @ Existing
Existing Product™® MikeC - Membership Application Fee
Pricing
Pricing Qverride Price

Price Per Unit™ $50.00

Volume Discount
Quantity™ 1.00000
Amount @ $50.00

Manual Discount -

Tax -

Extended Amount & §50.00
Set the value to $0.

Select Product @ Existing

Existing Product™ MikeC - Membership Application Fee

Pricing

Pricing Override Price

—

Price Per Unit™ 3

Volume Discount

Quantity ™ 1.00000

Amount @ $50.00

Manual Discount -
Tax

Extended Amount & $50.00
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RAMCO Portal

Click on the save icon.

Click on the action button Close

2.2. Editing Payments

2.2.1.

Apply a Payment with Unapplied Funds

Click on the command button Payment Wizard
o 0 + v w8 2 @
+ v A X

[] RUNREPORT =
[9 Bulk Payment Application

WORD TEMPLATES  ~

a3 Payment Wizard

Contact* Amount™ [WLER payment Wizard
B shenata, Jo #5200.00 : ) )
Apply / Unapply / Cancel or Refund this Payment
ECOMMERCE REQUEST SUMMARY + B
Name Created On AL Contact

Choose "Apply this payment..." to apply it to an open
order or invoice.

USLorrier. srieridid, JOIin

Unapplied: $150.00 | Refi

What would you like to do wi

@wa-‘c to apply this payment to ar

|'want to refund the entire amou

| want to cancel this payment.

E

10/19/2021
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Click on the button Continue What would you like to do with this payr

® | want to apply this payment to an existing orde|

RAMCO Portal

' want to refund the entire amount of this payn

I want to cancel this payment.

Close

You may need to choose orders, if there is no invoice

to apply this payment to. Customer: Shehata, John

Unapplied: $150.00 | Refi

@::en Orders

®) Open Invoices

Click into the "Amount to Apply" field

Amount  Balance Customer Amount To Apply
$150.00 $150.00 Shehata, I 0.00
John
$0.00 $0.00 Shehata,
John

Current Unapplied: $150.00

Then enter the amount you wish to apply

Aimount  Balance Customer Amount To Apply
$150.00  $150.00 Shehata, I| q I
John
$0.00 $0.00 Shehata,
John

Current Unapplied: $150.00
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RAMCO Portal

Click on the button Continue

Tot

O —
@ » ¢+ OC WX EGDE ¢ @O

Click submit to perform the transaction.

Refunded $50.00
Unapplied $0.00
Status Inactive

T —
@~ + DCWXNEGD ¢ @O

You transaction should now be completed.

To continue working with this payment choose
"Perform Another Transaction".

If you are finished, click on close to leave.

Date Method Card/Check Number (ol

4/23/2020 Visa i N R She

“ Print Receipt

Please open the the payment then start this process again.

2.2.2. Cancel a Payment (Bounced Check or Duplicate Entry)

Click on the command button Payment Wizard

o9 + v o 2@

r* 4 @ X
WORD TEMPLATES ~ D RUN REPORT = ses
Bulk Payment Application

&3 Payment Wizard

Contact™ Amount™ UGN payment Wizard
8 shehata, Jo #@$200.00 i _
Apply / Unapply / Cancel or Refund this Payment
ECOMMERCE REQUEST SUMMARY + =
Name Created On L Contact

10/19/2021
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Choose "Unapply and Cancel..." or "Cancel
Payment..." to remove a payment that you did not
receive.

RAMCO Portal

| 'want to refund the entire amou

| want to unapply some of this pa
payment.

. | want to unapply some of this pa
Reasons for cancelling a payment could be a

bounced check, a chargeback, or a check entered into
RAMCO more than once.

' want to unapply some or all of t

@wa-t to unapply and cancel this

ﬂ

. - Wil W UlidpP Py SUITTIC UT LTS PDayincricdiiua ren
Click on the button Continue payment.
I want to unapply some of this payment and ref
| want to unapply some or all of the amount apg

® | want to unapply and cancel this payment.

Check the box next to the invoices you wish to cancel. The payment will be unappliec

choose whether or not you wa
side note: you should always cancel the invoice if it is
getting a refund or you plan to change the amount of
the invoice

@] Cancel Invoice Return
Inventory

E Yes v No

Cancel any Contributions that

If any contributions are being returned, you must also
check this box so RAMCO reverses any previosly
made contribution records.

Cancel any Contributions tha

Make refund to alternate Ass
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RAMCO Portal

Click on the button Continue

SOTILCT Ay WUTIL T ULTID LHIAL TTdy CAISU UL LiC 11ivy

Make refund to alternate Association or Account. lor

T
@~ O CEXKNEGD 2 Q@@B

Click submit to perform the transaction.

Refunded $50.00
Unapplied $0.00
Status Inactive

T —
@~ + OCREXNEQGD 2 QDR

You transaction should now be completed.

To continue working with this payment choose
"Perform Another Transaction".

If you are finished, click on close to leave.

Date Method Card/Check Number (ol

e i I R R | She

4/23/2020 Visa

“ Print Receipt

Please open the the payment then start this process again.

2.2.3. Editing Payments

You must have the payment record open to proceed.

Click on the command button Payment Wizard

s 9 + v o 2@

r ¥ @ X
[l RUNREPORT = s
Bulk Payment Application

WORD TEMPLATES =

53 Payment Wizard
Contact™ Amount™® WUEN payment Wizard
@ Shehata, Jo #@5200.00 s ) ,
Apply / Unapply / Cancel or Refund this Payment
ECOMMERCE REQUEST SUMMARY + E
Name Created On L Contact

10/19/2021
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Choose "...Unapply some or all of the amount applied" .

What would you like to do wi
| 'want to refund the entire amou

| want to unapply some of this pa
payment.

| want to unapply some of this pa

@*ﬁa'w: to unapply some or all of t

'want to unapply and cancel this

CliCk on the button continue ps\"ln;:eﬂrll:_ LU UITdpP Py SUITTIC U L Payinicricdiia ren
I want to unapply some of this payment and ref
® | want to unapply some or all of the amount apg

I want to unapply and cancel this payment.

Check the box next to the invoices you wish to cancel. The payment will be unappliec

choose whether or not you wa
side note: you should always cancel the invoice if it is

getting a refund or you plan to change the amount of
the invoice

@] Cancel Invoice Return
Inventory

E Yes v No

Cancel any Contributions that

To return store items to inventory, open the menu

The payment will be unapplied from the selected i
under "Return Inventory" ey oe

choose whether or not you want to cancel the indi

O Cancel Invoice Return Invoice # Dat
Inventory

[ves v| || No | INV- 372972

Select the location to which you wo
return the quantity of the products ¢

Cancel any Contributions that may exist for the In’
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RAMCO Portal

RAMEO:

Choose which store location the inventory should be choose whether or not you want to cancel the ind
returned to.

O Cancel Invoice Return Invoice # Dat
Inventory

[Yes v INo o] INV- 312972

No
Alternate Store Location
Default Store Location

p—

Cancel any Contributions that may exist for the In’

SATICCT Ay CSUTTUIULIUTIS UIAuUTiiay CAISUTUT Uic Imivy

Click on the button Continue

Make refund to alternate Association or Account. lor

If any contributions are being returned, you must also
check this box so RAMCO reverses any previosly
made contribution records.

Cancel any Contributions tha

Make refund to alternate Ass

To issue refunds from a bank account other than your

. . The payment will be unappliec
primary you must check this box

choose whether or not you wa

O Cancel Invoice Return
Inventory

E Yes v No

Cancel any Contributions that
(¥4
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RAMCO Portal

Click submit to proceed.

Cancel any Contributions tha
v

Make refund to alternate Ass

O

Click on the button Continue

SATICCT Ay CSUTTUIULIUTIS UIAuUTiiay CAISUTUT Uic Imivy

v

Make refund to alternate Association or Account. lor

@~ + DCWXNEGD ¢ @O

Choose "Apply this payment..." to apply it to an open
order or invoice.

LUSLorrier. Jrigridid, JOI

Unapplied: $150.00 | Refi

What would you like to do wi
want to apply this payment to ar
|'want to refund the entire amou

I want to cancel this payment.

Click on the button Continue

What would you like to do with this payr
® | want to apply this payment to an existing ordel
| want to refund the entire amount of this payn

| want to cancel this payment.

10/19/2021
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You may need to choose orders, if there is no invoice
to apply this payment to.

RAMCO Portal

Customer: Shehata, John
Unapplied: $150.00 | Refi

@::em Orders

® Open Invoices

Click into the "Amount to Apply" field

Amount  Balance Customer Amount To Apply
$150.00 $150.00 Shehata, I 0.00
John
$0.00 $0.00 Shehata,
John

Current Unapplied: $150.00

Then enter the amount you wish to apply

Amount  Balance Customer Amount To Apply
$150.00  $150.00 Shehata, I| q |
John

$0.00 $0.00 Shehata,

John

Current Unapplied: $150.00

Click on the button Continue

Tot

10/19/2021 118/287



RAMEO:

RAMCO Portal

Choose "Refund the Unapplied..." to do a partial
refund or choose "Refund the Entire amount" to do a
full refund.

UlidppIieu, 3 1UU.UU | Kell

What would you like to do wi
I want to apply the remainder of
@*ﬁa'w: to refund the unapplied a
'want to refund the entire amou

| want to unapply some of this pa
payment.

| want to unapply some of this pa

Click on the button Continue

Wil W UlidpP Py SUITTIC UT LTS PDayincricdiiua ren
payment.

I want to unapply some of this payment and ref
| want to unapply some or all of the amount apg

I want to unapply and cancel this payment.

Choose how you wish to issue the refund.

side note: Credit Card refunds will automatically be
process through ecommerce and take approximately
3 business days to complete.

Cash and checks refunds will be updated in RAMCO's
ledger, but must be issued to the member by a staff
person.

How would you like to refunc
Check Refund

Issue 2

Refund in Cash

@efL nd Directly to Credit Card

Cancel any Contributions tha

Make refund to alternate Ass

Click on the button Continue

v

Make refund to alternate Association or Account. (of
v

N KN
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Choose the Association ID field $150.00

RAMCO Portal

Association ID

Am

Distribution H

#1

Distribution I‘

#2

Distribution ‘

#3

Distribution \

Then enter the Association ID or NRDS number of the $100.00

institution to issue the refund. o
Association ID

Am

Distribution |4‘

#1

Distribution I‘

#2

Distribution ‘

#3

Distribution ‘

Choose the "Bank Account ID" field

11D Amount Bank Account ID

Then enter the bank number where the refund should
be issued from

11D Amount Bank Account ID

IE &
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RAMCO Portal

Finally choose the amount field

d Amount:
Association ID Amount Bank Ac
won [a0g [ | |
wition ‘ | | ‘ |
wtion ‘ | | ‘ |
Then enter the dollar amount of the refund from this
bank account. q )
Amount:
Side Note: You can use the additional rows to refund
different amounts from different banks. The total of Association ID Amount Bank Ac
the refund must match the unapplied amount of this
payment in order to proceed. wtion (4035 | ||1| | |
wtion ‘ | | ‘ |
wition ‘ | | ‘ |
Click on the button Continue Distribution | B
#5
Distribution ‘ ‘ |
#6

m Sancst
e ——

®n + QOC®XNEGD ¢ QOB

Click on the button Continue

Distribution ‘ ‘ |
#5

Distribution ‘ ‘ |
#6

10/19/2021
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RAMCO Portal

Click on the button Submit

Refunded $50.00
Unapplied $100.00
Status Active

Choose "Unapply and Cancel..." or "Cancel
Payment..." to remove a payment that you did not
receive.

Reasons for cancelling a payment could be a

bounced check, a chargeback, or a check entered into

RAMCO more than once.

' want to refund the entire amou

| want to unapply some of this pa
ayment.

| want to unapply some of this pa
| want to unapply some or all of t

@Wa-t to unapply and cancel this

m

Click on the button Continue

wailic I.IIId'JPIy SUITIE Ur s pG:,-‘\HE‘I Larnuareln
payment.

| want to unapply some of this payment and ref
| want to unapply some or all of the amount apg

® | want to unapply and cancel this payment.

Enter your reason for cancelling this payment.

What's the reason for cancelling this payme

Cancel any Contributions that may exist for

ad

10/19/2021
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Click on the button Continue

RAMCO Portal

SOTILCT Ay WUTIL T ULTID LHIAL TTdy CAISU UL LiC 11ivy

v

Make refund to alternate Association or Account. lor

Click on the button Close

@+ OC BN EGD @B
Date Method G
4/23/2020 Visa

S

Click on the button Continue

VURUUVILTE [ IFAVFAY) EAYAVIV] PUUY 201Eidud
CAM6EKS John
Tot

N

Click submit to perform the transaction.

Refunded $50.00
Unapplied $0.00
Status Inactive

e

PEEREEEEXY:

10/19/2021
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You transaction should now be completed. Date Method Card/Check Number c

RAMCO Portal

To continue working with this payment choose #/23/2020 Visa pmT She

"Perform Another Transaction".

If you are finished, click on close to leave.

N £

Please open the the payment then start this process again.

2.24. Issue a Refund (From a Secondary Bank Account)
You must have the payment record open to proceed.

Click on the command button Payment Wizard
o 0 + v w8 2 @

v oA x

WORD TEMPLATES ~ [} RUNREPORT =
Bulk Payment Application
f'ﬁ Payment Wizard
Contact® Amount™ [WLER payment Wizard
B shehata, Jo H@$200.00 | 5 )
Apply / Unapply / Cancel or Refund this Payment
ECOMMERCE REQUEST SUMMARY + B
Name Created On AL Contact

Choose "Refund the Unapplied..." to do a partial CHappiied. 2 1u0.uUY | Rel

refund or choose "Refund the Entire amount" to do a

full refund.
What would you like to do wi
I want to apply the remainder of 1
@wa'w: to refund the unapplied a
' want to refund the entire amou

| want to unapply some of this pa
payment.

| want to unapply some of this pa

. - I Walll W Ulidappiy SUINT Ul L paylinicriearnia ren
Click on the button Continue payment.
I want to unapply some of this payment and ref
I want to unapply some or all of the amount apg

I want to unapply and cancel this payment.

10/19/2021 124/287



RAMEO:

Choose how you wish to issue the refund.

RAMCO Portal

side note: Credit Card refunds will automatically be
process through ecommerce and take approximately
3 business days to complete.

How would you like to refunc
Issue a Check Refund

Refund in Cash

@efL nd Directly to Credit Card

Cancel any Contributions tha

Cash and checks refunds will be updated in RAMCO's
ledger, but must be issued to the member by a staff
person.

Make refund to alternate Ass

Check the box next to the invoices you wish to cancel. The payment will be unappliec

choose whether or not you wa
side note: you should always cancel the invoice if it is
getting a refund or you plan to change the amount of
the invoice

@] Cancel Invoice Return
Inventory

E Yes v No

Cancel any Contributions that

If any contributions are being returned, you must also
check this box so RAMCO reverses any previosly
made contribution records.

Cancel any Contributions tha

Make refund to alternate Ass

To issue refunds from a bank account other than your

primary you must check this box Cancel any Contributions tha

v

Make refund to alternate Ass

O

m

O
=
™
w
<
=
[«]
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Click on the button Continue

RAMCO Portal

SOTILCT Ay WUTIL T ULTID LHIAL TTdy CAISU UL LiC 11ivy

v

Make refund to alternate Association or Account. lor
4

m Sl
—

D
® ~ + O CBALEGQGOE L Q@B

Choose the Association ID field $150.00

Association ID Am

Distribution H | |
#1

Distribution I‘ ‘i |
#2

Distribution ‘ ‘ |
#3

Distribution ‘ |

Then enter the Association ID or NRDS number of the $100.00

institution to issue the refund. o
Assaciation ID Am

Distribution |4‘ | |
#1

Distribution I‘ ‘i |
#2

Distribution
#3

Distribution ‘ |

Choose the "Bank Account ID" field

11D Amount Bank Account ID
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RAMCO Portal

Then enter the bank number where the refund should

be issued from

11D Amount Bank Account ID
15 | I 2 I
\ | | |
Finally choose the amount field
d Amount;
Association ID Amount Bank Ac
ition |4035| | I| ‘I
wution ‘ | | ‘
wition ‘ | | ‘
Then enter the dollar amount of the refund from this
bank account. d Amount:
Side Note: You can use the additional rows to refund
different amounts from different banks. The total of Association ID Amount Bank Ac

the refund must match the unapplied amount of this

payment in order to proceed. wtion (4035 N[ I
wtion ‘ | | ‘
wtion ‘ | | ‘

Click on the button Continue Distribution | R

#5
Distribution ‘ ‘ |
#6
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RAMCO Portal

Click submit to perform the transaction. Refunded $50.00
Unapplied $0.00
Status Inactive

——
@ » +* OC®XN &GO ¢ @O

You transaction should now be completed. Date Method Card/Check Number C

To continue working with this payment choose 42302020 Visa pmT She

"Perform Another Transaction".

If you are finished, click on close to leave.

m Print Receipt

Please open the the payment then start this process again.

2.2.5. Issue a Refund (Simple Refund)

You must have the payment record open to proceed.

Click on the command button Payment Wizard
s 9 + v o 2 @

+r ¥ A X
WORD TEMPLATES ~ [] RUNREPORT = (L1
Bulk Payment Application

f‘ﬁ Payment Wizard

Contact® Amount™ BUEN payment Wizard
B shehata, Jo #@$200.00 | ) )
Apply / Unapply / Cancel or Refund this Payment
ECOMMERCE REQUEST SUMMARY + E
Name Created On AL Contact

Choose "Refund the Unapplied..." to do a partial Vhiappiied. » 1vu.uu | Re

refund or choose "Refund the Entire amount" to do a
full refund.
What would you like to do wi
I want to apply the remainder of
@wa'w: to refund the unapplied a
'want to refund the entire amou

| want to unapply some of this pa
payment.

| want to unapply some of this pa
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Click on the button Continue

RAMCO Portal

L walll W Uuliappiy >UINc Ul Ui payliniciiearniu ren
payment.

I want to unapply some of this payment and ref

I want to unapply some or all of the amount apg

I want to unapply and cancel this payment.

Check the box next to the invoices you wish to cancel. The payment will be unappliec

choose whether or not you wa
Side Note: you should always cancel the invoice if it is
getting a refund or you plan to change the amount of
the invoice

@] Cancel Invoice Return
Inventory

E Yes v No

Cancel any Contributions that

Choose how you wish to issue the refund.

Side Note: Credit Card refunds will automatically be
process through ecommerce and take approximately
3 business days to complete.

How would you like to refunc
Issue a Check Refund

Refund in Cash
@efL nd Directly to Credit Card

Cancel any Contributions tha

Cash and checks refunds will be updated in RAMCO's
ledger, but must be issued to the member by a staff
person.

Make refund to alternate Ass

LATILC Ay UL T ULIUTIS LHidu Thiay CAISL TUT Liic vy

Click on the button Continue

Make refund to alternate Association or Account. [or
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RAMCO Portal

Click submit to perform the transaction. Refunded $50.00
Unapplied $0.00
Status Inactive

T
@~ O CEXKNEGD 2 Q@@B

You transaction should now be completed. Date Method Card/Check Number C

To continue working with this payment choose 42302020 Visa pmT She

"Perform Another Transaction".

If you are finished, click on close to leave.

m Print Receipt

Please open the the payment then start this process again.

2.2.6. Return Items to Inventory (During Refund or Unappying
Funds)

You must have the payment record open to proceed.

Click on the command button Payment Wizard
o9 + v o 2@

+* v @ X
WORD TEMPLATES ~ D RUN REPORT = ses
[4 Bulk Payment Application

£ Payment Wizard

Contact™ Amount™ UGN payment Wizard
8 shehata, Jo #5200.00 *H _ )
Apply / Unapply / Cancel or Refund this Payment
ECOMMERCE REQUEST SUMMARY + EH
Name Created On L Contact
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Choose to unapply or refund the payment

RAMCO Portal

What would you like to do wi
| 'want to refund the entire amou

| want to unapply some of this pa
payment.

| want to unapply some of this pa

@*ﬁa'w: to unapply some or all of t

'want to unapply and cancel this

Click on the button Continue

Wil W UlidpP Py SUITTIC UT LTS PDayincricdiiua ren
payment.

I want to unapply some of this payment and ref
® | want to unapply some or all of the amount apg

I want to unapply and cancel this payment.

Close

Check the box next to the invoices you wish to cancel.

side note: you should always cancel the invoice if it is
getting a refund or you plan to change the amount of
the invoice

The payment will be unappliec
choose whether or not you wa

O

Cancel Invoice Return

Inventory

No

Cancel any Contributions that

To return store items to inventory, open the menu
under "Return Inventory"

The payment will be unapplied from the selected i
choose whether or not you want to cancel the indi

O Return Invoice # Dat

Inventory

Cancel Invoice

INV- 3/29/2

Select the location to which you wo
return the quantity of the products ¢

-]

|Yes

v| I|N0

Cancel any Contributions that may exist for the In’

10/19/2021
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RAMEO:

Choose WhICh store |OcatI0n the |nvent0ry ShOU|d be Choose Whe‘[her or not you Wan‘[ to Cancel the indi
returned to.

O Cancel Invoice Return Invoice # Dat
Inventory

[Yes v INo o] INV- 312972
No ‘

Alternate Store Location |

Default Store Location

Cancel any Contributions that may exist for the In’

SATICCT Ay CSUTTUIULIUTIS UIAuUTiiay CAISUTUT Uic Imivy

Click on the button Continue

Make refund to alternate Association or Account. [o

_
@~ + O C @ KEGD 2 Q@QB

Click submit to perform the transaction. Refunded $50.00
Unapplied $0.00
Status Inactive

m close
e ——

R EEX XY

You transaction should now be completed. Date Method Card/Check Number C

To continue working with this payment choose /2302020 Visa T She

"Perform Another Transaction".

If you are finished, click on close to leave.

“ Print Receipt

Please open the the payment then start this process again.

2.2.7. Unapply a Payment

You must have the payment record open to proceed.
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Click on the command button Payment Wizard
L O + ¥ &

?
+* v @ X
WORD TEMPLATES ~ D RUN REPORT = ses
Bulk Payment Application

53 Payment Wizard

Contact™ Amount™® UGN payment Wizard
8 shehata, Jo #5200.00 i - _
Apply / Unapply / Cancel or Refund this Payment
ECOMMERCE REQUEST SUMMARY + =
Name Created On L Contact

Choose "...Unapply some or all of the amount applied" What would you like to do wi
|'want to refund the entire amou

| want to unapply some of this pa
payment.

| want to unapply some of this pa

@wa-t to unapply some or all of t

' want to unapply and cancel this

m

wailic I.IIId'JPIy SUITIE Ur s pG:,-‘\HE‘I Larnuareln
payment.

Click on the button Continue

| want to unapply some of this payment and ref
® | want to unapply some or all of the amount apr

I want to unapply and cancel this payment.

Check the box next to the invoices you wish to cancel. The payment will be unappliec
choose whether or not you wa

side note: you should always cancel the invoice if it is

getting a refund or you plan to change the amount of O  cancel Invoice TR

the invoice Inventory
E Yes v No
Cancel any Contributions that
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If any contributions are being returned, you must also
check this box so RAMCO reverses any previosly
made contribution records.

RAMCO Portal

Cancel any Contributions tha

Make refund to alternate Ass

SATICCT Ay CSUTTUIULIUTIS UIAuUTiiay CAISUTUT Uic Imivy

Click on the button Continue

Make refund to alternate Association or Account. lor

T
@~ + O C @ KEGD 2 Q@QB

Click submit to perform the transaction. Refunded $50.00
Unapplied $0.00
Status Inactive

m close
e ——

O
R EEX XY

You transaction should now be completed. Date Method Card/Check Number C

To continue working with this payment choose /2302020 Visa T She

"Perform Another Transaction".

