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Hello and welcome to the ezFramer Software Help Manual.  The manual is filled with color rich 
graphics and step by step documentation to show in detail the many features of ezFramer.   The 
manual covers all features found in ezFramer regardless of version.   If a feature is only found in 
the Basic or Full version, it will be mentioned.  Otherwise if not noted, the feature is found in all 
versions of ezFramer.   
 
You can download this manual online at www.ezFramer.com and check for any new changes or 
additions.  If there is a topic not covered which you would like to see included, please send an 
email to our Support Department.    
 
 
 
 
  
 
 
 
 

http://www.ezframer.com/
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How to Download ezFramer Software 
1. Go to www.ezFramer.com  
2. Enter your name and email address in the sign up form 
3. You will receive an email containing the instructions for both ezFramer and Express trials. 
4. Once installed onto your computer double click the ezFramer shortcut icon located on 

your desktop. 
 

Computer Requirements 
Windows 2000 or greater.   ezFramer is not compatible with Mac at the time of this writing the 
manual, unless it is the Mac/Intel processor. 
 
 

http://www.ezframer.com/


 

3-2 

© nuTech 2014  www.ezFramer.com 

33..  TThhee  SSeettuupp  GGuuiiddee  



 

3-3 

© nuTech 2014  www.ezFramer.com 

 
The Setup Guide is one of the first things you should walk through when you purchase ezFramer.  
This is where many of your program settings or “preferences” are configured. You will often use 
the Setup Guide to do more than just “set up” the program.  For example it is here you adjust 
pricing, set mark ups and perform vendor updates.    
 
To access the Setup Guide at anytime click File – Preferences – Setup Guide.  This chapter will 
give you an overview of each of the windows in the setup guide.   Many of the topic are described 
in greater detail later in the manual. 
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How to Use the Setup Guide 
Easily walk through the various areas of the program and configure your program settings. A new 
window will open when you click on each tab.  As you finish each window, click Next to move to 
the next window or click on a different tab. To exit the Setup Guide, click the Save and Exit button 
found at the bottom right of the main setup window. You can always return to the Setup Guide to 
edit any of your preferences.  
 
Listed below is an outline of the Setup Guide Tabs along with detailed information found on each 
tab.   
 

Company Setup Tab 

 

Company Information:   

 
 
Extended Address Line 1:  This is used to adjust your address which was used when 

registering the software.  It is not advised to change this as it can affect security 
settings.  

City:  Enter in your City.  This is displayed on your invoice printouts. 
State:  Enter in your State.  This is displayed on your invoice printouts. 
Zip Code:  Enter in your Zip Code.  This is displayed on your invoice printouts. 
Main Phone Number:  Enter your business phone number. 
2nd Line:  Fill in with a second line or leave blank. 
3rd Line or Fax:  Fill in with a 3rd line/fax or leave blank. 
Use Pre-Printed Envelopes:  Check this checkbox if you want to use the ezFramer 

envelope mail merge, but do not want to print a return address b/c you already use 
pre-printed envelopes. 
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Tax Information Tab 

 
 

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

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

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

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

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

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

 
 

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

 
 

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

 
 

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

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

 

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

Invoice & Work Order Settings Tab 

Liability Tab 
1. Use this tab to enter liability statements which will appear on your invoices and work 

orders.   Many users will use a liability statement to state they are not responsible for 
items which are left for more than X number of days.  

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

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

 
 

4. Enter a liability statement for your work orders in the text box in the bottom portion of the 
window. 

 
 

Headers and Footers Tab 
1. Enter any header statements to print out on your invoices.  The headers are often used 

for a single statement such as:  We Take Pride in Picture Framing”.  
2. NOTE:  Leave these blank if you do not want to print them. 
 

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

including Hours of Operation.  
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Fields to Print Tab 
Use this tab to specify which information you want to show on your invoices and work order. 
Check the items you want to appear and leave blank any items you do not want to appear on 
your printouts. 

 
 

Invoice Printing Options Tab 
1. Use this window to select the type of invoice style you want ezFramer to use when 

prompting you to print the invoice after you save a work order. 

 
 

2. Check the Print checkbox to indicate the invoice style you want to use. 
3. Enter the number of default copies to print in the Copies to Print field. 
4. Check the Auto Preview checkbox if you want to have the printout previewed onscreen 

prior to sending directly to the printer. 
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Work Order Printing Options Tab 
1. Use this window to select the type of work order printout you want ezFramer to use when 

prompting you to print the work order after you save a work order. 

 
 

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

3. Enter the number of default copies to print in the Copies to Print field. 
4. Check the Auto Preview checkbox if you want to preview the order onscreen prior to 

sending to the printer. 
 

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

 
 

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

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

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

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

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

 
 

Payments Tab 
(Basic & Full Versions) 

 

Types Tab 
Use this window to add or remove the types of payments you accept.   
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1. Use the Insert button to add a new type, use the Change button to change a type, or use 
Delete to remove a type from the list.  

2. The entries here will be reflected when you take a payment and need to select the “type” 
of payment from a drop down.    

 

Deposits & Prompts Tab 
Use this window to set your payment defaults.   

 
 
1. Enter a deposit percentage only if a deposit is required when entering an order.  This is 

not usually the preferred method as it only prompts after each order is entered, not when 
multiple orders are entered.  If uncertain, leave blank. 

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

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

 

Vendor Tab (opens a new window) 

 

Select Vendors Tab 
This window is where you will import your moulding vendors into your moulding database.   
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1. NOTE:  Make sure to subscribe to our Maintenance & Support Plan which gives you 
access to the latest vendor updates.  These are very important because they make sure 
your ezFramer has current pricing when pricing orders for your customers.  

2. See the Section on Vendor Updates for more information. 
 

Moulding Markup Charts Tab 
Use this tab to view and configure your mark up charts.  

 
 

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

2. Double click on a chart to view or change the markup settings.   
3. NOTE: You can also use the mark up chart button in the moulding database which gives 

you the feature to copy one chart to another.   (Basic & Full Versions only). 
4. See the Section on Markup Charts for detailed information. 
 

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

    
 

NOTE:  If you want to specify different defaults for various vendors, use the Waste Allowance tab 
located inside the mark up chart details window.  These settings are applied for all vendors 
unless indicated under a specific vendor’s markup chart.    
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1. Enter the waste allowance when the u.i. is less than 50.  (Standard is .33) 
2. Enter the waste allowance when the u.i. is greater than 50.  (Standard is .66) 
3. Enter a default discount to be applied to all your mouldings. 
4. Enter a min. retail amount per foot to charge on all mouldings.  
5. Enter a min. number of feet to use for all mouldings.  
 

Mat Vendors Tab 
Use this window to import the latest matboard vendor data.   

 
 

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

 

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

 
 

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

2. You can edit these categories.  See the section on pricing mats. 
3. NOTE: Typically, you do not need to changes these because it is the Price List where 

you define the actual Retail Price for each u.i. break point within each of these 
“Categories”.  

 

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

1. Use the Insert Change and Delete buttons to make adjustments to the list. Keep in mind, 
if adding a new design, you must set this up in your Price List to calculate a Retail Price.  
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2. Use the Change Name and Delete Name buttons if you want to Change & Delete the 
names from any drop down list and from the Price List as well.   

 
 

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

4. See section on Pricing for more information. 
 

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

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

 
See the section on pricing matboards for more information. 
 

Pricing Tab 

 
 

The pricing window is where all your retail prices are defined for items other than mouldings.   
See Section Price List for detailed information.   Basic & Full version users can also access 
the Price List by using the Price List icon along the top tool bar of ezFramer. 
 
Category Configuration (Button) (opens a new window) 
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Click this button to open a new window where you can configure drop down names, u.i break 
points, and Price List Rebuilds.  
 

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

 
 

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

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

 
 

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

 

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

 
 

When entering a new Fitting name, you will need to set retail prices using the Price List.  It is not 
recommended to change a name if retail prices are already associated with it.  Otherwise, you will 
need to remove the old listings, and create new ones using the price rebuild feature.  See 
section on Pricing for more information. 
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Misc. Tab 
The displayed list is what will appear in your Misc. drop down menu when taking a work order.    

 
 

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

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

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

 

Custom Break Points Tab 
This window defines your existing u.i. (united inch) break points.  The software comes with the 
industry standard break points, and it is suggested to only alter these if you are certain you want 
to set your own break points.    
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NOTE:  When changes are made, you will need to use the Save Changes button in the next 
window under the Change/Delete Category tab.  If you added any u.i. breakpoints, it is very 
important that you go to your Price List and enter in the retail amounts for those new u.i’s for each 
of your categories.  Otherwise, the program will not know what to price an item at when it comes 
up under that specific u.i.   See section on Pricing for more information. 

 

Change/Delete Category (includes Price List Save Changes button) 
1. This window summarizes your existing category names on the left.    
2. If you made any changes to the drop down names, custom break points, you need to 

click the Save Changes button.  This will rebuild and configure your Price List to reflect 
these changes.  It is very important to let this process happen undisturbed, otherwise it 
may not complete.    

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

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

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

 

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

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

 

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

 
 
Ever wonder why the invoice printouts are shifted to the right at the top?  This is to allow you 
room on the top left for your logo!   See Section Printing Logo. 
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44..  WWoorrkk  OOrrddeerrss  
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Enter Multiple Orders at the Same Time   
 

1. Click the Add Work Order button along top tool bar 
2. Click the add work order button again and a new work order will appear 

 
 
3. You can flip between work orders simultaneously without closing any windows by simply 

clicking on Windows along the top menu bar and select the orders you want to work with.  

 

How to Enter a Work Order 
1. Click the Add Work Order icon along the tool bar. 
2. You are now in the Work Order Screen. Your cursor starts in the Enter Image Size 

section of the order. Use the tab key to navigate through the Work Order Entry Screen or 
use the mouse to skip from one field to another. 

3. Enter the Image Size of the artwork in the Image Width and Image Height fields. 
Dimensions can be entered in fractions or decimals. If using fractions, put a space 
between the whole integer and fraction (i.e. 3 1/2) 

4. If using a Ready Made Frame, click the “Ready Made Frame” button in the upper left 
portion of the window.  

5. Two new fields will appear where you will enter in the width and height of the ready made 
frame. Enter the image dimensions in the “Image Width” and “Image Height” fields below 
the Frame width and height fields. 

6. If the order is not a Ready Made frame, proceed to enter in your mat width and height in 
the Mat width fields for Top, Bottom, Left and Right sides. 

7. The first entered top mat width size will become the default width for each remaining 
sidea (bottom, left and right). If you want to enter a mat size other than the automatically 
calculated size, simply type over the mat widths with your new mat width. Or select a size 
from the drop down list by clicking the black arrow next to each mat width field. 

8. If no mat or white space is required, you can leave the White Space fields blank. If you 
are going to enter White Space separately in the order, do not include white space in 
your Image Size; rather indicate white space in the appropriate fields by clicking the 
White Space button. 

9. Enter in your Mat Numbers in the fields to the right, from top mat to bottom mat. Enter in 
the first letter of the mat board vendor followed by the mat number, i.e.. A Bainbridge mat 
would be "B8460". For oversize mats, use "L" at the end of the number. i.e. "B8460L".  
This may vary depending on the format which is supplied from the vendor.  However, as 
a rule of thumb, most vendors use B for Bainbridge, C for Crescent (if supplied by 
Larson) and A for Artique.  

10. NOTE:  If a number is not recognized, try entering it with or without the letter in front of 
the number.   This varies from vendor to vendor.  If it is still not recognized, it may be a 
new mat item and you need to see if there has been an update.  

11. If using double mats enter in the bottom mat number in the bottom mat field. If using 3 
mats, enter the 2nd mat into Mid 1 field, if using 4 mats enter the 3rd mat in the Mid 2 
field. Make sure to select the exposed amount you want for each mat using the drop 
down arrow or by typing it in manually. 
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12. Next specify the type of cut you want for your mats in the Styles/Designs fields. Does 
your mat require additional openings? If so, enter in manually or by using the arrow 
buttons. 

13. Tab down or click in the Frame Numbers field, line 1. Enter in the outer frame number in 
the first field. If an inner frame or fillet is used, use fields 2 and/or 3. The program will 
calculate the footage required and the price per foot.  

14. Frames are coded by the frame number followed by the first 3 letters of the vendor. i.e. 
LeWinter frame 9975 would be 9975Lew. You can search for a frame by number or 
vendor at any time without closing your current window, by clicking the moulding 
database icon at the top of the screen.  

15. If the moulding is a fillet, notice the Fillet check boxes that appear near the matboard 
fields. Check the Top check box if the fillet goes above the top mat, inside the lip of the 
frame... such as a liner. Likewise, checking the Mid 1 check box means the fillet goes 
between the Mid 1 mat and the Top mat, etc. 

16. Next choose the Type of Glass to be used. Select from the drop down list by clicking on 
the black down arrow.  

17. Select the Type of Mounting required if any. Again, select using the down arrow. 
18. Select the Type of Fitting required using the down arrow.  
19. The next 5 fields are Miscellaneous options that can be customized to include any 

additional work needed on the piece. Examples are laminating, stretching, extra labor 
charges, brass plates, etc.  

20. Pressing the tab key or using your mouse will take you to Special Instructions/Condition 
of Art. Information written here will be printed on work orders for reference. Special 
Instructions could be "Do Not Call at Home" or "Call When Completed". 

21. Enter an Image Description in the Image Description field to the lower left. This is a 
required field when saving a work order. 

22. For any Additional Information, select the information required from the drop down list. An 
example would be "Attach Info onto Back".  

23. The tab will take you next to the Due Date calendar. You can manually alter the due date, 
by clicking on the calendar next to the Due Date fields, click the day you want and then 
click the green check mark in the lower left hand corner. You can set your default due 
date by the number of days required, in the Setup Guide. 

24. Select the name of the person taking the order by clicking the down arrow next to the 
Entered By field. This is a required field for saving the order.   

25. NOTE:  You can set a default name to appear in the Entered By field from within the 
Setup Guide. 

26. You can change the Quantity for duplicate orders. Note: the work order totals will indicate 
the added amounts. 

27. For the Discount, click in the field at the bottom of the entry screen and select the 
appropriate discount using the up and down arrows. Or enter in manually. You can enter 
in negative discounts to increase the price of the order. An example would be to increase 
an order by 20% for a Rush order. 

28. If you want to mark the order as a rush order, click the Rush checkbox at the bottom left 
of the window. You can also mark the order as a Quote or as Tax Exempt. 

29. Before saving the Work Order, click the New Name or Customer Search button in the 
middle left side of the screen to enter a new or existing customer. 

30. To save the Work Order, click "Save Work Order" button in the lower right hand corner of 
the screen. If any of the required fields are not entered, you will be prompted to fill in 
these fields. (required fields are: Customer Name, Image Description and Entered By). 

31. You can have ezFramer automatically print the work order, invoice or to prompt you to 
take a payment once the order is saved, Use the Setup Guide to make these settings. 

 

Offering Work Order Discounts  
1. Inside the Work Order locate the Discount field at the bottom of the order.  
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2. Enter in the discount amount using the scroll box by clicking the up or down arrow.   
3. The order totals will adjust accordingly.  
 

Work Orders with Multiple Openings 
There are different ways one can choose to enter an order in ezFramer which involves multiple 
matboard openings.  Although ezFramer will specify the number of openings per mat, it does 
diagram out the measurements for where those openings are placed on the mats.   We have 
provided one of the ways our users will enter such an order.  You can choose to use this method 
or use your own. 
 

1. The key here is the designating the image height and width properly so when the mat 
width is specified the proper outer image size will be calculated.   

