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FRANCHISEES

Setting up a new franchisee in FMS

= To set up anew franchisee
=  (Click on “Franchisees” from menu
=  Select “Enter a new franchisee...”

When you have set up your franchisee, please fill in “New Franchisee Admin Centre set up form” and
fax or e-mail your local administration centre for them to enter territory and check set up.
http://www.franchisors.jims.net/documents/Franchisee%20Documents/Sign%20Ups/Sign%20Up%20F
orms/Pre%20Sign%20Up%20Documentation/Information%20for%20Admin%20Centres%20New%20
Franchisee.doc

Franchisor can set up own Franchisee’s in FMS 4

Click on the drop down screen and select your appropriate region. Enter in First Name of the
Franchisee. If the Franchisee wishes to be known by preferred name, type in name and then surname.
FMS automatically allocates the franchisee’s code. Once a code has been assigned, click continue.

— Detailz

Franchizar: |JIM'S MOWING [SOUTH BAYSIDE)
Shate: WIC -

Firzt narne: IJDHH

Freferred first name: |

Surnarne; |SMITH

Continue... Cancel

Entering franchise details

The screen will look like that shown below:




r Franchize details r Contact details

Franchizee code: |J3-| Manager. JOHM SMITH

Franchize name: | t abile:

Franchisar: |JIM'S MOWING (SOUTH BAY ~| Phone:
State: WIC - Fam:

Status: ok Cwrer 1 |<none>

Owner 2: |<none>

Started: Spouse: |<none>

Finished: Send stuff to; IJDHN SHITH

WG Paging compary: I

Wit value: Paging number: |

 Stats

Groszs reqular retum:l Surplus: I Leads:l Fegulars: | Transferl

Addrezs | People | Services | Wark needed | Areaz | Billing |

Miscellaneousl Past messagesl Motes | Complaintz | Save I Cancel |

You will need your sign up documentation for the following ;

Notice the Franchisee code just created has now been assigned to the Franchisee in FMS.
Enter the name e.g. Jim’s Mowing (Cheltenham), date the contract was executed, start date, if work
availability guarantee is applicable and paging company and mobile number.

351 details (#9740) =100 x]

— Franchise details r Contact details
Franchizes code: IJS‘] Manager: I.JDHN SMITH j
Franchize name: |J|M'S b OW/ING [CHELTEMHAM)] Mahbile:

Franchisor: [JIM'S MOWING [SOUTH BAY | FPhore:
State: WIC - Fax:

Status: oK, - Dwrer 1 |<nnne>

Contract signed: ||7 29092004 vl Bviner 2: |<nnne>

Started: i Spouze; |<nnne>

Firizhed: Send stuff to: I.JDHN SMITH

WG | None vI Paging company: IDptusMobiIe
WiSGE value: |$88EI.EIEI Paging number: ||:|41 17099339

— Stats

Grosz regular return:l Surplus:l Leads:l Requlars: I Transferl

Address | People | Services | ok, neededl Areaz | Billing

Miscellaneousl Past messagesl MHotes | Complaitits | Save I Cancel




Entering Contact details

Click on the address tab at the bottom left hand corner, enter franchisee’s address. If P.O. Box, click on
the box Use different postal address, a box will appear: are you sure you want to create a separate
postal address — click Yes, enter suburb, type in P.O. Box humber, click Save.

i

r Residential address People [double click far details... |

Subub: [CHELTENHAM 3192 VIC =] || [/OHNSMITH

[spouse]
Unit: I Street #: |45

Street; | STAMLEY &% =l

Line 1: |

 Use different postal address? v

Suburb: | CHELTEMHAM 3192 %IC

Urit: I— Street #: I—

Street: I

FOBOX: [P0, B0 183

MMotes

[click here to enter a new note...)