If you are finished, click on close to leave.

m Print Receipt

Please open the the payment then start this process again.
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2.3. Dues or Subscription Renewals Setup

RAMCO Portal

2.3.1. Add a Dues Option

This process will cover adding a dues option to a dues schedule. Dues options are RAMCO's way of offering
choices to dues payment. For example, you may want to offer a payment plan option as well as a pay in full
option. Each of those would be a "Dues Option.

Open the Navigation Areas ear's Members -1 x | +

@ ramcosandboxramcoams.org

Me'ﬁ: Workplace [& contacts

EW M DELETE - @ EMAIL A LINK - M r

Year's Members +

e First Name Parent Customer Email Mobile Phe
Remmy Coldwell Banker Associated Remmy.Ramco@test.test
Click on "Dues Cycles" L
My Work Quick Membership Quick
@ Dashboards E Memberships m C
Activities Committees cl

Reports Dues Cycles Y
E Data Management

Choose a "DueS CyCIe" + NEW & EDIT v ACTIVATE l& DEACTIVATE

+ Active Dues Cycles v

' Name Default Billing Year Duration Ty
2020 New Member Apps No 2018 Dated
2021 MLS Dues Cycle Mo 2021 Dated
2021 New Member Apps MNo 2021 Dated
2022 New Member Apps Mo 2022 Dated

v MLS Dues Cycle Yes Dated
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Choose a "Dues Schedule"

RAMCO Portal

DUES SCHEDULES
Name A Dues Cycle
Primary Agent 021 Dues Ren
Click on the plus symbol (+) to add an additional o oo
"Dues Option"
=
Default Duration Type...  Begin Date End Date Term
No Dated 1/1/2021 12:00 ... 1/1/2022 12:00 ...
Yes Dated 1/1/2021 12:00 ... 1/1/2022 12:00 ...
No Dated 1/1/2021 12:00 ... 1/1/202212:00 ...

Enter a name for the dues option

. Options v
lewal ~

2021 New Primary REALTOR®
Primary Agents - Full Payment

Primary Agents - Payment Plan

A "Dues Schedule" may only have 1 default "Dues
Option". The rest are optional and will need eligibility
dates to indicate when a member may choose that
option.

New Dues Option =

iewal Name ™ N Active Dues Prod

Dues Schedule™

Default™

z t (Fi
Publish To Portal ™ =R

Default to Payment PI New Portal Account Setup
*

Split Option * New Primary Realtors w/o Sentrilock

Sort Order New Primary Realtors wo/o Sentrilock

10/19/2021 136/287



RAMEO:

Enter eligibility begin date only if this is not the default

"Dues Option

RAMCO Portal

INTVY LJUCO SV =

ewal Name™ New Payme Active Dues Prod
Dues Schedule ™ Primary Age | Name &
Default™ No

To enable this con
Eligibility Begin Date -
+

Eligibility End Date *

Publish To Portal ™ Yes

Default to Payment PI No
-

Spl\tOptlon* Split

Comet Mierdnr

Enter eligibility end date only if this is not the default

"Dues Option

INTV LUCS \JJLIULT ™=

Name * New Payme Active Dues Products ¥
Dues Schedule ™ Primary Age | Name 4
Default™

To enable this content, creatq

Eligibility Begin Date
+

Eligibility End Date *
Publish To Portal * Yes

Default to Payment Pl No
*

Split Option ™ Split

Cmrt Mrddar

Click save to create the dues option. Repeat these
steps to create more "Dues Options"

T AT AT & Dues Option: New Dues Option - Google Chrome

# ramcesandbox.ramcoams.org

A "D ion" ill Workplace « r
fter create a "Dues Option", your next step will be to P ¥ RAMG.FZ' New D

add all the "Dues Products" associated with that

"Dues Option".

[§ DEACTIVATE i DELET
ki’ SAVE & CLOSE

MCO

Agent =

DUES OPTION : RAMCO

New Dues Optior

2.3.2. Charge a Specific Product on a Payment Plan Date

Open the Navigation Areas

fear's Members - | X +

@ ramcosandboxramcoams.org

M@ﬁ: Workplace [ Contacts >

Workplace
EW M DELETE - @ EMAIL A LINK v M Rru
' b
Year's Members v
et First Name T Parent Customer Email Mabile Phe
Remmy Coldwell Banker Associated Remmy.Ramco@test.test
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ChOOSG the Membership area m Contacts This Year's Members - | X +

&« (&} @ ramcosandbox.ramcoams.org

RAMCO Portal

g RAMC.Q. WOfkp'ECE‘ v | Contacts >

Membership
Workplace
Customers My Work Quick Mer
[=h,
= Accounts % Dashboards E Membe
viempersnip Setup runaraisin

Select the Dues Cycle entity

o
P
[nl
w0

E Memberships ]“' Member Types

Applications m Committee Types
[ﬁ} Office Memberships m Committee Positions
Dues Cycles EI Associations

& o I

el [ >

CommiTiees Funds
| Bulk Renewal Imports
Open the dues cycle with the installment plan + Active Dues Cycles ~
~  Name 4 Default Billing Year Duration Ty
2020 New Member Apps No 2018 Dated
2021 Dues Renewal No Dated
2021 MLS Dues Cycle Mo 2021 Dated
2021 New Member Apps Mo 2021 Dated
2022 New Member Apps No 2022 Dated
MLS Dues Cycle Yes Dated
Open the schedule with the installment plan
DUES SCHEDULES
Name Dues Cycle
Primary Agent 021 MLS Dues
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Choose the dues option for the installment plan.

RAMCO Portal

Active Dues Options ¥

MName

I Primary Agents - Full Payment I

Each payment schedule represents one payment in
an installment plan.

Select a payment schedule where you want the
payment to be for a specific product or products on

Payment Schedules

the renewal bill. Name Begin Date
1/1/2021 - 2/1/2021 1/1/2C

Click on the link Add Product record. e oo

t match a product in Dues Products.) E‘

Status Publish To Onl...  Publish to PO... . Quantity On ... Taxable
Active No No No

Click on the magnifying glass to search for products.
You must use a product that is listed in the dues
products for this dues product.

t match a product in Dues Products.) + E
|f yOU Se|eCt a prOdUCt that is not a part Of the dues Status Publish To Onl...  Publish to PO... | Quantity On ... Taxable

option, this will not work.

Select a value.
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Choose a product from the list. O o o e

RAMCO Portal

B 2020 Local Dues

RAMCO will now charge only this product during this 2020 Local Dues
payment schedule. S e

. i | 2020 National Image Campaign
If you wish for RAMCO to collect multiple products 2020 National Image Campaign
during this payment schedule, simply repeat this @ 2020 state Dues
process.

Look Up Maore Records

10 results

WARNING: All products have a number associated with them called "Remittance Application Order". Even if
you tell RAMCO to collect a certain product first, the remittance application must also be first. If not, RACMO
will incorrectly distribute the money through Ecommerce. Because of this we recommended having RAMCO
check your setup for accuracy before launching your dues billing

2.3.3. Recalculate a Dues Item
9.

Click on the link Form Sections Workplace v Contacts » Contact 05, Example >

&3 CONNECT - [ ADD TO MARKETING LIST 88 ASSIGN

RAMCO

tact 05, Example[g

ders that are 30+ days old.

Occupation
Realtor

Click on the link MEMBERSHIPS

ct 05, Example =

AT A GLANCE

‘hat are 30+ days old. SUMMARY

IMEMBERSHIPS

CLASSES AND MEETINGS

ACCOUNTING

ADDRESSES

DEMOGRAPHICS AND MARKETING
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Choose a membership to recalculate the dues. «MEMBERSHIP

Membership Sub-Grid v
Search for records ol

Primary ... Contact ™ NRDS ID Member Type.... Membe

es Contact 05, Example  M88800005 REALTOR R

Open the dues item to recaculate

Dues Items Sub-Grid v
Membership Dat

ontact 05, Example - REALTOR

Change the pricing strategy date s Cycle * MLS Dues Cycle
s Ophon* Primary Agents - Full Payment
ar MLS Dues Cycle - Primary Agent
g Year --
: Paid @ -
ng Stage Reinstatement Fee Applied
ng Strategy Date I 6/5/2000 12:00 AM I
tribution Type o o--
1 Type a -
WATION
Click Save.
RAMCO will now recalulate the dues item.
atus Active
atus Reason B Pending

unsaved chengesE

Please restart this assist from a contact record.
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RAMCO Portal

2.3.4. Schedule Dues Late Fees

Open the Navigation Areas, and go to Workplace.

L ]
M@'ﬁo Workplace & DuesCydes > 2021 DuesRend
[ ]

_r‘ vorkplace
Ew [§ DEACTIVATE [ DELETE & EMAILALINK %
: RAMCO
Dues Renewal =
2021 Dues Renewal
is ST PAUL AREA ASSOCIATION OF REALTORS® INC
Choose the Dues Cycle entity. L
My Work Quick Membership Quick

@ Dashboards E Memberships
Activities ﬂ Committees

=g

:II Reports Dues Cycles

|v

a Data Management

Click on the name of the dues cycle, you wish to
schedule a late fee for.

+ Active Dues Cycles ¥

v/ Name 4 Default Billing Year Duration Ty

2020 New Member Apps No 2019 Dated
2021 Dues Renewal No Dated
2021 MLS Dues Cycle No 2021 Datad
2021 New Member Apps Mo 2021 Dated
2022 New Member Apps Mo 2022 Dated
MLS Dues Cycle Yes Dated

Make sure each schedule has the appropriate late fee

associated with it.

Schedules without a late fee, will not be issued a late

fee. DUES SCHEDULES

Name Dues Cycle

Open the dues schedule to verify.

Primary Agent

I

021 Dues Ren
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RAMCO Portal

If necessary add a late fee here for the first late fee.

Irial y I—\HCI IL ™=

-

e Primary Agent

s Cycle™ 2021 Dues Renewal

nber Type ™ REALTOR

Fee I ,O&
Fee 2 -- 1

statement Fee -

=r Source -

If you charge a second late fee, add it here.

Irial y I—\QCI IL ™=

-

e Primary Agent
s Cycle * 2021 Dues Renewal
nber Type ™ REALTOR
Fee I - ‘ o) |I
Fee2 --
statement Fee -
2r Source -
Click on the Dues Cycle to return to it. L SCHEDULE : RAMCO
imary Agent =
e Primary Agent
s Cycle * 2021 Dues Renewal ‘ jo) |I
nber Type ™ REALTOR
Fee 0 “ate
Fee 2 -

statement Fee -

=r Source -
Use the Apply Late Fee Date field to schedule the late Begin Date 1/1/2021 12:00 AM
fee. End Date™ 1/1/2022 12:00 AM

On the designated date and time, RAMCO will add a
late fee to all unpaid bills, using the late fee present
on the dues schedules.

Automatic Cycle Management

R S a et aVas Late Fee Auto-Triggered?

I‘ -- i No
DPly Late Fee 2 Date ; Late Fee 2 Auto-Triggered?

- ENo
Deactivate Membership Date Was Deactivate Membership Auto-"
- ENo
Close Dues Cycle Date Was Close Dues Cycle Auto-Triggen
- ENo
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RAMCO Portal

Click Save to complete the process.

2.4. Store Management

2.4.1.

Open Navigation Areas

Add a store location

atus Active
atus Reason B Active
save
unsaved changes ]
! Contact: Ramee, Remmy x

c

RAMED:

-NEW S3CONNECT | - [ ADDTO MARKETING LST ik

Workplace ~ Contacts > Ramco, Remmy >

e EMAILALINK X DELETE Ft

CONTACT : RAMCO

Ramco, Remmy =

AT A GLANCE

Click on the navigation area Sales & Accounting

s:/framcosandboxisv.ramcos X +

org/main.aspx#980195191

blace ~ Contacts > Ramco, Remmy >

Quick Membership

»oards E Memberships m Courses ﬁ Products
ties E Committees Classes Orders

| = | (o | =.

Quick Accouni

Quick Events

Click on the link Store Locations

Extensions

@ ECommerce |

Sales & Accounting

g Maintenance Store

@ Store Locations
Product Locations

@ Product Location Tran...

counts [EI ECommerce Request...

.
Batch Definitions
4

Payment GL Definitions

ECommerce Distributi...

Accounts

ue Recognition

ntina Cwnarke
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Click "New" to create a new store location

RAMCO Portal

=. hitps://crrcrm. ramcoams.org/main.aspx#381984353

=. Store Locations Active Stor... * [

RAM@'p:c Sales & Accou... ~ | Store Locations >

o Apps for Dynamics 365  View Dynamics 365 information on the go with apps for your phone, tablet, Qutiook, and more!

0 DELETE | v e EMAILALINK | v [f] RUNREPORT ~ EXCEL TEMPLATES v B B

+ Active Store Locations

' Mame Created On

CMR Office 12/5/2019 4:25 AM

Enter the store name and address, then Click "Save"
to save this store Icoation.

2.4.2, Inventory Transfer Wizard

Open the Navigation Areas

=. https://ramco33uatupgrade.ramcotest.com/main.aspx#422359142

BY Accounts Active Accounts .. % [|

RAMG“Q. Workplace ~ Accounts >

o Apps for Dynamics 365  View Dynamics 385 information on the go with apps for your phone, tablet, Gutlook, and more!

=+ NEW T DELETE | ~ ™ EMAILAUNK |~ [FIRUNREPORT v  EJIEXCELTEMPLATES ~ @&, B

+ Active Accounts v

e Account Name /™ NRDS ID License Number... | Email Main Phone

506010758

1000:FQT3mhW...

Click on the "Sales & Accounting” navigation area.

com/main.aspx#422359142

~ Accounts >

Sales & A:counlmg

-'
b Sales & Accnunh Elections

Quick Membership Quick Events Quick Account

0ards E Memberships m Courses a Products
ties E Committees Classes Orders

Marketing

g Maintenance Stﬁ Custom E-Corr

@ - D f
Store Locations Web Elemen

Product Locations Submissions

Click on the "Store Locations" entity.

counts [gl ECommerce Request...

.
Batch Definitions @ Product Location Tran...
ue Recognition Payment GL Definitions

wrtinm Cummrbe

Commerce Distributi...

Accounts
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RAMCO Portal

Open a store location to transfer inventory from.

o Apps for Dynamics 365  View Dynamics 365 information on the go with apps for your phone, tablet, Outiook, and more!

4+ NEW # EDIT o ACTIVATE [® DEACTIVATE [ DELETE | ~ éx‘aASSIGN {JSHARE @ EMA

+ Active Store Locations

+ MName T Created On
Default Store Location 5/16/2019 5:21 AM
Sam’s Store Location 10/1/2019 12:21 PM

Click on the item MORE COMMANDS

b Location >

oret Get Apps for Dynamics 365

ow [F1STARTDIALOG [ WORD TEMPLATES ~ E

PRODUCT LOCATIONS

Click on the "Transfer Inventory" wizard.

P Location >

norel Get Apps for Dynamics 365

10w [ START DIALOG  [F] WORD TEMPLATES ~

[¥] Run Report »

I (2 Transfer Inventory I
EE| Form Editor

PRODUCT LOCATIONS

Name 4 Product Quantity on H...

Select the "Quantity to Transfer" field for the product
or products to transfer their inventory.

Last name, First name

Quantity on Hand Quantity to Transfer
e |
g |
6 |
\cation1) 696 o ‘
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RAMCO Portal

Enter the amount of inventory to be transferred. Last name, First name
Quantity on Hand Quantity to Transfer
14006 “
50003 ‘0 ‘
o878 ‘0 ‘
cation1) 696 ‘0

Select the authorizing user drop down field.

Authorizing User

Last name, First name
I |
Quantity on Hand Quantity to Transfer
14006 [1nnn |

Select the user authorizing the transfer.

Authorizing User

Last name, First name
Cutlip, Mike

Lopez, Reggie
Shehata, John

Fox, The
Mc::)élornalr-:nk, Donna
INTEGRATION
SYSTEM
-Quantity on Hand Quantity to Transfer
14004 |1nnn |
Select the "Store Location" to receive the transferred _

inventory.

Original Store Location

Default Store Location

Destination Store Location

Sam's Store Location

Product Name

1 big dog (1bd)

Artiibe Dnmictratinn $394 44991
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Click "Initiate Transfer" to submit the transfer.

RAMCO Portal

Stare Product 072 (StorelD072|
Stare Product 744 (StorelD744

Varun's Messed Up Product (VMUP20

|

Click close to close the wizard.
Products Transfered

Produ

1 big dog - Default Store Lo

2.4.3. Item Receipt Wizard for Purchase Orders

The new PO Wizard is designed to simplify item
receipts.

< B® https://ramco35uatupgrade.ramegtest.com/main.aspx 566859850
| |

e I v ey
1s
RAMG‘p‘ Workplace v Accounts >
L)

o Apps for Dynamics 365 View Dynamics 365 information on the go with apps for your phone, tablet, Outiook, and more!

+ NEW [ DELETE | * o EMAILALINK |+ [P RUNREPORT v  [HIEXCEL TEMPLATES » B, EX

+ Active Accounts ~

w Account Name NRDS ID License Number... Email Main Phone

506010758

070005022

Click on the "Sales and Accounting" navigation area.

.com/main.aspx#366859820

B Accounts Active Accounts -...

~ Accounts >

‘A
b Sales & Accnunti@ Elections

Quick Membership Quick Events Quick Account

joards E Memberships m Courses E Products
ties m Committees Classes Orders
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Click on the "Purchase Orders" entity.

RAMCO Portal

Sales

Accounting Setup

)
Orders HA Bulk Profile Charges E Products
-

Payments

Invoice Payments

Invoices B‘? Bulk Refund Batches
el

Scheduled Payments Tax Tables

—
@ Purchase Orders GL Account Categories
N Q

Coupons

Refunds

Cradits

35W Corridor Coalition 502001753

z B

= =1 " [l B

763-493-8450

Select and open the desired purchase order to work

on

+ NEW £ EDIT W ACTIVATE  [S DEACTIVATE i DELETE | ~ e EMAILA LINK

+ All Purchase Orders ~

v P.O.Number Order Date
B & 10/22/2019
5 10/1/2019
4 9/24/2019
3 8/14/2019
2 8/12/2019

Expected Date Vendor
Varun's 3.5 Upgrade Office
94MAT150ffice
94MAT150ffice
Varun’s 3.5 Upgrade Office

Varun's 3.5 Upgrade Office

S RUNW(

Vendor Invoice...

Click on the item PO Wizard

and more! Get Apps for Dynamics 365

oG [F|WORD TEMPLATES ~ [F) RUN REPORT ~

Enter the number of each item received

Purchase Order Wizard

Manage and submit your purchase order items.

Product  Quantity  Previously
Expected Received

Newly Received

Store 1 )
Product
001

# to Write

Store 5 0
Product
744
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RAMCO Portal

Select the receiving user

Product
744

Total Amount of PO Received: Date Receive

Cutlip, Mike
Fox, Thom

January

|Topezmegge

Shehata, John

Click on submit

Total Amount of PO Received: Date Receive
$0.00 January
Receiving User:

| Lopez, Reggie ‘

|

You may click close when the process has completed

Product 744

Total Amount: Date Receive
$100.00 1/3/2020
Receiving User:

Lopez, Reggie

2.4.4. Multiple Product Pickup Locations During Store Sales

Open the Navigation Area

&« (& @ ramcosandbox.ramcoams.org/main.aspx#366640923

iz RAMG‘Q‘ Events [ Meetings >

=+ NEW T DELETE | @ EMAILALINK | ~

B EXCEL TEMPLATES B, EX

+ Active Meetings v

«  Mame Begin Date 4 End Date Maximum Registratio..  Current Reg
Test Committee - Decemeber 12/1/202012:00...  3/31/2020 8:00 ... 3
Test Committee - Novemeber 11/11/2020 12:0...  3/31/2020 8:00 ... 3
Test Committee - October 10/10/2020 12:0...  3/31/2020 8:00 ... 3
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RAMCO Portal

Click on the navigation area Workplace

< &)

8 ramcosandboxramcoams.org/main.aspx#366640923

Membership
Events
Classes Meetings
m Courses [EI Designations Meetings

Events

Classes

Click on the Contacts entity

Membership

Workplace

Customers

Accounts
Contacts.

My Work

@ Dashboards

2, P

Activities

Reports

m Data Management

Quick Membership

E Memberships
E Committees
.‘ Dues Cycles

EAamrmieEa o

Test Committee - July 7/7/202012:00...  3/31/20208:00... 3

Open a contact

Workplace ~  Contacts >

RAMEO-

+ NEW #EDT o ACTIVATE (@ DEACTIVATE [ DELETE | ~ d=MERGE % SEND DIRECT EMAI

+ Search Results ~

v Last Mame First Mame /M NRDS ID Username Parent Customer Prima;
~* | Bair Jeremy 863500367 TestUser3a41 Appraisal Source Northwest  KITTIT
Baldino Julie 561006245 TestUser3715 Keller Williams Realty Pre... CLARI
Blasde Jeremy §71014342 TestUserdd36
Valentine remy 876001594 TestUser3995
Van Dam Jeremy 664500261 TestlUserd114

Click on the command button MORE COMMANDS

7 DELETE FORM & PROCESS » € SHARE

10/19/2021

151/287



RAMEO:

Click on the command button Store

RAMCO Portal

m Run Report
@ RAMCO CRM Help

h Impersonate
[8 Deactivation Wizard

& Process Payment

Merbership Application

»

B Store

],OUDAREAASSOC
MINNESOTAASSQ

Meeting Registration
2, Class Registration
i Payment Profile

= NRDS Sync

f. Paszword Reset

ey

155
kleam (505510505)

Add desired items to your cart

Dave's Test Product

Key Container

Name / Code o

Price

Shopping

Your ¢z

Price: $1.00

QTYI:lAdd to Cart

Price: $9.30

Click the "Add to Cart" button

Jave's Test Product

tey Container

ey Container

Price

Price: $1.00

Price: $9.30

QTYl:lAdd to Cart

Your cart is empty.

Click on the button View Cart

Price

Price: $1.00

QTYI:lAdd to Cart

Shopping Cart

Dave’s Test Product
1x$1.00

Subtotal: $1.00
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Click "Check Out" to progress

RAMCO Portal

Continue Shopping Recalculate

Select your desired pickup location

Shipping
® In-Store Pick Up

Ship to Address

Pickup Location
| CMR 2nd Location (Test)

STIPPITTE

Click continue to progress @) in-Store Pick Up

Ship to Address

Pickup Location

‘ CMR 2nd Location (Test)

2.4.5. Process a Store Sale
Click on the command button MORE COMMANDS

PROCESS

ry
-

NRDS ID
8276531005

Member ID
87204928

Unapplied Cre...
B s0.00

Primary Associ...
& kansas
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Click on the command button Store

RAMCO Portal

m Run Report b
2 | Impersonate

F§ Deactivation Wizard

SOCIATION OF REALTORS® INC g3 Process Payment

TION OF REALTORS®

E Membership Application

@' Store
Meeting Registration

:,, Class Registration

i Payment Profile

+— NRDS Sync

You may click the "Search" button first to retrieve all
store products, or you can enter some criteria, then
click "Search" to pull a filtered list.

v.rameooams.org,

Select Category [optional]

All Categories v
You may only add 1 product to your cart at a time, but ...
you can add any quantity of them. o[ |addtocan
Party

Choose an item, then enter a number for the amount
you wish to include in your cart. e Tips e s50m
If you have more to add, simply repeat this step. e TP QT@E‘E‘ focart

wetal Frame Price: $24.99

Metal Frame

QTYy \:I Add to Cart

Once completed, click the "View Cart" button to view

or edit your cart. Code topronal Shopping Cart
101 Home Tips
0x$2.95
Subtotal: $29.50
Price
Price: $70.00
:-TY\:IA:\CI to Cart
154/287
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Click on the drop-down to select a tender type

RAMCO Portal

Continue Shopping Recalculate |

Click on the button Continue

Payment Option

| Cash

“l

If your organization has multiple store locations, you

must select a pickup location so the inventory at that Shipping
location is adjusted. ®in-Store Pick Up
If you do not have multiple store locations you may e
proceed to the next step Pickup Location

Default Pickup Location

SHIPPIng
@) |n-Store Pick Up

Click on the button Continue

Ship to Address

Pickup Location

| St. Joe

“l
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Once your payment details are entered, click continue Payment Amount
to move on to the next step. 29.50

RAMCO Portal

Amount Received

| 29.50

“l

Click on the button Submit Order & Payment

There are no sales orders.