2. Using a separate sheet of paper draw a diagram of the multi-opening mat.  (you will 
attach this to the work order b/c you will use the diagram to specify the layout and the 
inside distances…hang on and you’ll understand) 

3. Measure the distance from the top of the image closest to the top of the mat to the 
bottom of the image which is closest to the bottom. This is your Image Height. 

4. Enter this height in the Image Height Field. 
5. Measure the distance from the farthest left image side to the farthest right image side. 

This is your image width. 
6. Enter the width in the Image Width field.  
7. Determine the outer mat width from each of the outside image edge to the corresponding 

mat edge. So if from the top of the mat to the top of the image is 2 inches, enter 2 inches.  
But if the bottom edge of the mat to the lowest bottom image is 3 inches, enter 3 inches 
for the Bottom. If you enter mat widths based on Total Mat Width then enter the desired 
Total Mat Width. 

8. Enter these measurements in the mat width fields. 
9. Enter in the Mat number in the mat fields as you normally would. 
10. Indicate the number of mat openings using the up and down arrows. 
11. In the Special Instructions box state a layout drawing is attached. 
12. Staple the layout to the work order printout.   
13. NOTE: It is a good idea to include the customer name and your name on the attached 

diagram incase they get separated.   
 
 

Adjust Price for an Item When in a Work Order (a.k.a. 
Override Onscreen Pricing) 

1. When inside an order click in the yellow field which holds the item’s retail price. 
2. A green arrow will appear indicating the override feature is turned on. 
 

 
 

3. Highlight the existing total dollar amount and replace it with your new price. 
4. Pricing is now adjusted for that item in that work order.  
5. To put the pricing back to the original price simply click the green arrow again. 
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6. Please note the pricing is only altered for the current work order, not for future orders.  To 
change a price permanently then you will need to use the Price List. 

7. Trouble shooting tip:   When in an order and the override does not appear to save, make 
sure the “Pending” check box is not checked (in the bottom left of the window).   When 
this check box is checked, this means the order is locked of any changes.  

 

Enter Item Numbers & Prices on the Fly in a Work Order 
1. Click in the field of your choice. 
2. Precede the number or item name with an asterisk (*).   

 
 

3. Enter the number or item name. 
4. Enter the retail price in the yellow price field (a green arrow will appear indicating the 

override feature is turned on. 

 
 
5. You will be prompted to add the new item if Glass, Mount, Fitting, or Misc., click Yes. 
6. Note:  When entering mouldings, make sure to enter the width and per foot retail amount 

so the proper footage will be calculated. 
 

 
 

Moulding Discounts (when taking an order) 
1. From inside the work order click in the Discount field located in the Frame Number 

section. 
2. Use the up and down arrows to adjust the discount percentage. 
3. The price for that moulding will adjust accordingly. 

 
 
4. Please note:  Do not confuse the moulding discount with a work order discount feature at 

the bottom of the window.  The work order discount feature will discount the entire order, 
even if you have entered a moulding discount. 

Default Moulding Discounts   
1. To set a default discount for your mouldings, go to File – Preferences – Setup Guide. 
2. Click on the Vendor tab. 
3. In the window which appears click the Default Moulding Settings tab. 

 
 

4. Enter the discount percentage in the Default Moulding Discount field. 
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5. Close the window by either clicking Next till it closes or just click the “X” in the top right 
corner 

6. You can now click Save & Close to exit the setup guide. 
 

Edit Work Order after Saving 
1. Click the Customer History window button along the tool bar. 
2. Locate the Work Order for your customer . 
3. Double click on the row which lists the specific work order you want to edit. 
4. Click the Change Order button (clicking View Order will allow you to look at the order but 

will NOT save any changes you make). 

 
 

5. Enter any changes to your order. 
6. When finished click Save Changes 
 
 
 

Copy a Work Order 
 
1. When in the Customer History Window simply select the work order you want to copy by 

clicking in the “M” column so a red arrow appears.  M stands for Marking.   
2. Then click the Copy Work Order button on the bottom right.   It will tell you the “record” or 

order has been copied and you will see that a new Invoice and work order have been 
created.   

3. There are a few things to keep in mind when copying an order: 
4. You must go into the order to update the order after copying.   .  
5. If you had a payment on the original order it will not carry over and when you update the 

order the payment received will be set to zero. 
6. Discounts will not be carried over.   To apply a discount open the order and then save it.  
7. If you want to change the customer name on the copied order to a different customer, 

use the instructions for Changing the Customer for an Order. 
8. Qty’s will be kept when copied.  To change it, open the order, make the change and then 

save it. 
9. If prices in your Price List have been updated since the original order was taken, the 

prices will be updated when you open and save the order.  If you must keep the original 
pricing, then open and use the over-ride feature. Remember you can open more than one 
order at a time thus allowing for easy switching back and forth.  You’ll see the list of 
opened orders by clicking Window along the menu bar.  
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55..  QQuuootteess  
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Change Quotes into Orders and Orders into Quotes 
using the Customer History Window 

1. Click the Customer History icon button along the tool bar (Basic and Full versions can 
also access this through the Pending List window). 

 
 
2. Locate the Work Order for your customer. 

 
 

3. Double click on the row which lists the specific work order you want to edit. 
4. Click the Change Order button (clicking View Order will allow you to look at the order but 

will NOT save any changes you make). 

 
 

5. Check the Quote check box in the bottom left of the work order screen. 

 
 

6. Click Save Changes button at bottom right. 
7. Now you can see in the Customer History window the work order has a “Q” in the first 

column in the row indicating it is a Quote.   

 
 

8. Note:  To turn a quote into a work order, follow the above steps but rather than check the 
checkbox, uncheck the checkbox and click Save Changes. 

9. Full and Basic Versions can also change the status of an order from the Pending List 
window or using the Change Work Order Status button at the bottom left. 
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Change a Quote status using the “Change Work Order 
Status” button in Custom History Window 
(Basic & Full Versions only) 
 

1. Highlight the order you want to change. 
2. Note:  you only have to Single click, double clicking will take you into the order entry 

window itself.    
3. Click the Change Work Order Status button at the bottom left. 

 
 
4. In the Change Work Order Status window which opens, you have a number of status 

options.  
5. For Quotes, check or uncheck the Quote checkbox. 

 

 
 

6. Use the Work Order Date and Due Date fields in the top right of the window to adjust 
dates appropriately.   

 
 

7. Click Save Changes. 
8. The status is now changed and can be viewed in the Customer History window. 

 

Change Quote into a Work Order using the Pending List  
(Basic & Full Versions only) 

 
1. Click the Pending List button along the tool bar.  

 
 

2. In the Browse Active Orders window which appears, click the Browse Quotes button at 
the top left of the window. 

 
 

3. Here is a list of all the orders marked as Quotes.   
4. Highlight the order you want to change. 
5. Note:  you only have to Single click, double clicking will take you into the order entry 

window itself.    
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6. Turn the Quote into an order using the Quote checkbox in the bottom left of the window 
or use the Change Work Order Status button.   

 
 

7. If using the Change Work Order Status Button, uncheck the Quote checkbox. 

 
 

8. Click Save Changes. 
9. You will be prompted with a message box asking if you want to update the Work Order 

date to Today and Reset the Due Date.  (This will prompt you only in the Pending List 
Window since most Status changes occur here). 

10. Select Yes or No. 

 
 

11. Now your Quote which was the Browse Quotes section, will now be listed in the Browse 
Open Orders section (click Browse Open Orders button and the order will be listed). 

 

Change a Work Order into a Quote using the Pending 
List window 
(Basic & Full Versions only) 
 

1. Click the Pending List button along the tool bar. 

 
 

2. In the Browse Active Orders window which appears click the Open Orders button at the 
top left of the window. 

 
 

3. Here is a list of all the orders marked as Open Orders.   
4. Highlight the order you want to change. 
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5. Note:  you only have to Single click, double clicking will take you into the order entry 
window itself.    

6. Turn the Order into a Quote using the Quote checkbox in the bottom left of the window or 
use the Change Work Order Status button.   

 
 

7. If using the Change Work Order Status Button, check the Quote checkbox in the window 
which appears. 

 
 

8. Click Save Changes. 
9. Now your Order which was in the Open Orders section, will now be listed in the Quotes 

section (click Browse Quotes button and the order will be listed). 
 

 

Print a Quote after it is Saved  
1. Open the Customer History window.  
2. Locate the order for your customer. 
3. Click the “Print Action List” drop down at the bottom right of the window. 
4. Select the type of Invoice you want to print. 

 
 

5. The Invoice will be printed as a “Quote” with the text “Quote” in the upper right corner.  
6. Note:  If you have the program set to prompt you to print after saving an order, the 

“Invoice” prompt will print out the Quote with “Quote” in the upper right corner.  
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66..  IInnvvooiicceess  
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Invoice Layout Styles 
1.  “Invoice No Details” give a summary of the order without giving your customer a break 

down of how much each item cost.  
2. “Invoice w/ Details and Pricing” will give the details of the order along with a price 

charged for each item.  
3. “Statement”:  This invoice is a line item printout which can be used to run a range of 

dates or specific work orders on an invoice.   
4. Note:  You can set ezFramer to have a default style used for automatic printing when 

taking orders, but you can always choose another style using the Print Action List from 
the Customer History Window and the Pending List Window.  

 
Invoice No Details: Statement:  
 (Basic & Full Versions only) 
 

              
 
Invoice w/ Details and Pricing: 
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77..  PPrriinnttiinngg  
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Print Invoices Automatically 
This feature allows you to enter an order and when you are finished saving your orders, the 
software will automatically ask you if you want to print the work order and invoices at that time.  
This feature helps streamline the order entry and customer service process.  

 
1. Click File – Preferences – Setup Guide. 
2. Click the Invoice and Work Order setting tab. 
3. Click Invoice Printing Options Tab. 
4. Check the appropriate checkbox for which Invoice style you want to use as your default 

Invoice style. 

 
 
5. For the selected Invoice type, enter the number of default copies to print. 
6. Check the Auto Preview checkbox if you want to have the printout previewed onscreen 

prior to sending directly to the printer. 
 

Print Work Orders Automatically 
1. Click File – Preferences – Setup Guide. 
2. Click the Invoice and Work Order setting tab. 
3. Click Work Order Printing Options Tab. 
4. Check the appropriate checkbox for which Work Order style you want to use as your 

default work order style. 

 
 

5. It is recommended to use the Work Order with Retail Pricing RED printout as this is 
shown to hold the most useful information for work order printouts. 

6. For the selected Work Order style, enter the number of default copies you want printed 
7. Check the Auto Preview checkbox if you want to have the printout previewed onscreen 

prior to sending directly to the printer. 
 
 

Print a Work Order from the Customer History Window 
 

1. Click the Customer History window button along the tool bar (Basic and Full versions can 
also access this through the Pending List window). 
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2. Locate the Work Order for your customer. 
3. Highlight the order by Single clicking the row, do not double click the order as this will 

take you directly into the order entry window itself. 

 
 

4. Use the Print Action List drop down at the bottom right of the window to select the 
printout of your choice.   (Press the black down arrow and you will see the list appear, 
use your mouse to select the printout). 

 
 

5. Note:   If you receive a message “No Marks Found Aborting” this simply means you need 
to reselect the work order, even though it may be highlighted, you must single click on the 
exact order again to let the software know this is the order you are to work with.  

6. If your settings are set to Auto Preview in the Setup Guide, then the order will preview on 
the window. 

7. Click the Printer icon at the top of the Preview window to send to the default printer 
8. If you want to cancel and NOT print, then simply click the big red X located at the top 

right of the preview window and you will be returned to the previous window. 
 

 
 

Preview a Printout Using the Customer History Window  
Note:  To preview printouts, make your settings are set to Auto Preview in the Setup Guide 
under the Invoice & Work Order Options tab, then the order will preview on the window, 
otherwise it will go directly to the printer. 

 
1. Click the Customer History window button along the tool bar (Basic and Full versions can 

also access this through the Pending List window). 

 
 

2. Locate the Work Order for your customer.  
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3. Highlight the order by Single clicking the row, do not double click the order as this will 

take you directly into the order entry window itself. 
4. Use the Print Action List drop down at the bottom right of the window to select the 

printout of your choice.   (Press the black down arrow and you will see the list appear, 
use your mouse to select the printout). 

 
 

5. Note:   If you receive a message “No Marks Found. Aborting” this simply means you need 
to reselect the work order, even though it may be highlighted, you must single click on the 
exact order again to let the software know this is the order you are to work with.  

6. Click the Printer icon at the top of the Preview window to send to the default printer. 
7. If you want to cancel and NOT print, then simply click the big red X located at the top 

right of the preview window and you will be returned to the previous window. 
 

 
 

Preview a Printout Using the Pending List Window  
(Basic & Full Versions) 

Note:  To preview printouts, make sure your settings are set to Auto Preview in the Setup 
Guide under the Invoice & Work Order Options tab, then the order will preview on the 
window, otherwise it will go directly to the printer. 

 
1. Click the Pending List window button along the tool bar (Basic and Full versions can also 

access this through the Pending List window). 

 
 

2. Locate the Work Order for your customer.  
3. Highlight the order by Single clicking the row, do not double click the order as this will 

take you directly into the order entry window itself. 

 
 

4. Use the Print Action List drop down at the bottom right of the window to select the 
printout of your choice.   (Press the black down arrow and you will see the list appear, 
use your mouse to select the printout). 

 
 



 

7-5 

© nuTech 2014  www.ezFramer.com 

5. Note:   If you receive a message “No Marks Found.. Aborting” this simply means you 
need to reselect the work order, even though it may be highlighted, you must single click 
on the exact order again to let the software know this is the order you are to work with.  

6. Click the Printer icon at the top of the Preview window to send to the default printer. 

 
 

7. If you want to cancel and NOT print, then simply click the big red X located at the top 
right of the preview window and you will be returned to the previous window. 

8. If prompted to Clear Marked Orders, click Yes.  Clicking No will keep the order selected. 
 

Print Your Company Logo on Invoices 
Two things you need to know about printing logos on your invoices are 1) the format of the image 
file of your logo and 2) telling ezFramer to use the image file 
 

1. The image file must be a bitmap (.bmp) 
2. The image file must be named “complogo” 
So the whole name would be:  complogo.bmp 
 
3. If your logo is not in a bitmap format, you can use any graphics program to save it to a 

bitmap.  You can even use your basic Windows Paint program. 
4. Copy or save your new complogo.bmp file into the nuTech (or ezFramer Express) 

directory.  The nuTech (or ezFramer Express) directory is located in your Program Files 
on your C drive.    

5. Now inside ezFramer click on File – Preferences – Setup Guide 
6. Click the Logo tab at the far right. 

 
 

7. Click the Get Logo Image button. 

 
8. In the Select Logo window which appears, you should see the complogo file listed there. 

(If it is not there, make sure you saved the file in the nuTech (or ezFramer Express) 
folder). 

 
 

9. Select the complogo file and click Open. 
10. Your logo will be displayed. 
11. Click the Save and Exit button 
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12. Note:  Keep your logo as square as possible because that is how it will be displayed.   If 
your logo is not square, try creating it so the background image is square with your logo 
placed in the center.   This way, it is kept in proportion.  

13. Now when you print or preview a work order, the logo will be displayed in the top left 
corner of the invoice giving you a nice professional look! 

