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Rentals for Adagio
Trademark

Adagio® is registered a trademark of Softrak Systems Inc. Throughout this manual that trademark name
is used. Rather than put a trademark symbol in each occurrence of a trademark name, we state that we
are using the name only in an editorial fashion and to the benefit of the trademark owner with no
intention of infringement of the trademark.

License Agreement

Dakota Software reserves the right to make improvements in the product described in the manual at any
time and without notice.

Disclaimer of Warranties

The foregoing warranties and remedies are exclusive. The program and related services are provided on
an “as is” basis, and Dakota Software disclaims all other representations, warranties, conditions and
guarantees of any nature or kind whatsoever, whether express, implied, or statutory, or arising from
custom or trade usage or by any course of dealing or course of performance, including without limitation,
with respect to the program and any related services. Without limiting the generality of the foregoing:
(a) Dakota Software does not warrant that this software is free of bugs, viruses, imperfections, errors, or
omissions; and (b) Dakota Software specifically disclaims and excludes all express, implied, or statutory
representations, warranties, conditions and guarantees: (i) of merchantability; (ii) of fitness for a
particular purpose; (iii) of non-infringement; or (iv) arising from course of performance, course of dealing
or usage of trade. If you are acting as a consumer, some jurisdictions do not allow the exclusion of
implied warranties, so the foregoing may not apply to you.

Dakota Software shall not be liable for any claims or damages caused by the operation of the program on
other than the computer and operating system identified in the documentation, acts of abuse or misuse
by you or modifications or unauthorized repairs. Dakota Software shall not be liable for any loss or
damage in connection with or arising out of the interruption or loss of use of the program or any other
items or services provided by Dakota Software.

You acknowledge that any data entry, conversion or storage is subject to the likelihood of human and
machine errors, malicious manipulation, omissions, delays, and losses, including, but not limited to,
inadvertent loss of data or damage to media that may result in loss or damage to you and/or your
property, and/or your detrimental reliance on maliciously manipulated data. Dakota Software shall not be
liable for any such errors, omissions, delays, or losses. You are responsible for adopting reasonable
measures to limit the impact of such problems, including backing up data, adopting procedures to ensure
the accuracy of input data, examining and confirming results prior to use, adopting procedures to identify
and correct errors and omissions, replacing lost or damaged media, and reconstructing data. If you
licensed a Trial Version, you acknowledge and understand that: (a) the Trial Version may be used for
evaluation purposes only; (b) the Trial Version shall be operable only for sixty (60) days; and (c) upon
expiration of the evaluation period, any data or other information used with, processed by and/or stored
in conjunction with the Trial Version may be converted if you upgrade to the full retail product.

Any reseller, installer or consultant is not affiliated with Dakota Software in any capacity other than as a
reseller, installer or consultant of Dakota Software’s products and has no authority to bind Dakota
Software or modify any license or warranty. Dakota Software makes no representations, warranty,
endorsement or guarantee with respect to the skills or qualifications of any reseller, installer or consultant
and you are encouraged to independently investigate their skills and qualifications.
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The software product, including the manual and media supplied, is copyrighted and contains proprietary
information. All rights are reserved. The manual may not, in whole or in part, be copied, photocopied,
reproduced, translated or reduced to any electronic medium or machine readable form without prior
consent, in writing, from Dakota Software.

Ownership Rights

Rentals for Adagio is protected by United States, Canadian and international copyright laws and other
intellectual property laws, and international treaty provisions. Dakota Software and its third party
licensors, if any, retain all title to and, except as expressly and unambiguously licensed herein, all rights
and interest in: (@) the product, including, but not limited to, all copies, versions, customizations,
compilations and derivative works thereof (by whomever produced) and all related documentation; (b)
the Dakota Software trademarks, service marks, trade names, icons and logos; and © any and all
copyright rights, patent rights, trade secret rights and other intellectual property and proprietary rights
throughout the world in the foregoing. You acknowledge that your possession, installation, or use of the
product does not transfer to you any ownership, title, or interest of any kind to the intellectual property in
the product, and that you will not acquire any rights to the product except as expressly set forth in this
Agreement. You agree that all backup, archival, or any other type of copies of the product will contain
the same proprietary notices that appear on and in the product. Should you decide to submit any
materials to Dakota Software via electronic mail, through or to Dakota Software website(s), or otherwise,
whether as feedback, data, questions, comments, ideas, concepts, techniques, survey responses,
suggestions or the like, you agree that such submissions are unrestricted and shall be deemed non-
confidential upon submission. You grant to Dakota Software and its assigns a non-exclusive, royalty-free,
worldwide, perpetual, irrevocable license, with the right to sublicense, to use, copy, transmit, distribute,
create derivative works of, commercialize, display and perform such submissions for any purpose
whatsoever, commercial or otherwise, using any form, media or technology now known or later
developed, without providing any attribution or compensation to you or any other person, without any
liability whatsoever, and free from any obligation of confidence or other duties, and you agree, represent
and warrant that all moral rights in the submissions are waived in favor of Dakota Software and its
successors, assigns and licensees.

Termination of Support and Other Services

Software has a limited useful life for various reasons including changes in technology. You are free to
decide and responsible for deciding when to upgrade the product. Dakota Software reserves the right to
terminate customer support and all other services applicable to the product in the event that the product
has become inoperable or incompatible with current operating systems, hardware, add-on products,
product updates and services or other technologies. To obtain up-to-date information regarding which
products, releases and related services are currently supported, contact a customer service
representative. If you are not operating a supported release or service, it may be necessary to license an
upgrade or replacement product or service in order to continue to receive customer support and/or other
updates. Any updates licensed by you are considered part of the Program and subject to this Agreement,
except to the extent a separate license agreement is provided in connection with such update. Any
replacement products or upgrades will be governed by a separate agreement.

Copyright 2013 by Dakota Software, Inc.

All rights reserved.
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Installation and Registration

To install Rentals for Adagio open the file that was sent to you by Dakota Software:

RentalSetup.exe

» Follow the installation procedure to completion.

» If you wish to run the program on more than one workstation, you must install the program on a
network drive, then do a workstation install on each additional workstation. The workstation
install will be installed with the product at the following location:
\SOFTRAK\RENTAL\WKSETUP\WKSetup.exe.

» Start the program and register the product. You will find the Registration function under the
Help menu.

<! Product Registration

|

Company name
Contact name

Address

Zip/Postal code

Country

Serial number
Install code
License number

Comments

To purchase this product fill in your company information below and forward it to Dakota Software.

When payment is received, we wil issue you the serial number, install code and license number to complete the process.

|Sam|:|le Company

|J|:|E Sample

3900 West Pender Street

|1-'ancu:|uver, BC

|VEE 4G1

|Canau:|a

|16|365}'853920693

|D.-5.69 D433-/DBE-DC23-6093

2982062231000

Email |jDE@sam|:ulecu:umpany.cu:um
Telephone  |(604) 986-0067

Cancel
Fax |(504) 548-0068

Print
Dealer |Dak0ta Software e

Consultant |BDI:| Wisener

Upgrade plan? W

» Complete the form by entering in your company name and other information (excluding the serial
number, install code and license number). Also indicate whether you have purchased the annual
upgrade plan. If so, you will be entitled to program updates or enhancements that are released
within the year. Click OK, when you have completed the information.

> Print this form and either fax it to Dakota Software (604) 648-9885 or email a copy to

customerservice@dakotasoftware.com.

> Dakota Software will issue you a serial number; install code and a license number. Enter this
information into the appropriate fields and click OK. The program will indicate that it is
registered and ready for use.

Rentals for Adagio
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Error Message

Explanation

The company name, address, zip/postal,
phone, contact are all required fields.

You are attempting to save the Product Registration
form without completing the required fields. Either
complete the information or click on Cancel to exit
the form.

The serial number, install code or license
number is not valid.

You are attempting to enter an invalid serial
number, install code or license number. Please verify
that the codes entered have been provided by
Dakota Software or your Adagio reseller. We
recommend that you copy and paste this information
for better accuracy. The codes are specific to a
particular product version and release.

The company information has been saved,
but the product requires a valid serial
number, install code and license number.

The registration information is partially complete.
Please complete the process by entering the serial
number, install code and license number provided by
Dakota Software. Once registered the product will
be ready to use.

Rentals for Adagio
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Data Creation & Opening Data

Before using the Rentals for Adagio, you will need to create Rental data. It's recommended that you
determine the drive, directory and data extension of your existing Adagio dataset. You will need to

create Rental data in the same location and data extension. Sample data is provided at

\SOFTRAK\RENTAL\SAMDATA with the extension, SAM.

From the File menu, select Open

o~

Open Rental Data

S5

User ID S5

Password

Date |1n,fz1,fznlz Ell

Remember user name |7

Remember password [

Last access: 10/21/2012

Extension |S.ﬁ.r~'1

Data path  |C:\SOFTRAKIRENTAL\SAMDATA|

]|

Qpen

Create
Help

Cancel

Enter your User ID and Password. The default User ID is SYS and the default password is SYS.

If you

choose to remember the login credentials, the fields will be recalled the next time you access the data

If this is the first time you're opening this database, click Create to create new Rental data. Select the

drive, path and extension for your new data set. Adagio Receivables and Inventory Control data is

required.

-

<. Data Creation

=

Folders Files

= Ci ARGLOB.SAM o
 sormx daice s ;
[ RENTAL RNGLOB.SAM Cancel

Help

Drives List files of type

= | |clobal (?26L0B. %) |

Data Path Extension

|C:\SOFTRAKI\RENTAL \SAMDATA ISAM

Rentals for Adagio
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Once you have set up the data files, each time you start Rentals for Adagio the most recently opened
data files will automatically appear in the Open dialog. All you will have to do is enter your User ID and
password, then click Open. The sign on process is the same as any other Adagio product.

Error Message

Explanation

Rentals for Adagio data was not found.

The program was unable to open data at the specified
location and data extension. If you have specified a
mapped network drive, ensure that this drive is valid
and active.

Rentals for Adagio data already exists
at this location. Please choose an
alternate directory or data extension.

You are attempting to create Rental data in a location
where data already exists. Please choose an alternate
directory or data extension

A valid User ID is required before
proceeding

The user and/or password are invalid. Confirm your
login by reviewing the user setup in another Adagio
product.

Unable to create directory

The directory cannot be created. It could be due to
your user rights, an invalid drive or directory name.

Please enter a valid data extension

The data extension is either missing or invalid.

Unable to create a file at that location.
Please check your data path.

The program was unable to create data at the
specified location. Please confirm the data path,
extension and your right to create data at that
location.

Unable to open data at that location.
Please check your data path.

The program was unable to open data at the specified
location and data extension. If you have specified a
mapped network drive, ensure that this drive is valid
and active.

Rentals for Adagio data was not found.

Do you want to create it?

Rental data was not found at the specified location.
Please confirm the data path, extension. If thisis a
mapped drive, ensure that it's active.

Rentals for Adagio
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Program Startup

To run the Rentals for Adagio, click the Rental icon on your Windows desktop. If an icon isn't provided
you may need to start the program from the Windows Start Menu. Look for Rentals for Adagio under the
Start Menu.

» From the File menu, select Open. Enter SYS for the User ID and SYS for the Password. If you
are logged in as the Administrator, you can setup new users and change the Administrator’s
default password.

Open Rental Data l&

User ID Ir Remember user name [+ —
Password  |*** Remember password v Create
Date [10/21/2012 |  Lastaccess: 10/21/2012
Datapath [C:\SOFTRAKIRENTAL\SAMDATA E @ _ ek |
Extension W Cancel

i o

Command Line Parameters

Command line parameters are provided to simplify the login for users. If you identify the User ID,
Password, Data Path and Data Extension, the opening dialog will not appear. Setting the login
information is only applicable to offices where security is not a concern.

To add command line parameters, click on the Rental desktop icon and right-click properties. Add one or
more parameters to the Target field.

For example: C:\SOFTRAK\RENTAL\BIN\rental.exe /usys /psys

Available parameters are as follows:

Parameter Description

Ju Allows you to set the default user. Ex: /uSYS

/p Allows you to set the default password. Ex: /pSYS
/d Allows you to set the default data path.

Ex: /dC:\SOFTRAK\RENTAL\DATA

/e Allows you to set the default data extension. Ex: /eDAT
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Company Profile

This function allows you to enter your company information, contract options, security and integration
with other Adagio products.