Cancel

People
To enter the franchisee's contact details such as name, phone, or email, click “People”. This brings up
the “Personnel” screen, Double-click on Franchisee Name e.g. John Smith.

r Franchise details Contact details

Franchisee code: IJS‘] Manager. IJDHN SHITH

Franchize name: |J|M'g b OWING [CHELTENHAM) bl

Pt

State:

People in this franchize: [double click to edit)
Statuz

Contract signe

Started:

Finizhed:

WG

WA value: ;
Edit... | Mew person? | [elete person? | Claze |

Stats

Grozs regular return:l Surplus:l Leads:l Fegulars: I Transferl
Address | Feaple I Services | Wtk needad | Areaz | Billing |

Miscellaneousl Past messagesl Motes | Complaints | Save | Cancel |




Enter Franchisees name, home phone, mobile, fax/e mail and birth date & Click Save.

=8 Person details

rDetails

Title mr = Fax [erziizae
First name: IJDHN— Ihns@loptusm
Preaa Aol rana 1— 1
Surname: ISMITH—

Home phone: [g7z11245
wiork phone: I Birth date: ||7 13/09/1990 'I
b obile: |041 1709933

rHotes

[elick here to enter a new note...]

Cancel

Specifying services

Click on the “Services” This is the screen used to assign services that the franchisee has nominated.
Click in the box next to the services that have been nominated and press the “Add” button. When

completed the services ticked on the right will transfer to the left hand box. The screen should look like
that shown below:

N Services M =13

Services assigned: Services NOT assigned:

I Mawing

[~
% MOW GERDENING |
MOW GUTTERS DOUBLE STORY
MOW GUTTERS SINGLE STORY
6 | MO L'SCAPE NO PAYING/ WALLS
] MOW ONCE
| MOW PRUNING - PLANT/FRUIT TREE
] MOW REGLLAR
[] MOW RIDE-ON-ONCE
[] MOW RIDE-ON-REG
[] MOW ROTARY-HOE
7 MOW RUBEISH
MO SCARIEYING

Delete >

r Details for ...
Exp requlars: | Fixed fee:l Percent price: |
Awva. hours: I Provides in: ~| [T OBSOLETE?

oK | Cancel |

To enter the fixed fee, click on the service on left hand side enter the fixed fee amount, (the fixed fee
amount should be excluding GST) do this on all services and click Save.




Services MOT assigned:

IMowing
CIMOW G
CIMOW GUTTERS SINGLE STORY T MOwW CORING
[ MOW L'SCAPE NO PAVING/ WaLLS [] MOW FRANCHISE
[ MOW ONCE ] MOW RIDE-OM-ONCE
[ MW PRUNING - PLANT/FRUIT TREE <<add | |4 pow RIDE-ON-REG
1 MOW REGULAR ] MOWwW ROTARY-HOE
[ MOW RUBBISH Delete 35 | |1 MW SLASH
1 MO SCARIFYING ] MOW SPRAY
] MO TEMPORARY
] MOW VI WINS
[] MOW XMAS TREE Collection
[] 3¢ MOW HOME MAIN DO NOT USE

 Details for MOW GARDENING

E=p regulars: ID Fixed fee:|$5_5g Percent price: ID_ TS
Avg. hours: |-| Frovides in:l &l areas LI [~ OBSOLETE?

ak. Cancel |

To delete services select the service under “Services assigned from left hand side place a tick in the
corresponding box click “Delete”. (However, deleting services is NOT recommended. FMS4 allows
you to mark them “OBSOLETE” instead, which is safer)

You will be asked are you sure you want to delete these services click OK, FMS will then search data
base if there are any jobs attached to that service FMS will not allow you to delete that service you will
need to make it obsolete. If there are no jobs attached then the service will be deleted.