 

Print Customer Statements from the Customer History 
Window 
(Basic & Full Versions only) 
 
By Date Range: 

1. Locate the customer you are running the statement for. 

 
 

2. Locate the invoice which holds the work orders (the list of invoices are at the bottom left 
of the window). 

 
 

3. Select Print Customer Statement from the Print action List at the bottom right of the 
window. 

 
 

4. In the window which opens, select your dates.  Do not worry about the other options, 
those will not apply. 

 
 

5. If your program is set for Auto Preview, you will see the statement displayed on the 
screen and you can see if it is giving you the information you want. 
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88..  RReettaaii ll  IItteemmss  &&  

IInnvveennttoorryy  
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Retail Items Database & Inventory   
(Basic & Full Versions or Retail Inventory Add On) 
 

1. Click Browse – Inventory Items. 
2. In the Browse Items database you will see all your previously entered Items which you 

had created and added to your database.   If you have not created any items so far, the 
window will be blank. 

 

 
 

3. Click the Add Item button at the bottom right of the window. 

 
 

4. An Adding a Retail Item window will appear.   

 
 

5. Enter in all the appropriate information you want to include.   
6. When you enter the price, make sure to enter in wholesale amount along with a markup 

to generate a retail price.  If however, you do not have a wholesale amount, you can 
enter the retail price as the wholesale with a markup of 1.   If you only enter in a Retail 
Price, it will zero out because this is a calculation field, not a regular entry field. It is 
advised however to set a wholesale price for reference.  

7. You can also se a Consignment Percentage however, this feature has not fully been 
completed for reporting purposes as of the time of this writing.  You can use the field for 
reference however. 

8. Click on the tab labeled Inventory. 
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9. Here you can enter any information regarding inventory levels you want to maintain such 
as Quantity on Hand, Re-Order Level (this is useful with the Retail Re-Order Reports in 
the Reporting features). 

10. When finished click Ok. 
11. Your new item is available in the database.  Make sure to use the UPC features and 

Barcode printing to make checkout a breeze! 

Add a Retail Item to a Custom Framing Work Order  
(Basic & Full Versions or Retail Inventory Add On) 
 

1. Click Add Work Order icon. 

 
 

2. Click the Other Items button on the left of the window. 

 
 

3. The view will change to the List of Items view. 

 
 

4. Click Add Item to Order button at the bottom right. 

 
 

5. The Add Item window will appear. 
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6. If the item is in the database, enter the Item Number in the Item Number field and tab out.   
7. When you tab out all the information you have stored for that item will automatically fill in.  
8. If the item is not recognized by the system it will open the Retail Items database window 

for you to locate the item. When you find it, double click the item to select it for your work 
order. 

9. If the item is NOT in the database (such as in the Basic version which allows you add an 
item to a work order, but not keep a retail item database), simply check the Item Not in 
Inventory Database checkbox at the top of the window. 

10. Enter in all the appropriate information including the Qty and Price fields.   
11. NOTE:  If the item is in your database but you want to adjust the price here, you will need 

to still check the Item Not in Inventory Database and then you can change the price.   
The reason is you may have an item which is offered with 2 different prices, therefore, the 
system will not recognize the price as a database price b/c it technically is NOT in the 
database.     

12. When ready, click the Add Item to Work Order button. 
13.  To copy the Item Description over to the Work Orders’ Image Description field,  simply 

click the Copy Item Description to Image Description button at the lower left of the 
window.  

 
 

14. When finished, return to the Work Order view by clicking the Order Entry button on the 
left.  
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15. Notice the dollar amount of the Retail Item is included on the bottom of the window in the 
Items Total field.   
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Understanding the Customer History Window 
The customer history window is where all your customers and their orders, past and present are 
stored.   This is a great window and you can do a lot with it.  
 

1. Click on the Customer History window button at the top of your toolbar. 
2. The top portion of the window lists your customer names and addresses.  This is where 

you can add,edit or delete customers by using the buttons on the right.  
3. To quickly locate a customer type the customer last name in the “Enter Customer Last 

Name” field at the top of the window.  You can change the sort order and then enter a 
Company Name to search on. 

4. Tab out of the search field and the software will highlight the customer name.  If a 
customer is not found, it will highlight the next closest match. 

5. The lower left portion displays a box which lists all the invoices for the customer.  An 
invoice can have multiple work orders attached to it, and these work orders are displayed 
in the larger box/area to the right of the invoice box.   

6. When you highlight an invoice on the left, you will see the work orders displayed on the 
left. 

7. Work order details which are displayed on the screen are: Work Order number, 
Completed Status, Pickup Status, Due Date, Image Description, Work Order total, and 
Amount Due.  (Some of these are not available in the Express version). 

8. You can change the status of orders using the Change Work Order status buttons on the 
bottom left. (This is not available in the Express version). 

9. You can also use the Accept Payment button at the bottom left to receive and record 
payments to any customer with a balance.  (This is not available in the Express version).  

10. If you want to print a work order, invoice or statement, you can use the Print Action List 
(you can also select Accept Payment from here too).  

11. Along the right side of the work order section there are a 3 buttons: 
Delete Invoice & Work Orders:  Use this button only if you want to delete both the invoice 
and any attached work orders.  Keep in mind if there are any payments which had been 
taken on the orders, then you cannot delete the work order or invoice.  
 
Edit or Add Work Orders to Selected Invoice:  Use this button if you have to add a work 
order onto a specific invoice which had already been saved.   This button will take you 
into the work order entry window, but through a different process so make sure to read 
the section titled: Edit or Add Work Orders to Existing Invoice.    
 
Add New Invoice & Work Order:  This button will add a new work order and invoice, 
however it is not recommended to use this button.   The reason as odd as it may seem is 
because it is much easier and quicker to add an order using the Add Work Order button 
along the top tool bar.   This button was one of the original features in ezFramer and as 
functionality has changed we decided to leave the button in for those who at the time 
requested the button.  This will probably be removed in the future.  
 
Copy Work order:  Highlight the work order you want to copy and click this button.  A new 
work order will be created with a new invoice.   

 

Add Customer Names & Addresses (using the Customer 
History Window) 

1. Click the Customer History Window along the top tool bar. 
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2. Click the Add Customer button on the right. 
 

 
 

3. In the window which opens fill in all the appropriate information. 

 
 

4. Make sure to select a name under the Entered By drop down, this is a required field.  
5. The required fields are:   Entered By, First Name, Last Name.   
6. Fill in as much information as you can, it will prove useful when and if you ever need to 

contact your customer.   
7. Click Save Changes. 
8. Your new customer is now added! 

 
 

Edit Customer Names & Addresses 
1. Click the Customer History Window along the top tool bar. 

 
 

2. Highlight the customer name you want to edit (use the search feature to locate your 
customer by last name). 

3. Click the Edit Customer button on the right. 

 
 

4. In the window which opens, edit any information you want to change. 
5. Click Save Changes when finished. 
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Change Customer Name on a Work Order 
 

1. Open the Customer History window by clicking the Customer History icon along the 
toolbar. 

 
 

2. Locate the work order you want to make changes to. 
3. Do not open the work order, just highlight it. 
4. Click the "Edit or Add Work Orders to Selected Invoice" button. 

 
 

5. In the window that appears highlight the order(s) you wish to edit. 
6. Click on the Edit Order button. 

 
 

7. Click the Change Order button when prompted. 

 
 

8. Click the Customer Search button on the left of the order entry window. 

 
 

9. Locate the correct customer and click the Select Highlighted Customer button. 
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10. Click the Save Changes button. 
10.11. Click the Save Work Orders button in the Browse Work Orders window. 

 
 

Assign a Customer Name to a Nameless Work Order 
1. Go to Browse – All Work Orders 
2. Select Order and click Change button 
3. Click Change Order when Prompted 
4. Click Customer Search button and select customer name 
5. When finished click Save 
6. You’ll be prompted to confirm change of name and click Yes.  Order is now changed or 

assigned to customer. 

Delete Customer Names & Addresses 
It is not recommended to delete customer names and addresses simply because you never know 
if you will want to contact them in the future or if they will come back as a repeat customer.   
However, if you choose to delete a customer: 
 

1. Click the Customer History Window along the top tool bar. 

 
 

2. Highlight the customer name you want to edit (use the search feature to locate your 
customer by last name). 

3. Click the Delete Customer button on the right. 

 
 

4. Note:  You cannot delete a customer if there are any invoices and work orders listed for 
that customer.   And you cannot delete any invoices and work orders if there are 
payments which have been received.  
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5. When asked to confirm the deletion click Yes or No. 
6. Your customer will now be deleted. 

 

Import Customer Names & Addresses 
NOTE:  It is a good practice to make a backup of your data incase you do not import your 
customer list properly and want to start over.  Simply restore your data and try again. 
 

1. Inside ezFramer click File – Import Data. 
2. Select Customer Data. 

 
 
3. In the “Choose a File” window, locate the file you want to import.  It must be in a .csv 

format. 

 
 

4. Click OK. 
5. The import window will appear. 
6. Click the Show Fields button at the bottom left. 

 
 

7. Map the field names from the left (your file) to the ezFramer field names on the right by 
dragging and dropping. 

 
 

8. When ready, click Start. 
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9. Your customer information will be imported.    

 

Export Customer Names & Addresses 
 

1. Inside ezFramer click File - Export Data. 
2. Select Customer Data. 

 
 

3. A window will appear which has export settings in it.   Leave all the defaults as they are.  
3.4. Click the Start Button at the bottom Left of window. 

 
 

5. When finished the window will close.  
6. Your file will be located in your program directory 
7. The name of the file is called CUSTOMER.CSV.  CSV is an excel format without any 

special formatting.    
8. You can copy the file to another location if you want.    
4.9. When you open the file you will see a number of columns (address, state, email, etc), and 

can delete anything you don't want to keep. 
 

 

Add Customer Names & Addresses (using the Work 
Order Entry Window) 

1. To add a new customer while inside the work order entry window, click the New Name 
button at the top left side of the window.    
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2. In the window which is displayed enter in the information for your customer. 
 

  
 

3. When finished click Order Entry button in the same section. This will bring you back to 
the work order entry side of the order. 

 
 

4. Your new customer is now displayed at the top of the work order screen.  
 
Another method is to use the Customer Search button which is right below the New 
Name button.   
1. Click the Customer Search button at the left of the window. 
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2. The window will change to a search window displaying your customer names. 

 
 

3. If your customer is listed in this window, either double click or highlight the name then 
click the Select Highlighted Customer button at the bottom of the window. 

4. If however, your customer does not appear to exist, simply click the Add Customer button 
at the bottom right of the window.  

5. Enter the customer information and when finished click Save Changes. 
6. Now go back to the Order Entry view by clicking the Order Entry button at the top left of 

the window and you will see the customer name along the top of the order.  

 
 

7. Now you can finish taking the order or save the order.   Remember assigning a customer 
is a requirement for properly saving an order.   If you do not have a customer and try to 
save the order, the software will take you to the New Name view to force you to add a 
customer.  You can choose to go to the Customer Search window if you prefer by just 
clicking the Customer Search button. 
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Setting Customer Default Discounts 
1. Open the Customer History window by clicking the Customer History button along the top 

toolbar. 

 
 

2. Locate the customer you want to work with. 
3. Click the Edit Customer button, or double click on the customer name. 

 
 

4. In the Edit window that appears, you will see a Customer Discount field in the lower right. 

 
 

5. Use the up and down arrows to adjust the discount percentage or just type directly in the 
field. 

6. When finished click Save Changes. 
7. You will be returned to the Customer History window. 
8. Now when you enter an order and save it to the customer, you will be asked if you want 

to apply the discount or not and will remind you what the discount percentage is. 
 
 
 

 
 

Calculate Customer Total Purchases 
1. These totals do not include Tax amounts.   
2. Highlight the customer from the Customer History Window and click Edit Customer on the 

right. 
3. In the window that appears click the Calculate Total Purchase button at the bottom of the 

window and the new total will appear at the top right of the window.   
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Understanding the Pending List Window 
(Basic & Full Versions only) 
 
The pending list is a window which allows you to view the status of your orders.    The window is 
constructed in 4 formats, Open Orders, Completed Orders, Account Receivables, and Browse 
Quotes.    
 

Open Orders:   This view displays any order which has not been marked as completed and 

is still in the store.  It is still “open”.  

Completed Orders:   This view displays orders which are no longer open but are marked 

as “completed” and have not yet been picked up by the customer.  When an order is marked as 
“Picked Up”, it is removed from this view, but will still appear in the Customer History window. 

Account Receivables:  This view displays orders (regardless of status) which have 

remaining balances.  

Browse Quotes:  This view displays all orders which are marked as Quotes.  Quotes can 

be changed into Open Orders by clearing the Quotes checkbox.  
 

To change a single work order’s status: 

1. Mark the order you want to work with so a red mark appears to the left. 

 
 

2. If the order is an open order, click Browse Open Orders button at the top left.  

3. If the order is a completed order, click Browse Completed Orders button at the top left. 

4. If the order is a Quote, click the Browse Quotes button at the top left. 

5. Check the appropriate check box in the green box at the bottom left to change a status. 

 
 

6. You can also click the Change Work Order Status button which offers more details and 
options. 
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7. Once your changes are made click Save Changes if in the Change Work Order Status 
window. 

8. Now your order will be moved to the appropriate status display.   For example, if you had 
a Quote and you unchecked the Quote box, it will automatically be moved to the Open 
Orders view.   

 
 

To change the status on multiple work order’s at once: 
Depending how your tracking system is set up, it may be that at the end of each day you take all 
the completed work order copies and want to update a number of orders to change them from 
open to completed.   We have made this easy! 

1. In the Pending List window, go to the view you are working with.  In our example we will 
go to the Open Orders view by clicking the Browse Open Orders button. 

2. Holding your CTRL key down on your keyboard, click on each row for each of the orders 
you want to upgrade to completed.   

 
 

3. To unselect a highlighted row, simply click the row again (all the while holding your CTRL 
key down). 

4. Once your orders are highlighted, click the Update Multiple Work Orders button at the 
bottom left of the window. 

 
 

5. In the window which appears select the status you want to update your orders to. 
 

 
6. ezFramer will then process those records and move them to the Completed Orders view.   

To view them, click the Browse Completed Orders button.  
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7. To move an order back to its previous setting, simply follow the same steps but select the 
new appropriate selection you desire. 

8. When finished, click Close. 
 

View Accounts Receivables 
(Basic & Full Versions only) 
 

1. Click the Pending List window icon along the top tool bar. 
 

  
2. Click the Browse Account Receivables button at the top left of the window. 
3. Here you can view the orders which have not been paid. 

 
 

4. To print a statement from here, use the Print Action List drop down. 

 
 

5. You can also print individual Invoices for each order from this window.  
6. Note:  Remember you can use the mailing feature to print mailing labels and envelopes 

to your customers!   
7. Note:  You can take payments from this window too! 
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Receive & Allocate Customer Payments  
(Basic & Full Versions only) 
 
You will hear the terms used as “receiving” and “allocating”.  The difference between the two is 
receiving refers to receiving a payment as you would imagine, it is a general term.  But we also 
use the term allocating because when you receive a payment you can allocate that payment to 
various orders.  For example a $100.00 payment which is “received” can be “allocated” between 
4 different orders where $25.00 is then applied to each of those 4 orders.    
 

1. Payments can be received from any “Print Action List” drop down or any “Accept 
Payment button”.  These are found in the Customer History window and the Pending List 
window, either location follows the same steps.  

 
 

2. In the Customer History window locate the customer that you want to take a payment for. 
3. Click Accept Payment button at the bottom left of the window (bottom right in the Pending 

List window). 

 
 

4. The Accepting Payment for… window will appear.   This window will display payments 
received on the left and then the payment allocation on the right.   If it is blank, there are 
no payments yet made. 

 
 

5. Click Add Payment button. 

 
 

6. The next window which opens is the Accepting/Allocating a Payment Window. 
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7. Here you can see the list of work orders which have a balance (even a partial balance). 
8. You can view the Work Order number, date, and amount due.   
9. The Allocated Amount field will automatically fill in when you enter a Payment amount in 

the Payment amount field (more on this later).  
10. If you are allocating a single payment to multiple orders or even a single order which is 

not the most outstanding order, you will want to enter the dollar amounts in this column 
for the specified order(s). 