From the Edit menu, select Company Profile or Profile from the Tool bar

Enter in your company information. The company name will appear on the status bar and reports.

( <! Edit Company Profile @-\
] Integration ] Miscellaneous ] Contract Opt Flds ] Item Opt Flds ]
. Contracts ] Invoices ] Customers ] Accounts ] Items ]
Company Profile
Company name |Sample Comparny
Address |3EIIIIZI West Pender oK
|'I.-'an|:-:|u'-.-'er, BC Cancel
|
|
Zip/Postal |VEE 4G1
Phane |(604) 555-1212
Fax |(604) 555-1213
Company number I—
Contact person |
Home currency COM
. %
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Contract Options

Under the Contracts tab you may select your preferences for contract and quotes.

( <! Edit Company Profile [&JW
Availability ] Integration ] Miscellaneous ] Contract Opt Flds ] Itern Opt Flds ]
Profile : Invoices ] Customers ] Accounts ] Ttems ]
Contract Options
Increment contract numbers [+ Allow deletion of contracts [+
Contract number format Ili Allow edit of line extension [ oK
Mext conract rmmber Im Allow credits on contracts v Cancel
Increment quote numbers v Discount misc charges [
Quote number format |1 Display in descending order [
Mext quote number |71 Default return time to start ime [
Rental cyde dedmals |_4 Apply user ID to sales derk [V
Calculate commission on m Show all dates for new contracts [
Default salesperson I—E| Default header desc to firstitem [+
Default billing rate |D.-5.ILY ﬂ IUse header return as default [
Default rental period | 1 |Da'5.'s ﬂ Start new line from line type [+
Open ended rental contracts [ Visit itemn unit field [
Prompt to re-open a dosed contract v
Open existing contract to detail grid W
\ A
Options Description
Increment contract Select this option to automatically assign the next contract number on
numbers new contracts. The contract number will be formatted using the

contract number format and the next contract number.

Contract number format This option is only available if you have selected Increment contract
numbers. If you leave this field blank or some number, the program
will assume you want to use a simple nhumbering system for your
contracts. For example, your contract numbers might be 100, 101, 102,
etc. If you would like to include a prefix and/or a postfix, specify an
example as the format. For example, CONO123-A, will use a prefix of
CON and a postfix of =A. The 0123 indicates a leading zero format.
When a leading zero is indicated, the maximum contract number will be
controlled by the specified digits. In the example above, the maximum
contract number will be 9999.
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Next contract number

This option is only available if you have selected Increment contract
numbers. This option allows you to change the numeric next contract
number you create. Using the contract format above and next number

of 100, the next new contract number would be CON0O100-A.

Increment quote numbers

Select this option to automatically assign the next quote nhumber on new
quotes. The quote number will be formatted using the quote number
format and the next quote number.

Quote number format

This option is only available if you have selected Increment quote
numbers. If you leave this field blank or some number, the program
will assume you want to use a simple nhumbering system for your
quotes. For example, your quote numbers might be 1000, 1001, 1002,
etc. If you would like to include a prefix and/or a postfix, specify an
example as the format. For example, QUT0123-Q, will use a prefix of
QUT and a postfix of =Q. The 0123 indicates a leading zero format.
When a leading zero is indicated, the maximum quote number will be
controlled by the specified digits. In the example above, the maximum
quote number will be 9999.

Next quote number

This option is only available if you have selected Increment quote
numbers. This option allows you to change the numeric next quote
number you create. Using the quote format above and next number of
100, the next new quote number would be QUT0100-Q.

Rental cycle decimals

This option allows you to specify the number of decimal places when
calculating, displaying and printing the rental cycles. Select a number
from 0 to 6. The default is 2 decimal places, but it can be changed at
any time.

Calculate commission on

Indicate how you calculate commissions, on either Sales or Margins.
Sales will calculate commission on the total value of the contract
(excluding taxes), while Margins will calculate commission on the profit
margin (billed less cost) only. Commissions are shown on the
Salesperson Commission report.

Default salesperson

Select the default salesperson assigned to each new contract. If this
field is left blank, the customer’s salesperson will be used.

Default billing rate

This option is only applicable if you've chosen to use the simplified
billing method. The default billing rate will be assigned to all rented
items on contracts. Choose one of your defined billing methods.

Default rental period

This option is only applicable, if you have not chosen Open ended
rental contract. Enter the default rental period assigned to new
contracts. This option will set the contract return (due) date from the
start date.

Open ended rental
contract

Select this option to default new contracts as open ended. Ie. The
contract due (return) date is left blank.

Prompt to re-open a closed
contract

Select this option if you'd like to be prompted to clear the close date,
when you edit a closed contract. If you re-open a contract, further

Rentals for Adagio
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billing could occur.

Open existing contract to
detail grid

Select this option, if you'd like the contract items to be the first visible
tabbed page when editing a contract. Alternatively, the
contract/customer tab will be visible.

Allow deletion of contracts

Select this option, if you'd like the ability to delete contracts from the
contract list window. This option can also be controlled via the user’s
group. From an audit perspective, you might like to retain all contracts.

Allow edit of line extension

Select this option, if you'd like the option to override the contract line
extension. Alternatively, the extension field is disabled. This option can
also be controlled via the user’s group.

Allow credits on contracts

Select this option to permit the credit of contract lines. This option can
also be controlled via the user’s group.

Discount miscellaneous
charges

Select this option, if your company’s discounts apply to miscellaneous
charges.

Display in descending
order

Select this option, if you'd like the contract list sorted in descending
order. ie. The latest contract is the first entry in the grid. Sorting by
customer or contract number is available by right clicking over the grid.

Default return time to start
time

Select this option, if you want the return time to default to the start
time. If you're not tracking billing by time, the return time should be
the same as the start time. Otherwise, a partial day could be billed from
the time variance.

Apply user ID to sales
clerk

If you've chosen not to define sales clerks, you can default the sales
clerk field with the user’s ID. The default sales clerk is assigned via the
user’s group.

Show all dates for new
contracts

When you create a new contract, you will be prompted for the order
date and rental period. Select this option, to show the expected ship
date and receipt date on the new contract dialog. If those dates are not
visible, they will be assigned the order date.

Default header description
to first item

Select this option, if you'd like the contract header description to be
assigned the first item code entered on a new contract.

Use header return as
default

This option is only applicable if you've chosen to use the simplified
billing method. Select this option, if you'd like the rental item’s return
date to be assigned to the header return date. Otherwise, the return
date will be calculated from the item’s start date and the rental default
period.

Start new line from line

type

Select this option, if you'd like the focus to be on the line type, when
entering new lines on contracts. Otherwise, the initial focus will be on
the item number.

Visit item unit field

Select this option, if you'd like to visit the unit field, when tabbing
through contract detail fields.

Rentals for Adagio
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Invoice Options

Under the Invoices tab you may select your preferences for invoices.

.

<. Edit Company Profile

Invoice Options

Mext invoice number

Invoice Batch

Availability ] Integration ] Miscellaneous ]Cnntrau:tDptFIds] Item Opt Flds ]
Profile ] Contracts Invoices l Customers ] Accounts ] Ttems ]

Invoice number format 1

Comments transferred to invoices [

Indude discounts in revenue accounts [

Minimum rental amount per invoice 50.00

Tax status for minimum top-up amount |HST ﬂ

Print rental amaounts if inwoice is under minimum amount [

10000 Ok

Cancel

Batch type |A;R Invoice Batch ﬂ

Ready to post? v

Batch description |Rental biling sequence %seq

Date Format Time Format
* Windows short * 12 hr dock {zm/pm)
" windows lang " 24hr dock
(" Rpt. options (Hdr)
" Rpt. options (Det)
L o
Options Description

Invoice number format

If you leave this field blank or a numeric, the program will assume
you want to use a simple nhumbering system for your invoices. For
example, your invoice numbers might be 100, 101, 102, etc. If you
would like to include a prefix and/or a postfix, specify an example as
the format. For example, IN0123-A, will use a prefix of IN and a
postfix of =A. The 0123 indicates a leading zero format. When a
leading zero is indicated, the maximum invoice number will be
controlled by the specified digits. In the example above, the
maximum invoice humber will be 9999.

Next invoice number

This option allows you to change the numeric next invoice number

Rentals for Adagio
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that is generated during billing. Using the invoice format above and
next number of 100, the next new invoice number would be
IN0100-A.

Comments transferred to
invoices

Select this option to transfer comments from the contract to the
invoice.

Include discounts in revenue
accounts

Select this option, if you want the revenue accounts to show the net
amounts. Alternatively, the gross amounts are applied to the
revenue accounts, and the discounts to the discount account. This
option can be changed at any time, although care should be taken
to allow for the desired audit tracking.

Minimum rental amount per
invoice

If this value is a non-zero amount, Rentals will automatically set the
rental amount to this value on all invoices which contain some rent
if the actual rental amount is less than this minimum amount. Sales
and miscellaneous charges are not affected by this option. It will
not apply to credit notes or to the final rental amount when the item
is returned, except when it is the only invoice for the contract.

Tax status for minimum top-up
amount

For any invoice which has the minimum invoice amount applied (see
the Minimum rental amount per invoice option), Rentals needs
to know which tax status to assign in order for the amount to
achieve the minimum amount specified.

Print rental amounts if invoice
is under minimum amount

Choose this option to print rental amounts on invoices if the invoice
is under the minimum amount. For example, if you've set the
minimum invoice amount to be $50 and the line item is only $10,
you might want to hide the $10 line charge.

Batch type

Choose the batch type for invoices that are generated and
transferred to Adagio Receivables. Select either Retrieve or
Invoice batch. If you generate invoices, several times a week,
choose a retrieved batch, where invoices will be appended to a
retrievable external file. Alternatively, an internal invoice batch will
be generated for each billing run.

Batch description

Use this field to enter a default description for each new invoice
batch created. You can use variables that will automatically enter
specific information in the description.
e Enter %seq to automatically include the billing sequence.
e Enter %usr to automatically include the Adagio UserID of
the person who created the batch.
e Enter %ounm to automatically include the Adagio User’s
name of the person who created the batch.
e Enter %sdt to automatically include the session date the
batch was created.
e Enter %bat to automatically include the batch number that
was created.
e Enter %dat to automatically include the system date the
batch was created.
e Enter %tim to automatically include the system time the
batch was created.
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Ready to post Select this option to set the A/R invoice batch as ready to post.
Alternatively, the batch will be created as not ready to post. You
will have to manually set the status as ‘ready’, prior to posting.

Date format Select one of the following formats for the %dat and %sdt
variables to use in the Invoice Batch description:

e Windows short - from Windows Regional settings

e Windows long - from Windows Regional settings

e Rpt. options (Hdr) - as specified in User Preferences |

Report Options
¢ Rpt. options (Det) - as specified in User Preferences |
Report Options.
Time format Select to use either a 12-hour or 24-hour time format for the %tim

variable to use in the Invoice Batch description.

Customer Options

Under the Customers tab you may select your preferences from the following customer options. All of
these customer options can be overridden by the user’s group.

i "y
<. Edit Company Profile Lﬁj
Availability ] Integration ] Miscellaneous ] Contract Opt Flds ] Itemn Opt Flds ]
Profile ] Contracts ] Invoices | Customers ! Accounts ] Items ]
Customer Options
View customer info from contracts [
Check for customer on hold [ (o ]'8
Chedk customer credit limit [ Cancel
Allow credit limit override [+
Show customer alerts [
Show shipto alerts [
L ~
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Options Description

View customer info from Turn this option off if you want to disable and hide the Customer
contracts button on the Contract form. If you don't want users to be able to
edit customers directly while editing contracts, you will want to turn
this option off.

Check for customer on hold If you turn this option on, Rentals will warn you when you create a
new contract for a customer that is on hold. You can then decide
whether or not you want to continue creating the contract for the
customer.

Check customer credit limit If you want Rentals to automatically check the credit status of
customers when you create new contracts, turn this option on. If
the customer has already exceeded their credit limit, Rentals will
warn you when you try to create a new contract for the customer.
You can then decide whether or not to continue creating the
contract for the customer.

Allow credit limit override This option is only applicable to Check customer credit limit. If
this option is selected and the customer is over their credit limit, you
won't be able to create a new contract for the customer.

Show customer alerts Select this option, if you'd like to see customer alerts while editing a
contract.