“l

Please restart this assist from a contact record.

2.4.6. Publish a Product to the Store (Portal or Internally)
Open the Navigation Areas X | BB Product Gl Account; New Produ. X
5andbox.ramcoams.org,
l‘d.o Sales & Accou... [& Products > Product: 2022 Locz
ofo  CLONE ¥, REVISE # RETIRE i DELETE
" RAMCO

Juct: 2022 Local Dues =

Choose the Products entity
I
Sales &

Accounting Setup Accou

E Products 5 G

1

= Bulk Profile Charges

| —

% Bulk Refund Batches ] Coupons E‘. B:

e band I 4
Scheduled P t Tax Tabl B:

ﬁ Chedules ayments ax laples 51

Purchase Orders Ia Gl Account Cateaaries -' R¢

-
|
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Open the product in question

RAMCO Portal

&« c # ramcosandbox.ramcoams.org

’
D AN Sal '
| 4 GV-tars(e 5 Salag & Accou... v Products

ADD FAMILY i@ ADD PR§DUCT ii ADDBUNDLE

+ Al Products, Familie$ & Bundles ~

v Name Product ID List Price
i 2020 Local Dues 2020 Local Dues
To enable the product to your portal store, this is the e wuon
Average Cost & so0.00

store members can access and buy items without

. s Total Cost of Inv y B -
staff assistance, toggle this field to "Yes" sl Costetinventeny

PRODUCT VISIBILITY

Publish To Online snl. [No |I '
Publish to POS Store Yes [
P
(
On B 6/19/2020 2:27 PM Status
By B SYSTEM Status Reaso
AVEIdge Lusl - >v.uv

To enable the product to your RAMCO store, this is
the store only staff members can access and process
transactions for members, toggle this field to "Yes"

Total Cost of Inventory @ --

PRODUCT VISIBILITY

Publish To Online Stor~ Yes

Publish to POS Stolel ‘ Yes

= r

On B 6/19/2020 2:27 PM Status
By & SYSTEM Status Reasc

Click Save to complete

PAYMENT SETTINGS

Default Price List* Non-Member
Payment Application Prio @ 1,038
Credit Application Priority @ ==

atus Active

atus Reason B Active

unsaved [hangesE
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2.4.7. Receive Purchase Order Inventory

Open the NaVigatiOn Areas x B8 Product GL Account: New Prad,

sandbox.ramcoams.org

RAMCO Portal

x| +

o-ﬁo Sales & Accou... [ Purchase Orders > PO10007
L
(& DEACTIVATE i DELETE @ EMAILALINK @ RUNW
AMCO
ACcountmn

Choose the entity "Purchase Orders"

Orders

Invoices
Payments

Inveice Payments
Refunds

Credits

ERRREE :

)

== Bulk Profile Charges

Bulk Refund Batches

Scheduled Payments

Produci

[H

}_(‘} Coupor

Tax Tab

Purchase Orders

ERET

GL Accc

I [

Open the Purchase Order you wish to receive + All Purchase Orders ~
inventory for
v P.O. Number Order Date W Expected Date
PO10007 3/29/2021
PO10006 4/24/2020
PC10004 4/21/2020
PO10003 47772020
PO10005 4/6/2020 472472020
PO10002 8/15/2019

Vendor

Affordable Rentals LL(

Vendor 01

Vendor 01

Vendor 01

Vendor 01

2677 Test office

Click on the command button MORE COMMANDS

[ RUN REPORT

10/19/2021
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Click on the command button PO Wizard

\ATES

[F] RUN REPORT

& PO Wizard

[} Other Activities

Form Editor

Enter the number of inventory received for each
product in your Purchase Order

Purchase Order Wizard

Manage and submit your purchase order items.

Product

Quantity  Previously Newly Received # to Write Off
Expected Received
10 Pack 100 0 I b I 0
(10%

Total Amount of PO Received: Date Recei

50.00 March

[ ENCPNTPHE B e

e |
Select your user account from the drop-down (0% .
offy

Total Amount of PO Received:
$0.00

Receiving User:

Lopez, Reggie

If you need to adjust the unit cost check this box

Write Off Quantity Backordered Unit Cost

| [o10

‘e Received:
irch

v 2021

10/19/2021
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Enter the cost per unit. If you do not have the per item
cost, simply divide the cost of the group of items, by
the number of items received.

RAMCO Portal

frite Off Quantity Backordered Unit Cost

| [ot0 | Il\iio‘oo I

Received:

h v 29 v 2021 v

Click on the button Submit
Total Amount of PO Received:
50.00

Receiving User:

Lopez, Reggie

==

Click on the button Close (10% Off)

Total Amount:
$50.00
Receiving User:

Lopez, Reggie

2.4.8. Return Inventory to Specific Store Location

Glick on the command bution MORE COMMANDS |

VORD TEMPLATES ~ [¥] RUN REPORT =

Ar
$¢

Contact®
Cutlip-R35-01 H
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Click on the command button Payment Wizard

RAMCO Portal

/ORD TEMPLATES ~ RUN REPORT ~ see

nt

Bulk Payment Application

@ RAMCO CRM Help
| 3 Payment Wizard An
| %9

=8| Form Editor

$9.00 ECOMMERCE REQL

$0.00 [N,

Choose the appropriate refund or unapply payment
action.

LUSLOITIET. WULUIP-R3D-U I,

Unapplied: $0.00 | Refun

What would you like to do wi
want to refund the entire amou

| want to unapply some of this pa
payment.

| want to unapply some of this pa

| want to unapply some or all of t

Click on the button Continue pclm:,.; rERRy e
| want to unapply some of this payment and ref
| want to unapply some or all of the amount apg
I want to unapply and cancel this payment.

(=]

Click on the Return Inventory drop down field to view
store locations.

The payment will be unapplied from the selected i
choose whether or not you want to cancel the ind

D Cancel Invoice Return Invoice # Dal
Inventory

[ves ~ I|No ~||  mwvoto30- 4z

Se

return the qu.

How would you like to refund the payment?

ssue a Check Refund

10/19/2021
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RAMCO Portal

. . Ty TS T T T S ST T P TS S T ST T S TS S TS T e T
Select the store location where inventory should be choose whether or not you want to cancel the ind
returned.
a Cancel Invoice Return Invoice # Dat
Inventory
[ves v INo w| Inv-01030-  4r24r2

No
Alternate Store Location
Default Store Location

How would you like nt?
Issue a Check Refund

Refund in Cash

Select the appropriate refund type (If Applicable).

|Yes V| [Default S

How would you like to refunc

Issue a Check Refund
@Zehrd in Cash

Cancel any Contributions tha

Make refund to alternate Ass

Click continue to view summary page.
Cancel any Contributions that may exist for the Invc

Make refund to alternate Association or Account. lor

Click submit to process payment action and return

. . Refunded $0.00
items to inventory.
Unapplied $0.00
Status Inactive
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Click on the button Close

RAMCO Portal

Date Method Card

4/2472020 Cash

Print Receipt

Please restart this assist from a payment record

3. Membership
3.1. Membership (Basics)

3.1.1. Add Contact to a Committee

Open the "View Related" tab on the contact's record.

amcotest.com

rkplace v Contacts > Ramco, Remmy [se

MARKETING LIST S8 ASSIGN o= EMAIL A LINK % DeL oMk il process - € SHARE

1my -=

¢
B
[

Emeee——— ] o —

Membership Applicati... [EI Designations

Member Education

Click on the "Committee Memberships" entity.

Invoices
Payments

Member Financials Payment Profiles

T
i
7

Member Demagraphic Scheduled Payments

Committee Members.

-.tee Memberships

SR E

Bulk Renewal Payments

FirN™w P rarl

WS S,
Member Type:

Member Status:

Primary Association:
Primary State Association:
Office:

Designated REALTOR®:

Lastrnc:
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RAMCO Portal

Click on the Waffle to Expand the view of Committee
Memberships

(] o e o
+
Position Term Begin D... Term End Dat... Status Reason...  Createc
1/1/2021 1/1/2022 Current 4/26/202"

Click on the command button Add New Committee
Membership

" Jensen, Mary -=

Committee Membership Associated View

4 ADD NEW COMMITTEE M. b CHARTPANE " RUN

Committee Contact Posit

No Committee Membership records found.

Search for the committee

[ OFvE g SMVE O COwor  f INLEE BRI O Lo

COMMITTEE MEMBERSHIP : RAMCO

New Committee Me...

P
1]

Contact™ Ramco. Remn rm Begin Date ™
Committes ™ I = ‘Dl’ rm End Date
Position - Fortal Sort Order
Set the position
' RAMCO

imittee Me... =

Ramco, Remmy Term Begin Date

Committee Name =rm End Date

| O fertal sort Order
=

10/19/2021
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RAMCO Portal

Select the appropriate position for this committee
member.

iciated Vie

COMMITTEE MEMBERSHIP : RAMCO

New Committee Me...

Contact™

Ramco, Remmy

Ter
RTPANE ~ [ R Committee * Committee Name Ter
Position o]
Contact & chair
Active 9/11/2019 10:34 AM
dy Wember
Active 9/11/2019 10:55 AM
&y Vice-Chair
Active 9/11/2019 10:35 AM
Look Up More Records
results + MNew
Set a Term Begin Date.
RAMCO will automatically move this member from
pending to current on the date listed here. =
Term Begin Date * I | ﬁ v

Term End Date *

Portal Sort Order

Set the Term End Date.

RAMCO will automatically expire this committee
membership on the date listed here.

Term Begin Date ™
Term End Date

Portal Sort Order

1/1/2020
S——

Click Save & Close to complete the process.

Please restart this assist from a contact record.

lgrade.ramcotest.com,

Workplace ~

emmy -=

2rship Associated Vieg

m Committee Membership: New Committee Membership - Google Chrol

# ramco35uatupgrade.ramcotest.com

Contacts

COMMITTEE b1z

New Commit

Contact™

- ¥
- Committee

Ramco, Remmy

Committee Name

10/19/2021
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Add New Office in NRDS for an Existing Member

The new member app wizard lets you add an office

3.1.2.

while adding a member.

Sometimes, the broker is already a member, so you
cannot use the app wizard for them again. Instead, we
must add the office without going through the app

wizard.

To begin, Open the Navigation Areas.

RAMCO Portal

eggie@ramcoam: X @ Accounts Active Accounts - Mici: X HB Processes My Processes - Micro= % | fF

@ ramco37uat.ramcotest.com/main.aspx#1218

Mco [l Work Bubble | No-code a... 1= San Antonio Punch...

M@: Workplace s

EwW M DELETE - @ EMAIL A LINK - M w

ve Accounts ~

ant Name NRDS 1D License Number.... Email Main Phony

From the workplace area, choose "Accounts"

Membership Events

Workplace

Customers My Work Quick Mer

% Accounts % Dashboards E Membe
E Contacts Activities m Commi

Reports Dues C
“ Data Mananement

Click on the command button New

m Accounts Active Accounts - Micr. X +
& c & ramco37uat.ramcotest.com/main.a: 2

iii Apps W RAMCO W Work Bubble | No-code a.. 4 San Antonio Punch...

4 RAMC&'ﬁ: Workplace v | Accounts >

e EMAIL A LINK

v Account Name ™ NRDS 1D License Number...  Email
Enter the Office name L
JMMARY

OUNT INFORMATION

bunt Name ™ I I

1ary Contact

e Contact
iager Designee
nt Account

51D

10/19/2021
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Add the Broker or Principal to the Primary Contact
field

RAMCO Portal

JMMARY

OUNT INFORMATION

bunt Name ™ Keller Williams South
\ary Contact I -- | Do ||
e Contact --

iager Designee
nt Account
51D

nse Number

Add an email for the office

AIL AND WEBSITE Office

[E ]

il Address 2 -- To enal

il Address 3

isite

1. Enter Street address
2. Enter the city name PP ———— ¢
3. Choose the state
4. Enter the zip code -
Oz
ovi Kansas
alc --
United
CIiCk save to com plete the account reCOrd 1 Inbox (129) - reggie@ramcoams X m Account: New Account X ® Processes My Process:
&« C @ ramco37uat.ramcotest.com/mai #111454850
Similar to Contacts, Accounts require memberships i Aops [ RAMCO [ Work  Bubble|Nocodea. 5 SamAntomioPunch.

as well. Without an office membership, no one will be
able to join your board with that office.

g RAM@: Workplace v | Accounts > Ne

Next we will add an office membership. B sAVE & CLOSE FORM

ACCOUNT : RAMCO

New Account =
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Click on the link Add Office Membership record.

RAMCO Portal

NRDS ID
a_

Office Memberships

Status Reason....  Primary ...

No Office Membership records found.

Association

[{] =

State Associati

Enter the local association

bou INTVY TS

IVITITIIJCTT ...

Office™ Keller Williams South NM ¢

Primary Association No NRD

Association ™ I | - | jol ||taTL
outh State Association ™ -

MLS INFORMATION

MIS N - L act

Click on the lookup Association SOyl 'NEW AHTHILE VIRTTHTIVET ... =

Office™ Keller Williams South NM ¢

Primary Association No NRD

Association™ I st cloud| D kate
outh State Association ™ -

MLS INFORMATION

MI S IN - | At

Enter the state association

Office ™ Keller Williams South NM !

Primary Assaciation No NRD!

Association * ST CLOUD AREA ASSOCIATION OF Statu
outh State Association ™ I -- ol

MLS INFORMATION

MLS ID - Last

MI S Statue -

10/19/2021
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Enter the number of Non-member Salespersons in
this office. This is usually O to begin with.

RAMCO Portal

wth NM Salesperson Count™

NRDS Timestamp --

ASSOCIATION OF | IStatus Reason Active ips
IOCIATION OF RE b
[shi

Click save to complete the membership. coam: % [ Account Keller Willams South % £
37uat.ramcotest.com/ma 50

Next we will need to submit this brand new office to Work Bubble |No<odea.. § SanAntoni 8 rameo37uatramcotest.com/mair

M Workplace 14 RAMC’&,’

To do so, we must submit a workflow.

&2 CONNECT

OFFICE MEIKS Iy
T:RAMCO

or Williams Sour New Office Mem

Click on the command button Run Workflow nch List -Google X |+

IATION OF REALTORS ® - Google Chrome

Office Memberships > Keller Williams Sout...

M DELETE & EMAIL A LINK % RUN WORKFLOW e

"]
Check the "Generate NRDS ID" workflow Look | prgces v
or
:':Dk On Demand Workflows v
- *
Office Search | Search for records 0
Primary Associati|
ot *
HERREEE Process Name Cate
State Associatiof
ms South Generate NRDS ID Worl
nmy
MLS INFORMAT
MLS ID
MLS Status
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RAMCO Portal

Click add.

4

1-10f 1 (1 selected) M 4 Page1)

Add Cancel

@ 10/18/2021 6:42 Modified On B 10/18/2021 6:42 @ 'Status

@ Lopez, Reggie Modified By B Lopez, Reggie Status Reason
Click ok to complete the process. ook [Process v|| O showonly

This office has now been added to M1 with a new
NRDS ID.

You can now process an applicaiton and choose this
office during the process.

3.1.3.

Click on the navigation button Events

in " |On Demand Workflows

Confirm Application of Workflo!

This workflow will be applied to 1 Office Membership.

You can monitor workflow jobs by opening each Office Membership an

Are you sure that you want to continue?

—

Create New Office for Existing Broker

-

B Sent Mail - lops

- C db fmail

RAMEO:

# new  [S DEAcTIVATE

Events |~
S|
& EMAIL A LINK

Meetings » RAMCON Meeting T...

il DELETE UN WORKFLOW [ START DIALOG

MEETING REGISTRATION FEE : RAMCO

RAMCON Meeting Test =

Mame ™ RAMCON Meeting Test

Meating * 2020 RAMCON Meetinas Test

Click on the navigation area Workplace

B RAPB: Tags - reggie@ramcoams. X B Sent Mail - lopezrme@gmailcon X Sign In

in.aspx#444766846

Events « Meetings > RAMCON Meeting

Workplace Membership

Events

Classes

@ Courses
Classes

Meetings

Meetings
Inl Events

lal Designations

10/19/2021
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Click on the link Accounts -~ e ' | |

Events
Workplace

Customers My Worlk Quick Membership

Dashboards E Memberships
= A

Activities m Committeas
Reports Dues Cycles
m Data Management

= Accounts
[

3.1.3.1. Create new Account (Office) record

CIiCk on the Command button New B RAPB: Tags - reggie@ramcoams. X | [ Sent Mail - lopezrme@gmail.con X Sign In
c @ ramcosandbox.ramcoams.org/main.aspx#812128519

RAMC:ﬁ: Workplace v~ | Accounts >

= NEw | i DELETE | ~ @ EMAILALUNK | v [} RUN REPORT ~ mEXCELTEMPLATES b

I
14

+ Active Accounts ¥

' Account Name 4 MNRDS 1D License Number...  Email Main F
1031 Asset Exchange 875000299 5009-47
1st American Realty 876000243 508-57
1. Enter the office name T
2. Set the broker as the "Primary Contact" T B s >
3. Enter the office license number (if applicable) S _
4. select a relationship type : '# - ?
5. Enter the office email address P FP—
6. Enter the office website o T I — N
7. Enter the office email e
8. Enter the office phone number
o L mmm
o Enter the street address

123 Elm Street

0z

ravi* Kansas

tal Ce united states

i United States united states
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Select a branch type

RAMCO Portal

« DETAILS

COMPANY PROFILE

Business Name
Caorporate Name
Formal Name

Branch Type

Office Type IMa\'n I

Branes
Billing Office Slng\e

[y v

Select an office type
‘OMPANY PROFILE

susiness Name
orporate Name
ormal Name

iranch Type Main

Office Type I__— ‘I
iilling Office --

CI'Ck On the Command button save B RAPB: Tags - reggie@ramcoams. X B Sent Mail - lopezrme@gmailcon X Sign In

(& 8 ramcosandboxramcoams.org/main.aspx#189227932

L d
RAMop.c Workplace ~ | Accounts > New Account
L]

' savea close 4 New  EEIFoRM @ RAMCO CRM HELP

e
14

ount. Sades]

New Account -=

«SUMMARY

3.1.3.2. Add new Office Membership record
Click on the link Add Office Membership record.

NRDS D owner"
a- & Last name
Office Memberships
Status Reason..  Primary . Association

No Office Membership records found.
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Click in the association field and search for your e =
association

RAMCO Portal

New Office Member... -

Office ™ New Office Name N
Primary Association No
Association * I ‘ -- ‘,O|

State Association™®

MLS INFORMATION

MLS ID - L

ML Shatic

Choose your association from the list

INTVY \THILT IVITTHHIDJCT ... =

Office ™ New Office Name NM S

Primary Asscciation No NRDS

Association *

State Association ™ ST PAUL AREA ASSOCIATION OF REALTORS...
5060

JFndlington@spaarc...

ST PAUL AREA 2 350(

Look Up More Records

MLS INFORMATION

1 result + New

MLS ID -- Last L
MLS Status

Click in the state association field and search for your
association

FNLCVY A AT IvVIICT TR .. =

Office ™ New Office Name N

Primary Association No M

Association * ST PAUL AREA ASSOCIATION OF REALTORS
—

State Association ™ I - 0o

MLS INFORMATION

MLS ID -- L
MLS Status

Choose your association from the list

FNLCVY A ATHIC S IvVIEC T TG ... =

Office™ New Office Name h
Primary Association No M
Association ™ ST PAUL AREA ASSOCIATION OF REALTORS® Is
State Association™ I minng D

MLS INFORMATION

MLS ID - L
MLS Status

10/19/2021
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Enter the number of non-member salespersons in this

RAMCO Portal

office
NM Salesperson Count™® ‘ - ‘I
NRDS Timestamp
CIATION OF REALTORS© Istatus Reason Active
IATION OF REALTORS
Click on the command button Save — sileor X x | B Teamsio

Workplace ~ | Acc

" ADD TO MARKETING LIST &8 ASS
5 )

4+ new @ ram

RAMCO

Office Name = | oy, Office Membe

3.1.3.3. Run the "Generate NRDS ID" workflow
Click on the command button Run Workflow

% Account: New Office Name

Membership v Office Memberships > New Office N

ré DEACTIVATE 'ui] DELETE &3 EMAIL A LINK
Run Worldflow

EMBERSHIP : RAMCO

Run a

v Office Name - .. Sa——.

Make sure the workflow "Generate NRDS ID" is
checked. Office™ Lookfor  Process .

Primary Association Look in On Demand Warkflows hd

-
Association sen [ 0

State Association™
Process Name Category

v
MLS INFORMATION l Generate NRDS ID Workflow

MLS ID
MLS Status
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Click on the button Add Generate NRDS D Workflow 5/4/2017 210 PM  6/11/2020

RAMCO Portal

1-10f1(1 selected) Page 1

Add Cancel

Click on the button OK

Look for Process ¥ | [0 Show Only My Records
Look in On Demand Warkflows bt
Confirm Application of Workflow x

This workflow will be applied to 1 Office Membership.

You can manitor warkflow jobs by opening each Office Membership and clicking Warkflows.

Are you sure that you want to continue?

Cancel

Click to close the office membership record. e S P
To see the newly generated nrds id, you may refresh g
the page or press F5 on a WindOWS pC. \p v Office Memberships » New Office Name - ...
JNK ::3_‘. RUN WORKFLOW ESTART DIALOG mWORD TEMPLATES ~ Ll
NM Salesnerson Count * 0

3.1.4. Deactivate a Membership

Click on the link Form Sections Workplace v Contacts » Ramco, Remmy
.

NEW &3 CONNECT - [f ADD TO MARKETING LIST 2

| CONTACT : RAMCO

Ramco, Remmyq _
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RAMCO Portal

Click on the link MEMBERSHIPS

ONTACT : RAMCO

amco, Remmy =

AT A GLANCE
Jance SUMMARY
i IMEMBERSH\PS
“unds
EMBERSHIPS
CLASSES AND MEEIINGS
AREA ASSOCIATION OF REALTORS ACCOUNTING
dary | Pending
AREA ASSOCIATION OF REALTORS ADDRESSES

ondary | Active

TAMBDA ACEAMIATIAKN AE BEAL TAD &5 IMA

DEMOGRAPHICS AND MARKETING

Check the membership you wish to deactivate.

4«MEMBERSHIP

Membership Sub-Grid v

Search for records ol
Primary ... Contact ™ MNRDS ID Member Type.... Membe
Ramco, Remmy 505510506 MLS
Ramca, Remmy 505510506 MLS
Ramco, Remmy 505510506 MLS
Ramco, Remmy 505510506 Supra

Click on the command button Deactivate

Workplace v Memberships >

= s
00 DELETE &4 ASSIGN
Deactivate

MEMBERSHIP : RAMCO
Deactivate these Memberships.

R a m C O! R e m m L You can reactivate these Memberships from the Inactive Menr
‘

Name Ramco, Remmy - MLS

Contact™ Ramco, Remmy

User your mouse to scroll up or down.

Choose a deactivation status from the list.

ACTIVITIES NOTES

Enter a note

vorreaonel  Confirm Deactivation

N OF REALTORS T T oL T o T e oo e reacn

This action will change the status of the selected Membership to Inacti’

Status Inactive
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Click deactivate to confirm.

Please restart this assist from a contact record.

the status of the selected Membership to Inactive.

Terminated

Conte

No Membe

3.1.5. Approve Committee Nomination

Select the Committee Nomination record to be
approved.

Committee Nominations Sub-Grid (Commit...

<

Search for records o]

Status Reason...  Name 4

nding Ramco, Remmy - Committee Nam...