 

 
 

11. Enter in the appropriate information in the fields on the right. 

 
 

12. Check or Approval Number is not a required field but is helpful when referencing check 
numbers. 

13. Type of Payment:  This is a required field, just select the type of payments from the drop 
down.  (These payment type names can be edited in the Setup Guide) 

14. Payment Amount:  This field will automatically fill in with the total amount specified if you 
had already entered your allocated amount(s) where the work orders are listed.  
Otherwise, enter your received amount here.   The payment will automatically be 
assigned to the oldest balance first.  (This is why if you want to pay off a newer order, you 
would enter the dollar amount manually in the work order section of the window).   Now 
that is flexibility! 

15. The Total Amount Due after the Allocated payments will be shown below the payment 
amount field. 
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16. You can view the Total Due amount on All Work Orders, in blue at the bottom of the 
window.    

 
 

17. When ready click the Accept/Allocate Payment button to accept the payment. 
18. You will then be taken to the Accepting Payment window where you can review the 

payments taken.   
19. Click Close. 
20. When you return to the previous window either the Customer History window or the 

Pending List window, you will see the new Amount Due will reflect the payment taken.   
21. Remember you can now print out an invoice showing the new balance due by using the 

Print Action Lists! 
 
 

Accept Payments Automatically When Saving an Order   
(Basic & Full Versions only) 
 

1. To set ezFramer to prompt you to take a payment when you save an order go to File – 
Preferences- Setup Guide. 

2. Click the Payments tab. 

 
 

3. Click the tab labeled Deposits and Prompts. 

 
 

4. Enter a deposit percentage in the deposit field only if you require a mandatory deposit 
when the order is placed.   This option will only work when taking a payment from within a 
work order and is not recommended. The percentage will not be reflected when 
prompting for a payment. 

5. Leave Prompt to accept a deposit after taking each work order unchecked.  You can 
change this later. 

6. Check Prompt Accept payment after all work orders have been saved.  
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7. When finished, click the Save & Exit button. 
8. Now when you are finished saving work orders for a customer, you will be prompted if 

you want to accept a payment from the customer. 
9. When you click Yes, it will take you to the Accept Payment window where you can record 

the payment.  
10. The payment will be viewable on both the work order and the invoice printouts. 

 
 

View Account Receivables 
(Basic & Full Versions only) 
 

1. Click the Pending List icon along to top toolbar. 

 
 

2. Click the Browse Account Receivables button at the top left. 
3. This will display the work orders which have an outstanding balance.  

 
 

4. The window displays the due date, First Name, Last Name, Corporate Name, Work Order 
Number, Image Description, Work Order Date, Work Order Total, Received, Amount Due 
and Paid status.  

5. Tag/mark a work order for the customer you want to take work with. 
6. To print invoices for the marked orders, simply use the Print Action List drop down.  

 
 

7. To receive payments for the customer to whom the work order belongs to, click the 
Accept Payment button at the bottom right of the window. 

 
 

8. Remember to use the mailing labels feature when mailing invoices! 
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Customer Credits 
1. Open the Customer History window. 
2. Locate the customer and click the Edit Customer button. 
3. In the Credit field, enter the credit amount you want to apply to the account. 
4. Click Save Changes. 
5. Next time you go to take a payment for the customer, you will be prompted to apply the 

credit.   
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1122..PPrriicciinngg  
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One important area when using ezFramer, is learning how to setup your retail prices for the items 
you sell or which are used as part of the work order entry process.  
 

1. Click the Price List icon along the top toolbar.  (Express users must use the Setup Guide 
by clicking File – Preferences – Setup Guide and click the Pricing Tab.) 

 
2. When the window opens, the item/category names on the left. 
 

 
3. Highlight an item and the list on the right will sort by that item.  You will see all the ui 

break points for that item. 
4. The columns are represented below: 

M:  This is the column to tag/mark an item 
United Inch: This gives the u.i. breakpoint for each item.   Each item has a multiple ui 

breakpoints, therefore each breakpoint is a separate item.  
Width & Height:  This represents the item’s width and height.  These are not required 

fields. 
Method of Pricing:  This lets you know which style of pricing is used.   UI is the default 

method of pricing used.  The symbol for Multiplier is the blue ruler, and for Styles and 
Designs it is an “SM” which is used for special mat designs such as v-groove, oval 
cuts, etc. (Keep in mind when using Multiplier method, there are specific steps which 
must be followed to properly set this up.  Please refer to the section for Multiplier 
pricing). 

Category Name:  This is the name of the item.  A category consists of multiple items, 
however the terms can be used interchangeably.    

Multi/Retail Amt:  This is the numerical value which is used to define the actual Price 
which you will charge your customers. “Multi” stands for multiplier should you want to 
use the multiplier method of pricing for example, 5.  Retail stands for the regular retail 
price such as $15.00.   (See section on Multiplier Method Pricing) 

Last Update: The last time you made a change to the price. 
Minimum Amount to Charge: An option you can set for that item at that u.i. breakpoint.  

This means that the price will at least be what is entered here.   
 

Edit or Change an Item’s Price in the Price List 
1. To change a price, open the Price List. 

 

 
2. Locate the Category Name in the list on the left. 
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3. Highlight the item you want to work with on the right. 
4. Double click in the Multi/Retail column and enter your new price.  

 
5. Use the down arrow to move from row to row . 
6. Click Close when finished.  
7. Your new price will appear when you enter your next work order. 

 

Delete a Single Item from the Price List 
1. To delete a price, open the Price List. 

 
2. Locate the Category Name in the list on the left. 

 
 

3. Highlight the item you want to work with on the right. 

 
 

4. Click the Delete Price button on the bottom of the window. 

 
 

5. Click Close when finished.  
6. Note:  When deleting a price, it will no longer be possible to price an item at that deleted 

u.i. break point.  Only delete a price if you are certain you do not want to use that u.i. 
break point for the item.  

 

Delete a Category Name from the Price List 
1. To delete an entire category name from your price list open your Setup Guide by clicking 

File – Preferences – Setup Guide. 
2. Click the Pricing Tab. 
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3. Click on the Category Configurations button at the top right. 

 
 

4. In the window which appears, click the last tab labeled Change/Delete Category.  

 
 

5. Locate the name of the category you want to delete. 

 
 

6. Click the Delete Name button. 
7. You will be prompted to confirm the deletion, click Yes. 
8. The category will be removed from the price list and any drop downs. 
9. When finished, close the window by clicking the x in the top right corner.   

 
You do not have to click Save Changes, as that will rebuild your pricing, and is not 
necessary at this point. 

 
 

Add a Price in the Price List  
 

To add a price open your price list involves 2 main steps, one, create the names of the new 
categories and then set the pricing.  
1. Open the setup guide by going to File – Preferences – Setup Guide. 
2. Click on the Pricing tab. 

 
 

3. Click the Category Configuration button at the top right. 

 
 

4. Click the tab which names the drop down you want to place your new item (i.e. Glass) 
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5. Click Insert to add the new name. 

 
 

6. Enter the new name. 

 
 

7. Click Ok when finished 
8. You will be prompted to add a new name, click Yes or No 
9. It is advised that if you have more than one name to add, to enter all your item names for 

each drop down at this time before Saving your changes.   This will save you time. 
10. If you have not set up your u.i. breakpoints do so by clicking the Custom Break Points 

tab.   
11. When finished with all your new names, click Next until prompted to Save Changes at the 

last tab. Click Yes if you made changes or click No to cancel and not save the changes at 
that time.  

 
 

12. If you click Yes, the software will configure your new settings, this may take a few 
minutes as it creates the items for each u.i breakpoint.   

13. When finished, it will read “Build Complete” along the top of the window.   You do not 
have to click Save Changes again; just click the x in the upper right corner to close the 
current window. 

 
Now you must set your actual retail pricing.   

 
14. Once back at the main Pricing tab window, locate your newly created category name on 

the left. 
15. You will see the list on the left sort by that category name and each item will appear for 

each u.i. breakpoint. 

 
16. Double click in the Multi/Retail column and enter the new retail price.  You will notice the 

software by default enters “1” in this column.  This is simply to alert you that a dollar 
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amount must be set up.  We have found if it is at $0.00 and an order is taken, it is easier 
to overlook a $0.00 price while a $1.00 is more of a “red flag” that a price is not set up 
yet. 

 
17. When finished move on for each u.i. break point for that Category Name. 
18. Click Save and Exit to exit the Setup Guide when you are done.   

 
19. Note:  Each time you Rebuild your price list by clicking the Save Changes button (as 

mentioned above), the software automatically creates a 1 u.i. breakpoint for each 
category name.  This is to allow you the option in the future to enter a multiplier price for 
that category name should you want to change your pricing method.   It is recommended 
to leave the 1 u.i in the price list, it does not affect your retail pricing in the least.  

 
 

Increase/Decrease Multiple Prices by Percentage 
(Basic & Full Versions Only) 
 

1. Go to the Price List by clicking the Price List icon along the top use the Setup Guide by 
clicking on File – Preferences – Setup Guide and click the Pricing tab. 

2. Locate the items you want to adjust pricing for by clicking on the Category Name on the 
list on the left. 

 
 

3. Then mark the items on the right you want to adjust.  A red mark will appear to the left of 
each item. 

 
 

4. When ready, click the Increase or Decrease Pricing by Percentage button at the bottom 
of the window. 

 
5. In the window which appears, Enter the percentage amount in the percentage field either 

directly or by using the up and down arrows.   Move the arrows up to increase and move 
the arrows down to decrease.  
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6. When ready click the Update Multiplier or Retail Pricing button on the right. 
7. The software will now calculate the new prices and will be reflected immediately.  
8. When finished, click Close.    

 

Pricing Matboards 
Pricing out matboards are different than other items because they are based on a range of 
wholesale costs which are divided into category.  Our default prices are based on industry 
averages. 
 

1. Open your Setup Guide by clicking on File – Preferences – Setup Guide and click on the 
Vendors tab. 

 
 

2. In the window which opens click on the Mat Categories tab. 

 
 

3. Here you will see each category is based off a range of wholesale costs.  

 
 

4. Make any changes using the Insert, Change or Delete buttons. 
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5. If inserting, enter the appropriate information as follows: 
Category Name:  Select from the drop down list or type a new Category Name. 
Description:  Enter a description for reference. 
Category Type:  Select from the drop down list, in this case only Mat will be listed. 
Starting Price:   Enter the starting wholesale price for this matboard category. 
Ending Price:  Enter the ending wholesale price for this matboard category.    
Make sure not to overlap prices.  
Check the Lock Record checkbox. 

6. When finished click OK to close the window. 
7. Open your Price List (either through the Price List icon in the toolbar or using the Price 

List in the Setup Guide by clicking the Pricing tab.) 
8. Locate the first category (i.e. Category 7) in the list on the left. 
9. You will see the u.i. break points for the Category 7 category.   Edit the pricing for each ui 

by entering in your new retail price in the Multi/Retail Amt. column. 

  
 

10. Repeat the process for each matboard category.  
11. When finished close the Price List window or Setup Guide.  
12. Note:  If you find the pricing for mats do not appear, use the Add, Edit or Rebuild button 

in the matboard database window (this feature is not in ezFramer Express).   Then click 
the Rebuild Categories from Existing Category Names button in the window which opens.  
Once finished rebuilding, your new mat prices will appear when you enter your next work 
order. 
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To open the moulding database, click the Moulding Database icon along the top toolbar. This is 
where you can view and edit the moulding database. The database contains all the moulding 
numbers which have been imported into ezFramer 

 

Sort Database by Vendor 
 

1. Click the Vendor Button located at the bottom of the window. 

 
 

2. Click on the vendor name in the Vendor List box to the left. 

 
 

3. If you do not see one of your vendors in the vendor list, then you have not yet 
imported the moulding data for that vendor.(see Section for Importing Vendors). 

4. Your moulding database will now be sorted by the vendor name which you clicked. 

 
 
 

Find a Specific Moulding Number 
 

1. Type the moulding number in the field at the upper left of the window.  

 
2. Press the tab key on your keyboard. 
3. The moulding number will be highlighted to the right in the database window.  

 
 

4. If your moulding number is not in the database the program will search for the next 
closest match. 
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Use the Search Wizard to Find Multiple Mouldings 
1. Click the button with the magnifying glass in the lower right corner. 
2. You will be prompted to restore the previous search criteria, click No for a new search. 
3. You will now be in the Search Wizard. 

 
 

4. If prompted to restore previous search criteria, click No. 
5. Click the Finish button at the bottom right of the initial wizard screen. 

 
 

6. In the Search Screen window you will see the various fields you can perform a search for. 

 
7. In the appropriate field, enter the text for your search. For example to search for all 

mouldings from a certain vendor, click in the Vendor Name field and enter the vendor’s 
name. 

8. When ready, click Begin Search. 

 
 

9. You will be prompted to Select, Edit or Cancel. Click Select. 
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10. The Wizard will close and you will see all records which match your criteria will be 
marked by a red arrow. 

 
 

11. You can deselect individual records by clicking in the row for that moulding number. You 
can also unmark all records using the marking buttons by clicking the button with the 6 
blue dots.  

 
 

12. Press the button again to hide the marking buttons.  
13. You will need to reopen your window to refresh the database after unmarking the 

records. 
 
 

Delete Moulding Numbers 
1. Click the Moulding Database icon along the top toolbar. 

 
 

2. Locate the moulding number you wish to delete using the search field at the top left and 
tab out to jump to the item number. 

 
3. Click in the M column to mark the individual record.  A red arrow will appear.  

 
4. To delete more than one at a time, you can mark more than one record (or use the 

Search Wizard as described in the Search Wizard section).  
5. Then click the button with the big red x at the bottom of the window. 

 
6. The program will immediately delete the number, so make sure you have the proper 

mouldings marked.   You can use the Show Marked button (by clicking the button with 
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the 6 blue boxes) to show only those you have marked so you can review them easier.   
You can also use the Search Wizard.  (see above). 

7. When finished, reopen the window to refresh the database.  
 

Edit or Change Moulding Information 
1. Locate the moulding number you wish to Edit. 

 
 

2. Click in the M column to mark the individual record.  

 
3. A red mark will appear, indicating that the moulding is marked. You can also double-click 

on that moulding record.  
4. Click the Edit Moulding Number button located in the bottom right of the window. The Edit 

Window will appear. 

 
 

5. The Edit Window gives the details about the selected moulding number.  You can adjust 
any information as you want.  

 
Moulding Number:  This is the number provided by the vendor.   This should correspond 

with the number on the actual sample.  
Moulding Width:  The width of the moulding, not the sight width.  This is the 

measurement used to calculate the footage required for your framing project.  These 
numbers are provided by the vendor.  

Length Price:  The cost per foot based on ordering by Length. 
Chop Price: The cost per foot based on ordering by Chop. 
Joined Price:  The cost per foot based on ordering by Joined. 
Retail:  This is only used in rare situations where a user creates their own moulding and 

does not specify Length/Chop or Joined.  It is not recommended to use this field. 
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Markup Chart to Use:  The Markup Chart name used to determine the retail price per 
foot you will charge your customers.   

Vendor Name:   The name of the Vendor.  This must match the Markup Chart name in 
order to price out properly. 

Special Charge Description 1:  Used to describe an additional charge. 
Special Charge Amount 1:  The amount to charge which corresponds with the 

Description 1.  This is to be used as a formula entry otherwise use the Additional 
Charge field. 

Special Charge Description 2:  Used to describe an additional charge. 
  