Show ship to alerts Select this option, if you'd like to see ship to alerts while editing a
contract.
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Item Options

Under the Items tab you may select your preferences from the following item options and the simplified

billing method.

.

<. Edit Company Profile

Availability ] Integration

Profile ] Contracts ]

Item Options

Cost to display |I'~"Iu:|st recent ﬂ
View item info |'|.fu'itl'| cost j
Start date phrase W
Display item cost information W
Warn if available gty below zera [~
Warn if IC gty below zero [
Warn if price is below cost [
Warn if price is zero [

Ttem Pricing
Simplified biling method [~

Start weekly rate after 4 days

Prorate weekly rate if less than 4 days
Start monthly rate after | 22 days

Days in @ month

I_EB days

] Miscellaneous ] Contract Opt Flds] Item Opt Flds ]

— l Customers ] Aecounts ............................... I tems
Sales location |1 =)
Rental location |1 =) oK

Prorate monthly rate if less than 22 days [

Single ratefcost for serialized items [

Cancel
View IC item for rental item [
Sort items by category [w
Rental category finder W
Rental item finder [
Show item alerts [

Weekly factor 3.0000
Monthly factor 93,0000

[

Options

Description

Cost to display

Select from one of the costs defined in Inventory Control. This field
is only active if the Display item cost info is selected.

View item info

Use this option to specify the level of item detail to display:
e With cost, where items are displayed with price and cost
information
e Without cost, where items are displayed with only price
and other item information, but no cost details
¢ No access, where no item information will be displayed

Start date phrase

Select the phrase that will appear on the contract for the start date.

Display item cost information

Select this option, if you would like the item cost information to
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display on the contract detail form.

Warn if available quantity Select to automatically create a backup of your entire dataset,
below zero

Warn if IC quantity below zero | You might turn this option on if you have the 'Allow inventory levels
to be below zero' option turned on in Inventory's Company Profile.
When this option is turned on in Rentals, if you try to sell an item
that has a negative inventory quantity on hand, you will receive a
Warning that 'There is insufficient stock at location xxx'. You will not
be prevented from selling the item.

Warn if price is below cost Select this option if you would like a warning if an item is sold below
its cost. Rentals will compare the price against the most recent
cost.

Warn if price is zero Turn this option on to suppress the warning that normally displays

when you try to sell an item with a zero unit price.

Sales location Select the location in Inventory Control, where items will be sold.
Rental location Select the location in Inventory Control, where items will be rented.
View IC item for rental item Select this option, if you would like use the item button on the

contract detail form, to access the Inventory Control inquiry.
Alternatively, the item button will access the rental item inquiry.

Sort items by category Select this option, if you would like the rental item finder to sort by
category. Alternatively, the rental item finder will be sorted by item
number.

Rental category finder This option only applies to rental items on contracts. Select this

option, if you would like the category finder to show Inventory
Control categories. The alternative is rental categories, which
assumes that you've defined rental categories in Rentals.

Rental item finder This option only applies to rental items on contracts. Select this
option, if you would like the item finder to show Inventory Control
items. The alternative is rental items, which assumes you‘ve
defined rental items in Rentals.

Show item alerts Select this option, if you would like to see Inventory Control item
alerts, while entering items on contracts.
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Availability Options

Under the Availability tab you may select your preferences for the item availability function.

<! Edit Company Profile [ﬁj
Contracts ] Invoices ] Customers ] Accounts ] Items ]
Integration ] Miscelaneous ] Contract Opt Flds ] Ttem Opt Flds ]
Ttem Status Grid Columns
Width
Available ) Item code v 110
0K
Reserved 0 Desrription m 150 L
L ﬂ Category [v 35 Cancel
servidng 0 Serial number [ 70
Mot working ] Status v 35
Sold 0 Quantity [w 35
Date Range Options
Start date 0 days from today Sortitems by category [
End date 14 days from today Reserve end date v
Contract start date |Oru:|er Date j
Itemstartdate  |ContractStartDate  v|
. A

The item availability grid can be customized to show select columns, column widths and colors for each
item status. Click the button adjacent to the status, to choose an alternate color. The statuses:
Available, Reserved and Rented are dependent upon their current status on active contract. Ie. Is the
item currently rented or reserved on an active contract? The statuses: Servicing, Not Working and Sold
are set by the user, under Rental Item Maintenance.

The item availability grid will display a date range relative to today’s date. Enter the start and end date
to indicate how many days (before or after today’s date) you'd like to view.

By default, a contract is deemed to start from the contract’s order date. You can change that to start
from the contract’s expected ship date, receipt date or rental start date.

By default, an item is deemed to be rented/reserved from the contract start date. You can change that
to start from the contract order date, contract expected ship date, contract receipt date, item expected
ship date or item start date.

Items on the availability grid can be sorted by item or by category. You can also indicate whether the
rented item is reserved on the return date or not.
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General Ledger Accounts

Under the Accounts tab you can set the Adagio Ledger accounts that may be active when items are
rented, sold or returned. Accounts are also maintained in the category record, providing greater control
over revenue allocation. If the department field is left blank, Rentals will use the department defined in
the Inventory Control location. The discounts, inventory control, A/R clearing are not subject to the
department override rule. In addition, the miscellaneous charges file also contains G/L account
information.

( <. Edit Company Profile l&ﬁ
Availability ] Integration ] Miscellaneous ] Contract Opt Flds ] Itemn Opt Flds ]
Profile ] Contracts ] Invoices ] Customers Accounts l Ttems ]
G/l Accounts
Acct Dept
First Invoice Rental Revenue |4EI 10 E |2 ﬂ ok
Rental Revenue |4EI 10 E |2 ﬂ
Rental Estimated Cost 041 qlf2 A Cancel
Rental Estimated Cost Clearing ~ [5041  a|2 a
Rental Sale 010 alf2 a
Rental Cost Of Goods so40 alf2 a
Rental Depredation Clearing |'EIEIEIEI ﬂ |2 ﬂ
Discounts 4020 alf2 a
Inventory Control |121EI ﬂ |2 ﬂ
AR Clearing 111 alft a
Top-Up For Minimum Invoice Amt |1J:-pup ﬂ | ﬂ
\ y.

Options Description

First Invoice Rental Revenue Credit this account with the revenue generated on the first invoice.
The offsetting entry is the Accounts Receivable clearing account. By
separating out the *first invoice’ rental revenue, you may defer
revenue recognition off if you pre-bill the last month’s rental due.

Rental Revenue Credit this account with revenue generated from the rental of an
item (except for the first invoice). The offsetting entry is to Accounts
Receivable Clearing. If no deferral of rental revenue is done from
first invoice billings, this account will be the same as the First
Invoice Rental Revenue account.
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Rental Estimated Cost You can track your ‘Cost of Rentals’ in order to assist in profitability
analysis. You enter the rental cost in the same manner as you enter
the rate amount to charge for an item. This account is debited with
an estimated cost of each rental billing. The estimated cost of the
rental is stored along with rates under rental item maintenance.

Rental Estimated Cost Clearing | Credit this account with the amount debited to the estimated cost
account. This is a simple clearing account. You may use this to enter
the actual costs recorded from Account Payable or Payroll. You may
use the difference to determine how accurately you Accounts
Receivable costing your rentals. From an accounting perspective,
this is similar to using ‘standard costing’ in @ manufacturing
environment.

Rental Sale Credit this account when rental inventory is sold to a customer. The
offsetting entry is to Accounts Receivable Clearing. Note that when
rental inventory is sold, a different G/L account may be credited
than for sales of normal inventory.

Rental Cost Of Goods Debit this account with the amount entered as the item cost when it
is sold off. When an item is ‘Sold-Off’, the user is permitted to enter
a cost (or value) of the sold item. The system will provide either the
memo cost of the item from the serialized item file (if a serialized
item is being sold), or the cost of the item from Inventory Control as
a default to use. All costing methods in Inventory Control are
supported.

Rental Depreciation Clearing Debit this account with the difference between the value entered by
the user for the item sold and the cost of the item recorded in I/C.
(The difference must be depreciation) This is a clearing account as
you will most likely wish to review and reconcile the entries made
with the actual depreciation taken against rental inventory.

Discounts Credit this account with any discounts taken by the customer.
Discounts are controlled by the customer type and apply to all
charges on a contract.

Inventory Control Credit this account when items are sold. The offsetting entry is to
A/R Clearing account. This account must match the account used in
Inventory Control.

A/R Clearing This is the offsetting debit account for recording sales and rentals.
Make sure the account has the same number as Accounts
Receivable.

Top-up For Minimum Invoice Credit this account when there is a top-up amount for @ minimum
Amount invoice amount.
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Sample Account Processing

Given the above accounts, let’s trace through the accounting entries made in the life of a rental item (a
36" projection TV). The TV is purchased for $1000. The appropriate item number is added to inventory
and a receipt is entered for the item.

The receipt in Inventory Control generates:

Account Debit Credit
Inventory Control $1000
Receipt Clearing $1000

The television rents for $200 per month. The estimated cost (determined by the owner of the rental
business) is $50/ month (based on a useful life of 20 months for the item.) The television is rented to
Ronald Black for 12 months payable monthly in advance. The last month's rent is collected on the first
invoice.

The first rental billing generates the following transactions:

Account Debit Credit
First Invoice Rental Revenue $200
Rental Revenue $200
Accounts Receivable Clearing $400

Rental Estimated Cost $100

Rental Estimated Cost Clearing $100

Each subsequent billing cycle generates the following transactions:

Account Debit Credit
Rental Revenue $200
Accounts Receivable Clearing $200

Rental Estimated Cost $ 50

Rental Estimated Cost Clearing $ 50

At the end of the contract, Ronald Black decides to purchase the television. The net book value is $400
($1000 original cost *8 months remaining / 20 months useful life,) the normal retail price is $1800, and
50% of the rent is applied to the purchase price. Ronald is charged $600 for the TV.

This is a selloff of rental inventory and is recorded as:

Account Debit Credit
Rental Sale $600
Accounts Receivable Clearing $600

Inventory Control $1000
Rental Cost of Goods $400

Rental Depreciation Clearing $600
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Integration Options

Under the Integration tab you can customized how data is transferred to Adagio Receivables, Ledger

and Inventory Control.

-

<. Edit Company Profile

==

Adagio Ledger

Profile ] Contracts ] Invaoices ] Customers ] Accounts ] Items ]
Availability | Miscellaneous ] Contract Opt Flds ] Itemn Opt Flds ]
Adagio Receivables
Send to reference |Ct#: 123 desc wux j
Send to description 1 |Ct#: 123 desc xxx j oK
Send to description 2 |Ct#: 123 desc xxx j Cancel

Send to reference |RNIN

Send to description 1 |RNIN#

123B-5eq 999 |

Send to description 2 |RNIN#

Adagio Inventory

123B-5eq 999 |

Send to reference

|Cn:nntran:t Mumber j

L

Options

Description

A/R Send To Reference

Select the default format or field that will be written to the reference
field, when invoices are sent to Adagio Receivables.

A/R Send To Description 1

Select the default format or field that will be written to the first
description field, when invoices are sent to Adagio Receivables. If
the version of A/R is less than 9.0, there will only be one description
field.

A/R Send To Description 2

Select the default format or field that will be written to the second
description field, when invoices are sent to Adagio Receivables. This
option only applies to A/R 9.0 or higher.

G/L Send To Reference

Select the default format or field that will be written to the reference
field, when transactions are sent to Adagio Ledger.
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G/L Send To Description 1 Select the default format or field that will be written to the first
description field, when transactions are sent to Adagio Ledger. If the
version of G/L is less than 9.0, there will only be one description
field.

G/L Send To Description 2 Select the default format or field that will be written to the second
description field, when transactions are sent to Adagio Ledger. This
option only applies to G/L 9.0 or higher.

I/C Send To Reference Select the field that will be written to the reference field, when
transactions are sent to Adagio Inventory Control.

Miscellaneous Options

Under the Miscellaneous tab you may select your preferences for contract maintenance and printing.
The maintenance date ranges will be used as defaults, when those functions are performed. No
automatic maintenance is performed.