21 Services

Services azsigned: Services MOT assigned:
] MOW GARDENING [ Mowing
MO GUTTERS DOUBLE STORY
[MOW GUTTERS SINGLE STORY [ MOw CORING
[ MOW L'SCAPE MO PAWING/ WALLS [ MO FRANCHISE
[0 ONCE [ MO RIDE-OM-OMNCE
[ MO PRUNING - PLANT/FRUIT TREE << Add | [ MO RIDE-ON-REG
[IMOW REGULAR [ MOw ROTARY-HOE

0w RUBBISH Delete 55 | [C1MOW SCARIFYING
[JMOw SLASH
[ MOw SPRAY

ﬂ F!S.&F!Y

[ REE Call=ction
WE MalM DO NOT USE

Are youl sure you want to delete these services?

r Detailz for MOW RUBEISH — Carncel |

E=p regulars: ID eniig unn TRTCT P (.00
Awg. hours: ID_5 Provides in:IA" areas j [~ OBSOLETE?

QK Cancel |

Work Needed

Default Work Requirements are employed by Franchisors to ensure their Franchisees do not forego any
work from the Administration Centre. If a Franchisee does not ring the Admin Centre to activate work
requirements, FMS will automatically revert to the nominated default code that was set up initially.

To enter default and time worked, which the franchisee nominated at sign up, click on work needed
place your curser under column C next to Monday click and hold down left mouse button drag through
to Saturday and enter 0 (zero) or W (WAITING FOR WORK REQUIREMENTS). To put in hours
worked click on 8 against Monday hold down left mouse button drag through to 6 and down to
Saturday. This will create box with black line, then press the space bar — the box will then go green.
Press close. (the hours above are just examples you can select any hours or days that the franchisee
wishes to work)




r Criteria

whatto show: (T Current work needed @ DEFALLT work needed

Histary.. |

C 7] [e] [s{ [no[ [an]" faz[ [ [ 2| 3] [a] [s] [6] [Z] [Mas

Changes are saved autormatically. Bepe |

AREA CODES
A = All Areas
All areas requested; including regular and casual clients previously serviced

L = Local Areas
Local Areas requested; including regular, casual clients and previous serviced clients as well (*
Territory will be added to Local under the default mechanism)

T = Territory
Territory; includes regular and casual clients that the Franchisee have previously serviced.

H = Holidays
Holidays; Franchisee is unable to be contacted, DO NOT SEND ANY MESSAGES OR JOBS

P = Previous Clients
Previous serviced clients. This allocation not for new leads.

S = Sick
Sick: Franchisee not working. DO NOT PAGE ANY JOBS or CLIENT MESSAGES.

W= Waiting
Waiting for work requirements; Franchisee has not nominated their work requirements (for next 10
days)

0 = No New Leads
No new leads; will take messages regarding current REGULAR clients and booked in advance jobs.

C = Caretaking
Caretaking: Franchisee unable to take pages or service clients. Clients have been temporarily
reallocated to another Franchisee.

N = Nothing
No communication on any matter.

AREAS

Setting up Territory Description

= Click areas.

= Select & double click on Territory

= Enter Territory name into Area name field
= Enter the description of the Territory

= Click Save.

FMS4




Your administration centre sets up the actual territory.

PFricrity area 1

Mew area? et area’

=1

—Area name: —Add items:
ISANDHINGHAM WEST Suburbl=]
Description:

HORTH OF STATIOM ROAD SOUTH OF HIGH STREET »wEST OF ROWWILLE ROAD Toes |
EAST OF GREAT STREET] Strest(s)...

Post code(=]...

State[s]...

— Items: [double-click streets to split them] ————— select all dezelact all Another area. ..

— Delete iterns:
Selected items
ALL items
Suburbs...
Post codes...
Sheets.

Bu another area...

— Other options:

0 owerl aElE].

Split._.

Once the Administration Centre has set up the territory it will look like the screen shown below:

< Area maintenance _ 1Ol x|
- Area hame: - Add items:
|SANDRINGHAM WEST Suburbls]...

D escription:

MORTH OF ETATION ROAD SOUTH OF HIGH STREET WEST OF ROwYILLE ROAD e
EAST OF GREAT STREET Street(z]...