Special Charge Amount 2: This is to be used as a formula entry otherwise use the 

Additional Charge field. 
Additional Charge:  An additional charge which can be applied on a per foot basis.  Use 

this before using the Special Charges.  
Moulding Type:  The type of moulding.  You can select the type of moulding from the 

drop down.  This is for reference only. 
Moulding Description:  The description of the moulding as supplied by the vendor.   Not 

all vendors supply descriptions.  
Bin Number or Location:   Specify a storage bin number or location for the moulding.  

This location identifier will print out on the work order for easy reference.  
Moulding Number & Vendor:  This is the way you will enter the number when taking an 

order.   The moulding number + the first 3 letters of the vendor’s name.  
UPC:   The UPC for the moulding number which can be scanned when entering an order.  

These are provided by the vendor, if they supply the information. 
Moulding Status:  This is relating to inventory levels.  It will display Yes if you have in-

stock quantities and will display No if you are below inventory levels. 
Re-Order Level:  The level of footage at which you want to re-order more moulding. 
Qty. in Stock:   The amount of footage you have available in stocke. 
Rabbet Depth:  The depth of the moulding rabbet.  This is not always supplied by the 

vendor. 
Do Not Update When Importing Checkbox:   Check this box if you made manual 

adjustments to the data which was supplied by the vendor. This will prevent the data 
from readjusting when the vendor sends out an update.  For example, if your vendor 
charges $4.50 per foot, but you want to specify $6.00 per foot regardless, and do not 
have the  checkbox checked, the next time the vendor sends an update (maybe the 
new price is $4.75), the $6.00 which you set, will be changed to the updated price of 
$4.75.  To avoid this, make sure the checkbox is checked.   

 
 

6. If you do not want the data to be overwritten next time you import the vendor’s 
information (i.e. Joined Price, Chop Price, Length Price etc) then check the Do Not 
Updated checkbox at the bottom left of the window.  Information not provided by the 
vendor (such as Bin Number) will never be overwritten. 

7. Click the OK button in the lower right corner when you are finished making your changes. 
 
 

Add a Moulding Number Manually  
 

1. Click the Add Moulding Number button located in the bottom right of the window. 

 
 

2. Required fields to enter are: 
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Moulding Number (do not include the vendor code, just enter the item number) 
Moulding Width 
Enter a Cost Price (this may be Length, Joined, or Chop, depending on the 

pricing method you have specified for the vendor in your Markup Chart.) 
Enter a Mark up Chart to use.  Simply click in the markup charge field.  A window will 

appear to select or add a mark up chart.  Express users will see a drop down list they 
can select from.  (See Mark Up Chart Section).   

Enter the Vendor Name.  Once a markup chart is assigned, enter the Vendor Name as 
well.   If it does not appear automatically, then you must enter it EXACTLY as it 
appears in the Markup Chart window. 

3. The other fields are as follows and are not required fields:  
Moulding Number:  This is the number provided by the vendor.   This should correspond 

with the number on the actual sample.  
Moulding Width:  The width of the moulding, not the sight width.  This is the 

measurement used to calculate the footage required for your framing project.  These 
numbers are provided by the vendor.  

Length Price:  The cost per foot based on ordering by Length. 
Chop Price: The cost per foot based on ordering by Chop. 
Joined Price:  The cost per foot based on ordering by Joined. 
Retail:  This is only used in rare situations where a user creates their own moulding and 

does not specify Length/Chop or Joined.  It is not recommended to use this field. 
Markup Chart to Use:  The Markup Chart name used to determine the retail price per 

foot you will charge your customers.   
Vendor Name:   The name of the Vendor.  This must match the Markup Chart name in 

order to price out properly. 
Special Charge Description 1:  Used to describe an additional charge. 
Special Charge Amount 1:  The amount to charge which corresponds with the 

Description 1.  This is to be used as a formula entry otherwise use the Additional 
Charge field. 

Special Charge Description 2:  Used to describe an additional charge. 
  
Special Charge Amount 2: This is to be used as a formula entry otherwise use the 

Additional Charge field. 
Additional Charge:  An additional charge which can be applied on a per foot basis.  Use 

this before using the Special Charges.  
Moulding Type:  The type of moulding.  You can select the type of moulding from the 

drop down.  This is for reference only. 
Moulding Description:  The description of the moulding as supplied by the vendor.   Not 

all vendors supply descriptions.  
Bin Number or Location:   Specify a storage bin number or location for the moulding.  

This location identifier will print out on the work order for easy reference.  
Moulding Number & Vendor:  This is the way you will enter the number when taking an 

order.   The moulding number + the first 3 letters of the vendor’s name.  
UPC:   The UPC for the moulding number which can be scanned when entering an order.  

These are provided by the vendor, if they supply the information. 
Moulding Status:  This is relating to inventory levels.  It will display Yes if you have in-

stock quantities and will display No if you are below inventory levels. 
Re-Order Level:  The level of footage at which you want to re-order more moulding. 
Qty. in Stock:   The amount of footage you have available in stocke. 
Rabbet Depth:  The depth of the moulding rabbet.  This is not always supplied by the 

vendor. 
Do Not Update When Importing Checkbox:   Check this box if you made manual 

adjustments to the data which was supplied by the vendor. This will prevent the data 
from readjusting when the vendor sends out an update.  For example, if your vendor 
charges $4.50 per foot, but you want to specify $6.00 per foot regardless, and do not 
have the  checkbox checked, the next time the vendor sends an update (maybe the 
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new price is $4.75), the $6.00 which you set, will be changed to the updated price of 
$4.75.  To avoid this, make sure the checkbox is checked.   

 
4. Click OK when finished or Cancel to cancel the operation. 
5. A new empty “Add Moulding” window will appear so you can enter another number.    
6. If you are finished, simply click the Cancel button. 
 

Create/Edit a Mark Up Chart 
1. Go to File – Preferences – Set Up Guide. 
2. Click the Vendors tab along the top. 

 
 

3. In the window which appears, click the Mark Up Chart tab. 

 
 

4. Double click the name of the Mark Up Chart that matches the vendor. 

 
 

5. The window which appears holds the details for the markup chart. 

 
 
6. Select the type of mark up to base your mark up on.  Length, Chop or Joined.  For 

example if you base your pricing off the length cost, select Length Price.  If chop, then 
select Chop Price, etc. This usually corresponds which how you order the moulding. 

7. In the section beneath that, you need to enter your mark up ranges.    
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The two types are a Flat Markup style or a Sliding Scale.   We have described the two in 
detail below explaining how to enter the details for each.   The picture above is an example of 
a sliding scale.  
8. When finished, click OK to close the window. 
 

Flat Markup Style 
The simplest markup style is a Flat markup.  This means that regardless of the wholesale cost, 
you mark it up by “x” times.  So a 3 time markup for a moulding which costs $5.00 per foot would 
be $15.00 retail price.  

1. To enter a flat markup enter .01 in the first column in Row 1.   
2. Then enter an Ending Cost of 99.00 in the next field to the right in the column labeled 

Ending Cost.  
3. Enter your markup in the Markup Column to the right. For a 3 time markup, enter 3.  
4. So you would now read row one as such, “Any moulding costing you between 1 penny 

per foot and $99.00 per foot receives a 3 times markup”.  
5. NOTE: Do not worry about the remaining rows if they are already filled in.  The preceding 

row(s) always take precedence.   However you can zero them out if you prefer. 
 

Sliding Scale Markup Style 
The other type of markup is a “Sliding Scale” markup.  This means that different cost ranges will 
receive different markups.   For example a $5.00 moulding may receive a 3 time mark up while a 
$7.50 cost would receive a 2.75 markup. 

1. To enter a Sliding Scale markup, enter the first row of details by entering your starting 
cost of .01 (one penny) in the first column in row one.    

2. Then enter your ending cost for this first range, in the Ending Cost field to the right.  
3. Then enter in the Markup to be applies to mouldings which fall in this range in the Markup 

Column to the right.  
4. Repeat this process for your next cost range in row 2.   
5. Notice the Starting Cost in row 2 has automatically filled in for you.  Express Users may 

need to simply enter in the Ending Cost row and Mark up Row and when you close the 
window the Starting Cost will be calculated.  

6. You would repeat this process until all your levels are filled in.  
7. NOTE:  You do not have to fill in all the rows if you do not want to.  If there are entries 

already filled in, the preceding rows take precedence.  However you can zero out the 
fields if you prefer. 

 

Delete Vendor Data Before Installing Updates 
Check this box if you want to delete your mouldings from the database before importing.  You 
would use this feature if you always wanted "only" the items that the vendor sends out each time.  
If you do not check this box, then mouldings which are no longer carried by the vendor will still 
remain in your database.  By default ezFramer does not delete mouldings or mats before 
importing.   
 
Please note:  If you use ezFramer to track inventory for items such as moulding, this delete 
feature will remove any inventory associated with those items.   If you keep inventory do not 
check this box. 
 

Copy a Markup Chart 
(Basic & Full Versions only) 
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1. Open the moulding database by clicking the Moulding icon along the top toolbar. 

 
 

2. Click the Mark Up Chart button at the bottom of the window. 

 
 

3. Highlight the Mark Up Chart you want to copy (do not double click, just highlight the row). 

 
4. Click the Copy Markup Chart button at the bottom left. 

 
 

5. In the window which appears, click the black drop down arrow and select the name of the 
vendor from you are creating the mark up chart for.  If it is a new vendor, you may be 
prompted to Add New Vendor?  Click Yes and enter any appropriate contact information. 

 
 

6. Your markup details should already be entered because they are a copy of the markup 
chart you are copying.  You can make changes however if you want. 

7. Click the OK button. 
8. The new mark up chart will appear in the window. 
9. Click Close to close the window.  

 
 

Moulding Waste Allowance & Additional Charges (per 
vendor) 

The data in this section for each vendor overrides the regular default settings under the 
Default Moulding settings tab.   In other words, information entered here is applied only to the 
Vendor associated with this markup chart.   
 
1. Click the Moulding Waste Allowance tab found when adding/changing the markup chart 

details in the Setup Guide. 

 
 

2. Enter in waste allowance calculations specific for this Vendor if different than the program 
defaults.  For example any moulding less than or equal to 50 u.i will receive .33 
allowance.   Adjust these numbers if you need to make changes for this vendor only.  If 
you are unsure, leave as they are. 
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3. Enter in any minimum retail amounts you want to apply on a per foot basis specific to this 
Vendor only.   This will override the regular program defaults under the Default Moulding 
Settings tab.  If you are unsure, then leave blank. 

4. Enter in any additional charges you want to apply on a per foot basis specific to this 
Vendor only.   This will override the regular program defaults under the Default Moulding 
Settings tab. If you are unsure, then leave blank. 

5. When finished Click OK. 
6. Close the window by clicking the x at the top right of the window or click Next until you 

return to the main Vendor tab. 
7. If finished, click Save and Exit to exit the Setup Guide.. 

Access Vendor Updates 
If you are online where you are running ezFramer: 

1. Click Help along the menu bar at the top of your window inside ezFramer. 

 
2. Select Download Vendor Updates. 

 
 

3. This will begin the download process.  When prompted to select if you want to Run, Save 
or Cancel, click Run. 

4. Note:  If you choose Save, it is important that you have removed any previous vendor 
update files which have been saved on your computer.  We only suggest Saving the file if 
you have a slow dial up connection. 

5. The program will begin to download.  If prompted to Verify Publisher, click Run. 
6. The Vendor Install wizard will appear.   
7. Click Next through each prompt until asked for a password. 
8. Enter the password supplied by nuTech.  (Keep in mind, these passwords are only 

supplied to those with an active and current Maintenance & Support Plan.  Our plans 
are very affordable, please contact us to subscribe). 

9. NOTE:  Passwords are always case and space sensitive. 
10. Continue clicking Next until the wizard begins installing the vendor update files. 
11. When it is finished/completed, click Finish.  The update will automatically update any 

vendors which need updating.   If this is the first time downloading a vendor update you 
must Import your data manually following the instructions in the next section. (See 
Section on Importing Vendor Updates) 

 
Using vendor updates when there is no internet connection where ezFramer is installed. 
In a situation where your store does not have an internet connection, we allow the option to save 
the update file from the internet and then you can take it to your store and run the install there.   
Follow these steps: 
 

1. Click the vendor update link in the email you receive  
2. You will be prompted to choose if you want to Run, Save or Cancel, click Save 
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3. NOTE:  Make a note where you are saving your vendor update file to because you will 
need to locate it when it is finished saving to your computer.   

4. When finished saving to your computer, you will want to copy the file to a removable 
disk/media storage such as a thumb drive or CD.   If using a thumb drive, you can save 
the file directly to the thumb drive. 

5. Take the saved file to your store computer and open the removable disk or CD so you 
see the vendor update file (the file will have a .exe extension. 

6. Double click on the file and follow the prompts on each window 
12. The Vendor Install wizard will appear.   
13. Click Next through each prompt until asked for a password. 
14. Enter the password supplied by nuTech.  (Keep in mind, these passwords are only 

supplied to those with an active and current Maintenance & Support Plan.  Our plans are 
very affordable, please contact us to subscribe). 

15. NOTE:  passwords are always case and space sensitive. 
16. Continue clicking Next until the wizard begins installing the vendor update files. 
17. When it is finished/completed, click Finish.  Now you must Import your data into your own 

moulding database.  (See Section on Importing Vendor Updates.  This is a required step 
to properly import your vendors).   

Import Moulding Vendor Data (manually) 
Note:  Importing the vendor data only needs to be performed manually the first time you import 
vendors.   From then on, your moulding and mats will update automatically when you run a 
vendor update. 
 

1. Inside ezFramer, Click on File - Preferences - Setup Guide. 
2. Click on the Vendors Tab. 

 
 

3. In the window which opens, you will see under the first tab (Select Vendors) a list of 
moulding vendors available for you to import.  

 
 

4. Select the moulding vendors you wish to import by clicking to the left of each vendor 
name (a red check mark will appear).  You can scroll up and down using the up and 
down arrows in the box. 

5. You will see the update date to the right of the vendor.  The list is by default sorted 
alphabetically however, you can sort the list by update date by clicking the Update 
column header.  Click the Vendor column header to return the sort order by vendor 
name.  (This column is only in the Full & Basic Versions). 

6. Click the Import Vendors button in the center of the window. 
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7. NOTE: If you are importing vendors for the first time, you must make sure to edit the 
settings on your Mark Up Chart for that vendor.  Do this by clicking Next which will take 
you to the Mark Up Chart window. (See section on Markup Charts). 

8. The imported vendors will be listed on the right along with the number of Records 
(moulding items) which have been imported.  

 
 

9. Your ezFramer is now updated!   
10. Click the x in the upper right corner to close the window to return to the main Setup Guide 

window. 

 
 
11. Exit the Setup Guide and your new prices will be reflected in your next orders. 

 

Moulding Inventory 
(Full Versions or Inventory Add on Only) 
It is important to understand when working with inventory, levels will change based on work 
orders using the moulding.   Some adjustments may be needed to be made manually. 

Receive Product 
1. Open the moulding database window. 
2. Highlight the moulding number you want to work with. 
3. Click the Receive Prouct button at the bottom of the window. 
4. Enter a Bin Number or Location. 
5. Enter the quantity received. 
6. Enter a cost per foot. 
7. When finished click Ok.    
8. Keep in mind this is for “receiving inventory”, each time you enter an order received it will 

add it to the in stock inventory.  As you use the moulding number in work orders, the 
appropriate stock will automatically be removed. 

Order Product 
1. Open the moulding database window. 
2. Highlight the moulding number you want to work with. 
3. Click the Order Product button at the bottom of the window. 
4. Enter the quantity ordered. 
5. You can make any adjustments needed in the other fields if need be.   
6. Click Ok when finished. 
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Click the Matboard database icon along the top toolbar. 