<! Edit Company Profile I&

Profile ] Confracts ] Invoices ] Customers ] Accounts ] Items ]
Availabiity |  Integration | ___E]chtactOptFlds] Item Opt Fids |

Maintenance Date Range
Move to history after a0 days

Purge histaory after 720 days oK
Purge completed after 90 days Cancel

Purge invoices after 720 days

Printing

Prompt to consolidate G/L transactions?
Prompt to purge audit trail?
Prompt to purge tax summary report?

|Ise ranges for custom reports?

171 R R

IJse ranges for custom views?

Sort printed lines by |Line number ﬂ

Options

Default service code =)

Maximum displayed location rows 5
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Options

Description

Move to history after x days

Indicate the number of days between the session
date and the contract order date, before a
complete contract is moved to history.

Purge history after x days

Indicate the number of days between the session
date and the contract archive date, before an
archived contract is purged from history.

Purge completed after x days

Indicate the number of days between the session
date and the contract order date, before a
complete contract is purged.

Purge invoices after x days

Indicate the number of days between the session
date and the invoice date, before an invoice is
purged.

Prompt to consolidate G/L transactions

Select this option, if you'd like to be prompted to
consolidate the G/L transactions, after you print
the G/L Transactions Report.

Prompt to purge audit trail

Select this option, if you'd like to be prompted to
purge the audit trail data, after you print the Audit
Report.

Prompt to purge tax summary report

Select this option, if you'd like to be prompted to
purge the tax summary data, after you print the
Tax Summary Report.

Uses ranges for custom reports

Choose whether to display ranges and options,
prior to a custom report. The ranges will be used
to generate contract work files to be the basis of
the custom report. The alternative is to present
ranges using Crystal Reports.

Use ranges for custom views

Choose whether to display ranges and options,
prior to a custom view using GridView. The ranges
will be used to generate contract work files to be
the basis of the view. The alternative is to present
ranges using GridView.

Sort printed lines by

Select how print contract lines will be sorted.
Select either by line number, item code or item
description.

Default service code

Choose a default service code that will be used
when creating service records.

Maximum displayed location rows

Enter the maximum displayed locations when
editing a contract rental or expendable item. The
contract detail dialog will resize to accommodate
locations where the item is assigned.
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Optional Fields

Under the Contract Opt Flds tab you can define the contract header and detail optional fields. Enter a
field label, if you'd like to define an optional field. Your choices are: String (text), Date, Amount (home
currency decimal places), Unit (variable decimal places) or Boolean (checkbox). Optional fields will be
available for data entry on the contract header or detail forms.

Under the Item Opt Flds tab you can define the rental item optional fields. Rental item optional fields

will be applied to the contract detail, if the labels correspond to one another.

-

<! Edit Company Profile

S5

Profile ] Contracts
Availability ] Integration

Header Optional Fields

] Invoices ] Customers

] Miscellaneous  Contract Opt Flds l Item Opt Flds ]

Detail Optional Fields

Items ]

oK

Cancel

String field 1 | String field 1 |
String field 2 | String field 2 |
String field 3 | String field 3 |
Date field 1| Date field 1 |
Date field 2 | Date field2 |

Amount field 1 |

Amount field 1 |

Amount field 2 |

Amount field 2 |

Unit field 1 |

Unit field 1 |

Unitfield2 |

Unit field 2 |

Boolean field 1 |

Boolean field 1 |

Boolean field 2 |

Boolean field 2 |
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Security, Group and User Setup

Security

The Group and User Setup function in Rentals for Adagio is where the System Administrator assigns
individual users and groups access to specified areas. To ensure security of your system and your data it
is essential that only those users or groups have limited access to specific areas as it prevents
unauthorized users from entering the system.

The Group Setup must be established first and then individual Users can be set up. For consistency you
may want to use groups and users that are used in other Adagio software products.

As a safety precaution you will not be able to disable the system administrator (SYS) from accessing any
functions.

Group Setup

To create a New User Group

>

>

>

>

>

Select Group Setup from the File menu bar. This form will list all the user groups currently set
up on your system.

To create a new user group, click New. The Edit Group window will open. Select from the drop
down menu in the Group field, or enter in a new Group short name in the Group field and an
expanded name in the Description field.

Deselect from the check boxes under Menu Access as to which areas this group will be permitted
to view. Click on the expanded access box to view all the menu functions.

Set your preferences for this group. These options will override global options in the company
profile.

Click on OK to save.

*Recommended* Disable the choice of ‘User Setup’ and ‘Group Setup’ under the File menu choice as
this will prevent users from being able to edit their own group.

<. Group Setup EI =1 @

Group Description

ADMIM | Administrators

Edit

Copy

|
| o |
oo |

Delete

Close
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P
21 Edit Group

Menu Access I Options

Group

Group I O.l

Description I

rMenu Access

Menu items Permit all ™

=1 File

- [ Open

- [ Data Integrity Check

-] User Setup

-] Group Setup

- Currency Codes

- [®] Workstation Options

-- [ User Preferences

- [] Styles

- Badkup
.- [®) Related Data
.[® Complete Dataset
| Backup Options

E1- ) Edit

X Company Profile

[ Customers

[¥] shipTo Addresses

-[3 Sites

m

Cancel

Help

iy’

Contract Options

View customer information on contracts [

Allow the deletion of contracts

Allow credits on contracts

Display cost infarmation on contracts
Display contracts in descending order
Chedk for customer on hold

Chedck customer credit limit

Allow credit limit override

Show customer alerts

Show shipto alerts

Show item alerts

J I e e B B B B

Bilingrate 28 DAY DLY |

View item info Iwn_h cost - I
Clerk I O.I

Contract start date IDrder Date

=

Itemstartdate  |Contract Start Date

Start date 0 days from today

End date I 14 days from today

=}
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User Setup

To differentiate between users, you must add each user to the system. At this time you can also specify a
user group for each user.

From the File menu, select User Setup

I

<) User Setup Maintenance EI =] @

Initials Mame Group
SYS System Account ALL
Edit
Copy
Delete
Help
Close

>

From this form you can select:

New to create a new user

Edit to modify an existing user

Copy to copy the details to another new user
Delete to delete a user

Close to close the form

Adding a New User

YV VYV V

VVVY

\ 4

To add a new user click on New and the Edit User form will appear.

Enter in the initials, name,

Enter in Group, if applicable or select from the drop down menu. The Group will be important if
you wish to setup the menu level security or prevent posting.

Enter in password

Check the Edit Columns option, if grid column editing is permitted.

Check the Edit GridView option, if they can access GridView from this product.

Check the Enable SF Export option, if they can export from the Smart Finder window or a data
grid.

Check the Enable SF Printing option, if they can print the Smart Finder results.

Click OK to save.
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-

< Edit User

In | tl 3 |S IW ........................... g K,_
Mame |51,rstem Account

Cancel
Group ALL Q,

Hel
Password | Change passwaord [ i

Edit columns v Enable SF Export v

Edit Gridview v Enable SF Printing [+

Error Messages

Explanation

You cannot delete the System
Administrator

You are attempting to disallow the system administrator (SYS)
from accessing any functions. This is a safety measure in case
you accidentally disallow everyone from a particular function.

Error adding record to users,
record already exists.

You are attempting to use initials that are already in use.

User's group cannot be blank

You are attempting to close the form without assigning a
group to the specific user.
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Common Menu Functions

The following functions are common to many of the Rentals for Adagio forms.

Command | Description

New Creates a new record. For example, a new contract, sales clerk or rental item.

Edit Will allow you to edit or change a record you have already saved. Such as changing a
contract. To save time, press F2 from the grid, to edit a record.

Delete Will delete the record highlighted in the form. To save time, press DEL from the grid to
delete a record.

Find The find function will help you locate a particular record. This is helpful if you have several
records in the grid. You can also select what action to take upon locating, either
highlighting it or making it available for editing.

< Find Item e |
What to find
Ttem number | a oK
Cancel
Action on find
" Highlight —
{* Edit
To save time, a shortcut to the find function is available from any grid. Press F5 button to
initiate a find with the finder window open. Press F6 to initiate a find with the smart finder
window open.

Excel If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet
by clicking the Excel button.

Close Will close the form you were currently on. Pressing ESC will also close the form.

Popup If you right click over the grid, a popup menu of functions will appear. The menu functions

Menu include those described above, as well as additional functions and sort options.
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Customers

Customers can be maintained in Adagio Receivables and Rentals for Adagio. The functionality should be
the same. Please refer to the Adagio Receivables on-line help for information on customer maintenance.

From the Edit menu (or tool bar), select Customers

The customer list window will open, displaying all of your currently defined customers.

<. Edit Customer List

@_‘
1

Customer

BCS01
BOHO1
BOLD1
BRAD1
CAPD1
CCxo1
CHED1
CIRD1
CLAD1
CONO1
DAWD1
DOuUo1
ELLO1
FIRO1

Mame

ABLO1 | Ables Cables

BCS Engineering

Bohr Driling, Inc.

Bolts Hardware

Braxton Consulting Group
Cape May Inn

CCX Express

Cheng, Cheng, Chipperfield
CIRS, Inc.

Clayton Publishing

Conner Air

Dawson Marine Adventures L... 543 Keith Avenue

Double D Rentals Ltd
Ellis Marine Sales & Rentals
First Fidelity Savings Bank

Address Contact

| 1400 Bettman Strest |Lynne Cullen

PO Box 1100 John Adams
1234 West 54th Av... Rodney Bohr
PO Box 1600 George Bolts
470 Fayette Street Jennifer Braxton
1450 Ocean Highway Mancy Chapman
1460-560 Burrard 5t... Georgina Burnes
895 Hastings Street  Brian Cheng
1500-E Deerco Road | Karen Eades
1500 Morth Avenue | Eric Clayton

PO Box 654 Ken MacDonnald

Gayle Brown

1066 Highview Place  Daniel Dorval
365 Ginger Street Louis Corrin

1652 York Road

Carol Anderson

Telephone

|(555) 453-5005
(555) 735-5000
(555) 995-6573
(555) 774-7400
(555) 922-4789
(555) 433-8476
(604) 555-5555
(604) 555-5555
(555) 960-1960
(555) 479-4000
(555) 536-7864
(604) 555-5555
(504) 555-5555
(555) 555-5555
(555) 447-4557

Active -
active I
Active
Active
Active
Active
Active
Active
Active Copy
Active
Active
Active
Active
Active
Active
Active -

]
=

Edit
View

Find

Help

Close

il

To create a new customer, click New or the Insert key.

To edit an existing customer, select the customer from the list and click Edit (F2). If you have several
defined customers, click Find (F5 or F6) to search for the customer.

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking

the Excel button.

Click OK when you're done. The category code will now appear in the list.
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Ship To Addresses

This function allows you to enter shipping addresses for all your customers. You can enter as many ship
to addresses for each customer as you need. If you do not enter a Ship To address for a customer, the
address on the customer record will then be automatically applied to ship to address on contracts.

From the Edit menu, select Ship To Addresses or ShipTo from the tool bar.

The ship to address list window will open, displaying all of the currently defined addresses.

<. Ship To Addresses o] @ |5
Customer ShipTo |Description Address Contact Telephone -
BCVANC | Ables Cables Vancouver 321 Main ... New

ABLO1 | ONTORO |Ables Cables Toronto 12345 Win... Kim Jacobs (418) 555-...
ABLO1 | SALSCQ |Ables Cables 1400 Bettm... Lynne Cullen (555) 453-... Edit
BCS01 ILCHIC |BCS Engineering 54321 Willi... |Stephen Gilian (312) 453-...
BCS01 | SALSCO |BCS Engineering PO Box 1100 John Adams (555) 735-... Copy
BOHO1 | SALSCQ Bohr Drilling, Inc. 1234 West ... Rodney Bohr (555) 993-... Find
BOLO1| SALSCQ Bolts Hardware PO Box 1600 George Bolts (555) 774-...
BRAD1  SALSCQ Braxton Consulting Group |470 Fayett... Jennifer Braxton (555) 922-... Delete
CAPD1 | SALSCQ Cape May Inn 1450 QOcea... Mancy Chapman (555) 433-... Help
CCX01 | BCBURM CCX Express Burnaby 7000 Halifax | Alea Quinn (B04) 123-...
CC¥01 | SALSCQ |CCX Express 1460-560 B... Georgina Burnes (604) 555-... Close
CHEQO1| SALSCQ Cheng, Cheng, Chipperf...|395 Hastin... |Brian Cheng (604) 555-...
CIRO1 | SALSCQ CIRS, Inc. 1500-E De... Karen Eades (555) 960-...
CLAD1 | SALSCQ |Clayton Publishing 1500 Morth. .. Eric Clayton (555) 479-... | -

To create a new ship to address, click New or the Insert key.