Madified On L 362000 136 PM

Click on the command button Run Workflow

R hen o e =
(& @ ramco35uatupgrade.ramcotest.com,

RAMEG,

EW [ DEACTIVATE [ DELETE &= EMAIL A LINK

Workplace ~ Committees > Ramco, Remmy -

% RUN WORKFLOW [| O8] sTART DI&LOG (@) WORD TE|

AMITTEE NOMINATION : RAMCO

3mco, Remmy - Committeclmes

his Committee Nomin:

minee * Ramco, Remmy
nmittee ™ Committee Name
minatinn Farm Resnonce

Select the "Approve Nomination" workflow

Enter your search criteria.

Look for Process ¥
Look in ©n Demand Werkflows v
Search L
Process Name Category
Approve Nomination Workflow
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Click on the button Add

RAMCO Portal

1-10f1 (1 selected)

Lenee!

Page 1

Madifiad On O 3/&m090 1.4 Da

Click on the button OK Confirm Application of Workflow x

This workflow will be applied to 1 Committee Nomination.

‘You can monitor workflow jobs by opening each Committee Nomination and clicking Workflows.
Are you sure that you want to continue?

1-10f 11 selected) M 4 Pagel b

Add | | Cancel ‘ ‘Remove‘.’a\ue

Please restart this assist from a committee record.

3.1.6. Merge Duplicate Account Records

Open the Nawgatlon Areas N Me.d. Workplace v Accounts

EW i DELETE v & EMAILA LINK

/e Accounts v

int Name NRDS 1D License Number... | Email
Asset Exchange 76000299
nerican Realty 876000243
Test office 123453233

Main Phone

509-457-07,

509-575-13

111-222-33.

Choose the Workplace area m Purchase Order: PO10007 x m Pro ccount: New Prod

&« C @ ramcosandboxramcoams.org

F RAMEOs  Sales&Accou..

Workplace Membership

Sales

r. 3
Orders vé Bulk Profile Charges
L}

Accountini

ﬁ Product
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Choose the Accounts entity, then search for your
duplicate accounts.
Membership Events
Workplace

You must search so that they both show up in the list.

Customers My Work Quick Mer

% Accounts % Dashboards E Membe

.
E Contacts Activities m Commi

Reports Dues C
“ Data Mananement

+ NEW M DELETE e &  EMAIL A LINK

Choose the first account to be merged

+ Active Accounts ~

v Account Name M NRDS ID License Number.... Email
1031 Asset Exchange 876000299
1st American Realty 876000243
M Test office 123453233

3 1/2% Commission Realty 876000142
A & A Appraisal 876000192

Aarrowhed Appraisal Service 876000264

Choose the second account to be merged .
! 9 + Active Accounts

v Account Name M NRDS ID License Number.... Email
1031 Asset Exchange 876000299
(] 1st American Realty 876000243
2677 Test office 123453233

3 1/2% Commission Realty 876000142
A & A Appraisal 876000192
Aarrowhed Appraisal Service 876000264

Advance Realty 236500443

Click the Merge button.

Merge is a special permission in RAMCO. If you do )
not have it, speak to your RAMCO administrator. RETIVATE W DELETE S DREC]

Merge

Merge the selected records.

You can select which fields to mo

Main Phone Street Address:... | Primary Contact Office Contact
509-457-0788 Yakima

509-575-1313 Yakima

111-222-3336 Alexandria
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Choose a account to be the master record. The other

account will be merged into this one. 4
ect the fields to merge into the master record.
ﬂ |—ﬁ 15t American Realty el @ 2677 Test affice re]
D) Selectall fields in this section Select all fields in this record
76000243 (123433233
B Select all fields in this section () Selectall fields in this section
§)m American Realty @677 Test office
Use the radio buttons below to choose which field to AutoPay My Dues O
keep when the contacts have different values. Customer Size Opetantt vaine
BUSINESS DETAILS () Setect all fietds in this section
Member Designated Realtor @
WEB PORTAL DETAILS () select all fields in this section
Usemame @smmw
Password§ ()1000:SXSFMnquFytON2VaSdiowZv025£ Y +dT75:hUR
Password Update Date (w8202
Password Update Required (@
Last Portal Login O

Click OK to complete the merge.

(@)6/192020 2:11 PM

(@)6/192020 2:11 PM

L QK J Cancel

Click OK to complete the merge

scords have data m the same field, the master record field is selected.

ecord's child records. The subordinate record will be deactivated.

| OK Cancel
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3.1.7. Merge Duplicate Contact Records

Open the navigation areas x | ER Product 6L Account: New Prod

sandbox.ramcoams.org

RAMCO Portal

Sales & Accou... Purchase Orders 3> PO10007
coounting
f& DEACTIVATE W DELETE @  EMAIL A LINK '3, RUN W
AMCO

7 =

Choose the Workplace area B Purchase Order: PO10007 X | HE Product GL Account: New Prod

&« C @ ramcosandbox.ramcoams.org

f  RAMEQe  Sales & Accou..

Workplace Membership Events

Sales Accountini

.
Orders ké Bulk Profile Charges B Product
Choose the Contacts entity, then search for your

L_N
e o

You must search so that they both show up in the list. Customers My Work Quick Mer

% Accounts % Dashboards E Membe
Contacts |:|/ Activities m Commi
Reparts Dues C

Data Management

SE|

Select the first contact to be merged T e

v | Last Name 4 First Name 4 NRDS ID Username Parent Cust
Adams Dee 876000609 TestUser3816 Mike Cutlip
Ahlbrecht Richard 876000128 TestUser3750 Mike Cutlip
Cutlip Mike TestUser3974

D Cutlip Mike mikecutlip-sand...

Cutlip-R3-13 Mike 54001564 Mike Cutlip
Cutlip-R35-01 Mike 506092155 mikecutlip-r35-01  Mike Cutlip
Cutlip-Sandbox01  Mike 505510508 mikecutlip01 MikeC - Sal
Cutlip-Sandbox03  Mike mikecutlip03
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Select the second contact to be merged.

RAMCO Portal

+ Search Results v

~  Last Name First Name NRDS ID Username Parent Cust
Adams Dee 876000609 TestUser3816 Mike Cutlip
Ahlbrecht Richard 876000128 TestUser3750 Mike Cutlip
Cutlip Mike TestUser3974

& Cutlip Mike mikecutlip-sand...
Cutlip-R3-13 Mike 34001564 Mike Cutlig
Cutlip-R35-01 Mike 506092155 mikecutlip-r35-01  Mike Cutlip
Cutlip-Sandbox01  Mike 505510508 mikecutlip01 MikeC - Sal

Click the Merge button.

Merge is a special permission in RAMCO. If you do
not have it, speak to your RAMCO administrator.

ACTIVATE M DELETE MERGE & SEND DIRECT

Parent Customer Primary Association Email Home Pho

Mike Cutlip Office-R263-03 ST PAUL AREA ASSOCIATI... Dee. Adams@test.test

Choose a contact to be the master record. The other
contact will be merged into this one.

ect the fields to merge into the master record.

E,] 5 Cutlip, Mike e} bes Cutlip, Mike o]
' Select all fields in this section ' ' Select all fields in this section
®Mike (OMike
®Cutlip (" Cutlip
::3' Select all fields in this section ' ' Select all fields in this section
Use the radio buttons below to choose which field to AutoPay My Dues O
keep when the contacts have different values. Custorner Size (" Default Value
BUSINESS DETAILS ' ' Select all fields in this section
E Member Designated Realtor ‘ ::1\'0
| WEB PORTAL DETAILS () Select all fields in this section
k. Username s[L'seﬂQ?—-l
n Password§ (1000-SXSFMnqnFy012VnSdkwZv025fY+dT75-hUP,
Password Update Date (A182020
- Password Update Required :l\ru
Last Portal Login
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Click OK to complete the merge. (@5192020 211 P
(@)6/19/2020 2:11 PM
= urham
(@Mo
(@ves
L M N o] P Q R s T u

3.1.8. Perform an Office Transfer
(_

c # ramco35uatupgrade.ramcotest.com

Click on the link Form Sections

.
,’ RAM.—p’. r place ~ acts > Ramco, Remmy >
.

+ new &3 CONNECT | ~ [FMADD TOMARKETING LIST 38 ASSIGN <2 EMAILALINK X DELETE [

CONTACT : RAMCO

Ramco, Remmy[F

4« AT A GLANCE

Local Data

NEW =g UUIINELT | [MADL (U IVARRETING LIST e A0 Y= CIVIAIL A LINA £ DCLCIC  Boy run

Click on the link MEMBERSHIPS
CONTACT : RAMCO

Ramco, Remmy =

AT A GLANCE

SUMMARY

AT A GLANCE IMEMBERSHIPS
CLASSES b —

ACCOUNTING

Local Data

Remmy Ramco ADDRESSES

Membership: o

Member Type: DEMOGRAPHICS AND MARKETING
ember Status: AI360 AMD REALTOR PARTY HUB

Primary Association:

Open the membership record to perform the office

transfer. +MEMBERSHIPS

Membership Sub-Grid v

Search for records jo)
Primary ... Contact ™ NRDS ID Member Type... Member Subc...  Status Reasc
= — e—
No Ramce, Remmy REALTOR R Active
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Click the waffle icon to expand the list of office
transfers

Al A
Primary Membership| Member Type® NRDS ID
Bno B REALTOR a.
All Office Transfers +
Status Reason.... New Office Current Office Date Approve...| Assaciation 5t

Na Office Transfer records found.

Click on the command button Add New Office
Transfer

MEMBERSHIP : RAMCO

Cutlip-R35-01, Mike - REALTOR =

Office Transfer Associated View v

=+ ADD NEW OFFICE TRANSF... IZ', ADD EXISTING OFFICETR...  [% BULK DELETE ||=

Add New Utfice Transfer

Membership New Office 4
Add a related Office Transfer to this record.
Click on the lookup New Office

OFFICE TRANSFER : RAMCO

New Office Transfer =

Membership Ramco, Remmy - REALTOR APPROVAL
Current Office * Remmy's Realty ssociation Staf
= B e
Order - Designated REALTC

Click on the command button Save

m Office Transfer: New Office Transfer - Google Chrome

& ramco35uatupgrade.ramcotest.com

RA M G“b:' New Office Transfy

=+ new FORM EDI

Workplace ~ | Membershi

emmy - REALTOR = New Office Transfer -

2r Associated View

NSF.. |Z‘, ADD EXISTING OFFICE TR... [* BULK DEL| Membership
Current Office™ Remmy's Realty

Ramco, Remmy - REALT
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Click on the command button Run Workflow

RAMCO Portal

Transfer: Remmy's Realty - Remmy's Realty - Google Chrome

nco35uatupgrade.ramcotest.com

RAMC‘ﬁC Remmy’s Realty - Re...

EW  [S DEACTIVATE

I DELETE o= EMAIL A LINK

CE TRANSFER : RAMCO

>mmy's Realty - Re... =

mbership Ramco, Remmy - REALTOR APPROVAL
rent Office Remmy's Realty Aecocintinn Coatt
Select the "Approve Office Transfer" workflow Current Office” Re  Enteryeursearch riteria
= Mew Office Re
Look for Process v (]
=alty Order Ra
Look in ©On Demand Workflows v
Search o
Process Name Category
Approve Office Transfer Workflow
Click on the button Add
4 »
1-10f 11 selected) Page 1
3/25/2020 4:25 PM Madified On B 3/25/2020 4:25PM Status
Then click OK to start workflow
Look for [Process ¥|| @ ShowOnly My Records
Lookiin | On Demand Workflows ]

Confirm Application of Warkflow

This workflow will be applied to 1 Office Transfer.

‘You can monitor workflow jobs by opening each Office Transfer and clicking Workfiows.
Are you sure that you want to continue?
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Click on the membership name to return to the
membership record.

] 8 ramco35uatupgrade.ramecotest.com,

Workplace ~ Memberships > Ramco. Remmy - RH

(_
f RAMEC-

Ramco, Remmy - REALTOR]=
T

Office Transfer Associated View v

ADD NEW OFFICE TRANSF..] [ ADD EXISTING OFFICE TR.. [ BULK DELETE ol CHART PANE ~  [F)
=+ 20D FFICE TRANSF.| [ ]

' Membership Current Office New Office Status Reason...  Date

Click on the contact name to return to the contact
record.

MEMBERSHIP : RAMCO

Ramco, Remmy - REALTOR =

4SUMMARY
MName Ramco, Remmy - REALTOR
Contact™ I e T [0 \I
Office ™ mmy s healty

Primary Membership No
ion " B NATIONAL ASSOCIATION OF REALTORS®

State Association™ NATIONAL ASSOCIATION OF REALTORS ®
Member Type™ @ REALTOR
Member Subclass R

Open the process payment wizard to pay for the
transfer.

This is the end of the assist.

3.2. Membership (Advanced)

3.2.1.

Open the Navigation Areas

& Run Warkdlow

[¥] Start Dialog
@ Word Templates 3
[¥] Run Report 3

:u\ mpersonate

[& Deactivation Wizard

) Process Payment

B Store

Mezting R

& Class Reg

Add Question to Membership App Wizard

(&] @ ramcosandbox.ramcoams.org/main.aspx#944730825

RAMEO:

i for Dynamics 365  View Dynamics 365 information on the g

Workplace v Classes » Code of Ethics »

apps for your phone, tablet, Outlock, and more!

v [§ oeacmivate [ DELETE @ EMAILA LNK (% RUN woRkFLow  [B]sTarTDIaloc [ v

REGISTRATION FEE : RAMCO

de of Ethics =
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Click on the link Settings

RAMCO Portal

Qs ‘. o reacesHh

.

Extensions

@ Lockboxes
Iml Keys

SeLngs

Click on the link Forms

Workplace m Events

Content Process Center Business

= Processes Business Managem
Templates
E Product Catalog
—
E Report Text w Purchase Orders
[,

m Allerts

Click on the command button New

l i g e

&« (& 8 ramcosandboxramcoams.org/main.aspx#264036893

g RAMC’ﬁO Settings v | Forms

o Apps for Dynamics 365  View Dynamics 365 information on the go with apps for your phone, tablet, Qutlook,

il DELETE | ~ e EMAILAUNK | v  [¥] RUN REPORT + mEXCELTEMPLATES 1

- Create a new Form record.
/\\..uvx., (= )

v Mame Description

Committee Interest Form Complete this form if you are interested in serv

Give the Form a name

SAVE | SAVE& CLOSE 4 NEw @) RAMCO CRM HELP FORM EDITOR

ORM : RAMCO

lew Form -=

orm Cantact

lame™® I I

Aapped Entity Name a -

JESCRIPTION
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Click on the command button Save

&« (& 8 ramcosandboxramcoams.org/main.aspx#262056485

F RAMEO:

0 T B TR ST i B e D5 it o e g e e e s e (B

Settings ~ | Forms > NewForm

H'saveaclose 4 new @ RAMCO CRM HELP FORM EDITOR

A8l Save this Form.

New Form -=

Click on the command button Launch Designer

mare! | Get Apps for Dynamics 365

@ worp TemeLates +  [¥) RUNREPORT ~ | [E]LAUNCH DESIGNER | =»=

Form must be configured for the process you plan to

use itin.

For a membership application form, choose
"Membership Application".

s or types, select an entity from the related list.

...or Select a Related Entity roptional

Vote (Form Response)

Contact (DO NOT USE - Profile Update Form Response)
Committee Nomination (Nomination Form Response)
Contact (Profile Update Form Response - USE THIS)
Election Requirement (Form Response)

Click on the item Membership Application (Form

Response) in the list

Vote (Form Response)

Contact (DO NOT USE - Profile Update Form Response)
Committee Nomination (Nomination Form Response)
Contact (Profile Update Form Response - USE THIS)
Election Requirement (Form Response)

Nomination (Form Response)

Web Element Submission (Type Form Response)

Web Element Submission (Fee Form Response)

Web Element Submission Requirement (Form Response)
Contact (Profile Setup Form Response)

Class Registration (Form Response)
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Click on the button Configure Form

RAMCO Portal

Note: For forms that are associated with application fees or type!

Select an Entity reptional]

Save and Close |

Use this combo box to add mapped questions to your
form.

Mapped questions will update the member's data
when submitted.

Add Fields (Mapped)

cobalt_cobalt_formresponse_cobalt_me «

Field or Related Entity

Click on the item Membership (Membership) in the
list

Account (Account)

Account (Office)

Business Unit (Owning Business Unit)

Contact (Contact)

Currency (Currency)

Member Type (Member Type)

[ Membership (Membership)
Membership Application (Saved Membership Application)
Membership Application Fee (Membership Application Fee)
Owner (Owner)

Recurring Payment Plan Option (Recurring Payment Plan Optio
Team (Owning Team}

Click on the combo box

cobalt_cobalt formresponse_cobalt_me «

Field or Related Entity

Membership (Membership) v

Field or Related Entity

Add Question
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Click on the item Member Subclass in the list ] LAUNCH DESIGNER

RAMCO Portal

Email Address L
Exclude from Membership Directory
Expiration Date
Import Sequence Number
Join Date
Last Renew Date
Last Updated
Local Orientation Date
Member Status Date

Member Subclass
Membership Subsclass
Click on the button Add Question Field or Related Entity
Membership (Membership) v

Field or Related Entity

Member Subclass v

Click on the button Save and Close
Section 1 (edit...)

Member Subclass (edit...) roptional

Once again open he navigation areas. R

(¢} 8 ramcosandbox.ramcoams.org/main.aspx#262056485

RAMG"ﬁ" Settings s > Member Subclass Q... >

Apps for Dynamics 365  View Dynamics 365 information on the go with apps for your phone, tablet, Outlock, and mo

NEW r& DEACTIVATE [l DELETE & EMAIL A LINK ::3,'. RUN WORKFLOW  [B]START DIALOG [

JRM : RAMCO

Aember Subclass Question =
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Click on the navigation area Membership

RAMCO Portal

«>c @@

dbox.r:

org/main.aspx#262056485

14

Workplace

Content

Page Text
E Forms

RAMEG:

Forms

Settings ~

Men bership
Membership

Process Center Busin

n Processes

» Member Subclass Q.

ess

Business Managem

Templates

Click on the link Member Types

Workplace

Membership

Applications
Dues Cycles
&

Memberships

Office Memberships

Events
Setup Fund
“{’6 Member Types

Committee Types

E Committee Positions
IEI Associations

Rof» |~

raising

PACs
Contributions
Bulk Contribution

Political Candidate

Choose the REALTOR® member type.

v Mame A
p—

* Active Member Types

(Deprecated) Display .. Display on Porta

Apply Member

Affiliate Yes Yes Yes
Institute Affiliate Member Yes Yes
LFRC No
MLS No No Yes
MNon-Member Ne
REALTOR Yes Yes Yes
REALTOR Associate Yes Yes Yes
Staff No Yes
Sunra No No Vac
Click on the lookup Application Form
VEB PORTAL

JAember Directory Type REALTOR
\PPLICATION

spplication Form I | --
Jisplay on Portal ™ Yes
‘equire License ™ Yes
Aembership Activation Manual

ERMS
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Add the form record we recently created.

ICATION

cation Form

ay on Portal* [E] committee Interest Form

. - Complete this form if you are interested in serving on a com... Acti
re License

X . [E] committee Nomination Form

bership Activation Acti

s =] DM - AEI Meeting 2018 - Form
This is the form for the AEI Meetingh Acti

EI Meal Choice

Acti
Member Subclass Question
Actii
[E] MikeC - Committee Nomination Form
Acti
on B 1277/2¢ [E] MikeC - Form Test with Links
Click save to complete the process. + =
The new question will now be asked during any Mode Member Type Crested On
REALTOR applications. Query REALTOR 10/24/2018 3:29...
QOrder Paid REALTCOR 5/9/2019 12:37 ..
Query REALTOR 10/24/2018 2:29..
Active
B Active

unsaved :kargesE

3.2.2. Create a Dues Bill for a Member who Missed Dues Billing

Open the Navigation Areas

m Product GL Account: New Prod

@ ramcosandboxramcoams.org

L ]
Me'go Workplace v Memberships > MLS Dues Cyd
[ ]

.\N-:
Ew [§ DEACTIVATE i DELETE &2 ASSIGN O SHA
RAMCO

Dues Cycle - Primary Agent =

Choose the contacts entity.

poteahn
Workplace

Quick Mer

E Membe
m Commi

Dues C
[& oo

Customers My Work

% Accounts @ Dashboards

Contacts Activities

m ::I Reports

E Data Management
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Search for the contact record of the person, then
doubile click to open their contact record.

RAMCO Portal

+  NEw M DELETE - & EMAIL A LINK

* This Year's Members ~

~/  Last Name P First Name Parent Customer Email

Ramco Remmy Coldwell Banker Associated Remmy.Ramco@test.t

Click the View Related Items

Contacts » Ramco, Remmy [
i1

tamco, Remmy

4

[ ADD TO MARKETING LIST éﬁ ASSIGN & EMAIL A LINK

Choose related Memberships

@ ramcosandbox.ramcoams.org

RAM@'ﬁ: Workplace « | Contacts > Ra

Membership Sales & Ac

E Memberships "é Committee Nominatio... Orders

| ] K . .
m Member Education I-al Designations .

Membership Applicati... Paymer
m Member Financials I .I Pavmer

Invoice:

Choose the membership that needs to be billed.

4+ ADD NEW MEMBERSHIP [X BULK DELETE alt  cHART PAN
L Primary ... Contact NRDS ID Member Type...  Member ¢
o Ramco, Remmy 505510506 MLS
o Ramco, Remmy 505510506 MLS
o Ramco, Remmy 505510506 MLS
o Ramca, Remmy 505510506 Supra
(H Ramco, Remmy 505510506 REALTOR R
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Choose the Add Dues Item button.

RAMCO Portal

tatus Reason...  Pricing Stage Dues Option Orgle

ve Standard Primary Agents - Full Pay... 2021 MLS Dues Cycle - F

Select a Dues Cycle

>w Dues ltem -=

e --
ﬁhersmp* Ramco, Remmy - REALTOR

s Cycle ™ I - | L |I
3 Ophon* --

=r -
g Year -
» Paid 8-
ng Stage -

Select a Dues Option SV LJUES Il s

e -

nbership ™ Ramco, Remmy - REALTOR

s Cycle * 2021 Dues Renewal
5 Option * I - | D I

= --

g Year -
: Paid B -
ng Stage -
ng Strategy Date -

Click on the picklist Pricing Stage nbership ™ Ramco, Remmy - REALTOR
s Cycle ™ 2021 Dues Renewal
5 Ophon" Primary Agents - Full Payment
2r -
1g Year -
> Paid A --

ng Stage - |I

ng Strategy Date --

tribution Type 8-
1 Type A -
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Select the appropriate billing stage. ship ™ Ramco, Remmy - REALTOR
* 2021 Dues Renewal

RAMCO Portal

e

tion™ Primary Agents - Full Payment

-ar

i A -

tage

\rateqy Dat Standard

rategy Date [
Y - I

tion Type & | Late Mo lied
Reinstatement Fee Applied

e 8

Click on the command button Save & Close O hene New Dues e Gools /i vome

# ramcosandboxramcoams.org

g RA M C’.ﬁ: New Dues ltem

H save El SAVE & CLOSE + NEw FORM EC

DUES ITEM : RAMCO

New Dues Item -=

Name

3.2.3. Change Price of a Single Line Item (Renewal Bills)

Click on the View Related Items button.

Orders  » MLS Dues Cycle - Pri...

ycle - Primary Agent

- &

VOICE & PROCESS ~ N, FULFILL ORDER F," CANCEL ORD

ary Agent =

Click on the link Dues Items
Workplace ~ | Orders > MLS Dues Cycle - Pri...

Common Related Record Sou...

tions Invoices
=nts % Audit History
® - }
by Connections
b

$ Contributions

@ Dues Items
e

O non nanac vTeADY A~ e
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Double click on Dues Item to open it.