 
 

1. Here you will see all your imported matboards.  
2. To locate a specific mat number, enter the mat number in the “Find Mat” search field at 

the top left of the window.    

 
 

3. Press the tab key on your keyboard and the database will jump to that number.   If the 
mat is not found it will highlight the next closest match.  

 
4. The database contains the following information: 

Mat Number:  This is the number given by the vendor.   Depending on how your vendor 
supplies the numbers, they may vary.  For example, Larson Juhl supplies the mat 
numbers with a B, C or A preceding the number (i.e. C1000).  While other vendors 
may just provide the number.    

Color:  This is the description the vendor uses to describe the mat.   Not all vendors send 
this information, but most do. 

Oversize: If the vendor sends us a specific notation that an item is over sized, it will be 
displayed here.  Do not assume just because this field is not marked, that it is not 
oversized.   This completely depends on if the vendor supplies us this information. 

Status Symbol: The next column will display either a red X or a green checkmark.  This 
indicates if there are any errors with the data.  If you find there are a number of red 
x’s then perform a Rebuild and that will typically make the required steps to correct 
the data.    

Category:  This is the price category where that matboard falls into.  Remember that 
matboards are placed in a price category based on it wholesale cost.   Within that 
category are your united inch break points which is where your retail price is set.    

Wholesale Cost:  This is the wholesale cost provided to us by vendor.   This does not 
necessarily mean this is the exact price you will be charged because you may have 
different incentives or pricing structure which is between you and that vendor.  This is 
the general cost provided to us by the vendor. 

Category Description:  This is the description of the category the mat falls into.  
Vendor:  The name of the vendor who supplied the data which you imported.   

5. To view the details of a listed mat, double click on the row or use Edit Matboard button.  
6. Use the Add Matboard button to add a mat or use the Delete Matboard button to Delete a 

matboard.  
7. The details window provides the following information: 
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Mat Number: This is the number you should enter when entering a matboard.  This 

number is provided by the vendor themselves.  Keep in mind, different vendors may 
use different numbers for the same mat, so enter the number as supplied by the 
vendor. 

Mat/Item Type:  This is the type of Mat.  This information is provided by the vendor if 
they supply it. 

Mat/Item Color:  This is the description of the Mat.  This information is provided by the 
vendor if the supply it.  

Vendor/Supplier Name:  This is who has supplied the information.  In other words if you 
imported Crescent, then it Crescent is the Vendor.   

Manufacturer Name:  This is typically the same as the Vendor Name. 
Category Price:  This is the matboard category name which the mat item falls into.  

Remember, the categories are based on wholesale cost ranges.    
Category Description:   This is the description given for the matboard category for this 

item. You can edit these in the Setup Guide.  
Height x Width:  This gives the Height and width of the mat.  If the vendor supplies these 

details it will appear here.   
Oversize:   This will say Yes or No depending on the settings.   
Do Not Update: Check this box if you do not want to update this information next time 

you do a vendor import.  Leave it blank if you want to always use the data supplied 
by the vendor.  

Beginning Inventory Qty:  Specify your beginning quantity here.    
Re-Order Quantity:  Specify the reorder level.   
Currently in Stock:  Enter the amount in stock.  This is used to determine the total cost 

of inventory you have.   
Wholesale Cost:  This is the cost from the vendor to you.  This is provided by the 

vendor. 
Tot. Mat Whsle Amt:  This mean the Total Mat Wholesale Amount based on how much 

you have in inventory.  
NOTE:  Keep in mind, it is very difficult to manage matboard inventory due to scraps.  If 

you need to find an inventory cost, make sure to check your actual inventory levels. 
Markup Percentage:  If you want to specify a percentage to mark up the cost of the 

matboard.  This is not commonly used, but needed for certain pricing situations.  
Item UPC Symbol:  This is the UPC number provided by the Vendor.  This will 

correspond with the UPC on the corner samples.    
Quantity to Order:  Enter a number to order.   This will automatically be filled in by the 

Re-Order Quantity field when you go below the reorder level.  
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Date Ordered:  Specify the order date.  
File Name & Location of Color:  If you want to specify a file to show the color.  Click the 

Change Color button and the path will be displayed here.  
Color:  This will display the image.  This must be a .jpg file format.  
Is This Mat on Order:  Specify if a mat is on order or not. 

8. When finished, click OK. 
 

 

Remove Duplicate Matboards by Deleting a Vendor 
From the Database 
 
It is not too uncommon that at some point you may have imported one mat vendor’s data, and 
then later imported a different vendor which included also the line of mats from the original vendor 
you had imported.  Because these are provided by 2 different vendors, the program will not 
remove the previous information.    Follow these steps if you find you want to remove a vendor’s 
matboard data from your matboard database.  

1. Open your matboard database by clicking on the matboard icon along the top toolbar. 

 
2. Click the Search wizard button which at the bottom of the window (it has a magnifying 

glass on it). 

 
3. The wizard will appear.  Simply click Finish (don’t worry, by going directly to Finish you 

save a few steps. 

 
 

4. In the Vendor Field, type in the name of the vendor/supplier you want to remove.   For 
example, you only want Larson-Juhls database and need to remove the data which you 
had imported directly from Bainbridge.   
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5. Click the Begin Search button at the bottom of the window 
6. When prompted to Select, Edit or Cancel, click Select. 

 
 

7. The program will then select all the mats that are from that Supplier with a red arrow. 
(You can verify this by looking at the Vendor column). 

 
 

8. Click the button with the 6 blue boxes to display the marking buttons. 

 
 

9. Click the button with the big red X to immediately delete the matboards.  

 
 

10. The deletion process may take a few minutes, so be patient as it processes the data.  
11. NOTE:  If you find you removed a vendor you did not intend to, simply re-import the 

matboard data from that specific vendor.  This will put in the latest of information. 
12. Close and Reopen the matboard window to refresh the window.  
 

 

Import Matboard Vendor Data 
Importing matboards are different than importing mouldings.   We offer Bainbridge mats directly 
from Bainbridge, Crescent mats directly from Crescent and we offer the Larson – Juhl matboard 



 

14-6 

© nuTech 2014  www.ezFramer.com 

update provided by Larson which includes the full Bainbridge, Crescent and Artique mats.  If you 
order directly from Bainbridge and Crescent, then you can import their data, otherwise import the 
Larson Juhl matboards.  
 
Your mats will automatically update when you download and run the vendor update.  If 
downloading vendor updates for the first time (or choose to do it manually at a later time), you will 
need to manually import them following these instructions:  

1. Inside ezFramer, Click on File - Preferences - Setup Guide. 
2. Click the Vendors tab. 

 
 

3. Click on the Mat Vendors tab. 

 
 

4. Select a single matboard vendor to import so a red check mark appears. 

 
 

5. Click the Import Vendor button.  (Do not select more than 1 vendor at a time as this 
process is a bit different than the moulding vendors). 

 
6. NOTE: Do not click on another window while the matboards are importing.  This process 

is different than mouldings and will take longer to import and then process the data.  Let 
the matboards import until a message appears stating the categories have been 
successfully rebuilt.  

7. To import another matboard vendor repeat steps 1 – 5.   
8. When finished, click the x in the upper right corner to close the window to return to the 

main Setup Guide window. 

 
 
9. Exit the Setup Guide and your new prices will be reflected in your next orders. 
10. Note:  If you find your pricing for mats do not appear after importing the data, it is likely 

you need to use the Refresh feature located in the Matboard Database. 
 

Rebuild and Refresh the Matboard Database  
(Basic & Full Versions only) 

 
1. Click the Matboard Database icon along the top toolbar. 

 
 

2. Click the Add, Edit or Rebuild button (green traffic light) located at the bottom part of the 
window.  

 
 

3. Click the Rebuild Categories from Existing Category Names button in the window which 
opens.   
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NOTE:  If you price your matboards using categories 1-26, (this typically only applies to 
very early versions of ezFramer, if a user did not update their categories) then click the 
Red traffic light button for Restore Categories 1-26.  

 
 

4. Once finished rebuilding, your new mat prices will appear when you enter your next work 
order. 
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Print Customer Mailing Labels 
 

1. To print customer mailing labels click the Mailing List icon along the top toolbar. 

 
 

2. You can also select Browse – Mailing List. 
3. Click the Marking box (the box at the bottom of the window with the 6 blue boxes). 

 
 

4. Click the Mark All button now displayed at the bottom left. 

 
 

5. This will mark all your customers with a red arrow. 

 
 

6. You can unmark or mark customers individually as well to add or remove customers from 
this mailing list. 

7. Once your customers are tagged/marked click the Customer Label button at the bottom 
of the window.   

 
 
8. In the Browse Label window which opens, you will need to select the type of label you are 

using.  There are included default templates already included, but you may find you will 
need adjust some settings to correct basic issues of alignment, spacing, etc.  

 
 

9. Highlight the label type you want to use such as 5662 Avery Address. 
10. Click the “Click Here After Selecting a Label” button at the bottom of the window. 

 
 

11. You will be prompted to Preview the Label report/printout.   
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12. It is strongly recommended to click YES.  The reason for this is because due to printer 
settings or the mailing label settings, you want to make sure that a 3 column layout really 
does show as a 3 column layout and doesn’t overlap causing it to be a 2 column layout.   

13. Click Yes 
14. If the display does not look correct, click the big red X at the top right of the preview 

window to cancel the printing. 
15. If the display looks correct, then click the printer icon along the top.    
16. NOTE: It is strongly recommended to print a test run on regular paper for the first page of 

the labels only.   Again, because templates vary and printers vary, it is important to make 
sure the printing margins are aligned with the sheet of labels.  You can hold the test 
sheet on top of the paper with the labels, hold it up to a light and make sure the printing is 
in alignment with the labels.  If any adjustments need to be made use the Browse Label 
window to make any edits.  This simple extra step will save you time, and labels! 

17. When ready click the printer icon along the top of the preview window.    
18. If you want to print more than 1 copy, adjust the copies using the up or down arrows. 
19. When it is finished printing you will be brought back to the Mailing Labels window. 
 

Edit Mailing Label Layouts or Templates 
1. Click Browse – Mailing Labels. 
2. The Browse Label Window will appear. 

 
 

3. To edit a label, highlight the label and click the Edit a Label button. 

 
 

4. The Label window will appear with all the configuration settings.   
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5. In the label window which opens, make any adjustments you need using the following 
fields: 
Label Name:  This is the name of the label.  
Label Type:  Select Laser for laser or inkjet printers, dot matrix for dot matrix printers. 
Paper Type:  Select the paper size using the drop down.  The default is 8.5 x11.  For 
another size select Custom and enter the width and height in the Width and Height fields 
which appear to the right. 
Label Width:  This is the width of a single label 
Label Height:  This is the height of a single label 
Top Margin:  This is the distance from the top of a label in the top row to the top edge of 
the paper.  
Left Margin:  This is the distance from the left edge of the paper to the left side of the 
first column of labels. 
Printer:  Select your printer for using these labels. 
Shift Fields:   
Horizontally:  Moves the printable area of a label over to the left or right.  Moving the 
arrows up/increasing the number value, shifts them to the right, while moving the arrows 
down shifts them to the left. 
Vertically:  Moves the print of a label up or down in the label area.  Moving the arrows up 
shifts the printing down on the label, while moving the arrows down/decreasing the value 
shifts the printing up on the label. 

6. When finished, click OK 
7. Your changes are saved. 

 

Add a New Mailing Label Layout or Template 
1. Click Browse – Mailing Labels. 
2. The Browse Label Window will appear. 
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3. To add a label, click the Add a Label button. 

 
 

4. A blank label window will appear where you can enter the configuration settings. 

 
5. In the label window which opens, enter the following information: 

 
Label Name:  This is the name of the label.  
Label Type:  Select Laser for laser or inkjet printers, dot matrix for dot matrix printers. 
Paper Type:  Select the paper size using the drop down.  The default is 8.5 x11.  For 
another size select Custom and enter the width and height in the Width and Height fields 
which appear to the right. 
Label Width:  This is the width of a single label 
Label Height:  This is the height of a single label 
Top Margin:  This is the distance from the top of a label in the top row to the top edge of 
the paper.  
Left Margin:  This is the distance from the left edge of the paper to the left side of the 
first column of labels. 
Printer:  Select your printer for using these labels. 
Shift Fields:   
Horizontally:  Moves the printable area of a label over to the left or right.  Moving the 
arrows up/increasing the number value, shifts them to the right, while moving the arrows 
down shifts them to the left. 
Vertically:  Moves the print of a label up or down in the label area.  Moving the arrows up 
shifts the printing down on the label, while moving the arrows down/decreasing the value 
shifts the printing up on the label. 

6. When finished, click OK 
7. Your changes are saved. 

 
. 

Delete Mailing Label Layouts or Templates 
1. Click Browse – Mailing Labels. 
2. The Browse Label Window will appear. 
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3. To delete a label, highlight the label and click the Delete a Label button. 

 
 

4. You will be prompted to confirm the deletion, select OK or Cancel. 
5. You will be brought back to the Browse Label Window. 

 
 

 

Print Envelopes for Customer Mailings 
1. To print customer mailing envelopes click the Mailing List icon along the top toolbar. 

 
 

2. Or you can also select Browse – Mailing List. 
3. Click the Marking box (the box at the bottom of the window with the 6 blue boxes). 

 
 

4. Click the Mark All button now displayed at the bottom left. 

 
 

5. This will mark all your customers with a red arrow (to perform a specific search use the 
Search Wizard feature). 

6. You can unmark or mark customers individually as well to add or remove customers from 
this mailing list. 

7. Once your customers are tagged/marked click the Customer Envelope button at the 
bottom of the window.   

 
 

8. Enter any Note/Message you want printed on the lower left corner of each envelope. 

 
 

9. You will be prompted to Preview the envelope.  It is strongly recommended to click YES.   
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10. Click Yes. 
11. If the display does not look correct, click the big red X at the top right of the preview 

window to cancel the printing. 
12. If the display looks correct, then click the printer icon along the top.    

NOTE: It is strongly recommended to print a test run on a single envelope.   Because 
templates vary and printers vary, it is important to make sure the printing margins are 
aligned with the envelopes.  This simple extra step will save you time, and envelopes! 

13. When ready, click the printer icon along the top of the preview window.    
14. When it is finished printing you will be brought back to the Mailing Labels window. 
NOTE:  Make sure your printer can handle printing envelopes and will not jam.   Otherwise 
we recommend using mailing labels and then adhere them onto the envelopes. 

 

Search for Specific Customer Criteria for Mailings 
1. To print customer mailing labels for a specific group of people, click the Mailing List icon 

along the top toolbar. 

 
 

2. Or you can also select Browse – Mailing List 
3. All your customers will be displayed. 
4. Click the box with the magnifying glass (this is the search feature in ezFramer). 

 
 

5. You will be prompted to restore the previous search criteria you may have used in the 
last “session”.  Select Yes or No.   

 
 

6. The Search Wizard window will appear. 

 
 

7. You can go through each of the 5 steps by clicking Next, but a quicker more direct 
approach is to skip directly to the end by clicking Finish, so click Finish. 
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8. Now you will see a window which has all the various search options you can use in your 
search.    

 
 

9. Use the button next to the fields you choose to designate the detailed method of 
searching which is also called Match Type (i.e. begins with…, between…, includes… 
equals… etc.) 

 
 

10. Once your Match Type is selected click OK. 
11. Now enter your search term, for example if you want to run a search on all addresses 

within a specific city, enter the city name in the City field. 