To edit an existing ship to address, select the ship to address from the list and click Edit (F2). If you
have several defined ship to addresses, click Find (F5 or F6) to search.

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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|

£ Edit ShipTo BCVANC l&n
Customer code IW' oK
Ship to code W
Cancel

Description |.ﬁ.l:|les Cables Vancouwver
Address (321 Main Street Help

|

|

|14'.an|:|:|u'u'er, BC
Zip/Postal veq 27
Telephone |(604) 555-1000
Fax number  |(504) 555-1200
Tax group |C.-5.N.-5.D.ﬁ. Ql
Price list RETAL 4 |
Contact |J|:|naﬂ'|an Dean
Email !JDnamanDean EABLESCABLES, COM

Field

Description

Customer code

Enter the customer code for this ship to address.

Ship to code Enter a code of up to six alphanumeric characters to identify this
particular ship to address. For example, a customer might have offices
in Vancouver and Toronto. The ship to codes could be VAN and TOR.

Description Provide a description or name for this customer.

Address Enter the address for this customer. Four lines are available.

Zip/Postal Enter the zip code or postal code

Telephone Enter the telephone number

Fax number Enter the fax number

Tax group Enter the tax group for this ship to address. This tax group will override
the customer’s tax group. Tax calculation is based upon the tax group.

Price list Enter the default price list for this ship to address. This price list will

override the customer’s price list. The price list will be applied to items
that are sold.
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Contact Enter the contact name for this particular address.

Email Enter the email address for the contact

Click OK when you're done. The ship to address will now appear in the list.

Error messages

Error Message

Explanation

Ship to code may not be blank.

You have neglected to enter a ship to code for this
new address.

That ship to address does not exist

The program was expecting to find the ship to
address. This could indicate a data corruption
problem. Check the data integrity.

The customer code is required

You have neglected to enter a customer code for
this new address.

Tax group's currency must match the
customer's currency

The tax group’s currency does not match the
customer’s currency. This only applies to multi-
currency databases.

The tax group was not found.

The tax group was invalid.
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Sites

Sites are useful for summarizing billing or reporting by job site or project. Rental contracts are assigned
a site code, identifying a customer’s job site.

From the Edit menu, select Sites

The site list window will open, displaying all of the currently defined job sites.

< Site Maintenance EII = I@

Customer Site |Description Address Contact Telephone
100 |Ables Cables Lynne Cullen

To create a new site, click New or the Insert key.

To edit an existing site, select the site from the list and click Edit (F2). If you have several defined sites,
click Find (F5 or F6) to search for the site.

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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-
Customer code IABLUl Q,I oK

Site code 100 =
Cancel

Description I.ﬁ.bles Cables

| Help
Address | 1400 Bettman Street

|5ﬁ1 Floor

|'|.I'l.|'ir1t:|su::urI QM
Zip/Postal |N9n B3

Telephone |{555} 453-5005

Fax number |{555} 453-5006

Contact ILyﬂne Cullen

Email IL‘mnECuIIen [@AblesCables.com

Customer code Enter the customer code associated with this site.

Site code Enter a site code of up to three six characters to identify this site.
Description Provide a 2-line description of this site.

Address Enter the address of this site.

Zip/Postal Enter the zip code or postal code for this site.

Telephone Enter the telephone number for this site.

Fax number Enter the fax number for this site.

Contact Enter the contact name for this site.

Email Enter the email address for the site’s contact.

Click OK when you're done. The site code will now appear in the list.
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Error messages

Error Message

Explanation

Customer code may not be blank.

You have neglected to enter a customer code for this new
site.

Site code may not be blank.

You have neglected to enter a site code for this new site.

Site code already exist

You have chosen a site code that already exists for this
customer. Choose an alternate site code.

Site code does not exist

The program was expecting to find the site code. This
could indicate a data corruption problem. Check the data
integrity.
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Categories

Rental categories control the allocation of rental and sales revenue to the General Ledger. If no
categories are in use, the G/L accounts defined in the company profile will be used.

If the department field is left blank, the renting location’s department will be used. This is useful for
departmentalized revenue reporting.

Each item in Inventory Control is assigned a category. You can use the same category or create
subcategories that only exist for Rental items. If you have a serialized inventory, you may assign a
specific category.

If you have a serialized inventory, you may assign a specific category.

From the Edit menu (or tool bar), select Categories

The category list window will open. This window lists all of the currently defined categories.

<. Category Maintenance || B |||
Code Description -
Al |ACCESSORIES - NEW New

A2 ALUMINUM EQUIP - NEW
A3 ALUMINUM EQUIPMENT
AC ACCESSORIES

AL |ALUMINUM EQUIPMENT
F1 FRAMES AMD CROSS BRACES - NEW Eind
FR. FRAMES AMD CROSS BRACES

Delete
L1 |LIGHT DIITY - MEW
L2 LADDERS & STEP LADDERS - MEW Help
LD |LIGHT DUTY

Cloze
LS [LADDERS AMD STEF LADDERS
M1 MISC, SALES - NEW
MI |MISC INT CHARGE TO CUSTOMER. -

To create a new category, click New or the Insert key.

To edit an existing category, select the category from the list and click Edit (F2). If you have several
defined categories, click Find (F5 or F6) to search for the category.

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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<! Edit Category Al

S

Category |.-5. 1 |

G/l Accounts

Rental Revenue

Rental Sale

Description  |ACCESSORIES - NEVY]

First Invoice Rental Revenue |4IIIIIIIII E |1IIIIII

Rental Estimated Cost 15100 a 100
Rental Estimated Cost Clearing [5100 @ |100

Rental Cost Of Goods 15100 a 100

Rental Depredation Clearing |E4EIIII ﬂ |1IIIIII

oK

Cancel
Acct Dept

Help

14000 100

|41EID ﬂ |1nn

lellelleflellel 2] |2]

Field Description

Category Enter a code of up to three alphanumeric characters to identify this
category.

Description Provide a description of this category code.

First Invoice Rental Revenue

Credit this account with the revenue generated on the first invoice. The
offsetting entry is the Accounts Receivable clearing account. By
separating out the *first invoice’ rental revenue, you may defer revenue
recognition off if you pre-bill the last month'’s rental due.

Rental Revenue

Credit this account with revenue generated from the rental of an item
(except for the first invoice). The offsetting entry is to Accounts
Receivable Clearing. If no deferral of rental revenue is done from first
invoice billings, this account will be the same as the First Invoice Rental
Revenue account.

Rental Estimated Cost

You can track your ‘Cost of Rentals’ in order to assist in profitability
analysis. You enter the rental cost in the same manner as you enter the
rate amount to charge for an item. This account is debited with an
estimated cost of each rental billing. The estimated cost of the rental is
stored along with rates under rental item maintenance.
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Rental Estimated Cost
Clearing

Credit this account with the amount debited to the estimated cost
account. This is a simple clearing account. You may use this to enter
the actual costs recorded from Account Payable or Payroll. You may use
the difference to determine how accurately you Accounts Receivable
costing your rentals. From an accounting perspective, this is similar to
using ‘standard costing’ in a manufacturing environment.

Rental Sale

Credit this account when rental inventory is sold to a customer. The
offsetting entry is to Accounts Receivable Clearing. Note that when
rental inventory is sold, a different G/L account may be credited than
for sales of normal inventory.

Rental Cost Of Goods

Debit this account with the amount entered as the item cost when it is
sold off. When an item is ‘Sold-Off’, the user is permitted to enter a cost
(or value) of the sold item. The system will provide either the memo
cost of the item from the serialized item file (if a serialized item is being
sold), or the cost of the item from Inventory Control as a default to use.
All costing methods in Inventory Control are supported.

Rental Depreciation Clearing

Debit this account with the difference between the value entered by the
user for the item sold and the cost of the item recorded in I/C. (The
difference must be depreciation) This is a clearing account as you will
most likely wish to review and reconcile the entries made with the
actual depreciation taken against rental inventory.

Click OK when you're done. The category code will now appear in the list.

Error messages

Error Message Explanation
Category code may not be blank. You have neglected to enter a code for this new
category.
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Miscellaneous Charges

Miscellaneous charges are additional charges that might be added to a contract depending on the specific
situation. For example, these charges might include handling, freight or packaging charges.

From the Edit menu, select Miscellaneous Charges

The miscellaneous charges list window will open, displaying all of the currently defined miscellaneous
charges.

‘L“ Miscellanecus Charges E”E”El
Code Description Acct/Dept Charge
FR. [CARTAGE CHARGES | 7100-100 0.00 New
RA |REMTAL ADJUSTMENTS 4010-100 0.00
RC |TO REPAIR DAMAGED ... 4100-153 0.00 Edit
CLN FORM CLEAMIMNG 4010-200 0.00
G5T G.5.T. 2190 0.00 Copy
PST P.5.T. 2120 0.00 Delete
DISC DISCOUMT 4010-150 0.00
REMT SUBREMTAL EQUIPMENT ©120-100 0.00 Help
Close
—

To create a new miscellaneous charge, click New or the Insert key.
To edit an existing miscellaneous charge, select the charge from the list and click Edit (F2)

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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< Edit Miscellanecus Charge ﬁ

Misc code FR. oK

Description |C.-5.RT.-5.GE CHARGES

Tax status |G5T j |1_
Charge amount 0.00 —

Cancel

Acct/dept (7100 {100 al
On invoice Total only -
Field Description
Misc code Enter a code of up to six alphanumeric characters to identify this

miscellaneous charge.

Description Provide a description for this miscellaneous charge.

Tax status Choose a tax status associated with this miscellaneous charge. You'll
need to previously create tax types for this field.

Charge amount Enter the amount that will be charged.

Acct/dept Enter the General Ledger account and department that will be used for
this miscellaneous charge.

Print Select to print this miscellaneous charge as a separate line item on your
contracts and invoices, or in the totals section of these forms. You may
override this selection in the specification of the specific document.

Click OK when you're done. The category code will now appear in the list.

Error messages

Error Message Explanation

Misc code may not be blank. You have neglected to enter a misc code for this
new miscellaneous charge.
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Service Codes

Service codes are used in conjunction with Service Records. Service codes standardize the type of
service that is performed on a rental item.

From the Edit menu, select Service Codes

The service code list window will open, displaying all the currently defined service codes.

o

‘E:_ Service Code Maintenance EI' [=] I@

Code Description
CALIB |Calibration

Edit
Copy
Delete

Help

Close

To create a new service code, click New or the Insert key.
To edit an existing service code, select the service code from the list and click Edit (F2).

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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Code ICALIEI ql

Description IEaIibraﬁnn|

Code Enter a code of up to six alphanumeric characters to identify this service
code.
Description Provide a description of this service code.

Click OK when you're done. The service code will now appear in the list.

Error messages

Service code may not be blank.

You have neglected to enter a code for this new service
code.

Service code already exist

You have chosen a service code that already exists.
Choose an alternate service code.

Service code does not exist

The program was expecting to find the service code.
This could indicate a data corruption problem. Check the
data integrity.
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Billing Methods

Billing methods describe how rental charges are to be calculated, whether recurring invoices are to be
generated, and how to calculate an expected return time for an item. Billing methods allow you to tailor
the rental charge out structure to your company’s method of renting equipment.

Billing methods describe the method calculating rental charges. Under Rental Item Maintenance, you can
assign rates and cost to a particular item.

Billing methods may be set up to charge a customer on an hourly, daily, weekly or monthly basis, as well
as a flat fee.

Flat rates not subject to recurring billing will appear on the final invoice to a customer.
Flat rates subject to recurring billing will appear on every invoice generated for a customer.
From the Edit menu, select Billing Methods

The billing method list window will open, displaying all currently defined billing methods.

o

<. Billing Method Maintenance E'I (=l I@

Description
23 DAY DLY

MNew
WEEKLY
MONTHLY Edit
MO MINIMUM
FLATMONTH _ Copy |
HOURLY Delete
DAILY
Help
Close

To create a new billing method, click New or the Insert key.
To edit an existing billing method, select the billing method from the list and click Edit (F2)

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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<. Edit Billing Method

Description |28 DAY DLY| oK
Rentis Per Day bl
Cancel
Rent each day indudes a free period of 0 hours
Hel
Calculation of a partial day should be omitted = i

Minimurm rental period is

I? days

Due date is |StartDate Flus ﬂ| 3a5 |Days j

Due time is |Start'|'|me Plus ﬂ| 00:00

Spedial first invaice is |a percentage of total estimated rent j | 0 %

Recurring invoices

Every | 28 |days _~v|in |arrears + |, starting with month | 1

Invoice date will be |syn|:|'|r|:|nizeu:| to contract start date ﬂ

Field

Description

Description

Provide a description of this billing method, with a maximum of 30
characters.