State(s]...

Post code(s]..

Items: [double-click streets to split them] —— zelect all deselect all Another area...

ABBOTT 5T SANDRINGHAM 3191 WIC | FEHS
ABERDEEN RD SANDRINGHAM 3131 WIC | 77 C1
ALFREDA 5T SANDRINGHAM 31T WIC | PEKE
ARTHUR 5T SANDRINGHAM 1T VIC | 7EFS
BALMORAL &Y SANDRINGHAM 3131 WIC | 77BN
BAMFIELD 5T SANDRINGHAM 3131 WIC | 7EGS
BATH 5T SANDRINGHAM T WIC 7R GE
BAY RD SANDRINGHAM T WIC  FEHIO
BEACH RD SANDRINGHAM 311 WIC | 7EFS
BEAUMONT 5T SANDRINGHAM 311 WIC | 7EGS
BLUFF RD SANDRINGHAM 311 WIC | 7B KT
BOWMNANG 5T SANDRINGHAM 311 WIC | PEGE
BRIDGE 5T SANDRINGHAM 3131 WIC | 7EGE

r Delete items:

Selected items
ALL items
Suburbs...

Post codes...

Strests...

By anather area...

r— Other options:

OooooooogooOoog

K

107 overlap(z]...

Cancel S

Setting up local area

Click Areas.

Select & Highlight local area - double click.

Select Suburbs

Click on Post code Rings & type post code next to ref




Next to rings enter 1, click find. Click Add then save.

[| State: I\,r||: 'I
Find suburbs by:

= Ertering subub namelz)
™ Ertering post codez]

{* Post code rings

= ALL suburbs in this state

Suburbs found:

Post code nings

Ref: |31 9

Rings: |-|_

=10] x|

n o add tems —————
Suburb(z]...

Pzt codelz]...
Strest(z)...
Statefz]...

Another area...

r Delete itemns:

Selected items

BEAUMARIS 3133

BLACK ROCK, 3133

BLACK ROCK WORTH 3193
CASTLEFIELD 3188
CHELTENHAM 3132
CHELTENHAM EAST 3192

CROMER 3193
HALF MOON BAY 3133

CHELTENHAM NORTH 31532

Cancel

1K= R E E| & ] E

SLL items
Suburbs. ..
Fost codes...
Streets...

By another area...

Setting up All Areas

Go back into Areas, Highlight all areas, double click. Select Suburbs click on Post code Rings & type

post code next to ref and next to rings enter 2, click find. Click Add then save.

Find suburbs

State: I\,r|[; vI
Find suburbs by:

= Entering suburb name(s)
= Entering post code(s)

f* Post code rings

= ALL suburbs in this state

Suburbs found:

Post code rings

Ref: |31 9

Rikgs: |2

— O] x]
—Add iems ——————

Suburblz]...

Post codelz]...
Street(z]...
State(s)...

Another area...

BEALIMARIS 3193

BLACK ROCK 3193

BLACK ROCK MORTH 3193
BRIGHTON 3186
BRIGHTOM EAST 3187
BRIGHTON MORTH 3186
CASTLEFIELD 3183
CHARMAN 3194
CHELTEMNHAM 3132

Cancel

1R EEE E EE|E E

r Delete items:

Selected itemns
ALL items
Suburbs...

Post codes...

Streets...

By another area...

Cancel




Setting up Post Code Priority
This is used to help franchisees that have just started and are on WAG.
Go back into areas highlight priority area 1, double click

Click on post codes top right hand side.

Enter your selected 3 post code rings e.g. 3191,3192,3193 there should be no spaces only

comma’s after each postcode

Click add press Save.

Find franchisees - 1 found
3 C19 details (#1657)

| Find post codes by:

¥ Entry

" Post code rings

Enter post codes

M| Add post codes

Ml 3 Area maintenance

=lofx(|—
o x|

r&dd items:
Suburb(z]. .

Post codels]...