 
 

12. You can enter more than one criteria for a search. 
13. When finished, click the Begin Search button. 

 
 

14. You will be prompted to Choose an action, such as Select, Unselect, Edit or Cancel.    
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15. Click the Select button. 
16.  The window will now display only the results from your search.  Notice your entries are 

all marked with a red arrow.   If no entries match, you will receive a message stating No 
Found Matches.   Try again and check all your search criteria. 

 
 

17. At this point, proceed with your mailing by pressing the appropriate label button at the 
bottom of the window.  See Section on Creating Mailing Labels. 

18. If you decide to clear all your selections, use the Marking buttons found by clicking the 
button with the 6 blue squares at the bottom right of the window.  

 
19. Choose the appropriate button for your preference.   
20. When finished, click Close. 
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Create Custom UPC Codes for Inventory Items 
(Basic & Full Versions only) 
 
You do not have to keep inventory to use this feature, but it is only available for Full version users 
or anyone that has the Retail Items/Inventory add-on. 

1. Click Browse – Inventory Items. 
2. Click Add Item if adding a new item or if the item already exists, locate the item by 

entering the item number in the Locate Item search field and tab out of the field. 

 
 

3. Double click on the item or click the Edit Item button at the bottom of the window. 

 
 

4. In the Changing a Retail Item Window, enter any appropriate information.  (To learn how 
to add items in detail, read the section on Retail Items). 

5. In the Item UPC Symbol field, enter the numbers for your custom UPC code.  This can be 
any combo of numbers.  Make sure they are unique so they do not get crossed with other 
items.  Do not worry if any comma separators appear, this will not affect the UPC code. 

 
 

6. When finished click Ok to close the window. 
 

Print UPC Codes 
(Basic & Full Versions only) 
 

1. Click File – Barcode Items. 

 
 

2. In the window which opens you will see all the items in your retail database. 

 



 

16-3 

© nuTech 2014  www.ezFramer.com 

 
3. Mark/Tag the items you want to print UPC codes for. 
4. Holding your CTRL key down on your keyboard, click on each row for each of the orders 

you want to print.  

  
 
5. To unselect a highlighted row, simply click the row again (all the while holding your CTRL 

key down). 
6. Another method is to use the Marking buttons located on the bottom left of the window.  
7. When ready, click the Print UPC Label for Marked Items button. 

 
 

8. In the Label Template window which opens, highlight the type of label you want to use.  
(see how to edit label templates for detailed instructions). 

 
 

9. Click the Select button at the bottom of the window. 

 
 

10. When prompted to Preview the report/printout click Yes (this is strongly recommended to 
preview prior to sending to the printer). 

 
 

11. Now you will see a preview of all the UPC codes.   
12. To send to the printer, click the printer icon along the top right of the window.  Adjust the 

number of copies if you want to print multiple sheets. 
13. To cancel click the big red X at the top right of the preview window. 
14. You will now be returned to the items window, simply click Close window.  You can clear 

the marked records from their “marked” status by clicking UnMark All.  However the 
software will ask if you want to clear them when you exit the window or when you enter 
the window again (in this case if you do not clear them when you exit). 

 

Using Barcode Scanners 
1. When taking an order, place your mouse in the field for the item (such as a frame number 

or matboard number). 
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2. Use your scanner to scan the UPC symbol on the item. 
3. The information which is association with that UPC will fill in the data fields. 
4. Simply tab out of the field to proceed with your next item. 
5. If an item (such as a retail item) does not input all the appropriate information, make sure 

all the details for that item have been properly entered when creating the item.  
 

 

Print Multiple Labels for a Single UPC 
(Basic & Full Versions only) 
 
For example, you may want to print 5 UPC codes for 5x7 easels which you have 5 in the store. 

1. Click on File – Barcodes. 

 
 

2. In the Inventory Items window, you will see a list of all your Retail items which you have 
entered. 

 
 

3. Mark the Item(s) you want to print UPC labels for by clicking in the far left column so a 
red arrow appears. 

 
 

4. Hold the CRTL key down while clicking multiple items if you want to work with more than 
one item at the same time. 

5. In the Set Number of Copies to Print field at the bottom left of the window enter the 
number of copies you want to print (this is the number of labels, not the number of pages) 

 
 

6. Click Set Now button 
7. You will then see the number of copies will appear in the Copies column for that item. 
8. To Change the number of copies back to the default zero, click the Reset Copies to Zero 

button on the far right. 
9. Now you can print labels for the same item.   See section on Print UPC Codes. 
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List of Reports 
(Full Version or Reports Add On only) 
ezFramer includes many different printable report features that allow you to keep track of your 
customers, inventory, sales, etc. To view a given report, select Reports from the Menu Bar, and 
then select the report you wish to view. You may be prompted to enter in a start date and end 
date for the selected report, and ezFramer will ask if you want to Preview the report on the screen 
before printing it out.   
 
Moulding Inventory Report 
View all moulding inventory that has fallen below the set reorder level. Displays Moulding 
Number, Reorder Level, Quantity On Hand, and Quantity On Order. 
Moulding Usage Report 
Lists the total amount of footage used on selected moulding numbers. A good report for 
determining which mouldings are most frequently sold and which mouldings are not selling well. 
Mats to Order Report 
Lists all mats that need to be ordered, based on the Work Orders taken within a specified date 
range. If you keep a supply of mat board scraps on hand, be sure to check your supply before 
ordering a mat you might already have. 
Moulding Order Report 
View which mouldings need to be ordered, based on the Work Orders taken within a specified 
date range. The report includes Work Order Number, Work Order Date, Item Description, 
Quantity, Moulding Number, Chop Sizes and Footage Required. 
In Stock Moulding COG 
Gives you the Cost of Goods for the amount of moulding you have on hand. 
Retail Items Reorder Report 
View any items in the Retail Items Database that have quantities that have fallen below the 
designated reorder level. Also lists any quantity that has already been placed on order for listed 
items. 
Retail Items List 
View all items in the Retail Items Database. Includes Vendor, Artist Name, Title, Quantity On 
Hand, Wholesale Amount and Retail Amount. 
Retail Inventory COG 
Gives you the Cost of Goods for the retail items you have on hand. 
Open Work Orders Report 
Lists all Work Orders within a specified date range that are not yet marked Completed. Displays 
Image Description, Dimensions, Mats Used and Moulding Used.  The report displays multiple 
orders on a page.  
Statements - All Orders 
View a statement for every customer who has placed an order during a specified date range. 
Each customer statement will print out on a different page. 
Statements - Completed 
Displays a statement for every customer who has placed an order and whose order has been 
marked Completed during a specified date range. Each customer statement will print out on a 
different page. 
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(Full Version & Network Add On Versions Only) 

 

How to Set Up ezFramer on a Network 
(Full Version or Network Add On only) 
You can network up to 4 computers at a single location at no extra charge.  
 

1. You must first choose one computer to use as the host (also called the server). This 
computer will be the one that stores all data, such as customer records, item databases, 
etc. It is recommended that this be the computer which is connected to the internet, so 
you can download vendor updates and access support over email.  

2. Install the ezFramer software on this computer first. Perform all back ups, updates etc. 
from this computer. 

3. From the client computer (client refers to the connected computers which are not the 
host), locate the ezFramer.exe file on your host computer in the default directory.  The 
default directory for ezFramer Basic and Full version is Program Files – nuTech. . For 
ezFramer Express users you will locate the express.exe file which is in Program Files – 
ezFramer Express folder. 

4. Right click on the ezFramer.exe (or express.exe) file and select Send To from the menu. 
5. Select Desktop (create shortcut) from the sub menu which appears. 
6. You should have a new shortcut icon on your client computer’s desktop called ezFramer.  
7. Double click the shortcut to enter ezFramer. 
8. Repeat this process for each additional computer. 
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(Basic & Full Versions Only 

 
ezFramer has several security features built in, so that different users have different access 
privileges. There are two types of users: Supervisors and Operators.  
 

Supervisor:   User has full access to all of ezFramer’s functions and settings.  

Operator:  User may have only limited access and is restricted to basic program functions, 

such as taking orders and browsing the Customer History and Pending Work Orders screens. 
 

Create a Login/Define Users 
(Basic & Full Versions only) 
 

1. Click on Security from the menu bar along the top of the window. 

 
 

2. Select Access Privileges.  

 
 

3. The new window lists the users that are defined.  

 
 

4. The buttons below allow you to Insert, Change, or Delete users from the list. 

 
 

5. Click Insert to create a new user. 

 
 

6. Enter the user’s  First Name in the First Name field. 
7. Enter the user’s Last Name in the Surname field. 
8. Enter a Login name (which also doubles as a password for now). 
9. Set the user’s access privileges by clicking either the Supervisor or Operator radio 

button. (If this is the first time entering a User, your only option will be Supervisor). 
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10. If your user is to be an Operator, use the Default Access list box to set initial access 
privileges. From this list box, you may select: 

▪ All Access: Grants access to all areas of the program open to Operators,   
▪ No Access: Restricts all access to the program 
▪ Operator: Assigns access by name to use the same access privileges for the new user. 
11. Click OK to save the record. 

 

Change a User’s Password 
(Basic & Full Versions only) 
 

1. Login as the desired user when you open ezFramer. 
2. Click Security along the top of the window. 

 
 

3. Select Change My Password (Current User) from the menu. 

 
 

4. A new window will appear where you can update the user’s password. 

 
 

5. Type the old password in the Old Password field. 
6. Type the new password in the New Password field. 
7. Confirm the new password by typing it in again in the New Password Again field. 
8. Click OK to close the window.  
9. The new password will take affect next time the user enters ezFramer. 
10. NOTE:  It is important to remember what the various passwords are for the different 

logins.   The “Master” or Full Access login if only reserved for the Store Manager, should 
make sure their password and login are kept securely and privately. 

 

Change the Login User While ezFramer is Open 
(Basic & Full Versions only) 
 

1. Click  Security from the menu bar. 
2. Select Logon as Different User.  
3. Enter in the new Login Name in the Login field.. 
4. Enter the Password in the Password field.  
5. Click OK. 
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Restrict Employee Access to Reporting Features  
(Full Versions or Report Add On) 
If you do not want your employees to have access to run reports follow these steps: 

1. Close out all windows inside ezFramer so all you see are the ezFramer icons along the 
top of the window. 

2. Press CTRL + F8 on your keyboard. 
3. A window will appear called Set User Access on top of the Work Order window. 
4. Only Operators will be listed.  No Supervisors will be listed.  
5. Select the Operator name you are setting access for if you have more that one listed. (If 

no names are listed, you must assign the employee a Login and Password.  See Section 
on Creating User Logins.) 

 
 

6. Here you can set access to Yes or No by double clicking on the field for each column.  
Each column represents a report type.  By default some or all of the reports may already 
be set to No.  Change whatever you want to Yes or whatever you want to No. 

7. Click OK when finished 
 
It is recommended to check your settings to ensure they are correct.  Follow these steps: 

1. Click the Security menu list. 
2. Select Log on as Different User. 
3. Enter the Login & Password for the employee. 
4. You will automatically be logged on as the employee at this point. 
5. Click on Reports. 
6. The report categories which are grayed out are where you had set access to NO.   
7. If there is anything you want to change you can do this by logging back on as the 

Supervisor and repeating the above steps.   
 

Restrict Access to Specific Windows 
(Basic & Full Versions only) 
 

1. Login as the Supervisor which has All Access. 
2. Click on a window you want to restrict access to (i.e. pending window). 
3. Press CTRL + F8 on your keyboard.  
4. A window will appear named Set User Access. If no window appears, you cannot restrict 

access to the specified window.  For example, the Customer History window is always 
available for anyone to access, but you can click on Edit Customer and restrict the Edit 
Customer Window. 

5. All your users/operators will be listed along with their access levels. If no users are listed, 
then you will need to create logins for them.  See Section on Creating Logins. 

6. Allow or deny access for each feature/action listed by double clicking on the field for each 
column.  By default some or all of the features/actions may already be set to No or Yes.   

 
 

7. Change whatever you want to Yes or whatever you want to No. 
8. Click OK when finished. 
9. Close the window which you opened, and repeat the same process for any other 

windows you want to restrict access to. 
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Test User Access Privileges 
(Basic & Full Versions only) 
 
It is recommended to check your settings to ensure they are correct.  Follow these steps: 

1. Click the Security menu list. 
2. Select Log on as Different User. 
3. Enter the Login & Password for the employee. 
4. You will automatically be logged on as the employee at this point. 
5. Click on the window you want to test for access. 
6. You will receive a message that access has been restricted. 
7. If there is anything you want to change, simply log back in with the Supervisor settings 

and repeating the above steps. 
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2200..BBaacckkuupp  YYoouurr  DDaattaa  
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We cannot stress the importance of backing up your ezFramer data on a regular basis.  
Computer crashes, accidental beverage spills, virus’… you name it, it can happen.  We have 
worked with those who never performed a backup once, and when they lost their computer they 
lost all their customers, work orders, reports, pricing etc… and painstakingly had to set the 
software up from scratch…even after years of use!  Our technical support is very good, but 
unfortunately we cannot do much in these situations but feel your pain.  We have also helped 
those who did make backups (external backups) and had computer crashes.  Once they got their 
new computer, within 20 minutes they are backup and running. Save yourself headaches and lots 
of valuable time and please… backup your software. 

 

Assign ezFramer to Use the Backup Program 
You must first tell ezFramer you want to use the Backup Feature before you can backup your 
data.  This is a one time process, once it is set you will not need to do this again. 
 

1. From inside ezFramer, click on File then Preferences – Setup Guide. 
1.2. Click on the Backup Tab at the far right. 

 
 

2.3. Click the Browse Button. 

 
 

3.4. In the window which appears select the file named “backerv6.exe”.  If the file is not listed 
you need to download it off the internet.   To do this, simply click on the Help menu and 
select Download Backup Program.  When finished installing, you can now go back into 
the Setup Guide and assign the file. 

 
 

4.5. Click Open and you will see the path defined in the Backup Tab window. 

 
6. Click Save & Exit (you will be prompted to restart ezFramer). 

 

Back Up ezFramer Data 
 
NOTE:  Some programs will remove a required file from your ezFramer program directory which 
can cause a message to appear stating, “Missing zlib.dll not found” when you first start your 
backup program.  Simply go to our website and visit the Support Page where you can download 
and install this file at no cost.  Backups are critical, and we provide this feature for everyone.  
 

1. From inside ezFramer, click on File. 
1.2. Select Backup and Restore Data. 
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2.3. In the window which opens, click the Backup button. 

 
 

3.4. Select a drive to back up to. Click A for backing up to a floppy.  Select C to backup to 
your C drive or enter a different drive letter if you want to backup to an external media 
(recommended). 

 
 

4.5. NOTE:  The default location for your backup file is in the nuTech (Express folder if using 
Express) folder under Program Files on your local disk C.  If you want to backup to 
another location, use the little black arrow at the end of the Path field.  Locate the location 
and click Ok. The location of your backup will be displayed in the Path.   

5.6. Make sure the Compress Data Files checkbox is checked. 

 
 

7. Click the Start button. 
6.8. Click Continue button in the window which appears. 

 
 

7.9. When it is finished backing up click OK. 

 
 

10. The name of the ezFramer backup file is 1.bkp and will be saved in the path you set in 
step 4.   

8.11. You can exit the backup program at this point by clicking the Exit button at the 
top right. 

 
 

9.12. By default each time you run a backup, it will also close down ezFramer. Simply 
re-open ezFramer to continue with your orders. It is also highly recommended to save 
external copies of your backup file should a problem occur to your actual computer.  

10.13. NOTE: Our recommendation is to use a removable storage devise such as a 
thumb drive/memory stick which plugs right into you USB port.  This USB port is then 
assigned a drive letter, and you can backup directly to the thumb drive.    
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Save the ezFramer Backup File to CD 
It is not possible to backup your ezFramer program directly to a CD.  You must use a CD burning 
software to do this.    