Rent is

Select flat fee from the Rent cycle box if this rate is to be charged on a
one-time basis. Flat fees marked as billable will be charged on every
recurring invoice generated for a customer. Select per hour, per day, per
week, or per month to specify the units to use in calculating the rental
amount due.

Free period

A rate can have some amount of free time. This permits calculation of
"5-day weeks" and other special requirements. Free periods are always
given at the end of the billing cycle. For example, if an item rents for
$100 a week, and each week includes 2 free days, Rentals allocates 1/
5th of the rate ($20) to each day of the 5 days that the item is rented;
no charge is applied for the next two days.

Calculations...should be

Select Exact if rental fees for a partial cycle are to be calculated on an
exact basis. For example, if a customer rents an item on a daily basis
and returns it 28 hours after taking it out on rental, Rentals will charge
the additional four hours as 4/24's of the daily rate.
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Select Rounded to have Rentals automatically round up rental charges to
the next highest whole unit of the rental cycle. To continue our example,
the customer would be charged for two full day’s rental.

Select Omitted (for daily rates only) to omit time. For example, an item
that is rented anytime on Jan.1 and comes back on Jan. 2 will be
charged 2 days' rent. For billable contracts, this also results in inclusive
date ranges for invoice dates: a 28-day rate would be billed Jan. 1 to
Jan. 28, then Jan. 29 to Feb. 24, and so on.

Grace period of x percent

If the rent charged is to be in whole cycles only, you may wish to
provide a grace period. Customers who return their rental items within
the grace period will not have the rental fee rounded up to the next
whole unit. Grace periods are calculated as a percentage of the rental
cycle. For example, 50% of an hourly cycle is 30 minutes.

Minimum rental period is

If you wish to set @ minimum rental period for an item, you would enter
that information here. For example, a monthly rate might have a
minimum rental period of 3 months. If a customer returns the item after
only 1 month, the charge will still be for 3 months.

Due date is

To speed data entry, Rentals uses the rate selected when an item is
rented to automatically calculate an expected due back date and time.
Select start date plus to have the due back date calculated from the date
rented. Enter the number of days, weeks, or months to add to the out
date to provide an expected return date as a default.

Select specific date if the expected due back date is always the same
day. For example, weekend rental rates may always have an expected
due back date of the Monday following the day the item was rented.

Due time is

Select start time plus and enter the number of hours and minutes

to add in order to have Rentals calculate the due back time based on the
time of day the customer rented the item. Select specific time and enter

it in 24 hour format, if all your rentals are due back at a specific time of

day.

First invoice is

First invoices to a customer may be calculated as either a percentage
the total estimated rent, or a prebilling of a specific number of cycles.
First invoices also include miscellaneous charges and expendables sold
on the contract.

Select a percentage of total estimated rent and enter the percentage
you wish charged on the first invoice to the customer. If customer is to
be charged in full for the rental on the first invoice, you may enter
100%.

Select a pre-billing of so many cycles and enter the number-
of cycles you wish to cover on the first invoice to a customer.

These selections only apply to the first invoice generated from a
contract, whether it is a cash or billable contract.
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Recurring invoices will Select not be generated if you do not want recurring invoices created for
this definition. Recurring invoices are only generated for rental contracts
marked as billable.

Select will be generated to have recurring invoices produced and enter
the frequency with which you wish to produce recurring invoices.

You must specifically run the Recurring Billing function in order to
generate recurring invoices. These selections control the frequency with
which contracts will be selected by the Recurring Billing function.

Billing: Advance or arrears To generate recurring invoices, Rentals must know whether rental
amounts re charged in advance or in arrears. This allows it to track
when the next recurring invoice should be created. Select advance to
have your recurring invoices reflect rental charges collected in advance
of the rental period. Select in arrears if you charge your customers at
the end of a rental cycle for items they have out on a contract.

Billing starting with month x | Enter the number of days, weeks, or months you wish to elapse before
Rentals starts to generate recurring invoices on a contract.

Invoice date Rentals allows you to synchronize all billing to occur on a particular day
of the month, regardless of the day each item on the contract was
initially rented. To always bill in whole periods, have the billing day be
the same as the start day. To have all items on a contract billed as of
thelst, 15th or last day of month, enter that day in the space provided.
(All days after the 29th will be deemed the last day of the month.)

Click OK when you're done. The billing method will now appear in the list.
After you have entered your billing methods, you will need to assign specific rates to your rental items.

Error messages

Error Message Explanation

Category code may not be blank. You have neglected to enter a code for this new
category.

That billing method does not exist The program was expecting to find the billing
method. This could indicate a data corruption
problem. Check the data integrity.
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Sales Clerks

Sales clerk codes provide an additional audit trail and controls for your rental system. The rental
commission rate and sales commission rate are information fields only. They may be useful for
generating commission reports or views using GridView.

From the Edit menu, select Sales Clerks

The sales clerk list window will open, displaying all of the currently defined sales clerks.

o

<. Sales Clerk Maintenance E'I (=] I@

Code Mame

BOBE |Bob Wisener o

To create a new sales clerk, click New or the Insert key.
To edit an existing sales clerk, select the sales clerk from the list and click Edit (F2).

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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< Edit Sales Clerk BOB -

Sales Clerk
Code |BOB | oK
Mame |Eh:||:| Wisener
Cancel
Commissions Help
Rate Minimurm sales
Rentals |  100.000 | 0.00
sales | 1,250.000 | 0.00
LS -
Field Description
Code Enter a code of up to six alphanumeric characters to identify this sales
clerk.
Name Provide a name for this sales clerk.
Rental commission rate Record the rental commission percentage earned on rental revenue
earned by this sales clerk.
Rental minimum sales Enter the minimum rental revenue required of the sales clerk before the
commission kicks in.
Sales commission rate Record the sales commission percentage earned on sales revenue
earned by this sales clerk.
Sales minimum sales Enter the minimum sales revenue required of the sales clerk before the
commission kicks in.

Click OK when you're done. The sales clerk will now appear in the list.

Error messages

Error Message Explanation

Sales clerk code may not be blank. You have neglected to enter a sales clerk code for this
new sales clerk.

Sales clerk already exist You have chosen a sales clerk code that already exists.
Choose an alternate sales clerk code.

Sales clerk does not exist The program was expecting to find the sales clerk code.
This could indicate a data corruption problem. Check the
data integrity.
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Rental Items

Rental items are used to record the rental rates, costs, comments, reference and notes. All rental items
are Inventory Control items.

If your rental items are serialized, a unit field is available to uniquely identify the item. A serial number
field is also provided.

Over time, you might like to know if a rental item has been profitable. Rentals stores the original
purchase price, rental revenue and cost, as well as costs from service records.

A rental item history is provided, to view the current rental status and provide drilldown on rental
contracts and service records.

From the Edit menu (or tool bar), select Rental Items

The rental list window will open, displaying all of the currently defined rental items.

<. Rental tems EI'E'@
Item Unit  |Description Cat  |Serial Reference [Status -
A1-N-100-78 |sPEEDLOCK AL | active [l New
A1-N-1000 MOBILE WAGON Al Active
AC-R-1000 MOBILE WAGON AC Active Edit
ACR-133-12 ACCESS LADDER/ECHELL... |AC Active
AC-R-135-12 ACCESS LADDER/ECHELL... |AC Active Copy
AC-R-1350 BAKER. SCAFFOLD AC Active Eal
ACR-137-12 ACCESS LADDER/ECHELL... |AC Active
AC-R-1375 DRYWALL CARTS AC Active Delete
AC-R-200 TOGGLE PINS/CHEVILLES | AC Active Help
AC-R-201 LOCK ARM/ BARRURE AC Active
ACR-202 CLAMPS/ BRIDES AC Active Close
AC-R-203 PIGTAIL LOCK PINS AC Active J
AC-H-204 LOCK ARM AC Active
AC-R-205 COUPLING PINS AC Active | -

To create a new category, click New or the Insert key.

To edit an existing rental item, select the item from the list and click Edit (F2). If you have several
defined items, click Find (F5 or F6) to search for the item.

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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' "
=1 Edit Rental Item AC-R-1000 = —
tem |  Rates | OptonalFields | Statstcs |  Hstory | Notes |
Information
Item number ~ [AC-R-1000 o)
oK
LInit number
Description  [MOBILE WAGON] —_—
Serial number | Help
Category  [aC  a|ACCESSORIES
Status |.'5|I:ti‘u'E j
Reference |
Comments
Insert comments on contracts [ Instruction [ Transfer to invoice [
L A
Field Description
Item number Enter a valid Inventory Control item number.
Unit number If this is a serialized rental item, you may want to differentiate it from

other items. Enter a code of up to four alphanumeric characters to
identify this item.

Description The item description will default to the I/C item description, however
you are permitted to change it.

Serial number If this is a serialized item, enter the serial number.

Category The category will default to the I/C item category, however you are
permitted to change it an I/C category or Rental category.

Status Choose either ‘active’ or ‘inactive’
Reference Enter a reference number for this item
Comments Enter 4 lines of comments, with a maximum of 75 characters per line
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Insert comments on Select this option, if you would like to automatically insert the item

contracts comments when the item is added to the contract.

Instruction Choose whether the inserted comments will appear as an instruction or
comment. Instructions are typically printed on internal documents.

Transfer to invoice Choose whether the inserted comments will be transferred to the
invoice at billing.

-

2 Edit Rental ltem AC-R-1000 )
Item Rates | OptionalFields |  Statistcs |  Hstory |  Notes |
Rental Rates
Rate Cyde Cost

28 DAY DLY 3.50 per day 0.00 oK

WEEKLY 21.00 per week 0.00 cancel

MOMTHLY 93.00 per month 0.00
Help

NO MINIMUM | 000 perday | 0.0 e

FLATMONTH 8400 flatfee |  0.00

Minimum charge 0.00

L ~

The Rates tab is where you enter the rental rates and associated cost for each billing method. If no
billing methods are displayed, you should define at least one billing method.

You can also specify the minimum amount to charge for the rental of this item.
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21 Edit Rental [tem AC-R-1000 L[ |

Item |  Rates Optional Fields |  statistics |  History | MNotes |

Optional Fields

Vendor |

Cancel

Help

L, A

The Optional Fields tab is where you can set values for optional fields. If no optional fields are
present, define labels for these fields under the company profile. Choose the same labels as contract
detail optional fields, if you'd like the data to appear on contracts.
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Quantities
On hand | 14 [EA

Rented 13
Reserved i
Available 1

2. Edit Rental Item AC-R-1000 [E=REE
Ttem ] Rates ] Optional Fields | Histary ] Motes ]
Rental Statistics
Original cost | 0.00 on | E oK
Last service | 0.00 on | E =
Total cost I—IJIZIIII Cancel
Total rent I—IJIZIIII Help

-,

L,

The Statistics tab provides a summary of cost and rental revenue for this rental item.

Enter the original cost (purchase price) for this item and the date that it was purchased.

If you have entered any service records for this item, you'll find the last service amount and service

date.

The total cost is an accumulation of service record costs and recorded costs from rental activity.

The total rent is the recorded rental revenue from prior rental activity.

All of the statistical fields are available for editing.

Quantity statistics are also available for viewing on this tab.

The quantity on hand (from Inventory Control) is the total number of units from all location, that

haven't been allocated to a sale or purchase order.

The rented quantity is the number of units that are currently rented on contracts.

The reserved quantity is the number of units that are currently marked as reserved on contracts.