Street(z]...
State(s]...

3192,3193,3154)

ADD Cancel

=Limited to 3 post codes within FS0 area=

Lnother area..

r Delete items:

Selected items
ALL itemns
Suburbs...

Post codes...

Strests..,

By anather area...

Cancel

BILLING

To enter Franchisee fees, select “Billing” from the “Details” screen. The screen will look like that

shown below.

2k Billing and fees

-

r Current Fee Structures

Baze Monthly Feelm
#0nce-0ff Leads I—

Fee per Expected Hegularle
Opening Expected Hegularslg—
Proportion Franchise Feel1—
Froportion Advertizing Feelg—
inimum Franchise Feele

r Old Fee Stuctures

Franchise Fee ZCutW
Advertising Fee ZEutW
Opening Leadslg—
Surplug Group Numberl—

Charge Surplus Comective [
Show Surplus [T

rInsurance

Company l—
Charge Fraquency lﬁ
Annual Premium IWT
Renewal Amaunt lg;;uT
Month of Renewal lﬁ

— Dther fee

Advertizing Fee lm
Minimurm Ady Fee Ig{;ﬂT
tarketing Lewy IS;EIT
Admiristration Leswy l:{;uT
Pager Service Fee IZBDT
TY Lewy l:{;DT
Ingtallment Payment I:{;DT
Other Fee l:{;DT

Other Fee Descript I

r 0Id statement

Wiew...

Haowver the mouse for descriptions of some settings

Save

Cancel




This screen describes a Franchisee’s fee breakdown, Base monthly fee, and Advertising fee. Make sure
that proportion franchise fee is 100.00%. Click Save.
NOTE: ALL PRICES EXCLUDING GST

Entering other details — Miscellaneous Details

Select “Miscellaneous” on the “Detail” Screen. Details such as ACN, Company Name, trainers that
provided initial assessments, newspapers. Source if Split, Resale, or New previous owners of the
franchise, purchase price, Car and Trailer registration numbers are entered via the Miscellaneous
Details screen. Click OK to save.

ui Franchisee other dekails =101

— Mizcellaneous detailz

Caompary? [T Compary name: [14ITH ENTERPRISES PTY LTD

ALN: [101 263 269
AEBM:

Training date: ;I

Trainers:

Mewspapers: ILE.-'l‘-.DEFE
Special zkills: I

— Territony details — Allocation

= FSE will call client
Frevious owner: I within 2 hours

5 g FSE will quate client
HHres I M e - at gryen time

Clients purchased:l

_ Get previous client
Purchase price:  [16000.00 I oitsicle normal sreas?

— Reqiztration numbers

Wehicle: ISFL 123 Trailer: IDEH a7

| Cancel

You have now completed entering a franchisee click Save.You will need to Exit out of FMS
and then get back in to view the details entered.




 FRANCHISEES search criteria

I'm looking for.  (* Cument franchisees {~ Finished franchisees (" All ranchizees

IR 2351 details {#9740)

|J51 r Franchise detail r Contact detail
Fitst nart Franchisee code: |J51 Manager: IMrJDHN SMITH j

Franchise name: |J|M‘S MOWING [CHELTEMHAR Mobile: 0411709333

Franchisar: |J|M'5 MOWING (SOUTH EAYj Phane: 97211245
State: - Faw: 97211246

Service |

Status: Owner 1 |<none>

Contract signed: Owher 2: I Pr—

Started: Spouse I <homes

Firished: T Send stuff to |MrJOHN SMITH

WAG: Paging company: IDptusMobiIe

WAG value: |$ggg_gg Paging rumber: |041 1709933
Stat
’75[088 regular refuin, I Surplus.l Leads.l Fegulars: I Transfall ‘

Address | People | Services | Wiork neededl Lreas | Billing |

FSO details... |

M\scellaneuusl Past messagesl Motes | Complaints | Save I Cancel |

The following section will explain what you can do under the Franchisee detail screen.