1. Save your backup file to your computer using the steps above (make sure to note where 
you are saving it) 

2. Use your CD burning software to copy the 1.bkp file to your CD.  Make sure it is a 
writable CD.   

3. NOTE:  There are pro’s and con’s to using Rewritable vs. Writable.  If you use Rewritable 
CD you can reuse the same CD, but your current backup will always overwrite the 
previous back up file.    If you choose writable, then you will need to use a new CD for 
each time you create a backup file.    

4. Our recommendation is to use a removable storage devise such as a thumb 
drive/memory stick which plugs right into you USB port.  This USB port is then assigned a 
drive letter, and you can backup directly to the thumb drive.    

 
 

Restore a Backup File 
Restoring an ezFramer Backup file will overwrite any pre-existing data.   Make sure you are 
restore using the most recent backup. 

1. From inside the new ezFramer click File – Backup & Restore Data. 

 
2. In the Back up and Restore window click the Restore Data Icon along the top toolbar  

**Make sure to click RESTORE** 

 
 

3. In the Restore From tab select the drive where the back up file is located.  
3.4. In the Path to Restore From field, locate the folder/location where your back up file 

resides by clicking the arrow button to the right. 

 
5. In the Restore To tab, make sure the setting is set to Original Path. 
4.6. Click Start.    This will over-write any and all previous information in your existing 

ezFramer. 
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For various reasons, one may find it necessary to transfer ezFramer to a different computer.  If 
this is the case, you will need to contact our support department to verify your account and 
receive instructions for this process.  This will require acquiring new activation codes (Express 
users can use the online registration form to automatically receive their codes).  Those with an 
active and current Maintenance & Support Plan will be allowed to receive these codes at no cost.  
However, for those who do not have our Maintenance & Support Plan will be required to either 
purchase the plan, or pay a fee. In either case please contact us so we can find the most practical 
solution for you.  
 
 

ezFramer on a Windows Vista Operating System 
 
If you want to use ezFramer on a Windows Vista computer, you will need to make the following 
adjustments after you have installed ezFramer.   Unless these administrative settings are made, 
ezFramer will not work properly!  You must make these changes. 
 
Here are the instructions for adjusting your Vista settings to run ezFramer. 

1. Close ezFramer. 
2. Go to your desktop and right click on the ezFramer (or ezFramer Express) icon. 
3. Click Properties from the drop down list. 
1.4. In the window that appears, click on the Compatibility tab. 

 
 

5. Check the first box that says, “Run in Compatibility Mode”  
6. Select Windows XP (service Pack 2)  
7. Next check the last box that says, “Run as Administrator”  
8. Click Apply  
9. Click Ok  

 
Now, you need to do the same exact process but for 2 files found within the nuTech folder located 
in Program Files folder.   For Express users, go to the ezFramer Express folder inside Program 
Files folder. 

1. Go to the desktop and double click on Computer.  
2. Double click on C drive. 
3. Double click on Program Files folder. 
4. Double click on the nuTech folder (or ezFramer Express folder). 



 

21-3 

© nuTech 2014  www.ezFramer.com 

5. Locate the file called ezFramer.exe or express.exe (this type of file is called, 
“application”).  This file will look like the icon your desktop.   

1.6. Right click on the file and click Properties  

 
 
7. In the window that appears, click on the Compatibility tab  
8. Check the first box that says, “Run in Compatibility Mode”  
9. Select Windows XP (service Pack 2)  
10. Next check the last box that says, “Run as Administrator”  
11. Click Apply  
12. Click Ok  
 

Now we do this same process for one more file in the same folder.   The file name is ezSetup.exe 
and is also an application type file 

1. Locate the file name called ezSetup.exe and is also an application type file  
1.2. Right click on the file and click Properties   

 
 

3. In the window that appears, click on the Compatibility tab  
4. Check the first box that says, “Run in Compatibility Mode”  
5. Select Windows XP (service Pack 2)  
6. Next check the last box that says, “Run as Administrator”  
7. Click Apply.  
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8. Click Ok. 
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Vendor updates are critical in this industry.   They are so critical we have made the process 
automatic for you to ensure you get these updates.   
 

What are Vendor Updates? 
Vendor updates occur when vendors increase the prices on their items, add new items, or 
discontinue older items.  When a vendor creates these kinds of updates, they usually let you (the 
retailer) know by sending letters or even new catalogues, right?  Well they send us these updates 
too so we can make them available to you through our software.   Can you imagine if you needed 
to place an order for a bunch of new mouldings and they were not in your software yet?  Well, 
that is what the vendor updates do... they download right into your software so you have the 
latest available data right away!   
 

Supported Vendors 
Over 125 vendors send us their updates and the list continues to grow.  To see if your vendor 
sends us this information, please visit our website at www.ezFramer.com.    
 

Vendor Update History 
If you want to view a history of vendor updates go to www.ezFramer.com.   

Requesting Vendor Data 
If you have a vendor which does not send us their vendor updates, it is important that you let us 
know so we can contact them and start including their data right away.    
 

http://www.ezframer.com/
http://www.ezframer.com/
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What are Program Updates? 
From time to time we will update our software.  Maybe there are some small issues that have 
been tweaked or changed since when you first downloaded the software.   Sometimes we add 
new features or change the way a particular part of the program operates.   These updates are 
very important because just as you keep a car maintained to keep it running smoothly, it is the 
same with software.    
Each time a program update is released the “version number” of the software changes.  The 
version number lets us know if you have the latest software updates. To locate the version 
number, click on the Help menu and select About.   
 

Who Qualifies for Program Updates? 
If you have Maintenance & Support Plan, you will be granted access to these updates.  If you do 
not have the Maintenance & Support Plan , you will not be able to update your software.   
 
To sign up for the Maintenance & Support Plan, visit www.ezFramer.com or call (800) 404-0634. 
 
 
 

http://www.ezframer.com/
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What is it & why bother? 
Our cars need it, our roofs need it, even the hair on our heads need it!  We all need maintaining 
and updating… and that includes your ezFramer software.   The Maintenance & Support Plan 
subscription gives you privileged access to all the vendor updates, program updates and 
unlimited toll free technical support and unlimited support via email as well.  When you are 
entering orders, and you discover the mouldings or mats which have been recently added by your 
vendor are not in your database, all you have to do is import the new updated information and all 
the information is added into your software for you…ready to go!  Or maybe a price increase 
occurred and those prices are not reflected to your customers… the vendor updates take care of 
that!  When you have questions, we can help you and it won’t cost a single long distance dime! 
Those are just a few of the benefits of having a current subscription. 
 

What about rate increases? 
Since we first started with ezFramer nearly 10 years ago, we have never increased the 
subscription rate and do not plan to do so in the future.   We also offer monthly billing options to 
help those who prefer auto billing or simply want to watch their cash flow.   To view our rates and 
learn more please visit www.ezFramer.com or call us toll free (800) 404-0634 and we will be 
glad to help you get updated! 
 

http://www.ezframer.com/
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To access additional help or support on topics not found in this documentation, please visit 
www.ezFramer.com  and visit our Support area.  For immediate help, please call (866) 438-9393 
and we will be happy to assist you. 
 
 
Email Support:   support@ ezFramer.com 
Toll Free Phone Support (Part of the Maintenance & Support Plan):  866-438-9393 
Sales Support:  800-404-0634 
Website:  www.ezFramer.com 
Online Support:  www.ezFramer.com 
 
Office Hours of Operation:   
Monday – Friday:  10:00 AM  - 6:00 AM  EST 
Saturday:  Closed  
Sunday: Closed 
 
By Appointment:  Please Call 
 
 
 

http://www.ezframer.com/
http://www.ezframer.com/
http://www.ezframer.com/
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pending list 10-2, 25-8 
Pending List 2, 5-2, 5-3, 5-4, 6-2, 7-2, 7-3, 7-

4, 10-1, 10-2, 10-3, 10-4, 11-2, 11-4, 11-5, 
25-8 

preferences 3-2, 3-3, 3-9, 25-8 
preview 3-8, 7-3, 7-4, 7-5, 7-6, 15-3, 15-7, 

16-3, 25-8 
Preview2, 7-3, 7-4, 7-5, 15-2, 15-6, 16-3, 17-

2, 25-8 
Price List 2, 3, 3-11, 3-12, 3-13, 3-14, 3-15, 

4-5, 12-2, 12-3, 12-4, 12-6, 12-8, 25-8 
Pricing 1, 2, 3, 3-8, 3-12, 3-13, 3-14, 3-15, 4-

4, 6-2, 7-2, 12-1, 12-2, 12-3, 12-4, 12-5, 
12-6, 12-7, 12-8, 25-8 

Print 1, 2, 3, 4, 3-7, 3-8, 5-5, 6-2, 7-2, 7-3, 7-
4, 7-5, 7-6, 9-2, 10-4, 11-2, 11-4, 11-5, 15-
2, 15-6, 16-2, 16-3, 16-4, 25-9 

print labels 16-4, 25-9 
Printing 1, 2, 3-7, 3-8, 3-15, 7-1, 7-2, 25-9 
program default 3-5, 3-8, 3-10, 25-9 
Program Updates 4, 23-2, 25-9 
Prompt 11-4, 25-9 
Prompts 1, 3-9, 11-4, 25-9 
quote 5-2, 25-9 
Quote 2, 4-3, 5-2, 5-3, 5-4, 5-5, 10-2, 10-3, 

25-9 
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Quotes 2, 3, 5-1, 5-2, 5-3, 5-5, 10-2, 25-9 
ready made 4-2, 25-9 
Ready Made Frame 4-2, 25-9 
receive payments 11-5, 25-9 
Receive Product 3, 13-13, 25-9 
receiving a payment 11-2, 25-9 
Refresh List button 3-12, 25-9 
register 2-2, 25-9 
Re-Order Level 8-3, 13-6, 13-7, 25-9 
Requirements 1, 2-2, 25-9 
Reset Copies to Zero 16-4, 25-9 
restore 3-5, 9-6, 13-3, 15-7, 20-4, 25-9 
Restore 4, 14-7, 20-2, 20-4, 25-9 
Restrict Access to Specific Windows 4, 19-4, 

25-9 
retail database 16-2, 25-9 
Retail Item 2, 8-2, 8-3, 8-5, 16-2, 25-9 
Retail items 16-4, 25-9 
Retail Items 2, 8-1, 8-2, 8-4, 16-2, 17-2, 25-9 
retail price 4-4, 4-5, 8-2, 12-2, 12-5, 12-8, 13-

6, 13-7, 13-9, 14-2, 25-9 
Retail Price 3-11, 8-2, 25-9 
retail prices 3-12, 3-13, 3-14, 12-2, 25-9 
Retail Prices 3-12, 25-9 
retail pricing 12-5, 12-6, 25-9 
Sales Support 25-2, 25-9 
Save Changes 2, 3-15, 4-6, 5-2, 5-3, 5-4, 5-

5, 9-3, 9-5, 9-9, 9-10, 10-3, 11-6, 12-4, 12-
5, 12-6, 25-9 

search 4-3, 9-2, 9-3, 9-5, 9-9, 13-2, 13-3, 13-
4, 14-2, 15-6, 15-7, 15-8, 15-9, 16-2, 25-9 

Search Wizard 3, 13-3, 13-4, 13-5, 15-6, 15-
7, 25-9 

security 3-3, 19-2, 25-9 
Security 4, 19-1, 19-2, 19-3, 19-4, 19-5, 25-9 
Select Vendors 1, 3-9, 13-12, 25-9 
Set User Access 19-4, 25-9 
Setup Guide 1, 3-1, 3-2, 3-3, 3-9, 4-3, 4-5, 7-

2, 7-3, 7-4, 7-5, 11-3, 11-4, 12-2, 12-3, 12-
4, 12-6, 12-7, 12-8, 13-10, 13-11, 13-12, 
13-13, 14-3, 14-6, 20-2, 25-9 

Sliding Scale 3, 13-9, 25-10 
Sort Moulding 25-10 
Special Instructions 4-3, 4-4, 25-10 
State Tax 3-4, 25-10 
status 2, 3, 5-2, 5-3, 9-2, 10-2, 10-3, 11-5, 

16-3, 25-10 
Status 2, 5-2, 5-3, 5-4, 5-5, 9-2, 10-2, 10-3, 

13-6, 13-7, 14-2, 25-10 

Styles/Designs 1, 3-11, 4-3, 25-10 
Supervisor 4, 19-2, 19-4, 19-5, 25-10 
Supervisors 19-2, 19-4, 25-10 
Supported Vendors 4, 22-2, 25-10 
Tax Information 1, 3-4, 25-10 
thumb drive/memory stick 20-3, 20-4, 25-10 
Toll Free Phone Support 25-2, 25-10 
top mat 3-5, 3-6, 4-2, 4-3, 25-10 
Transfer ezFramer 4, 21-1, 25-10 
turn around 3-8, 25-10 
types of payments 3-8, 25-10 
u.i 3-11, 3-13, 3-14, 3-15, 12-2, 12-3, 12-5, 

12-6, 12-8, 13-10, 25-10 
United Inch 12-2, 25-10 
UPC 3, 4, 8-3, 13-6, 13-7, 14-3, 16-2, 16-3, 

16-4, 25-10 
User Access 4, 19-5, 25-10 
users 3-6, 3-12, 4-4, 12-2, 13-7, 16-2, 18-2, 

19-2, 19-4, 21-2, 25-10 
Vendor 1, 3, 4, 3-9, 3-10, 4-5, 13-2, 13-3, 13-

6, 13-7, 13-10, 13-11, 13-12, 14-2, 14-3, 
14-4, 14-5, 14-6, 17-2, 22-1, 22-2, 25-10 

Vendor Data 22-2 
vendor update 13-11, 13-12, 25-10 
vendor updates 3-2, 3-10, 13-11, 18-2, 22-

2, 24-2, 25-10 
Vendor Updates 22-2 
version number 23-2, 25-10 
Vertically 15-4, 15-5, 25-10 
Vista 1, 4, 2-2, 21-2, 25-10 
waste allowance 3-10, 3-11, 13-10, 25-10 
Waste Allowance 3, 3-10, 13-10, 25-10 
website 13-11, 20-2, 22-2, 25-10, 25-11 
white space 4-2, 25-10 
Wholesale Cost 14-2, 14-3, 25-10 
work order 3, 3-5, 3-7, 3-8, 3-9, 3-13, 3-14, 

4-2, 4-3, 4-4, 4-5, 4-6, 5-2, 7-2, 7-3, 7-4, 
7-5, 7-6, 8-4, 9-2, 9-4, 9-7, 9-8, 10-2, 10-
3, 11-3, 11-4, 11-5, 12-2, 12-3, 12-8, 13-6, 
13-7, 14-7, 25-10 

Work Order 1, 2, 3-4, 3-6, 3-8, 4-2, 4-3, 4-4, 
4-5, 4-6, 5-2, 5-3, 5-4, 5-5, 7-2, 7-3, 7-4, 
8-3, 8-4, 9-2, 9-4, 9-7, 10-2, 10-3, 11-3, 
11-5, 17-2, 19-4, 25-10 

Work Orders 2, 4-1, 4-4, 7-2, 8-4, 9-2, 9-4, 9-
5, 10-3, 11-4, 17-2, 19-2, 25-10 

zlib 20-2, 25-11 

 
 
 
Disclaimer: This document is for learning purposes. The information included in this manual is not deemed without  

possible error and is always a work in progress as more is included. Any corrections will be posted on the ezFramer 
website. Please notify our staff of any errors found. 
 