The available quantity is quantity on hand, less rented and reserved.
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21 Edit Rental Item AC-R-1000 = e
Item | Rates | OptionalFields |  Statistics Hstory | Notes |
Contract |Line | Qty | UnitPrice| ExtPrice| start | Return [st|«
11083 | 4 3 3.50 | 3,843.00 | 6/11/2012 | 6/11/2013 | O QK
11167 | 4 0 3.50 80,50 ©/13/2012 @ 7/5/2012 Cancel
11327 | 12 0 3.50 56.00  £/18/2012 @ 7/3/2012 —
11356 4 0 3.50 56,00 5/19/2012  &/21/2012 Help
11424 2 0 3.50 56.00  5/21/2012  7f6/2012
11450 4 1 3.50 1,281.00 6/27/2012 @ &/27/2013 O
11475 & 1 3.50  1,281.00 6/25/2012  &/25/2013 O
11664 2 1 3.50  1,281.00 7/4/2012 = 7/4/2013 O
11671 2 1 3.50  1,281.00 7/4/2012 = 7/4/2013 O
11762 5 1 3.50  1,281.00 7/9/2012 = 7/9/2013 O
11809 4 1 3.50 1,263.50 7/11/2012 @ 7/6/2013 O
31929 | & 0|  3.50| 2,215.50| 6/28/2010 | 3/21/2012 | [
{* Contracts (" History " Servicing
L A

The History tab displays rental item activity from current or historical rental contracts. Service
records for this item can also be viewed. To change the display, select Contracts, History or
Servicing.

For current or historical contracts, the last column in the grid will display the rental item status. An
‘0’ indicates that the item is currently rented (Out). To drilldown to the contract, double click on a
desired grid row. Drilldown to the service record is also provided.

The edit window is sizeable to accommodate additional grid columns.

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by
clicking the Excel button.
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< Edit Rental ke AC-R-1000

-

(S5

Ttem ] Rates Optional Fields Statistics History Motes
Notes/Alerts
¥ Notes; £ lerts
Motes [8].4
Additional comments
m Cancel
Help
Sort notes by
{ " User {* Date [ time
Date Time |User [Mote

b

A

The Notes tab allows you to maintain notes on each rental item. Notes can be entered as a single
memo (additional comments) or as separate notes by date/time/user/note. An option is provided to
sort the notes by user or date/time. To insert a new note, double click on a blank row, click Insert

or Right click to access the grid’s

popup menu. To edit an existing note, double click on the desired

row, click F2 or use the popup menu.

Click OK to record your changes. The rental item will now appear in the list.

Error messages

Error Message

Explanation

Please enter a valid item number

You have neglected to enter an item number for this new
rental item.

is not a valid item number

The item number is not a valid Inventory Control item

is not a valid category code

The category code is not a valid Inventory Control
category or a rental category.

Failed to read that item

The program was expecting to find the rental item. This
could indicate a data corruption problem. Check the data

integrity.
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Service Records

Service records are an historical record of the servicing that has occurred for a particular rental item. For
example, you rent a crane that requires periodic maintenance. The profitability of a rental item can be
calculated from the original purchase price, rental revenue, service costs and eventual sale.

As an option, a service item can be associated with each service record. For example, you may need a
calibration device to service a rented monitoring device.

With each service record, you can record the date, c, reference and description about that particular
service record.

You can define service codes to standardize the type of servicing that is required.
From the Edit menu, select Service Records

The service record list window will open, displaying previously entered service records.

<. Service Records EIE@

Record |Item Item Description Description Date Amount
1 |AIN100-78 SPEEDLOCK 10/22/2012 100.00

Edit

Copy
Find
Delete
Help

Close

il

To create a new service record, click New or the Insert key.
To edit an existing category, select the category from the list and click Edit (F2).

Click Find (F5 or F6) to search for a particular service record. The smart finder (F6) can be particularly
helpful in finding a service record.

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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2 Edit Service Record 1 |

Record m

Rentalitem  |A1-N-100-78 al| al o
|SPEEDLOCK =

Service item | -- ﬂ Cancel
| Help

Service code |C.-5.LIB ﬂ |Ca|i|:|rat'l:|n

Description |
Reference |
Date 10/22/2012 &
Amournt 100.00
Field Description
Record The record number to this particular service record. The system generates a unique
number and is read-only.
Rental item Enter a rental item that is being serviced. If this is a serialized item, enter the unit
number following the rental item.
Service item Enter an inventory item that will be used to service the rental item.
Service code Enter a service code that identifies the type of servicing that will be performed. That's
assuming that you've previously defined service codes.
Description Two lines of text are provided to describe this particular servicing. There is a
maximum of 40 characters per line.
Reference Enter a reference number for this servicing. Enter no more than 16 characters.
Date Enter the date that this servicing took place.
Amount Enter the cost associated with this servicing.

Click OK when you're done. The service record will now appear in the list.

Error messages

Error Message

Explanation

Please enter a val

id inventory item. | The service record is either missing an item number or the
item number is invalid.
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Inventory Items

Inventory items can either be maintained in Adagio Inventory or Rentals for Adagio. The functionality

should be the same. Please refer to the Adagio Inventory on-line help for information on item

maintenance.

From the Edit menu (or tool bar), select Inventory Items

The item list window will open, displaying all of your currently defined inventory items.

" -
“. Itern Maintenance

=)

Mumber
A1-M-100-78
A1-M-1000
A1-M-1000R
A1-M-1001
Al-M-1002
A1-M-1003
Al-M-133-12
Al1-M-135-12
A1-M-1350
Al1-M-1350E
A1-M-1350-AL
A1-M-1350-GR
Al1-M-1351

Description

SPEEDLOCK

MOBILE WAGDOMN

WAGDM WHEEL RIM OMLY
WAGDM WHEELS

WAGDOMN HAMDLE

WAGON BEARING & BUSHING
ACCESS LADDER fECHELLE 3
ACCESS LADDER /ECHELLE 5
BAKER. SCAFFOLD

BAKER SCAFFOLD Erector model
ALUMIMNUM BAKER. SCAFFOLD
GARD RAIL FOR. ALUM BAKER.
BAKER. PLYWOOD

Edit

To create a new item, click New or the Insert key.

Eind
Copy
Delete
Help

Close

_—

To edit an existing item, select the item from the list and click Edit (F2). If you have several defined
items, click Find (F5 or F6) to search for the item.

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking

the Excel button.

Click OK when you're done. The inventory item will now appear in the list.
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Item Instructions

Item instructions are lines of text that will automatically be added to a contract, whenever a particular
item is rented.

Create item instructions, if you find yourself repeatedly entering items and lines of text. Using item
instructions will save time and standardize the text that appears on your contracts. For example: special
handling or maintenance instructions.

To create and edit your item instructions, select Item Instructions from the Edit menu.

The item instruction list window will open, displaying all of the currently defined instructions.

o o)

<. Item Instructions EIEIE

Item Description Comments 1 Comments 2
MS-R-PLC30DC |30' PERSOMAL LIFT Indude AC-R-304 (...

To create a new item instruction, click New or the Insert key.

To edit an existing item instruction, select the instruction from the list and click Edit (F2). If you have
several defined instructions, click Find (F5 or F6) to search for the instruction.

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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< Edit Item Instruction MS-R-PLC30DC -

Item number |I'~"IS-R-F'LC3DDC J

Description |3IZI' PER.SOMAL LIFT oK
Instructions
Indude AC-R-304 (J-HEAD) with this item, Cancel
Help

Insert as instruction [ Transfer to inwvoice [w

Field

Description

Item number

Enter an Inventory Control item number.

Description

This is a read-only field to display the item description.

Instructions

Enter up to 10 lines of text. Each line can contain 75 characters.

Insert as instruction

Select this option, if you would like this text to appear as an instruction.
Instructions typically appear on packing slips for the warehouse, but not on
documents that are seen by the customer. Alternatively, the text will be
marked as a comment. The printing of instructions and comments can be
controlled on the print specification.

Transfer to invoice

Select this option, if you would like the text to be transferred from the contract
to the invoice, when generating invoices. Alternatively, the text will only appear
on the rental contract.

Click OK when you're done. The item instruction will now appear in the list.

Error messages

Error Message

Explanation

Item code may not be blank. You have neglected to enter an item code for this

new item instruction.
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Suggested Items

Suggested items will automatically appear whenever a specific inventory item is added to a contract.
Suggested items can be either rental or sale items. For example, when a piece of equipment is rented, it
might require additional consumables.

One method of increasing the revenue generated by your rental business is to ensure that your staff
always suggests what may be appropriate expendables for your customer to purchase, or other
equipment to rent at the time the initial contract is created.

To create and edit your suggested items, select Suggested Items from the Edit menu.

The suggested item list window will open, displaying all of the currently defined suggested items.

< Suggested Itemns EI' [=] '@
Item Description Suggested Item |Sugoested Description Quantity
A1N-1001 |A1-1002  |WAGOM HANDLE New
A1-M-1001 WAGON WHEELS A1-M-1003 WAGOMN BEARING & BUS... 1 =
Edit
Find
Delete
Help
Close

To create a new suggested item, click New or the Insert key.

To edit an existing suggested item, select the item from the list and click Edit (F2). If you have several
defined suggested items, click Find (F5 or F6) to search for the master item.

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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<! Edit Suggested Item A1-N-1001

Itemn number |.-5. 1-4-1001

o

Item Type
{+ Rental

Description |'L"'.|'.-5.GON WHEELS

" Sales Cancel

Suggested item |[A1-N-1002

al Help

Description |'l."'.|'.-5.GON HAMDLE

Quantity 1

Field Description

Item number Enter the item number that will trigger the suggested item(s).
Description This is a read-only field to display the item description.

Item type Choose whether to suggest a rental or item to be sold.
Suggested item Enter the item number that will be suggested.

Quantity Enter the default quantity for sale or rental of this item.

Click OK when you're done. The suggested item will now appear in the list. Multiple suggested items

can be assigned to the same item number.

Error messages

Error Message

Explanation

Item code may not be blank.

You have neglected to enter an item code for this
new suggested item.

Please enter a valid suggested item
number.

You have neglected to enter the suggested item or
the entered item is not a valid inventory item.
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With the above example, two suggested items have been set up with item A1-N-1001. When

item A1-N-1001 is rented or sold, the two suggested items will be presented in succession. To include
the suggested item, click Yes. To omit the suggested item and advance to the next suggested item, click
No. To exit the process, click Cancel.

With each suggested item, the item number, description and default quantity will be applied to the
contract detail. Edit the rental or sales information as you would with any contract detail. Click OK to
continue with the next suggested item.

2 Edit Detail 2
Detail type IExpendabIe TI Expected ship I Q | oK I
Item number | -- ﬂ Price list I ﬂ Cancel |

Cance
Quantity | 0| a| Extension
unitprice {* 2 confirm 4|
Descriptior
/F'_H\
Tax status| Do you wish to indude this suggested rental item?
R 2
Category
Item number |-'5-1-N-IDEIZ ﬂ
Location
Description IWAGON HANDLE
Qty on ha}
Quantity I 1
Mo | Cancel
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Tax Groups

Tax groups are used to calculate tax on contracts and invoices. Tax tables are useful for sales that are
subject to more than one tax authority. For example, sales in a rural area may be subject to only a state
sales tax, whereas sales in a major city may have city sales taxes or special levies added to the state tax.

Once you have set up the tax tables, all this work will be done for you. When you enter a contract,
rentals will look up the tax group assigned to that customer. The tax group is a set of rules and rates
used for taxing the various categories of items and vendors that may be included.

From the Edit menu, select Tax Groups

The tax group list window will open, displaying all of the currently defined tax groups.

‘E:_ Tax Groups = |I =] llﬁ

Tax Group  |Description

1 |BC GST/PST to June3010 New
7| 7.5% BC
GST GST (non partic.provs.) Edit
HST HST 13% Ont, Maritimes Copy
H5TO HST Tax Exempt
BCHST |BC HST 12% July2010 Delete
1 @7%0G BCT% G5T6% Obsolete Help
CAMADA |Canada
Close

To create a new tax group, click New or the Insert key.
To edit an existing tax group, select the tax group from the list and click Edit (F2).

If you have Microsoft Excel installed, you can quickly export the entire list to a spreadsheet by clicking
the Excel button.
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<! Edit Tax Group I&
Tax group |HST Description |HST 13% Ont, Maritimes Currency |DO3

Item Rates | Customer Rates | HST 13% |

HST 13% Total

H5T 13.000 1.1300
G5T 13.000 1.1300

oK
Cancel
Help
Field Description
Tax group Enter a code of up to six alphanumeric characters to identify this tax group.
Description Provide a description of this tax group.