Dues Item Associated View ~

<= ADD NEW DUES ITEM [#.  ADD EXISTING DUES ITEM [ B
'  Membership Date Paid Status Reason...  Dues Cycle
ontact 05, Example - RE... Pending MLS Dues Cycle
Double click on the dues order product you wish to 'y REALTORS ® Dues Order Products
change.
‘ayment Group By: | (no grouping) w
'y REALTORS ®
$200.00 No No
$150.00 No No
$3500 No No
$50.00 No No
$17600  No No
Update this field to the desired amount.
ing
Junt I ‘ $50.00
rridden Yes Sy
ulated @ Ne
out™ No
Toggle "Overriden" to yes so the new price sticks.
ing
unt $50.00
rridden I ‘ Yes
ulated W Ne
out™ Neo
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Click save

RAMCO Portal

atus Active

atus Reason & Active

. 66°F Sunny ~

] LY Iy LA TIvAIL w  ULooic w— LIVIAIL A LI

Click on the Dues Item to return to it.

> ORDER PRODUCT : RAMCO

2w Dues Order Product =

s ltem* I ] | 2022 Annual Dues - Primary REALTORS ®

s Product W 2022 State Dues

nbership Application A -

Click Recaculate Order in the Command Bar. If you -
cannot see it, choose the more commands option. » =0

Reading list

START DIALOG El WORD TEMPLATES

Then click on Recalculate Order, to complete the Reading lst
process.

START DIALOG EI WORD TEMPLATES LLL] A X
m Run Report »
|1 Recalculate Order
RAMCO Assist
[} Other Activities 4
Form Editor
Please restart this assist from an Order record.
3.2.4. Remove Dues Bill from Member (Duplicate or Mistake)

Yes
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Click the "View Related" button

RAMCO Portal

Contacts > Contact 05, Example |~

7 ADD TO MARKETING LIST 5& ASSIGN @ EMAILALINK X

Choose the related "Orders"

Workplace v Contacts » Contact 05, Example

Sales & Accounting

v' Committee Nominatio... Orders %

(/] [

on Designations Invoices 0N ¢
9 []

slicati.. Payments C

ils I .I Pavment Profiles C

CIICk on the name Of the Order that Isa mIStake ora Filter on: [AII V] Include: ' Related "Regarding” Records b
duplicate bill.

<4 ADD NEW ORDER [ BULKDELETE b cHARTPANE  ~+

v Name Customer (

Test 27480 - Regression test on large Orders 11 Contact 05, Example OR

MLS Dues Cycle - Primary Agent [ontact 05, Example OR

Point of Sale order Contact 05, Example OR!

Click on the item related to this order

Orders > MLS Dues Cycle - Pri... [~

e - Primary Agent

- 85 ASSIGN ) SHARE @ EMAIL A LINK & R

ary Agent =
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Choose related "Dues Items"

RAMCO Portal

Workplace « | Orders > MIS Dues Cycle - Pri...

Common Related Record Sou...  Systen
tions Invoices Contributions

=nts E Audit History @ Dues Items

® - . L L.

bl | Connections @ Publication Subscripti...
b

ADM A4AAZ VTIBADY T S|

Open the dues item

Dues Item Associated View v

[¥ BULK DELETE it CHARTPANE ~ [Fl RUNREPORT ~
+ Membership Date Paid Status Reason...  Dues Cycle
ontact 05, Example - RE... Renewal Opt Qut MLS Dues Cycle

Deact|vate the dues |tem . B Membership: Ramco, Remmy - F X @ Dues ltem: MLS Dues Cycdle-Prir X | +

&« (&} # ramcosandboxramcoams.org

This must be done before cancelling the order, to .
prevent the member from being shut off. 1 4 RAMG'Q’,' Workplace « | Orders 5> MLS

& DEACTIVATE M DELETE &4 ASSIGN

DUES ITEM : RAMCO

MLS Dues Cycle - Primary Agent

Choose the "Inactivate” status, any other option could

result in the member being shut off. sactivation X Ioues prodi
ivate the selected 1 Dues Item? You can reactivate it later, if you wish.
mary Ager
e the status of the selected Dues ltem to Inactive. |
Renewe: -
»
Deactivate Cancel
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Click Deactivate to confirm. mary Agent

the status of the selected Dues ltem to Inactive. |

RAMCO Portal

Inactive |

Please restart this assist from the member's contact record.

3.2.5. Remove Dues Bill from Member (Member Not Renewing)
Click the "View Related" button

Contacts » Contact 05, Example [»

?1 ADD TO MARKETING LIST é& ASSIGN =  EMAIL A LINK X

Choose the related "Orders"

Workplace v | Contacts > Contact 05, Example ~

Sales & Accounting

v' Committee Nominatic... Orders B\g B
(/] [
=3

on [@ Designations Invoices E) Ci

slicati... Payments B C

ils I I Pavment Profiles “ C

CIICk On the name Of the Order the member IS nOt Filter on: | Active ~  Include: Related "Regarding” Records b
planning to renew

4 ADD NEW ORDER [ BULK DELETE II!, CHART PANE =
v Name Customer (
Test 27490 - Regression test on large Orders 11 Contact 05, Example OR
MLS Dues Cycle - Primary Agent [ontact 05, Example OR
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Click the "Cancel Order" button

RAMCO Portal

Dues Cycle - Pri... >

>

ROCESS ~ N%, FULFILL ORDER [2L _CANCEL ORDER @ ReCA

1t =

Click confirm to complete the procees.
Description
Nothing else needs to be done. The member will be
allow to finish out their current membership term. At
the end, the member will be inactivated along with all
other members who did not renew.

Cance‘

TProducts (DUEs Refiewal) DO NOT MIODIFY

Existing Product Extended Am... Quantity
(B MLs rees $100.00 1.000
Please restart this assist when you are on the contact record
3.2.6. Change Price of a Single Line Item (Renewal Bills)

Click on the View Related Items button.

Orders > MLS Dues Cycle - Pri...

>,

VOICE = PROCESS ~ N%, FULFILL ORDER F% CANCEL ORD

ary Agent =

Click on the link Dues Items

Workplace «~ | Orders > MIS Dues Cycle - Pri..  ~

Common Related Record Sou...  Systen

tions 3% Invoices $ Contributions t_-‘ St
=~ X
ants % Audit History @ Dues Items @ P¢
o o . ems [
bl | Connections 1
ab|

O ADR A1AAZ VTRADY T S|
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RAMCO Portal

Double click on Dues Item to open it.

Dues Item Associated View ~

<= ADD NEW DUES ITEM [#.  ADD EXISTING DUES ITEM [ B
'  Membership Date Paid Status Reason...  Dues Cycle
ontact 05, Example - RE... Pending MLS Dues Cycle
Double click on the dues order product you wish to 'y REALTORS ® Dues Order Products
change.
‘ayment Group By: | (no grouping) w
'y REALTORS ®
$200.00 No No
$150.00 No No
$3500 No No
$50.00 No No
$17600  No No
Update this field to the desired amount.
ing
Junt I ‘ $50.00
rridden Yes Sy
ulated @ Ne
out™ No
Toggle "Overriden" to yes so the new price sticks.
ing
unt $50.00
rridden I ‘ Yes
ulated W Ne
out™ Neo

10/19/2021
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RAMCO Portal

Click save

atus Active

atus Reason

B Active

® 66F Sunny A e @ o T Q) 823AM [

Click on the Dues Item to return to it.

] LY Iy LA TIvAIL w  ULooic w— LIVIAIL A LI

> ORDER PRODUCT : RAMCO

2w Dues Order Product =

s ltem* I ] | 2022 Annual Dues - Primary REALTORS ®

s Product W 2022 State Dues

nbership Application A -

Click Recaculate Order in the Command Bar. If you
cannot see it, choose the more commands option.

=0

Reading list

> @

START DIALOG El WORD TEMPLATES

Then click on Recalculate Order, to complete the
process.

Please restart this assist from an Order record.

Reading list

al X
START DIALOG E| WORD TEMPLATES ~ e
m Run Report b
Recalculate Order
RAMCO Assist
[#] Other Activities »

= Form Editor

10/19/2021
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RAMCO Portal

4. Events

4.1. Classes

4.1.1. Add a Class

Open the Navigation Areas.

! Contact: Rameo, Remmy

@ ramco35uatupgrade.ramcotest.com

»
»
RAMG'pO Workplace ~ Contacts » Ramco, Remmy 3>
.
Workpl

= NEW &3 CONNECT '~ [ ADDTO MARKETING LIST

o EMAIL A LINK X DELETE Ft

NTACT : RAMCO

Ramco, Remmy =

AT A GLANCE

Click on the navigation area Events

@ ramco35uatupgrade.ramcotest.com

»
i M .p: Workp\ace v Contacts » Ramco, Remmy >

Membership Sales & Accounting

rs My Work Quick Membership Quick Events

ints @ Dashboards E Memberships m Courses
= - -
cts Al Activities Committees Classes

| — | | = | ra

Click on the "Classes" entity.

‘Waorkplace Membership
Events
Classes Meetings
I.EI Designations Meetings

Events

Registrations

Meeting Registrations

ﬂ Class Lacations

.=i Class Instructors Meeting Exhibitors

2

Click on the command button New

l A s

o EMAILALINK |~ [¥] RUN REPORT ~ EXCEL TEMPLATES ~ m_, Ex

' Mame Course Class Begin Date C
That Racing Class Racing 8/6/2019 7:00 AM
Alwizys double-tap - And other rules ta liv How To Survive 3 Zombig .. 8/18/20718 7:00 AM
The Importance of Cardio How To Survive a Zombie ... 9/4/2019 7:00 AM

10/19/2021
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Click on the search button of field Course

RAMCO Portal

1EDITOR

E Active Class Registrations ¥

Search for records

Contact

To enable

the re

cord,

Search for the appropriate course and select it.

155 Begin Date®

53 End Date ™

I Day

livery Methad

cation

seting

ff Contact

der Source

onsoring Association *

sting Association ™

Eﬂﬁ How To Survive a Zombie Apocalypse
ZOME St Paul Association of REALORS®

EEE IMaddie’s Test Course

Bl miceC - Course 35 - 001

2019C8 MikeC - Course Provider
fiai puginomics

Bl Racing

il Reggie Lopez Test Case 25222
2019¢6

Look Up Mare Records

Click on the field Name

L oFvE g SRVC O orwar

CLASS : RAMCO

New Class

Course™

Name™

Class Begin Date ™
Class End Date™
Full Day

Delivery Method
Location

Meeting

WONCER SO COTTOT

Puginomics

No

Enter the name of the class.

L R e

CLASS : RAMCO

NOINLVE ST LD

New Class =

Course ™

Name ™

Class Begin Date™®
Class End Date ™
Full Day

Delivery Method
Location

Meeting

Puginomics

No

10/19/2021
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Click on the date button Class Begin Date

RAMCO Portal

MCO

' Class =

Puginomics Ac
Class Name 5
2 Date ™ |
Date * nter data -
No
ethod
act
Enter the class begin date.
Puginomics Active Class Registra
Class Name Search for records

iz Contact

4 March2020 ¢
A Su Mo Tu We Th Fr Sa To enable this content,
JO-JOHNSON 123435867
g8 9 10 11 12 13 14
16 17 1
Manage addresses... 22 23 24 2 s
29 30
Today: 3/26/2020
No
: . CLASS : RAMCO
Click on the date field Class End Date
New Class =
Course ™ Puginomics
Name * Class Name
Class Begin Date™ 3/27/2020 [ v 8:00 AM v
Class End Date™ - ‘I
Full Day o
Delivery Method
Location
Meeting
Staff Contact
Order Source
[N S .
: MCo
Click on the date button Class End Date
' Class =
Puginomics Ac
Class Name Sel
2 Date ™ 3/27/2020 8:00 AM
Date ™
To
No
ethod
act
ce
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RAMCO Portal

Puginomi A
Select the class end date. uginomics )
Class Name s
© Date* 3/27/2020 8:00 AM
Date ®
No < Mach2020 » o
Su Mo Tu We Th Fr Sa
ethod 123 45%67
8 0 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 2526|2728
et 29 30 31
rce
3 Association *
isociation ® Today: 3/26/2020
Portal No
Click on the time button Class End Date
Active Class Registrations v
Search for records
a Contact & C
& v  800AM
esnable this content, create the record
Select a time
Select the end class time. 35S =
Puginomics Active Clas:
Class Name Search for ny
3/27/2020 8:00 AM Contat
3/27/2020 & v _&00amw v
200 AM N To enable th|
No 11:30 AM
12:00 PM
12:30 PM
1:00 PM
130 P11
200 PM
20 D11

1. Select a delivery method. (Optional)

3/27/2020 &:.00 AM
3/27/2020 2:00 PM

Interactive Computer Based
Video (Recorded)

gabll /=0 Ex | GoToMeeting

1. Click on the search button of field Location
Lookup the appropriate location for this class.
If it does not exist, you may click new to
create it.

Classroom

9 Dr. Zombaoss Training Facility
? Mike's Class Location
classroom

9 The Traveler

The Traveler
ook Up More

Alexandria

Anytown

The Last City

3 results

+ Mew

10/19/2021
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RAMCO Portal

1. Click on the search button of field Staff
Contact E
2. Lookup the appropriate staff contact. & Cutiip, Mike
& Dohm, Thomas
& Fox Thom
& Jackson, Phelicia o
& Last name, First name
& Lopez, Reggie
& McCormic Lopez, Reggie
3 results + Mew
1. Click on the lookup Sponsoring Association
- Enter the sponsoring association's name. Lopez, Reggie
2. Click on the lookup Hosting Association - -
Enter the hosting association's name. " NATIONAL ASSOCIATION OF REALTORS® %
n
No
Set the "Publish to Portal" field. N
New Class =
Course ™ Puginomics
Name * Class Name
Class Begin Date™® 3/27/2020 8:00 AM
Class End Date ™ 3/27/2020 2:00 PM
Full Day No
Delivery Methad Classroom
Location The Traveler
Meeting
Staff Contact Lopez, Reggie
Order Source
Snnnennna Acsnrial tinn * NATIONAI ASSOCIATION OF RFAITORS®
1. Set the registration begin and end date. This
controls the window of time where people can
register for this class. itation Grly* No
2. Click on the date button Registration Begin egistration Begin Date 3/1/2020 00 AM I
Date eqistration End Date E
Aax Attendance -
3. Click on the date button Registration End Tigble for One Cick Regiatr N
Date Pllow Waitlist No
Waitlist Automated Promotic -
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RAMCO Portal

Click on the field Max Attendance

Current Waitlist Registration: B -

Invitation Only No
Registration Begin Date 3/1/2020 8:00 AM
Registration End Date 3/27/202

FE v 8:00 AM
— o

Max Attendance =

Eligible for One Click Registr T8
Allow Waitlist No

Waitlist Automated Promotic

FINANCIAL

Set the maximum number of attendees for this class.

Current Waitlist Registration: 8 -

Invitation Only * No

Registration Begin Date 3/1/2020 8:00 AM

Registration End Date 3/27/2020 8:00 AM
= S A

Max Attendance I 1

Eligible for One Click Registr 5

Allow Waitlist Nao

Waitlist Automated Promotic

FINANCIAL

JIN TLC T

1. Enter the preview summary. - Set the class
description. o o
2. Enter the cancellation policy. TR LEEE == EnBai®
l

Click on the toggle field Outside Provider
FINANCIAL
Revenue Recognition Date *
QUTSIDE PROVIDER
Outside Provider I [No \I
Message = No
Link

«DESCRIPTION & INSTRUCTORS

10/19/2021
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Click on the field Message

RAMCO Portal

FINANCIAL

Revenue Recognition Date *

OQUTSIDE PROVIDER

Outside Provider Yes

Message I | -

Link

4 DESCRIPTION & INSTRUCTORS

Preview Summary
Enter preview summarv

Enter Message.

FINANCIAL

Revenue Recognition Date *

OUTSIDE PROVIDER

Qutside Provider Yes
Message I ]
Link

4 DESCRIPTION & INSTRUCTORS

Preview Summary
Enter oreview summarv

Click on the field Link

Revenue Recognition Date *

OUTSIDE PROVIDER

Outside Provider Yes

Message Enter Registration Message Here|

Link I B

4 DESCRIPTION & INSTRUCTORS

Preview Summary
Enter preview summary
Detailed Description

Enter Link.

Revenue Recognition Date M

OUTSIDE PROVIDER

Qutside Provider Yes
Message Enter Registration Message Here -
Link I ] I

4 DESCRIPTION & INSTRUCTORS

Preview Summary
Enter preview summary
Detailed Description

10/19/2021
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Enter Link.

RAMCO Portal

Revenue Recognition Date

QUTSIDE PROVIDER

Outside Provider Yes

Message Enter Registration Message Here

= |

4+ DESCRIPTION & INSTRUCTORS

Preview Summary
Enter preview summary
Detailed Description

Click on the command button Save

Events ~ Classes > New Class

=+ new

FORM EDITOR

Click on the link Add Class Registration Fee record.

End Date Cl ation Fee record.

Enter a name for the registration fee.

CLASS REGISTRATION FEE : RAMCO

Example Registration Fee - Comp

Name * ‘ Example Registration Fee - Comp

Class™ Example Class - Wil's

@ample Registration Fee - Comp

Product * Complimentary
Cancelation Fee -

Begin Date ™ 5/1/2019 12:00 AM
End Date™ 5/30/2020 12:00 AM

10/19/2021 211/287



RAMEO:

RAMCO Portal

Click on the product field and add a product.

E:RAMCO

s Reqistrati...

registration fee name DESCRIPTION
Class Name

|l=l
| === |

Yes

Click on the search button of field Cancelation Fee [iaameo .
s Registrati... =
registration fee name DESCRIPTION

Class Name

| Activity Registration

|

0

Yes

[

Select product as a cancellation fee. This will only be
used if the registration is cancelled and the contact is
owed a refund. RAMCO will deduct this product from
the amount owed.

New Class Registrati...

Marne *

Class *
Product
Cancelation Fee
Begin Date

End Date

Form

Publish to Portal
Sort Qrder

System Query

registration fee name
Class Name

Activity Registration

i %0 Cancellation Product
03112020

- oy
Oduesproduct

i 1bigdog
Tbd

i 2019- -
MikeDueslocal

s - Local

Click on the date field Begin Date

Name *

Class ™
Product ™
Cancelation Fee
Begin Date

End Date

Form

Publish to Portai
Sort Order

System Query

registration fee name

Class Name

Activity Registration

New Class Reqgistratl... =

il) Cancellation Product

Yes

DESCRIPTIO

10/19/2021
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1. Enter a begin date. --
2. Click on a day number. In this example the
day 1

RAMCO Portal

=4

Aarch 2020 L
Su Mo Tu We Th Fr
34 5 6
a 9 10 11 12 13 14

LA

-

15 16 17 18 19 20 21
22 23 24 2526 27 28
. . -
Click on the date field End Date

Name " registration fee name DESCRIPTIO

Class " Class Name

Product™ Activity Registration

Cancelation Fee 50 Cancellation Product

Begin Date 3[1/@ =

End Date I =

Form -

Publish to Portat Yes

Sort Order

System Query

1. Enter an end date.
2. Click on a day number. In this example the

day 21 EX
darch 2020 k

Su Mo Tu We Th Fr 5a
1 2 3 4 5 868 7
a 9 10 11 12 13 14

15 16 17 18 19 20 21
22 23 24 25 26
29 30 N

Click on the command button Save & Close

rade.rameotest.com, m Class Registration Fee: New Class Registration Fee - Google Chrome

# ramco35uatupgrade.ramcotest.com
Is

g RAMG‘pC New Class Registrati...
L)

B sAvE & cLose [ 4 new FORM EDITOR

Events ~ | Classes > Clas

TE  $8ASSIGN  (JSHARE e EMAI

B save

CLASS REGISTRATION

52
New Cla3
Name * registration fee name
Class ™ Class Name
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4.1.2. Add Query to Class Registration

Add a query to a registration fee will restrict who is
allowed to use it. In this example, we will restrict this
to REALTORS only, but you can use any query you
like.

RAMCO Portal

To begin, select the registration fee to restrict

REGISTRATION FEES

Name 4

Produc

Reg Fee - Standard

ikeC - C

Choose "More Commands" to open the menu

[() RUNREPORT =

Choose "View Query" from the menu

ATES [} RUNREPORT ~

| H View Query
8] Form Editor

Ensure llDetaIISu are enabled so you can edlt the Remmy - F X m Class Registration Fee: Reg Fee - X

q ue ry . ncosandbox.ramcoams.org

m Advanced Find - Microsoft Dyna: X

View

_j B Save As
g Edit Columns

Save Clear
[i_# Edit Properties [Zh Details

{= Group AND

{= Group OR

Query

Download Fetch
XML

10/19/2021
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Select the drop down

RAMCO Portal

AUVANLEU FIND

I
B Save As
Iﬁ E ! j [ Edit Columns

(= Group AND
<

{= Group OR =
Query Saved Results New Save Downlo
Views ) edit Properties X1
Show View Del
Look for: | Contacts
| -]
" . " . Show View Query Del
Choose "Memberships (Contact)" from the list
Look for: | Contacts
v
Manual Batch -
Marketing Lists
Meeting Activity Speakers (Contact)
Meeting Exhibitors (Contact)
Meeting Registration Activities (Registered By)
Meeting Registrations (Contact)
Meeting Registrations (Registered By)
Member Demographic (Contact)
Member Education (Contact)
Member Financials (Incurring Member)
Member Financials (Member)
Membership Application COnline Forms (Contact)
Membership Applications (Contact)
Select the d d a Saved Result N s = cl — Downl
uery  Save: sults aw ave lear ownlo
elec e rop own. Wiews ’__'_) Edit Properties “E: Details Xt
Show View Query Del|
Look for: | Contacts
( ~]

| v

Memberships (Contact)

| o |

Choose "Status" from the list

Select

v

Memberships (Contact)

Office o
Online Status

Online Status Date

Opt Out

Opt Out Date

QOrientation Date

Owner

Previous Non-Member

Primary Membership

Real Estate License Name

Real Estate or Appraiser License Number
Record Created On

Reinstatement Code

10/19/2021
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Click on the button Select or change the values for
this field

RAMCO Portal

Select Values x

Select the values you want included.

Move "Active" to the Selected Values area

Available Values Selected Values
Inactive
oK | ‘ Cancel

Click on the button OK

SE|eCt the drOp dOWI’] Show View Query Del

Look for: | Contacts

Select

10/19/2021 216/287
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Choose "Member Type" from the list

RAMCO Portal

| v Memberships (Contact)

o

v Status

Join Date

Last Renew Date

Last Updated

Local Orientation Date
Member Status Date
Member Subclass

Member Type
Membership
Membership Subsclass
MLS Association ID
MLS ID

MLS Status

Modified By

Active

Add the REALTOR member type

15 (Contact)

m Membership: Ramco, Remmy - F X m Class Registration Fee: Reg Fee

Click save to complete the process.

c

FILE ADVANCED FIND

# ramcosandbox.ramcoams.org
This registration fee can now only be accessed by
those contacts returned by the query.

I save as

;.(f Edit Columns

'

uef iR

i |-

x m Advanced Find - Micrg

=
=

Group AND

(= Groupor

Query Saved Results New Save | Clear Downlo
Views |: 2 Edit Properties [= Details Xt
Show View Query Del|
Look for: | Contacts Save
Save this query. The query will be
Select

saved in Saved Views.

v Memberships (Contact)

Please restart this assist from a class

4.1.3.

