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FINDING FRANCHISEES 

 
Individual Franchisee  Details   

Finding a franchisee is done by selecting the “Franchisees” menu, and highlighting “Find a franchisee” 

or by clicking “Find Franchisee” on the toolbar.  Enter the Franchisees code click search (if you do not 

know code you can search by name) then click details.   

 

 
 

Franchisees within a Region 
 
If you wish to view all your Franchisees select “Find a franchisee” or by clicking “Find Franchisee”. 

Under Franchisor select your region and click search a list of all your Franchisees will appear, highlight 

the Franchisee you wish to look at and click details.  
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Detail Screen 

 

 

 
 
People 

 
A Franchisee may have employees and under People you can enter their details.  Click on People then 

click on New Person enter details and click save. 

 

Work Needed 

 
The Franchisee may phone you with his work requirements for the week; go into Work Needed under 

column C enter his work requirements. 

 

Max Leads 

 
If a Franchisee has nominated “all areas” but requests a finite number of jobs, access the max column 

by highlighting and entering a number.  On the work needed screen, in the Max column, highlight the 

days you want to set and type a number from 1 to 9 and click close. Once the franchisee has received 

the nominated number of jobs, FMS will then treat as if on „N‟ 
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History 

Go into Work Needed on the right hand side click on History you will be asked to select a date range 

then click ok. 
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The report will tell you what date and time the Franchisee phoned to put down for work, what work 

requirements he asked for and who entered into FMS.  If you have a Franchisee on WAG you can go 

into this area to make sure he is phoning in and putting themselves down for work. 

 

 

 

Billing 
If you wish to view a statement of a Franchisee click on billing on the right hand side you will see a list 

of all statements that have been processed.  Highlight the statement and click view. 
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Miscellaneous 

When your franchisee decides to reduce his all and local areas, and you have taken the suburbs out of 

his areas, if your franchisee elects not to service his previous clients in the suburbs he no longer goes 

to, then take the tick off get previous clients outside normal area, click Save. Your franchisee will no 

longer get any of his previous clients from the suburbs that you have removed form his areas.  
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Past Messages 

To look at a Franchisees past messages FMS records all messages that have been sent whether for a job 

or Chat message (message to a Franchisee e.g. meeting tonight 8pm).  Click on Past Messages. 

 This screen allows the viewer to track changes to a specific job and view the previous messages 

regarding that job. There is a record of the code of all Franchisees that have serviced that property, the 

dates when paged, what time and which Admin Centre operator dealt with the enquiry, a copy of the 

page and details of the accompanying message sent.  
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Notes 

This is a very important part of the system for you and your Franchisee; you should be recording all 

information under notes.  This is also where you enter your business reviews with your franchisee. 

 

Click on notes, click add notes, in the Type box select if general or business review etc. type in your 

notes and press close. 

 

If you need to review what you have written, you need to go back into notes and highlight the note you 

require. 
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Complaints 

“Complaints” section keeps a record of your Franchisees complaints records and also allows the 

Franchisor to add notes next to complaints. Click on Complaints to enter a note against the complaint, 

highlight the complaint, click here to enter a new note and type in your notes, press close.   
 

 

 
 

   

 
SUSPENSION OF A FRANCHISEE 

 
If a franchisee needs to be suspended in the Status section click on the arrow select suspended, the 

status will turn red. Click on notes, type in your notes.  

 



 

FMS4  10 

 

 
Once you have suspended the franchisee whichever screen you go into you will notice that there is an 

(z) at the end of his franchisee code. 

 

 

 

GROUP PAGES 

 
Individual Region 

 
To send a group page  

 find your Region under “Find a Franchisee”  

 click on your region name in the drop screen,  

 click “Search” a list of your Franchisee‟s will appear. 
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 Click group page  

 type in your message on the left hand side  

 if you do not want to send the message to certain franchisees then take the tick off against their 

code & press send. 

 

 

 

 
For Divisionals 

To send message to all franchisees in yr Division 

 select your Division  

 click Search and then Group Page – follow instructions above.  

 

 
FRANCHISE ENQUIRIES 

 
To enter a franchise enquiry  

 select the “Franchisees” menu  
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 click “Enter a franchise enquiry” or select “Franchisee Enquiry.” from the toolbar. 

 Enter details into required fields 

 Press Send Enquiry or F3 button 

 Franchise enquiry will go to appropriate Franchisor of the Region.  

 FMS confirms transmission via a copy of the page to a phone and e mail. 

FINDING ENQUIRIES 

To locate a Franchise Enquiry  

 select the “Franchisees” menu  

 click “Find a franchise enquiry”  

 Enter your Region under Franchisor  

 click Search  

 

 
In addition, FMS allows you to search for a franchise enquiry by any combination of division, 

franchisor, and address of person inquiring, name of the person inquiring or the phone number. 

 
Tracking enquiry progress 

 
To view details  

 highlight the enquiry, 

 click “Enquiry Details”. 
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You can monitor all your enquiries from the first phone call to end of franchise and at any time you can 

add notes in.   

 

If you want to add notes against interview: 

 click box next to interview  

 click on enter note  

 type in notes  

 click save. 

 
BILLING 

Generating billing runs – End of Month  

To generate a billing run at the end of the month, select the “Billing” menu and click  “Generate Billing 

Runs”.    

 

 

 
In the case of a Franchisor that manages several regions, FMS4 offers the option to generate runs all at 

once, by ticking multiple franchisors.  
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Please note you will only see your own regions name appear in the box above. To generate a billing 

run, select the date range; tick the box next to your regions name.  At this point you have the option to 

print statements now or print any of the other reports listed.  If you do not wish to do this now then 

make sure there are no ticks in the boxes under Export fees file to if you are using MYOB, Quick 

Books etc. Enter here where you want your files to export to. Click “Generate billing runs”.  

 

 

 
 

 
FMS4 will then proceed to create the billing statements for the appropriate franchisees.  

 

 
Printing billing runs 

To print a billing run after it has been generated, select the “Billing” menu and click “Print billing run”  
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Enter the franchisor details and highlight the billing period required, and any other options desired, 

then click “OK”. 

 
Alternatively, to print a single statement, locate the franchisee in “Find Franchisees” then select 

“Billing” and follow the same procedure. 

 
Deleting billing runs 

From time to time it maybe desirable to generate a billing run for testing purposes. Alternatively a 

billing run may be generated incorrectly. To delete select the  “Billing” menu and click “Delete billing 

run” 

 
 

Select the Franchisor and billing period to be deleted, and then click “OK”. 
 

 