From a person's contact record click the More
Commands button

Cancel Class Registration Wizard

X DELETE FORM ) SHARE

% PROCESS v

mORE Cf
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Click on the command button Class Registration 2 mpersonte
8D

54 Process Payment

ivation Wizard

[E] Membership Application
B Store

Meeting Registration

MINNESOTAASSO
2 Class Registration

From their list of current registrations, click Cancel on
the registration they wish to cancel

Dates Edit Cance

Edit

9 Edit Cancel

3itemsin 1 page

Click on the button Submit Cancelation

Click Print Confirmation, if applicable.
Puginomics 102
Wednesday - September, 30 2020 8:00 AM to 8:00 AN

Attendee: Aaron, Beverly

Refund Details
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4.1.4. Create and Add a Document to A Class

Open the Navigation Areas

RAMCO Portal

Sales & Accou... |» Coupons > New Member Coup

Sales & Accounting

[& DEACTIVATE il DELETE @ EMAILALINK & RUNW
ae’

mber Coupon -=

New Member Coupon DESCRIPTION

NMCOU A Coupon fa

Order - Percentaae

Choose the Events area

Sales & Accou... Coupons > New Member Coupon|

Sales &

I
Accounting Setup Accou

F-. . —53

ﬁ Bulk Profile Charges E Products ; G
h\&!
==

Bulk Refund Batches ?{:: Coupons E‘. B:
Choose the Classes entity
Workplace Membership
Events
Classes Meetings
Em Courses I-EI Designations Meeting
- || Classes Events
B~ om
E Class Reg\strat\ons E Registr:
n Class Locations Meeting
n Class Instructars El Meeting
Choose a Class to add a document to, then open it. Orientation Test Cource 1
Mike's Example Class 001 Mike's Example Course
New Member Orientation MNew Member Orientation

Technology Class 101 {with Documen... Technology Course 101
Code of Ethics Code of Ethics

D MNext Level Buyer's Agent - 3 Day MNext Level Buyer's Agent 2...
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Scroll to the bottom of the Class, and open the "Event
Documents & Notes" tab.

RAMCO Portal

E|EVENT DOCUMENTS & NOTES

Created On & 4/18/2019 12:20 PM
Created By @ User-1, Sandbox
Active
Click on the Magnifying glass to add an Event
Document
2
Click on the magnifying glass to search for Event
Documents. If this is the first time using a specific
document, you will need to create it in RAMCO first + 5
To create a new Event Document click the "New"
button
Create a new tvent U'ocument.
atus Active
atus Reason B Active
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RAMCO Portal

Give the document a name

EVENT DOCUMENT : RAMCO

New Event Document =

« GENERAL

ort Order

Document Name ™
Type™ -

URL

Description

Display Behavior *

Choose when the document will be available on the
portal

New Event Docum

ent =

URL Post-Event

Description

Description

4« GENERAL
TES Document Mame ™ KU Parking Map Sort
Type ™ IPre-Euem I Disf
Enaces

Enter the URL or Link for the document

INEW CVETNIL OCUITIENL =

4« GENERAL
Document Name ™ KU Parking Map Sort QOrder
Type ™ Attendees Display Behavior *

URL I -

Description

Description

Choose how the document will display.

Sort Order

Display Behavior ™ -

u.eduifileg{docsﬁpa_rk‘ ingmap.pd

10/19/2021
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RAMCO Portal

Click Save and Close to complete the Event
Document

Plocnnn 2 Rlowd |ovenl Dawnds A

m Event Document: New Event Document - Personal - Microsoft Edge

2 https;//ramcosandbox.ramcoams.org

RAM G. d New Event Document

._”] [\ e ValN

dave &l Liose

Save and close this Event Document.

EVENT DOCUMENT : RAMCO

New Event Document =

« GENERAL

4.1.5. Hide Class on Portal from Non-REALTOR Members

(& @ ramcosandbox.ramcoams.org/main.aspx#580511771

Open the Navigation Areas.

.
RAMC.Q' Events & Classes > Example Registratio

1 ume
v F§ DEACTIVATE [ DELETE &= EMAILALINK  {% RUN WORKFLOW  [¥] START DI,

» REGISTRATION FEE : RAMCO

ample Registration Fee - Comp =

Click on the "Classes" entity.

Events

-

Classes Meetings

Em Courses I-al Designations i\f Meeting

Classes Events

Cldasts

.E
Class Registrations
n Class Locations

Class Instructars

Registr:

Meeting

D EEIES

Meeting

Open the class record.

+ Active Classes ~

v Name Course Current Registrations
DM - AEl Meeting 2018 - RAMCO Pr... DM - AEl Meeting 2018 - R...
test Class 3 test Course 5
Test Class 01 Test Cource 1
new Test Class 3 Technology Course 107

'  Example Class - With Documents Technology Course 101
oRIENTATION Test Cource 1
Code of Ethics Code of Ethics
NAKACARL AAE Flaee ol nf Cabion
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RAMCO Portal

Set Invitation Only to "Yes"

+REGISTRATION SETTINGS

urrent Registrations 8 -

urrent Waitlist Registration: 8 -

Invitation Only * No I
Registration Begin Date EZavy T ™

Registration End Date 3/27/2020 8:00 AM

Max Attendance 100

Eligible for One Click Registr Nao

tlist No

st Automated Promotic

Click on the command button MORE COMMANDS

Fow 1 sTARTDIALOG [l WORD TEMPLATES

You must set a query for who is allowed to see this
Class.

For this example, we will set it to REALTORS only.

Start by choosing View Query.

FLow [EsTARTDIALOG [ WORD TEMPLATES ~
[¥] Run Report »

n\’iew Query

to define wi

Make sure Details are enabled so that you may
update the Advanced Find

ADWANCED FIND

N =1

. & Edit Columns [ Grow
ved  Results New  Save Clear Downlcad Fetch
BB st opetis i

how View QUery Debug

<@

Contacts Details

Hide the query lines from view.
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RAMCO Portal

Click the drop-down menu to view the fields and
related enitities.

ADVANCED FIND

@ E& ' d Hsaveas {= Group AND
b [ Edit Calumns ¢ Group OR
Query Saved Results New Save Clear . Dewnload Fetch
Wiaws % et Properties hDetals XML
Show Debug
Look for:  Contacts
1 |
. . " . T JE—
Choose the relationship called "Memberships Show Queny penug
"
(Contact) Look for:  Contacts
—
S T oo ~
WMeeting Activity Speakers (Contact]
Meeting Exhibitors {Contact)
Meeting Registration Activities (Registered By)
Meeting Registrations (Contact)
Meeting Registrations (Registered By)
hember Demagraphic (Contact)
Member Education (Contact)
Member Financials {Incumring Member)
Member Financials (Member)
Membership Applications (Contact)
Memberships (Contact)
Mobile Phone Countrg
Modified By [Delegat il
Modified By (External Party) (External Party)
Modified By (User)
Mame Changes (Contact)
T Save As S Group AND
Open the next drop-down menu == = = ¢ =
- & Edit Columns {= Group OR
Query  Saved Results New Save Clear Download Fetch
Views [ £dit Properties =i Details AML
Show Query Debug
Look for: | Contacts
Select
| w Memberships (Contact)
I - &
. g - 4 B saveas p (4= Group AND
Click the magnifying glass, scroll down and choose == o 2 ;g :
Edit Columns = Group OR
Saved Results New Save Clear Download Fetch
search for more records i 5 £ Fropertcs oaiE i
Show View Query Debug
‘ori | Contacts
Select
Memberships {Contact)
v .Asscc\a:lcr v Equals

Select

—
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Search for your association by name, check it, then
press Select.

RAMCO Portal

PAUL BUNYAN BOARD OF REALTORS®

PAULDING BOARD OF REALTORS &

l

1-30f 3(1 selected)
Selected records:

Remove

il

Click on the button Add 1R e AR

Selected records:
5T PAUL AREA ASSOCIATION OF REALTORS® INC

Open the next drop-down menu, then choose the e e S0 e oo senggee
member type Field vew Quey Detug

In the lookup field, search for the member type —

REALTOR w Association Equals ST PAUL AREA ASSOCIATIO...

Membership

MLS Association_
MLS ID

MLS Status

Modified By

Modified By [Delegate]
Maodified On

Name

National Dues Paid Date
NRDS ID

NRDS Insert Date

NRDS Timestamp
Office

Online Status

Online Status Date

Opt Qut
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RAMCO Portal

Open the drop-down and choose the "Status" field - - ey | e
Look for:  Contacts
|v Memberships (Contact)
w Association Equals ST PAUL AREA ASSOCIATIO...
v Member Type Equals £ REALTOR =3
" - Bl
Choose the "Status" field. —— — ———
v Member Type Equals REALTOR

Office

Opt Qut

Opt Out

Owner
Previous

——
YRS TTESTETT

Online Status

Online Status Date

Orientation Date

Primary Membership

Real Estate License Name

Real Estate or Appraiser License Number
Record Crested On

Reinstatement Code

Reinstatement Code Date

State Association

State Dues Paid Date

Date

Non-Member

Click on the button Select or change the values for
this field

Eg# Edit Properties = Details AL
View Query Debug
Uset
Equals
Equals
¥ | Equals

Select "Active" then use the arrows to move it to the
"Selected Values" area.

Select Values

Select the values you want included.

Available Values

Active

Inactive

Selected Values

Cancel

10/19/2021
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Click on the button OK

RAMCO Portal

Available Values

Inactive

Selected Values

Active

m Class: Class Example

Click on the ribbon item Save

FILE ADWMANCED FIND
=0 !

Query  Saved Results
Views

=

New

Show

I I ] save s
= Edit Columns
Save Clear
3 Edit Properties

[£= Group AND

<)
€= Group OR
Download Fetch
=L Details XML
Query Debug

Look for: | Contacts
Select

v Memberships (Contact)

Save this query, The query will be
saved in Saved Views.

4.1.6. Registering for a Class

Open the Navigation Areas

! Contact: Ramca, Remmy

RAMEG:

&3 CONNECT |+

= NEW

CONTACT : RAMCO

[ ADD TO MARKETING LIST

[y

E
B E
Bk

Workplace |+

Ramco, Remmy =

AT A GLANCE

Contacts

e ANSI0N

» Ramco, Remmy

o EMAILA LINK X DELETE Ft

Click on the "Contacts" entity.

‘Waorkplace

Customers

Accounts

Membership

My Work

@ Dashboards

. Contacts

Member Status:
Primary Association:

Activities

Reports

m Data Management

Events

Quick Membership

E Memberships
E Committees
Dues Cycles

e o
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RAMCO Portal

Search for the contact to register for a class

e e P e |
Py
L

Search for records

ary Associat..

Select the contact to register.

Contacts >

Workplace ~

RAMEO:

-+ NEW T DELETE | ~ @ EMAILALINK |~ [¥] RUN REPORT - EXCELTEMPLATES ~ B, Ex

+ Search Results ~

v Last Name First Name 4 NRDS ID Username Parent Customner Prima

Ramco Remmy Remmy's Realty

Click on the command button MORE COMMANDS

X DELETE FORM & PROCESS » () SHARE

Click on the command button Class Registration

X Impersonate

Fé Deactivation Wizard

£ Process Payment
Membership Application
B store

Meeting Registration he

,‘, Class Registration

B Payment ProfeeEie L]

=R
7 d Reset

[} Other Activities v
Eﬁ Relationship »
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Se|eCt a course from the course dr‘Op dOWI‘l f|e|d e & & ramco35Suatupgradeisv.ramcotest.com,

RAMCO Portal

The contact is not registered for any upcoming classes.

Course [eptional] End Date [opt
All Courses v

Start Date [optional] Search by Keywc

Filter by Tag

Uncategorized Tag

Click search to view all upcoming classes related to MikeC - Tag 02
that course.

Physics
Time Management

That Category

That Other Tag ~ That Up and Coming Tag

Cancel

Select the class you wish to register for. That Category

That Other Tag That Up and Coming Tag
Search Again

Course Location Date

IA Class That's Always Availab el 11/30/19 (8:00AM) to 11/06/99 (8:00AM)

Click on the button "Register Now" to begin the
registration process. There may be unique questions
associated with this class that you must answer.

You've always been here, waiting for yourself to arrive

Date & Time Cost
Saturday - November 30, 2019 8:00AM to Saturday - Novemnber 6, 3999 Always Available F
2:00AM
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Click on the button Continue

RAMCO Portal

Remmy Super Remmy

4.1.6.1. Add Class Cart and Shop Additional Classes (Optional)
Click on the button Add Additional Class

o

4.1.6.2. Pay and complete class registration.

Click on the appropriate payment option to enter
payment details.

Add Additional Class
Close Wizard | Pay by Check Credit Card

Click Continue to progress to the payment summary Payment Amount
page. 100.00

Amount Received

| 100|

|
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Select the "Print Receipt" button to download a receipt
If deSired. Payment Number Date Method Card/Check Numb

RAMCO Portal

06/17/2020 Cash

E £ Type here to search i ﬁ ~ o

oI T /72020 Casn

Select close to exit the process payment wizard.

A

4.1.7. Take Attendance for a Class
Click on the waffle icon, to expand the list of
registrants

Current Registrations| Max Attendance

@30 100
See the records associated with this view.
Waitlisted Attended...  Class Complet... Grade Registration F...
No Yes Reg Fee - Stand...
No Yes Reg Fee - Stand... !
Click on the row selector header to select all I IIVEALLTVEL DUyCl > Aytlrie = 2

registrants

Class Registration Associated View v

4 ADD NEW CLASS REGISTR... [ BULK DELETE .  CHART PAI

Contact Class Registration P... Waitl
Barnier, Gary Next Level Buyer's Agent - 3 Day No No
Bates, Pam Next Level Buyer's Agent - 3 Day No No
Behnke, Emily MNext Level Buyer's Agent - 3 Day No No
Bemis, Cory Next Level Buyer's Agent - 3 Day No No
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RAMCO Portal

Then uncheck the box next to those who did not
attend, this is to make sure we do not mark these
people as attended.

| Next Level Buyer's Agent - 3

Class Registration Associated View v
4 ADD NEW CLASS REGISTR... # DT v ACTIVATE
& Contact ~ Class Registration P... Waitl
v Bemis, Cory Next Level Buyer's Agent - 3 Day No No
v Bemis, Greg MNext Level Buyer's Agent - 3 Day No No
v Fehl Michael Next Level Buyer's Agent - 3 Day No No
Once you have selected all desired records, choose CLASS : RAMCO

the "Edit" button to update all selected records at
once.

Next Level Buyer's Agent - 3

4 ADD NEW CLASS REGISTR..|

Edit

Class Registration Associated View v

v ACTIVATE

~  Contact ™ Class inP...  Waitl
Edit this Class Registration.
+ Bemis, Cory Next Level Buyer's Agent - 3 Day No No
v/ Bemis, Greg Next Level Buyer's Agent - 3 Day No No
L2 RIAb RAiabal Mt Lol Prseonte At % Prmes . ne
U-UotU(Us]

Set "Attended" to "Yes"

Hide On Portal (O No () Yes

Registered By

Level Buyer

Authorized By

Class Revenue

ATTENDANCE & RESULTS

Notes functioni

a

Level Buyer" Registration Paid Yes No
Attended * (O No () Yes
No Showed (O No () Yes
Class Completion Date |@| ‘ ]
Grade
Level Buyer WAITLIST
Waitlisted (I No () Yes

Click the "Change" then wait for RAMCO to update
the records.

Status
Status Reason

Please open the desired Class record, then restart this Assist.

Active
B Active

10/19/2021
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RAMCO Portal

4.2. Meetings

4.2.1. Add a Meeting

Open the Navigation Areas

8 ramco35uatupgrade.ramcotest.com,

.
g RAMG‘p’: Events |[» Events » Staff DevelopmentD... »

=+ NEw [ DEACTIVATE [ DELETE S8 ASSIGN (e @ EMAILALINK 4% RUN WORKFLOW

EVENT : RAMCO

Staff Development Day =

GENERAL

Name * Staff Development Day

- S srarmann nan ans

Choose the Events Area

@ ramco35uatupgrade.ramcotest.com

’
»
. Me.p: Events ~ Events » Staff Development D..

Membership Sales & Accounting

Meetings -

s l@ Designations Meetings
B3 Events

Choose the Meetings entity

Events ~ Events > Staff Development D.

Membership Sales & Accounting

Meetings

es I-EI Designations

3

Registrations E Registrations
Locations Meeting Registrations

Click New to create a new meeting

l Mok ptineibieeting s

Events + | Meetings >

v~ EEMAILALINK |~  [¥] RUNREPORT ~ EXCEL TEMPLATES ~ ﬁ_, EX

eting record. [

«  Name P Begin Date End Date Current Registrat|
25488 Test Meeting 10/17/2019 7:00...  10/17/2019 8:30...
25488 testing meetings and fees and products 12/17/2019 7:00...  12/17/2019 7:00...
All Fields Meeting 3/1/2020 T:00 AM  3/7/2020 9:00 AM
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Give your meeting a name.

RAMCO Portal

0 SAVE P SAVES LLUSE T NEW  [35 KUN SUE REPUKI  ESI FURM EDITUK

WEETING : RAMCO

New Meeting =

+MEETING SETUP

Name* IQ [~ \I
Begin Date™ =

End Date ™

Full Day No
Organizer
Order Source

Publish to Portal No

Click on the date field Begin Date

2w Year's Meeting =
EETING SETUﬂ

e New Year's Meeting

n Date ™ I | 1/1/2022 12:00 AM

Date ® 17272022 2:30 AM Sat Jan 012

Day No

anizer

sciation ™ ST CLOUD AREA ASSOCIATION OF REALTORS
=r Source

Choose and begin date and time

' Year's Meeting =

ING SETUP
New Year's Meeting M
o 1/1/2022] v Se
1/2/2022 2:30 AM
Ne
Nc
n* ST CLOUD AREA ASSOCIATION OF REALTORS
rce !
. . - e
Click on the date field End Date SWoredl s Iviecunly =
EETING SETUP
e* New Year's Meeting
n Date® 1/1/2022 T8 v | 12:00 AM v
Date™* I [1/2/2022 2:30 am [
Day No
anizer
sciation ™ ST CLOUD AREA ASSOCIATION OF REALTORS
ar Source
ish to Portal Yes
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RAMCO Portal

fredl s> vieeuny =

Choose an end date and time

ING SETUP

New Year's Meeting M
:* 1/1/2022 12:00 AM e
17272022} 2:30 AM
Ne
Nc
n* ST CLOUD AREA ASSOCIATION OF REALTORS
rce
Portal Yes
Click on the toggle field Publish to Portal
Name * YPN Mixer
Begin Date™ 4/15/2020 5:30 PM
End Date ™ 4/15/2020 7:30 PM
Full Day No
Organizer
Order Source -
Publish to Porta I [No \I
LOCATION
Location
Street 1
Street 2
Enter a location name Ful Day No
Organizer
Order Source
Publish to Portal Yes

LOCATION

Location

Street 1

Street 2

City

State / Province
Zip / Postal Code
Country

e Enter the address for this location. This will

enable the Bing maps location on the portal.

Enter City

Enter the State

Enter the Zip Code

Click on the country lookup

Choose United States as the country
Enter directions to the venue if applicable.

Kansas

! 12345 E

]

10/19/2021

235/287



RAMEO:

RAMCO Portal

Click on the date field Begin Date

orded

:GISTRATION SETTINGS

ISTRATION DATES

n Date I [17172021 &:00 AM I
Date :00 AM a

ISTRATION RULES

hla far One Click Renictr No

Choose a date to allow people to start registering

' TRATION SETTINGS

TION DATES

1/1/2021]
1/1/2022 8:00 AM & 2 M 00) Central Time (4

TION RULES

~Oine Click Renistr No

Click on the date field End Date

Committee

+REGISTRATION SETTINGS

REGISTRATION DATES

FE v 8:00 AM v

Begin Date 3/1/202 T v B:00AM
End Date = ‘I

REGISTRATION RULES

Eligible for One Click Registr ~ No
Allow Group Reg No

Invitation Only No

Choose a registration cutoff date.

TRATION SETTINGS

TION DATES M

3/1/2020 8:00 AM

Select to enter data

TION RULES
One Click Registr ~ No
ip Reg No
Inly No
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Set the max number of attendees for this event.

This does not include their guests

RAMCO Portal

REGISTRATION RULES

Eligible for One Click Registr ~ No
Allow Group Reg No

Invitation Only No

MAXIMUM CAPACITY

Max Registrations E
Max Companions =

EDIT/CANCEL REGISTRATION

Edit Deadline

Default Cancelation Fee

Set the max number of companions/guests

Eligible for One Click Registe~ No
Allow Group Reg No

Invitation Only No

MAXIMUM CAPACITY

Max Registrations 100
Ma: Companions I -

EDIT/CANCEL REGISTRATION

Edit Deadline

Default Cancelation Fee

Cancelation Refund Deadline

Select a cutoff deadline for people to make changes

to their registration

Meeting Cancelation Fees Sub-G...

Name 4

v

To enable this content, create the record

Add a cancellation fee if applicable.

This will be deducted from any automatic refunds
when people cancel their registration

il
Ik

o)

[

Meeting Cancelation Fees Sub-G... ¥

Mame 4

To enable this content,

create the record
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RAMCO Portal

Select a cutoff for automatic refunds when people M Registratons 100
Cancel Ma: Companions 25
EDIT/CANCEL REGISTRATION
Edit Deadline 4/10/2020
Default Cancelation Fee 30 Cancellation Product

Cancelation Refund Deacl\ul =

Mon-Refundable Cancelatior

FINANCIAL

Revenue Recognition Date ©
“reated On a8 - Mg

Set a preview summary for this meeting. New I\/Ieetmg =

4« DESCRIPTION

Enter a detailed meeting description if applicable.

Preview Summary

Detailed Description
Blgabsxxx’T.ﬂ‘.vaig, =

I This is a detailed meeting description

Click save to complete the process. [ 2= vectng: e vietn x

This creates your meeting, but people will not be able 7 7
to sign up for this meeting without a registration fee. N
If you want help creating a registration fee, try using
the assist called "Create a meeting registration fee"

CLASSES

Name Course Class Begin Date 4
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4.2.2. Modify a Preexisting Meeting Registration
Click on the command button MORE COMMANDS L AR AR AN AR AR AN AR AR

RAMCO Portal

EElFORM 5 PROCESS ~  {J SHARE

MORE COMMANDS

Choose the Meeting Registration wizard & Impersonate

CUNETRSData E} Deactivation Wizard

Membership: -
e TS &3 Process Payment
Member Status: [E] Membership Application

Primary Association:
Primary State Associat @ store
Last Changed By:

@ Meeting Registration

Office:
SUMELRTIN 1viecting Registration
i Payment Prifa u to register this contact for 3
« NRDS Sync
f‘ Password Reset
Choose "Edit" next to the meeting registration
Date
21 Edit
21 Edit

2itemsin 1 page

To update guest information, choose a guest tab.

Reggie 2019 Annual Guest: Guest 1 Guest 2 Guest: G

Fee: My Meeting - Fee - $0.00

There are no activities for this registration
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Then choose Update Name Reggie 2019 Annual Guest: Guest 1 Guest 2 Guest: Gu

RAMCO Portal

Fee: Guest - $30.00

There are no activities for this registration

Cancel Registration

Previous Balance: $0.00

Make the necessary changes to the guest name

My Meeting

First Name Bad
‘|Guest1 x 21
Last Name Corr
Guest 2

Click continue to proceed. Repeat this for each guest Lhor e E
that needs updating. Guest 1 x
Last Name C
Guest 2

m

If you wish to cancel this meeting registration, choose
"Cancel Registration"

Reggie 2019 Annual Guest: Guest 1

Fee: Guest - $30.00

There are no activities for this registration

Cancel Registration Update Name

Previous Balance: $0.00
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If you wish to add more guests, choose "Register
Guests"

RAMCO Portal

Previous Balance: $0.00
Price Change: ($30.00)
Net Balance: ($30.00)

o |[Ramas] - ]

Choose a guest fee to register the guest )
My Meeting

Registration Fee
Guests @ Fuest ($30.00)

First Name

Last Name

Then enter the guest's name

Registration Fee

Guests ®) Guest ($30.00)

First Name

Last Name

Click continue to proceed. B bbb
Reggie
Last Name Company [
LKopez

Cancel
———
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Click on the button Submit

RAMCO Portal

Previous Balance: $0.00

Price Change: $0.00

Net Balance: $0.00

=N 22

Click continue to complete the process and checkout.

Please restart this assist from a contact record.

4.2.3. Registering for a Meeting

Open the Navigation Areas

' i a

C @ ramco35uatupgrade.ramcotest.com

RAMG‘p:c Workplace ;I_

= NEW T DELETE | ~ e@EMAILALINK | ~ [P RUN REPORT ~ EXCEL TEMPLATES ~ B, EXPORT

« Active Accounts v

~ Account Name /M NRDS ID License Number... | Emai Main Phone Stre
506010788
1000:FQT3mhW...

070005022

Click on the "Contacts" entity.

I
‘Workplace
Customers My Work Quick Membership

Q

Accounts @ Dashboards E Memberships E
= . .

Contacts Activities E Committees E

Reports Dues Cycles E

m Data Management

1000:4+6PFCXH...
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Use the search box to search for your contact.

RAMCO Portal

2D + ¥

I Remmy
Home Address: City Created On Meodified On
Chicage 1/25/2020 216 ...  1/25/20204:06 ...
Select the contact to register for a meeting. RAMEO: Workplace v | contscts >

-+ NEW T DELETE | ~ @ EMAILALINK |~ [¥] RUN REPORT - EXCELTEMPLATES ~ B, Ex

+ Search Results ~

v Last Name First Name 4 NRDS ID Username Parent Customner Prima

Ramco Remmy Remmy's Realty

Click on the command button MORE COMMANDS

X DELETE FORM & PROCESS » () SHARE

MORE COMMANDS

e

Click on the command button Meeting Registration

[® Run Report 3

:u\ mpersonate

[® Deactivation Wizard

54 Process Payment
Membership Application
B Store

Meeting Registration

E WIEELTY REGISTauon

Allows you to register this contact for a meeti
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Select a meeting to register for.

RAMCO Portal

Available Meetings
Name

MikeC - Example Meeting 02

@ My Meeting
Select Meeting

Click the "Select Meeting" button to view meeting Name
details. -
U MikeC - Example Meeting 02 09/30/202(
@ | My Meeting 01/01/2021
Cllck on the bUttOI‘] Reg istel" NOW' Annie's Meeting Activity Activity 03/03/2020 8:00 AM 03703/
Annie's Meeting Session Session 03/04/2020 8:00 AM 03704/
Annie's Class #1 Class 03/04/2020 2:00 PM 03/04/
Class for New Members Class 03/05/2020 8:00 AM 032/05/
Racing Test Class Class 06/10/2020 8:00 AM 06/30/

If your meeting allows for group registration. You must
select a registration type.

am registering myself only.

I'would like to register myself and

W

I do not want to register for the ey

Cancel Continue
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RAMCO Portal

Click on the button Continue

®' | am registering myself only.

I would like to register myself and others.

Cancel

If your meeting allows for guests, you must choose
whether you will register guests along with your
attendee. If you have guests to register, select the
guest registrations check box.

||:| Guest Registrations - $30.00]

m

Then select the number of guests field.

# of Guests

Enter the number guests to be registered.

10/19/2021
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Click on the button Continue

RAMCO Portal

«| Guest Registrations - $30.00 2]
m

1. Enter a First Name First Name Badge Name
2. Enter a Last Name | 9 | xQ
3. Enter a Badge Name Last Name Company Name (sstions
I 9
Click on the button Continue ST 4o ¢
Last Name Company Ne

Select a meeting registration fee.

@“med'ate Past President Registre
Mike's Meeting Reg Fee - $0.00

Mike's Table Registration - $150.01

@ Immediate Past President Registration - $0.00

Click on the button Continue

Mike's Meeting Reg Fee - $0.00

Mike's Table Registration - $150.00

Cancel
———
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Guests may also attend the activities and sessions a
part of the meeting.

RAMCO Portal

If the guest should be registered for these activities as

will, simply check the box next to each guest name. Tuesday - March 3, 2020

Annie's Meeting Activity

E Attendee (Ramco, Remmy) - §7 -DOI

mm

Click on the button Continue Registration

Select the appropriate payment method. Then enter
the payment details.

Pay by Check Credit Card

Click continue to progress to the payment summary
page.

Payment Amount

17.00

Amount Received

20

I [
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Once the process is complete you may print a
confirmation.

RAMCO Portal

4.3. Calendar Events (Announcements)

4.3.1. Create a Calendar Event That Cannot Be Registered For

# ramco35uatupgrade.ramcotest.com

*
RAMG'-p:I Workplace ~ Contacts > Aaron, Beverly >

- NEW &3 CONNECT |~ [ ADDTO MARKETING LIST 3

Open the Navigation Areas

W 2 EMAILALINK X DELETE Ft

CONTACT : RAMCO

Aaron, Beverly =

AT A GLANCE

Click on the navigation area Events

ron, Beverly x Y

# ramco35uatupgrade.ramcotest.com

Workp\ace v Contacts > Aaron, Beverly >

Membership Sales & Accounting

s My Work Quick Membership Quick Events

ints @ Dashboards E Memberships m Courses
= ;
cts Activities m Committeas Classes

| — | | — | [ o o]
Click on the "Events" entity.
Membership Sales & Accounting

Meetings

Meetings

Events
Registrations

Locations Meeting Registrations

Instructors E Meeting Exhibitors

es I-EI Designations

E3

P P P,
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RAMCO Portal

Click on the command button New

&« (& @ ramco35uatupgrade.ramcotest.com,

f RAMEC:

= new | T DELETE | v e EMAILAUNK | v [F] RUNREPORT EXCEL TEMPLATES = BB, Ex

New

Events ~ | Events »

oA Creste = new Event record.

Name 4 8egin Date End Date Lacatiq

Click on the field Name

EVENT : RAMCO

New Event -=

GENERAL

Name *

Begin Date™

End Date™ Reginald
Kansas

Full Day

Location REGINALD

Publish to Portal JO-JOHNSON

Enter the name of the event.

EVENT : RAMCO

New Event =

GENERAL

Name™
Begin Date™

End Date™ Reginald

Kansas
Full Day

Location REGINALD

Publish to Porta: JO-JOHNSON

Enter a begin date and time.

Enter an end date and time.

Enter a location

Click on the toggle field Publish to Portal

PN~

Staff Development Day
4/1/2020 8:00 AM
4/1/2020 4:00 PM

No

No

o0 oo

10/19/2021

249/287



RAMEG:

Enter a preview summary.

RAMCO Portal

DPRE‘-.-‘IE‘.*.' SUMMARY

DETAILED DESCRIPTION

Enter a description.

DDRE‘-.-‘IE".*.' SUMMARY

DETAILED DESCRIPTION

Click the save icon to complete.

atus Active

atus Reason @ Active

M

~a o

3/26/2020
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5. Committees and Elections

RAMCO Portal

5.1. Committees

5.1.1. Create a Committee

@ ramco35uatupgrade.ramcotest.com

o! Workpl v Accounts
RAMC’Q‘ orkplace | | ts >

1 <p
=NEW # EDIT  +/ ACTIVATE r§ DEACTIVATE 1 DELEIE ‘f‘F MERGE ¥ SEND DIRECT EMAIL F

« Active Accounts v

~ Account Name /M NRDS ID License Number... | Emai Main Phone Stre

1000y BXWCHUAF...

Click on the navigation area Membership

Workplace ~ Accounts >

Membershi
Membership

‘Workplace

Customers My Work Quick Membership

Accounts @ Dashboards

Memberships

a8

(3armaeEa o

= P .
Contacts Activities Committees
=
Cl k h "C ) " ) ) S ST Te Ty
ick on the "Committees" entity.
E Memberships @ Member Types H PACs E
-
Applications ﬂ Committee Types n Contributions m
o
{ﬁ] Office Memberships m Committee Positions E Bulk Contribution m
3 [ ¥
Dues Cycles IEI Assaciations H Political Candidates
-
E Committees g Funds
Bulk Renewal Impaorts
S4MAT10000ice 506091973 S4MAT10000ice 333-333-3333
S4MAT130ffice 506091921 S4MAT130ffice 333-333-3333
S4MAT150ffice 506091928 S4MAT150ffice 333-333-3333

Click on the field name Hsave [lsavEaclost 4+ NEW  VEWQUERY S FORM EDITOR

COMMITTEE : RAMCO

New Committee =

Name ™
Committee Type 3 It Gdld
Committee Level Eesi ez
Kansas
Staff Contact
Publish to Porta REGINALD ANTHONY LOPEZ
ssociation JO-JOHNSON

Volunteer Mode ™
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RAMCO Portal

Enter the Committee's Name.

HsavE Y SavE & CLOSE = NEW VIEW QUERY FORM EDITOR

COMMITTEE : RAMCO

New Committee =

Name *

Committee Type

Committee Level Redisidl opez
o
Staff Contact
Publish to Ports REGINALD ANTHONY LOPEZ
Association JO-JOHNSON

lunteer Mode™

Lookup and select the appropriate committee type.
Committee types are used to categorize committees.
For example, a standing committee versus a task
force.

WMMITTEE : RAMCO

ew Committee =

me " Committee Name

mmittee Type 0
mmittee Level &; standing Committee I
ff Contact ook Un

blish to Portal
1 result + New

sociation

lunteer Mode ™

tem Query 8 -
mination Form
Click on the search button of field Staff Contact
Committee Memberships Sub-Grid (Comn
tee | Search f
— 4
| 2] b e ot e the recor
L2 ontent, create the record
Lookup the user record for the committees staff P Por = e
Ilalson‘ lunteer Mode ™ & Do Thems
stem Query 8 | & Fox Thom
mination Form
& Jackson, Phelicia
.‘. Last name, First name
ptios
& Lopez Reggie
R ey
8 results + New

10/19/2021
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Select "Yes" on the field "Publish to Portal" if you wish N C itt
to make this committee and it's members visible to ew Lommittee =
those on the portal.

RAMCO Portal

CUMMITIEE : RAMUU

Name * Committee Name
Committee Type Standing Committee

Committes Level

Staff Contact Lopez, Reggie

Publish to Porta: No

Association -

Voluntesr Mode™
System Query 8-

Nominatien Form

Click on the lookup Association

Name * Committee Name
Committes Type Standing Committee

Committee Level

Staff Contact Lopez, Reggie
Publish to Portal Yes
e 7]
Volunteer Mode™
System Query 8-
Nomination Form
Description
Search for the association record this committee
belongs to.
Name * Committee Name
Committee Type Standing Committee
Committee Level
Staff Contact Lopez, Reggie
Publish to Portal Yes
Association I rJ D I
Voluntesr Mode™ -
System Query 8-

Nomination Form

Description

Use the field "Volunteer Mode" to control whether the

committtee is closed or open for nomination. me” Committee Name
mmittee Type Standing Committee

mmittee Level

ff Contact Lopez, Reggie
blish to Portal Yes
sociation NATIONAL ASSOCIATION OF REALTORS ®
lunteer Mode ™ Open for Nomination
Open for Joining
ftem Query Closed

mination Form -
Closed

scription
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Enter a committee description.

RAMCO Portal

me* Committee Name
mmittee Type Standing Committee

mmittee Level

ff Contact Lopez, Reggie

blish to Portal Yes

sociation MNATIONAL ASSOCIATION OF REALTORS®
lunteer Mode™ Closed

item Query ay-

mination Form

scription

P 7 U ake x, x° T+

E [ eh
Enter a committee mission statement.

me ™ Committee Name

mmittee Type Standing Committee

mmittes Level

ff Contact Lopez, Reggie

blish to Portal Yes

sociation MNATIONAL ASSOCIATION OF REALTORS®
lunteer Mode™ Closed

item Query "] &

mination Form

scription
b7 U ke x X T-1T-HI- Ty T
= @ eh [F = NP

l =- Committee: New Committee

Click on the command button Save

g RAM@‘-p’: Membership v Committees > New Committee

EFSAVE & CLOSE =+ NEW VIEW QUERY FORM EDITOR

COMMITTEE : RAMCO

New Committee =

Name * Committee Name
Committee Type Standing Committee

Committes | evel

5.1.2. Create Meeting from Committee Wizard

https://ramcosandboxisv.ramcoz X =+

Open Navigation Areas ! Contact: Ramco, Remmy x
(& & ramcosandbox.ramcoams.org/main.aspx#980195191

*
RAMG‘-p:‘ Workp|ace ~ Contacts > Ramco, Remmy >

- NEW 83 CONNECT |~ [R4ADDTO MARKETING LisT il <= EMAIL A LINK X DELETE

Er

CONTACT : RAMCO

Ramco, Remmy -=

AT A GLANCE
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RAMCO Portal

Click on the navigation area Workplace [ 2 contacsactve comtacs - i

&« (& B ramcosandboxramcoams.org/main.aspx#737987476

4 RAMG.ﬁ- Workplace v | cont

Workplace

WOrKplace

Customers My Work

Membership _ Sales & Accounting

s My Work Quick Membership Quick Events

nts @ Dashboards "‘ ps m Courses

cts m Committees
Reports Dues Cycles Meetings
m Data Management

100%:RKLVNUHiC.

Click on the link Committees

Activities Classes

Select a committee to create a meeting from. v HNome 1 CommitteeType | Staf Cortact Puist
I Closed Committee Last name, First name Yes
Committee Scale Test Cutlip, Mike No
Maddie’s Test Commitiee No
MikeC - Technology Committee - Open for Nomination standing Committee Cutlip, Mike Yes
QOpen for Joining Committee Last name, First name ~ Yes
I Reggie’s 3.5 Sprint 4 Committee I Standing Committee Lopez, Reggie Yes
Sawva’s test committee Last name, First name Yes
Varun's Free for All Committee Yes
Varun's RAMCO 3.5 Committee Yes
Varun's Sprint Committee Yes
Click on the item MORE COMMANDS
-acd
+ps for Dynamics 365

IMPLATES ~ [¥ RUN REPORT ~ VIEW QUERY E

Committee Memberships Sub-Grid (Commit... ¥
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RAMCO Portal

Select the "Create Meeting" wizard option.

ps for Dynamics 365

MPLATES ~ [¥] RUN REPORT ~ VIEW QUERY |=ss

I §4 Create Meeting I

[« Other Activities 3

Form Editor

Committee Memberships Sub-Grid (Commit... ¥

Conech dor encoede o

Click on the command button MORE COMMANDS

=MPLATES ~ [¥) RUN REPORT + VIEW QUERY

Active Committee Memberships
Search for records o

Click on the command button Create Meeting

(MPLATES ~ [F) RUN REPORT ~ VIEW QUERY

@ RAMCO CRM Help

$4 Create Meeting
Create Meeting

IR Crcate o meeting for this committes and reg

Active Committee Memberships v

Search for records P
Cammittas Coantart A Dcitinn Tarnr

1. Add meeting name
2. Add meeting location Meeting Name Location

IMy Meeting] xo I o

Street Address 1 [optional] State [optional]

Street Address 1 [cptionz]] State [optional]

123 Yellow Brick Rd Kansas -

Street Address 2 optonail Zip Code [optional]

City roptional] Country [eptionzl]

‘Dz‘ x United States v

10/19/2021
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Enter directions to the meeting location, if desired.

RAMCO Portal

STreet Address Z Loptiona] Zip Lode [ostions
City [optional Country [optional]
oz United States
Directions [opticnal]

Start Date Fnd Date

1. Enter meeting start date and time as well as
end date and time.

2. Select start time field.

3. Click on the end time field.

Enter a meeting description

Start Date

January v

Start Time (24:00 format)

08:.00

Description

End Date

January

End Time (24:0

16:00]

Cancel Continue

Click continue to view summary page.

08:00

Description

16:00

A meeting just to meet

10/19/2021
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After reviewing your meeting summary, click continue
to submit your meeting.

RAMCO Portal

2:00 16:00

Description
A meeting just to meet

Registrations will be created for the following ¢

Cutlip-R35-01, Mike

N[

Click close to exit the wizard. B
Description
A meeting just to meet

The following committee members

Cutlip-R35-01, Mike

5.1.3. Add Contact to a Committee

Open the "View Related" tab on the contact's record.

amcotest.com

rkplace v Contacts > Ramco, Remmy |5

MARKETING LIST S8 ASSIGN  e= EMAILA LINK X DEL HRMA MPR I process - ) SHARE

my -=
Click on the "Committee Memberships" entity. e e =
Membership Applicati... [EI Designations Invoices
[ -]
m Member Education @ Payments

Payment Profiles

@ Member Financials
D)

Member Demagraphic

. . = i
Committee Members... ‘;ﬂ- Bulk Renewal Payments

TS
Member Type:

Member Status:

Primary Association:
Primary State Association:
Office:

Designated REALTOR®:

I astrACs

Scheduled Payments

1 L]
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RAMCO Portal

Click on the Waffle to Expand the view of Committee
Memberships

(] o e o
+
Position Term Begin D... Term End Dat... Status Reason...  Createc
1/1/2021 1/1/2022 Current 4/26/202"

Click on the command button Add New Committee
Membership

" Jensen, Mary -=

Committee Membership Associated View

4 ADD NEW COMMITTEE M. b CHARTPANE " RUN

Committee Contact Posit

No Committee Membership records found.

Search for the committee

[ OFvE g SMVE O COwor  f INLEE BRI O Lo

COMMITTEE MEMBERSHIP : RAMCO

New Committee Me...

P
1]

Contact™ Ramco. Remn rm Begin Date ™
Committes ™ I = ‘Dl’ rm End Date
Position - Fortal Sort Order
Set the position
' RAMCO

imittee Me... =

Ramco, Remmy Term Begin Date

Committee Name =rm End Date

| O fertal sort Order
=

10/19/2021
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RAMCO Portal

Select the appropriate position for this committee
member.

iciated Vie

COMMITTEE MEMBERSHIP : RAMCO

New Committee Me...

Contact™

Ramco, Remmy

Ter
RTPANE ~ [ R Committee * Committee Name Ter
Position o]
Contact & chair
Active 9/11/2019 10:34 AM
dy Wember
Active 9/11/2019 10:55 AM
&y Vice-Chair
Active 9/11/2019 10:35 AM
Look Up More Records
results + MNew
Set a Term Begin Date.
RAMCO will automatically move this member from
pending to current on the date listed here. =
Term Begin Date * I | ﬁ v

Term End Date *

Portal Sort Order

Set the Term End Date.

RAMCO will automatically expire this committee
membership on the date listed here.

Term Begin Date ™
Term End Date

Portal Sort Order

1/1/2020
S——

Click Save & Close to complete the process.

Please restart this assist from a contact record.

lgrade.ramcotest.com,

Workplace ~

emmy -=

2rship Associated Vieg

m Committee Membership: New Committee Membership - Google Chrol

# ramco35uatupgrade.ramcotest.com

Contacts

COMMITTEE b1z

New Commit

Contact™

- ¥
- Committee

Ramco, Remmy

Committee Name

10/19/2021
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5.14. Approve Committee Nomination
Select the Committee Nomination record to be

RAMCO Portal

approved.
Committee Nominations Sub-Grid (Commit... v
Search for records L
Status Reason...  Name
nding Ramco, Remmy - Committee Nam...
Madified On L 31rernIn 134 PM

Click on the command button Run Workflow ommittee Nomination: Rameo, X

[&] 8 ramco35uatupgrade.ramcotest.com,

RAMe.ﬁ: Workplace v Committees » Ramco, Remmy - Co... >

Ew [ DEACTIVATE [ DELETE = EMAIL A LINK

AMITTEE NOMINATION : RAMCO

amco, Remmy - Committecy

ninee * Ramco, Remmy
nmittee ™ Committee Name
minatinn Farm Resnonse

Run Workflow

% RUN WORKFLOW | ) sTART DIaLOG (@) WORD TE|

Run a wol or this Committee Nomin:

Select the "Approve Nomination" workflow

Enter your search criteria.

Look for Process
Look in ©n Demand Werkflows
Search

Process Mame

Category

Workflow

Click on the button Add

1-10f1 (1 selected

Add Cancel

Page 1

Madifiad On 0 3/&/m090 1.4 Daa

10/19/2021
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Click on the button OK Confirm Application of Workflow x

This workflow will be applied to 1 Committee Nomination.

RAMCO Portal

‘You can monitor workflow jobs by opening each Committee Nomination and clicking Workflows.
Are you sure that you want to continue?

1-10f 11 selected) H 4 Pagel »

Add | | Cancel ‘ ‘REI’“DVEVE‘LIE

Please restart this assist from a committee record.

5.1.5. Update Committee Terms in Bulk

Jpen the Navigation areas A Mé.o Workplace &8 Accounts >
L]
_,7W-rkp\a4:e

EW M DELETE - @ EMAIL A LINK - M R

ve Accounts ~

int Name 4 NRDS ID License Number... | Email Main Phone
Asset Exchange §76000299 509-457-07/
Test office 123453233 111-222-33
% Commission Realty 76000142 509-966-10

Choose the Membership area 4

RAMC'd. Workplace v Accounts >

Membership 1 Events
Workplace = 2

Customers My Work Quick Mer

Accounts % Dashboards E
—) . .
Contacts Activities B Commi
| ]

==

Membe

EE EE

. NMEMDersnips Member 1ypes PALS
Choose Committees P 875 P
Applications m Committee Types n Contrib)
[ﬁ} Office Memberships E Committee Positions ﬂ Bulk Co
Dues Cycles IEI Associations H Politica
-
m Committees @ Funds
s

Bulk Renewal Imports

AKnerntage lest

Alki Apopraisal 869053435
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RAMCO Portal

Open a committee to update

+ Active Committees ~

~  Name T Committee Type Staff C
[Test] Finance Committee Lopez,
2021 Board of Directors Standing Cutlip,
Annual Awards
Board of Directors Standing
Board of Directors (Nominations) Standing
CIC Standing Cronkk
Global Business Alliance Committee Standing Last na
P Faenittan Crandinn T
click the waffle to expand the view of committee = oo
memberships
+
See the records associated with this view.
Position Term Begin D... Term End Dat... Status Reason.... Created
Chair 2/1/2021 11/1/2021 Current 2/8/2021:
Member 1/1/2021 1/1/2022 Pending 12/9/2020

Check this arrow box to select all committee
memberships.

if you only wish to edit some committee memberships,

check those records one by one.

DOdIa O DIHeCLlurs =

Committee Membership Associated View ~

4 ADD NEW COMMITTEE M... [ BULK DELETE .  CHART PAI
Committee Contact ™ Positi

Select/clear all records on this page

Cutlip-R35-01, Mike
Board of Directors Cutlip-Stage06, Mike  Chair
Board of Directors McCormick-Sandbo... Membe

Board of Directors McCormick-Sandbo... Membe

Once all your committee memberships have been
selected click edit.

COMMITTEE : RAMCO

Board of Directors =

Committee Membership Associated View

W ACTIVATE

=+ ADD NEW COMMITTEE M...

Edit
B Committee Positi

Edit this Committee Membership.

v Board of Directors

v Board of Directors

v Board of Directors McCormick-Sandbo... Membe

10/19/2021
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Now you can choose a Term Begin Date that will be *
applied to all selected committee memberships

RAMCO Portal

‘FW
‘ o] Slect date

ARE @ EMAIL A LINK

~ I

Now you can choose a Term End Date that will be
applied to all selected committee memberships

m Begin Date * I IEV‘ b

| ecorc
m End Date * |3\"
tal Sort Order ARE

Clicking changing will trigger all selected records to be
updated.

Status Active

Status Reason B Active

5.2. Elections

5.2.1. Create an Election

Open the Navigation Areas et

@ ramco35uatupgrade.ramecotest.com,

R o ales ccou...
AMGO- Sales & A | |

# EDIT o/ ACTIVATE [ DEACTIVATE | DELETE | ~ € EMAILALINK =~ (»’{,?\.JN\-\."C-?\KF_O'u‘v‘ E

tive Invoice Payments ~

Applied Amount Created On
2167-G3P306 - Amundson, Kathleen - $380.00 §555.00 3/19/2020 2:49 PM
2171-JT53K1 - Achenbach, Kari - $580.00 §555.00 3/19/2020 2:35 PM
2362-B3WSY1 - Cutlip-R35-02, Mike - $3.00 £2.00 3/18/2020 2:52 PM
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RAMCO Portal

Choose the elections area

Marketing
Sales & Accounting
ng Setup Accounting Maintenance Store
cts GL Accounts IE] ECommerce Request ... @ Store Locatio
ons Baiches ECommerce Distributi... Product Loca

Click on the link Elections

nvoice Payments

‘Warkplace

Membership

Elections Setup

Votes Elections
mm
Y
Nominations

$1.00 3/18/2020 2:46 PM

£70.71 3/15/2020 12:03 AM

Click on the command button New

l S i ERais e

Elections v | Elections

B EXCEL TEMPLATES B, EX

v

“  Mame Award Nomination Begin Date Nomination End Date.. V|
Test Election /2/2019 /30/2019
Test 7D 55837

Enter a name for the election. This is member facing.

EHsave EISAVE&CLOSE = NEw S FORM EDITOR

ELECTION : COBALT MEMBERSHIP DYMNAMICS ™

New Election -=

Name *
Award T —— Select to enter data
Meeting = =
Kansas
Committee

REGINALD ANTHONY LOPEZ
JO-JOHNSON

Committee Position

Publish To Portal *

10/19/2021
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Click on the date field Nomination Begin Date )

tee

RAMCO Portal

tee Position

To Portal * Yes

IN DATES

tion Begin Date E
tion End Date =
Segin Date -
tnd Date

IATIONS

Enter a date and time when Nominations will begin. e rable this comtent ereste the recor

If this election will not allow nominations, leave this
field blank.

o enter data

CANDIDATES

Name 4

Click on the date field Nomination End Date tee

tee Position

To Portal * Yes

JN DATES

tion Begin Date

tion End Date

3egin Date
ind Date

IATIONS

:MNominees Al No

Enter a date and time when Nominations will end.

If this election will not allow nominations, leave this
field blank.

Select to enter data
CANDIDATES

Name 4
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Choose a begin date and time for voting.

RAMCO Portal

CANDIDATES
Name 1
To enable this content, create
Choose an End date and time for voting.
CANDIDATES

Select to enter data i

Click on the field Max Number of Nominations Vating End Date 5/31/2020

NOMINATIONS

Multiple Nominees Al No
Write In Nominatior * No

Self Nominations Al * No

Max Number of Norfi | =
MNomination Form -

Display Candidzte h*  Na

VOTING

Vating Scale

Set the max number of nominations per person (if Voting End Date 5/31/2020
applicable)

NOMINATIONS

Multiple Nominees Al No

Write In Nominatior*  Ne
Self Nominations Al*_No

Max Number of Nolii 1

Nomination Form

Display Candidzte N*  No

VOTING

Voting Scale
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RAMCO Portal

Choose whether to display candidate nomimations.

NOMINATIONS

Multiple Nominees Al No
Write In Nominatior™  Na
Self Nominations Al*  No

Max Number of Nomi 1

Nomination Form

Display Candidate P.I [No

VOTING

Voting Scale

Voting S Minimum

Voting Scale Maximum

Choose your voting scale. If you choose "Multiple
Scale", you must then choose the minimum and
maximum for the scale.

minations Al * No
mber of Nami 1
tion Form

Candidate M* Yes

Minimum

acale Maximum
form

mber of Votes

Enter the max number of votes per person.

scale Single Scale

Minimum
scale Maximum

Form

mber of Votes

PTION

Click Save.

The election is now ready for people to participate.
Whether you have nominations or not, candidates will
need to be added so people can vote. This does not

happen automatically.

For help with adding candidates, use the assist "Add a
Candidate to an Election"

l M- Geoin b e 4
8 ramco35uatupgrade.ramecotest.com,

# RAMEO-

! SAVE & CLOSE

Elections + | Elections > New Election

+ NEW FORM EDITOR

ELECTION : COBALT MEMBERSHIP DYMAMICS

New Election -=

No

Write In Nominatior
Self Nominations Al*  No
Max Number of Nomi 1

Momination Form

10/19/2021
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5.2.2. Restrict Nominators to REALTOR Members Only

From an election record.

RAMCO Portal

Click the More Commands button

[ sTART DIALOG  [F] WORD TEMPLATES ~

ELECTION REQUIREMENT TYPES

Name

FLOW [¥]START DIALOG (] WORD TEMPLATES = oo

Click on the command button View Nominator Query

[¥ Run Repart »
[ View Nominee Query
I [ View Nominator Query I

=7 View Voter Query

Form Editor
ELECTION REQUIREMENT TYPES

Mame 4

No Election Requirement Type records foun

=- Advanced Find - Microsoft Dynz- X

& ramco35uatupgrade.ramcotest.com

Make sure details are enabled.

s Registration Fee: registratic X

ADVANCED FIND
Save As = Group AND
! Ol g 2 e
b & Edit Columns [£= Group OR
aved Results  New Save Clear Downlgad Fetch
9 catopets
haw View o= Debug

Details

Contacts

Hide the query lines from view

Click the select menu

ADVANCED FIND
@ W B save as \2 [£= Group AND
i . j = Edit Columns

Querny | Saved Results  New  Save Clear
views F_} Edit Properties
Show wiew

Look for: | Comtacts
| |
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Click on the item Memberships (Contact) in the list

RAMCO Portal

e ]

Shaw View

o e

Query Debug

Look for: | Confacts

Mesting Activity Speakers (Contact]

Meeting Exhibitors {Contact)

Meeting Registration Activities (Registered By)
IMeeting Registrations (Contact]

Meeting Registrations (Registered By)
ember Demographic (Contact)

Member Education (Contact)

Member Financials (Incurring Member)
Member Financials (Member)
Membership Applications (Contact)
Memberships (Contact)
Mobile Phone Courg
Modified By (Deleg|
Modified By [External Party] (External Party)
Modified By (User)

Name Changes (Contact)

Click the select menu

B! Sdo
° [ Edit Columns

Query Saved Results Mew  Save Clear
Views [ £dit Properties

Show View

(= Group AND

5= Group OR
=L Details

Query Debug

Downlgad Fetch
XML

Look for: | Contacts

| v Memberships {Contact)

I 'I

Click on the item Association in the list

Select

v Memberships (Contact)

urce, Inc

Fields
Account
Allow Dues When Inactive
Appraiser License Name
Approved by Board Date
Arbitration Ethics Pending
I Asso
Contact
Created By
Created By (Delegate)
Created On
Dues Billing Responsibility
Dues Waived Local

Click on the textbox for the Lookup field

(4= Group AND

33 H saveas
] 2 k@]
m L |j [ Edit Columns (8= Group OR
Saved Results New Save Clear Download Fetch
Views i} Edit Properties =4 Details XML
Show View Query Debug

‘ori | Contacts

Select

Memberships {Contact)
v .Asscc\a:lcr v Equals

Select

L____F

10/19/2021
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RAMCO Portal

Search for your association record by name.

3 = Save As [£= Group AND
! Ol 2
. = Edit Columns [£= Group OR

Saved Results New  Save Clear Download Fetch
Vigws Edit Properties XML
Show View Query Debug
or: | Contacts
Select
v Assodation Equals |
Select

Click on the select menu

Click on the item Member Type in the list

w Association Equals ST PAUL AREA ASSOCIATIO...

Membership _
MLS Associati

MLS 1D

MLS Status

Modified By

Modified By (Delegate)
Maodified On

Name

National Dues Paid Date
NRDS ID

NRDS Insert Date

NRDS Timestamp
Office

Online Status

Online Status Date

Opt Qut

Choose the REALTOR member type.

- . R
View Query Debug

ks ~ | Use Saved View: ‘ [new]

Enter Value

=]
1=
|I'|'|
=]
=
E
B

2| |
<

|I'H

0

=

E

=

M

‘
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RAMCO Portal

s 7 COIT FTODErTies wemis; 0 o =

Click on the select menu o e s
Look for:  Contacts
Select
|v Wemberships {Contact)
w Association Equals ST PAUL AREA ASSOCIATIO...
v Member Type Equals ¥ REALTOR =

I 'I

v e s e

Click on the item Status in the list

v Association ST PAUL AREA ASSOCIATIO...

E
-
EE

v ember Type REALTOR

5

Opt Out Date
Orientation Date

Owner

Previous Mon-Member

Primary Membership

Real Estate License Name

Real Estate or Appraiser License Number
Record Created On

Reinstatement Code

Reinstatement Code Date

State Association

State Dues Paid Date

Status Date
Status
Status Reasd!

Related

Eg# Edit Properties = Details AL

Click on the button Select or change the values for o .

this field v

Select "Active" then use the arrows to move it to the 4
"Selected Values" area. Select Values x

Select the values you want included.

Available Values Selected Values

Active

Inactive

oK Cancel
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Click on the button OK

RAMCO Portal

Available Values Selected Values -

Inactive Active

oK Cance!

oK

B® Advanced Find - Microsoft Dyna- X

@ ramco35uatupgrade.ramcotest.com,

m Class Registration Fee: registratic X

Click Save.

This registration fee is not restricted to the results of
this query. ADUANCED D
] save s [£= Group AND
@ i ! j H = Edit Columns ‘2 = Group OR r
Query | Saved Results New Save Clear Download Fetch

Views =% Edit Properties =L Details XML

w Query Debug

Show

Look for: | Contacts

Select

v Memberships (Contact)

Equals ST PAUL AREA ASSOCIATIO...

v Member Type Equals REALTOR

—

Please restart this assist from an election record.

5.2.3. Restrict Nominees to Committee Members Only

From an election record, click on the More
Commands button.

Fow [ sTARTDIALGG [ WORD TEMPLATES ~

ELECTION REQUIREMENT TYPES

Name

Click on the command button View Nominee Query

FLOW  [¥] START DIALOG @ WORD TEMPLATES ~

[¥] Run Report v
I El‘.’iew Nominee Query I
& Nominator Query

[E View Voter Query
Form Editor
ELECTION REQUIREMENT TYPES
MName
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Make sure details are enabled.

RAMCO Portal

C nco35uatupgrade.ramcotest.com

ADVANCED FIND
2 D
. [ Edit Columns
aved Results New Save Download Fetch
lews [ =dit Properties AL
how v Debug
Contacts Details

Hide the query lines from view

Click on the select menu.

ADVANCED FIND

@ EB ' S Hsaveas $= Group AND
- [ Edit Columns [(=Group OR

Query  Saved Results New Save Clear

Views Sk edit Properties = Details

Show View Query Debug

Download Fetch
XML

Look for: | Confacts

I 'I

Click on the item Committee Memberships o e
(Contact) in the list Look for; | Contacts
Candidates (Candidate Contact (Deprecated)) -

Cases (Contact)
Cases (Customer)

Cases (Responsible Contact)

Chapter Officers (Contact)

Class Instructors (Contact)

Class Registrations (Contact)

Class Registrations (Registered By)
‘Committee Memberships {Contact)
Committee Nominations [Nominated By
Committee Nominations (Neminee)
Communication Preferences
Connections (Connected From)
Connections (Cennected Ta)

Contacts {Manager]

Contacts (Parent Customer)

Contract Lines (Customer)

Choose the select menu LY Dl e
Query Saved Results New Save 'Z st Columne . Download Fetch
Wiews [ edit Properties ZhDetails AML

Show Query Debug

Look for: | Confacts

| v Committee Memberships {Contact}
1 |
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Click on the item Status Reason in the list

RAMCO Portal

Portal Sort Order
Position

Record Created On
Status

Term Begin g
R .. o
Related
Activities (Regarding)
Appointments (Regarding)
Committee
‘Connections (Connected From)
‘Connections (Connected Te)
Contact

Created By (Delegate) (User)
Created By (User]
Click on the button Select or change the values for 7 | 57" 2 ="¢
this field " B T
View Query Debug

Move current to the selected values column

Select Values

Select the values you want included.

Available Values

Click on the button OK

Available Values Selected Values
Expired Current
Inactive

Pending

10/19/2021
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RAMCO Portal

Click save.

Nominees will now be restricted to members of a
committee

Please restart this assist from an election record.

5.2.4.

Select and open a registration fee.

m Election: Board of Directors - Pre X =- Advanced Find - Microsoft Dyna- X
[&] 8 ramco35uatupgrade.sramcotest.com,

FILE ADVAMNCED FIND
ave A =
@ i ’ j “ I ] save s 2 $= Group AND o
et & £dit Columns [= Group OR A_

Query  Saved Resulis  Mew | Save Clear Dow
Views | Edit Properties = Details
Show n Query
Look for: | Comtacts save
Save this query. The query will be
seedt saved In Saved Views.
w Committee Memberships (Contact)
v Status Reason Equals iCurrent El
Select

Restrict Registration Fee to REALTOR Members Only

REGISTRATION FEES
Name A Product

gistration fee name Activity Registratic

Click on the command button View Query

>

06 [FWORD TEMPLATES ~  [A) RUN REPORT ~ | it VIEW QUERY

DESCRIPTION

Make sure details are enabled.

SN SRRl B Advanced Find - Microsoft Dyne: X

& & ramco35uatupgrade.ramcotest.com

ADVANCED FIND
e & =
j (] j Hsaveas 2 £ Group AND =
b & Edit Columns roup OR ;
aved Results  New Save Clear Downlgad Fetch
lews g Edit Properties HhiL
how View — Debug

Details

Contacts

Hide the query lines from view
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Click the select menu

RAMCO Portal

ADVANCED FIND

33 Hsaveas P £= Group AND
@ E ! E H [ Edit Calumns @2 &= Greup OR
Query Saved Results New Save Clear . Dewnload Fetch
Views [ edit Properties = Details AL
Show View “f‘:lue",- ) Debug
Look for: | Contacts
Click on the item Memberships (Contact) in the list o - ey _

Look for:  Contacts

T T oo
WMeeting Activity Speakers (Contact]

Meeting Exhibitors {Contact)

Meeting Registration Activities (Registered By)
Meeting Registrations (Contact)

Meeting Registrations (Registered By)
hember Demagraphic (Contact)

Member Education (Contact)

Member Financials {Incumring Member)
Member Financials (Member)
Membership Applications (Contact)
Memberships (Contact)
Mobile Phone Coung
Modified By [Deleg
Modified By (External Party) (External Party)
Modified By (User)

Mame Changes (Contact)

Click the select menu

e K save p
@ E ! E lz':dt::ur'ms 2

[= Group AND

= OR
Query  Saved Results New Save Clear o Download Fetch
Views [ £dit Properties = Details XML
Show View Query Debug
Look for: | Contacts
v
|v Memberships (Contact)
1 al
Click on the item Association in the list Select
w Memberships (Contact)
urce, Inc
A
Fields o
Account

Allow Dues When Inactive
Appraiser License Name
Approved by Board Date
Arbitration Ethics Pending
I Asso
Contact

Created By

Created By (Delegate)
Created On

Dues Billing Responsibility
Dues Waived Local
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Click on the textbox for the Lookup field

m ' 3 | saveas {= Group AND
@2
. = Edit Columns [£= Group R
Saved Results New Clear Download Fetch
Views [} Edit Properties =X, Details XML
Show Query Debug

for: | Contacts

Select

Memberships (Contect)

w | Association

Select

I

[

Search for your association record by name.

0!
Saved Results New

Views

Show

Hsavens

= Edit Columns
Clear

D Edit Properties

{= Group AND R
[£= Group OR
Download Fetch
i Details HML
Query Debug

or:  Contacts

hips (Contact)

v Associati

Select

I

[F

Click on the select menu

-
Query Saved Results New Save
Views

Shaw

[ £dit Lelumns

[ £dit Properties

1i= Group UK =
Clear Downlgad Fetch
= Details XML
Query Debug

Look for: | Contacts

Select

<

Memberships (Contact)

Click on the item Member Type in the list

v Equals [E] s7PAUL AREA AsSOU )
1 ]
P
v Memberships {Contact)
Equals ST PAUL AREA ASSOCIATIO...

v Association

MLS Status
Modified By

Maodified On
Name

NRDS ID

NRDS Insert Date
NRDS Timestamp
Office

Online Status

Oot Qut

Modified By (Delegate]

National Dues Paid Date

Online Status Date
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Choose the REALTOR member type. view Query Debug
s w Use Saved View: [new]
15 (Contact)
ion Equals Enter Value
Type v ) Equals
_Type
<t
Click on the select menu - e S s
Look for: | Confacts
Select
[ Membersips ontact
Equals
Equals
Click on the item Status in the list —
v Member Type Equals

Opt Qut Date

Orientation Date

Owner

Previous Mon-Member
Primary Membership

Real Estate License Name
Real Estate or Appraiser License Number
Record Created On
Reinstatement Code
Reinstatement Code Date
State Association

State Dues Paid Date

Status Date
Status ReasclNNS

Related

[Eg# Edit Properties = Details AL
Query Debug

Click on the button Select or change the values for

this field

Use?

SSOCIATIO...

m
[}
5

m
I
|:\.

“
[
|§..

Select or change the values f
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Select "Active" then use the arrows to move it to the 4 .
"Selected Values" area. Select Values x
Select the values you want included.
Available Values Selected Values Y
Active
Inactive -
QK Cancel
Click on the button OK 'T;""” fff‘”’”““’ “

OK

m Class Registration Fee: registratic X

Click Save.

8 ramco35uatupgrade.ramcotest.com,

=- Advanced Find - Microsoft Dynz X

This registration fee is not restricted to the results of

13 ADVANCED FIND

this query.

w 3 | Save is ¢= Group AND
e = |
- = Edit Columns [= Greup OR
Query Saved Results New Save Clear Download Fetch
Views =4 Edit Properties [=hDetails XML
Show Query Debug
Look for: | Contacts Save
Save this query, The query will be
eed saved in Saved Views.
w Memberships {Contact)
~ Equals
v Equals

Please restart this assist from a class record.
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6. Advocacy

RAMCO Portal

6.1. PACSetUp

6.1.1. Create a PAC Cycle

Open the Navigation Areas M (':.d' Membership [ pacs >

_n\ embership

M DELETE - @ EMAIL A LINK v [ RuN

: PACs +

Product Hard Fund Soft Fund

RPAC Contribution Hard Dollar Fund Soft Dellar Fund

Choose the PACs Entity

Events

Membership

Setup Fundraising Data S
@ Member Types H PACs g N
m C ittee T Contributi m I
ommittee Types ontributions n
—
1ips E Committee Positions E Bulk Contribution P4 O
4 [
IE] Assaciations [ ] Palitical Candidate
Double click the row of a PAC to add a PAC Cycle for
|t + nNew W DELETE e & EMAIL A LINK

+~ Active PACs v

~  Name T Product Hard Fund

RPAC RPAC Contribution Hard Dollar Fund

AT~ [F] NUN REFURT

Click the plus icon to add a new PAC Cycle

Add PAC Cycle record.

ecognition Y...  Start Date & End Date PAC Created On
2 17172022 1/1/2023 RPAC 12/22/2020 -
1 17172021 1/1/2022 RPAC 12/22/2020 1

10/19/2021 281/287



RAMEO:
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N PO

Give the PAC cycle a name o 2 .
=
o End Date PAC Created On
Po22 1/1/2023 RPAC 1242242020 «
—‘ 2021 1/1/2022 RPAC 12/22/2020 1"
Set "Publish to Portal" to yes to allow members to New PAC C C|e __
make contributions at their convenience y =
m
Mame™ 2022 RPAC Cycle Start [
paC™ RPAC End D
Publish to Portal - ‘Ixecog
Select to enter data
MAXIMUM CONTRIBUTION
Max Contribution Individu. --
"
Click on the picklist Publish to Portal value Yes New FAL LyCle =
Name ™ 2022 RPAC Cycle Start Date
pAC™ RPAC End Date™
Publish to Portal Recognitio

‘Yes
MAXIMUM CONTRIBUTION

Max Contribution Individu.
*

Max Contribution Corpora
*

W INEW == FUTIVI CUT IO

Set the start date of the PAC Cycle

Start Date ™ -

" —
End Date - select to enter data

Recognition Year -

il

2(

2C

2C

e«
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Set the End Date
o
Start Date * 1.1.2022| By |
End Date™ - b
Recognition Year - Select to enter data
2(
B(
Enter a recognition year. This must be a 4 digit
number.
N
Start Date ™ 1/1/2022 b
End Date™ 12.31.2022 & v b
Recognition Year -
BC
(
Set the maximum contribution for an individual. A . e o
. . . ni
member will not be allowed to exceed this number in
thIS PAC CyCle Publish to Portal Yes Recag
MAXIMUM CONTRIBUTION
Max Contribution Individu: o - ‘
*
Max Contribution Corpora’ -_m_
.
Active Contributions Vv
Set the maximum contribution for a corporation. The | Bublich 10 Portal Yes Recoq

corporation will not be allowed to exceed this number
in this PAC cycle.

Max Contribution Individu:
*

Max Contribution Corpora
*

Active Contributions v

Search for records

MAXIMUM CONTRIBUTION

© s so00

N i

Se\ect to enter data

10/19/2021
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Click on the command button Save

RAMCO Portal

Odo Membership PAq. . poAe .
¢ @

m PAC Cycle: New PAC Cycle - Personal - Microsoft Edge

2 https;//ramcosandbox.ramcoams.org

RAM @:c.i_o New PA(

[& DEACTIVATE i}

3] SAVE & CLOSE

PAC CYCLE - RA Save this PAC Cycle.

RPAC NeW PAC CYde =

6.2. PAC Set Up
6.2.1. Create a PAC Cycle
Open the Navigation Areas M G:d: Membership [ pacs >

| Peie=e

M DELETE - @ EMAIL A LINK - M run

> PACs ~

Product Hard Fund Soft Fund

RPAC Contribution Hard Dollar Fund Soft Dollar Fund

Choose the PACs Entity

Events Sales &

Membership

Setup Fundraising Data S
@ Member Types H PACs @ N
@ Committee Types Contributions m In
—
1ips E Committee Positions E Bulk Contribution PEld D
4 I
IE] Assaciations [ ] Palitical Candidate
Double click the row of a PAC to add a PAC Cycle for
it. + New M DELETE v = EMAILALINK

+ Active PACs ~

~/  Name P Product Hard Fund

RPAC RPAC Contribution Hard Dollar Fund
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Click the plus icon to add a new PAC Cycle o oo
=
Add PAC Cycle record.
ecognition Y... | Start Date ¥ End Date PAC Created On
2 14142022 1/1/2023 RPAC 12/22/2020 «
1 1/1/2021 1/1/2022 RPAC 12/22/2020 1°
Give the PAC cycle a name P .
2
v End Date PAC Created On
2022 1/1/2023 RPAC 12/22/2020 «
—‘ 2021 1/1/2022 RPAC 12/22/2020 1°
Set "Publish to Portal" to yes to allow members to New PAC C C|e __
make contributions at their convenience y =
n
Mame™ 2022 RPAC Cycle Start [
pac* RPAC End D
Publish to Portal - ‘Ixecog
Select to enter data
MAXIMUM CONTRIBUTION
Max Contribution Individu. -
*
Click on the picklist Publish to Portal value Yes New FAL LyCle =
Name ™ 2022 RPAC Cycle Start Date |
paC™ RPAC End Date ™
Publish to Portal Recognitio
Yes

MAXIMUM CONTRIBUTION

Max Contribution Individu:
*

Max Contribution Corpora
*
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Set the start date of the PAC Cycle oo
v
Start Date ™ - b
End Date ™ - Select to enter data
B
Recognition Year -
B
B
Set the End Date
v
Start Date ™ 1.1.2022| =R
End Date™ - b
Recognition Year - Select to enter data
B
B
Enter a recognition year. This must be a 4 digit
number.
v
Start Date ™ 1/1/2022 b
End Date™ 12.31.2022 & v b
Recognition Year -
B
B
Set the maximum contribution for an individual. A :::f e :‘:”DL
. . . n
member will not be allowed to exceed this number in
Publish to Portal Yes Recog

this PAC cycle.

MAXIMUM CONTRIBUTION

Max Contribution Individu: o
*

Max Contribution Corpora’ - m
*

Active Contributions Vv
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Set the maximum contribution for a corporation. The
corporation will not be allowed to exceed this number
in this PAC cycle.

Publish to Portal Yes Recag

MAXIMUM CONTRIBUTION

Max Contribution Individu: o $ 5000
*

Max Contribution Corpora’ -
* sE\m to enter data

Active Contributions ¥

Search for records jo)

Click on the command button Save

Membership BAC~ s BDAC

m PAC Cycle: New PAC Cycle - Personal - Microsoft Edge

1 https;//ramcosandbox.ramcoams.org

[§ DEACTIVATE i}

PAC CYCLE : R

RPAC NeW PAC Cyde =

National

RPAC Contribution
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