With any new tax group, you will need to fill out each jurisdiction. The Jurisdiction fields are described
below:

Field Description

Jurisdiction The name of the jurisdiction (taxing authority). You can enter up to five
jurisdictions for each tax group. You may find it easier to identify jurisdictions if
you use their official names (State, Federal, New Hampshire, Phoenix, Chicago
Transport, etc.) or some other name that is descriptive.

Minimum Minimum tax that can be collected on an order/invoice for the jurisdiction. If
the jurisdiction has such a minimum, enter the actual minimum in dollars and
cents, complete with a decimal point. (If you do not enter a decimal point, the
program will assume the amount is a full dollar amount). When a minimum is
applicable and a tax calculated is less than this limit, no tax is applied.

Maximum Maximum tax that can be collected on an order/invoice for the jurisdiction. If

the jurisdiction has such a maximum, enter the actual maximum in dollars and
cents, complete with a decimal point. (If you do not enter a decimal point, the
program will assume the amount is a full dollar amount). When a maximum is
applicable and a tax calculated exceeds this limit, the maximum tax is applied.
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Acct/Dept

The General Ledger account and department (if your company uses
departments) to which you want to post collected taxes. Rentals requires that
the account field contain a General Ledger account number for each item that
includes an amount field, and for each jurisdiction. If any accounts are blank,
an error occurs during posting, informing you that a blank account exists either
in the line item information or in the tax table.

Tax base

Your entry in this field determines the amount for which the tax is calculated.
You can tax the customer based on the Selling price, the Standard cost
amount, the Most recent cost, or either of the two user-defined costs. The
Selling price is most commonly used for tax purposes.

On invoice as

This field allows you to indicate where on the invoice the tax is displayed: either
as a line item in the detail section, or as part of the total section.

Taxable

The taxes levied by one jurisdiction may themselves be taxed by another
jurisdiction. Clicking this checkbox on means that the taxes themselves are
taxable; turning this checkbox off means they are not.

When calculating invoices for multiple jurisdictions, one or more of which is
taxable, Rentals calculates taxes in the order in which the jurisdictions occur.
When it comes to a taxable jurisdiction, it calculates the taxes for that
jurisdiction and adds them to the total amount to arrive at a new tax base.
Then it calculates the remaining taxes on the new base and adds them in to
arrive at the total.

For example, if a sale of $100 requires a 5% tax applied by a jurisdiction that
taxes the taxable jurisdiction, Rentals calculates the total in this manner:

$100 + (5% x $100) = $105.00
+ (7% x $105) = $112.35

Invoice amount $100.00
+ taxable tax (5%) 5.00
New tax base $105.00
+ remaining tax (7%) 7.35

Invoice total $112.35

Customer Tax Rates

Enter the customer tax rates for this jurisdiction.

NOTE: The name of this field is defined in tax types.

Item tax Rates

Enter the item tax rates for this jurisdiction.

NOTE: The name of this field is defined in tax types.
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You can view totals for item tax rates and customer tax rates on the Item Rates and Customer Rates

tabs.

If you want to add more jurisdictions to this tax code, click the New button. A new tab will be added to

the window for the new jurisdiction.

When you are done, click OK to add the new tax group or to save changes.

Error messages

Error Message

Explanation

Tax group code cannot be blank

You have neglected to enter a code for this new tax
group.

The currency code cannot be blank

For multicurrency, you'll need to assign a currency
code to each tax group.

Invalid currency code

The selected currency code is invalid. Choose an
alternate currency code.

Invalid currency. For multi-currency only
currencies with 2 decimals permitted

The selected currency code is not a 2 decimal
currency. Choose an alternate currency code.

Tax group already exist

You have chosen a tax group that already exists.
Choose an alternate tax group.

Tax group does not exist

The program was expecting to find the tax group.

This could indicate a data corruption problem. Check

the data integrity.
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Tax Types

Tax Types are used in conjunction with tax groups. You are permitted up to 10 different tax types for

both customers and items.

From the Edit menu, select Tax Types

The tax type list window will open, displaying all of the currently defined tax types.

o

2 ITax Exempt

2 ITax Exempt

3 IDbsuIete 3 IDbsuIete
ol ol

3 3

& &

!
!
7
!
|

!
!
7
!
|

Modify the tax type list, and then click OK to save your changes.

<. Edit Tax Types =]l B e
—Customer Tax Types —Item Tax Types
0 |HsT 0 |HsT
1 |esT 1 |esT

Cancel

Help
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Ship Via

Ship Via are shipping methods that can be referenced on rental contracts. You are permitted up to 10
shipping methods.

From the Edit menu, select Ship Via.

The Ship Via window appears, with all existing shipping methods listed.

<. Ship Via = B |3

—Ship Via Descriptions

i IFed—Ex oK

2 IF‘urnIatcr Cancel
3 |urs]

4 | Help

Modify the shipping method list, and then click OK to save your changes.
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Text

Create text codes, if you find yourself repeatedly entering lines of text to contracts. Using text codes will
save time and standardize the text that appears on your contracts. If the text is associated with an item
number, perhaps Item Instructions are more appropriate.

To create and edit your text codes, select Text from the Edit menu.

The text list window will open, displaying all of the currently defined text codes.

% Text Maintenance EI E

Text Code |Description
SAMPLE |Here is a sample text blodk

Edit

Copy
Delete
Help

Close

To create a new text code, click New or the Insert key.

To edit an existing text code, select the text code from the list and click Edit (F2).

Text code ISAMPLE

Description | Here is @ sample text block
that will get added to
the contract

Instruction v Transfer to invoice W
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Field Description

Text code Enter a code of up to 10 alphanumeric characters to identify this text.
Description Enter up to 10 lines of text. Each line can contain 75 characters.
Instruction Select this option, if you would like this text to appear as an instruction.

Instructions typically appear on packing slips for the warehouse, but not on
documents that are seen by the customer. Alternatively, the text will be marked
as a comment. The printing of instructions and comments can be controlled on
the print specification.

Transfer to invoice Select this option, if you would like the text to be transferred from the contract
to the invoice, when generating invoices. Alternatively, the text will only appear
on the rental contract.

Click OK when you're done. The text code will now appear in the list.

Error messages

Error Message Explanation

Please enter a text code. You have neglected to enter a text code for this block of text.

That text code already exists. You have entered a text code that has been previously defined.
Choose a new unique text code.

That text code does not exist. | An error has occurred while writing the text record. It's
recommend that you run the data integrity checker to confirm
that the data is error free.
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Active Users

To view all users logged into the current dataset, select the menu option Active Users under the Help
menu. This function could be useful, if you are attempting to run functions that require exclusive access
to the dataset.

. Active Users List

|User Mame |Appli:3ﬁun ’
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Data Integrity Check

It is recommended that you perform a data integrity checks on a regular basis.
Select File...Data Integrity Check from the menu bar...Click Check
Result of the check will appear and the function will inform you of the results. If there are errors, the

Rebuild button will be enabled. Click Rebuild to fix the reported errors. If errors are fixed, rerun the
process to confirm that all errors have been fixed.

-

£ Data Integrity Check (== =]

R/M Profiles ... Checked OK -
R M Sales Clerks ... Chedked OK

R /M Service Codes ... Checked OK

R M ShipTo Addresses ... Cheded OK

R /M Site Addresses ... Checked OK

R/M™ Smart Finder Contral ... Checked QK

R/M Customer Tax Status ... Checked OK

R/N Item Tax Status ... Checked OK | Cancel

RM™ Tax GF°
/M Tax T§ Information ﬁ
RM Text .

Data integrity chedk was complete with no errars.,

Application

Checking R
Checking R
Checking R
Checking R
Chedking
Chedking
Rebuilding Contract Filters ...

oK

Data integrity check was complete with no errors,
Finished at: 2012, 10,21 20:00:08 —

Error Message Explanation

It's strongly recommended that | You are being prompted to run a backup before repairing any
you make a backup, before data. It is strongly recommended to do this to ensure there is
repairing your data. Do you a fallback dataset.

want to continue?
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Currency Codes

Rentals for Adagio allows you to set a default currency code, create a new currency code or edit an

existing currency codes.

From the File menu, select Currency Codes

o

a;—. Edit Currency Codes

Default currency IDDS QI Based on Dos Country Code
Mew
Code Description
Edit
CDM | Canadian
D035 |Based on Dos Country Code View
UsD |US Dollars
Copy
Delete
Help
Close
To add a currency code, select New and complete the edit form.

-

21 Edit Currency Code

Currency code CAaD O
Description ICanadian
Symbual

Position of symbaol £1.23 -

1.23

Megative number format -

Thousands symbaol R
Decdmal symbaol

Dedmal places

NS

Display format

§
2
s

Cancel

Help

L=

Select OK to save your selection.
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Workstation Options

Use this function to set report preview options, default printers and specifications for contracts and
invoices.

From the File menu, select Workstation Options

Enter the zoom factor as the default when you preview reports. Additionally, select Full screen to
have the Preview window occupy your entire screen size. Select Partial screen to have the Preview
window use part of the screen.

Select Export to ExcelDirect tables to create a formatted table in Excel when exporting SmartFinder
or grid results. This option is only applicable to Excel 2007 or later.

I Ty
< Workstation Options Iﬁ
Report Preview Options

Preview zoom factor 100%5 - ............. g K ............

Preview window state

* Full screen " Partial screen Cancel

Report Printer -

(" Default printer
& Specfic |Adobe PDF -]

Invoice

Spedfication |Sample Invoice ﬂ
{» Default printer

(" Spedific | J

Contract

Spedification |Sample Rental Contract j
{» Default printer

(" Spedific | J

ks A

Settings Saved by Workstation

The options you set on the Workstation Options window will be saved by workstation so that, if different
users are connected to different printers, each user can set up their own printer options and other
preferences without affecting other users.

Other settings (eg. program, display report settings) are stored within a user's User Preferences. Please
refer to the online Help for more information about User Preferences.
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User Preferences

User preferences are used to set up Adagio user specific preferences for various report, display and other

options in the module.

From the File menu, select User Preferences.

The By Application options will be active, regardless of the data that’s opened. The By Company
options will only be active for that currently opened dataset.

Click Set All Users to make the option the same for all users.

p
<. User Preferences for

General

By Application

Report Options ]

ShipTo Addresses

Inventory Items

Toolbar [v Save window position [v
Toolbar text [+ Save window size [¥
Toolbar raised [ Auto-advance smart finder [
Status bar [+ Alphabetically sorted field list [
Color ¥  Background
By Company
Auto add items on documents [+ Remember form settings [v
Auto edit items on documents [
On startup ...

Contracts Item Availability Invoices

Customers Rental Items

Set all Users

Cancel

Help

Field

Description

Toolbar

Select this option, if you would like to display the toolbar.

Toolbar text

Select this option, if you would like to display the toolbar text below

the images.
Status bar Select this option, if you would like to display the status bar.
Color Select this option, to customize the background color of the main form.

Click Background to choose the color.

Save window positions

Select this option, if you would like the window positions to be
recalled, the next time they are opened.
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Save window size

Select this option, if you would like the window sizes to be recalled, the
next time they are opened.

Auto-advance smart finder

Select this option, if you would like the Smart Finder to automatically
advance to the next record, when it's reopened. If you're advancing
through the search list, looking for particular record, you'd probably
find this convenient.

Alphabetically sorted field list

Select this option, if you would like the grid and finder field list to be
alphabetically sorted. Alternatively, the field order will be the same as
the file layout.

Auto add items on documents

When adding new lines to contracts, you might like the program to
automatically start a new line, when you save the current line. Choose
this option to automatically add items on contracts.

Auto edit items on documents

When editing existing lines on contracts, you might like the program to
automatically open the next line, when you save the current line.
Choose this option to automatically edit items on contracts.

Remember form settings

When editing contract lines, you might like the program to use
information from the current line, when you save the current line and
start a new line. Choose this option to remember form settings.

On start-up

There are several windows that can be opened automatically, when
the dataset is opened. Choose one or more functions.

-

"
<. User Preferences for [ = &J
General Report Options
Remember report settings? [ Exdude ranges [ oK
Close report dialog after print? [ Copy starting to ending [
Set All Users
Date format (Header Footer) MMM dd yyyy Oct 23 2012 _—
Date format (Detail) MM dd fyyyy 10232012
Time format hh:mmtt - | 09:42 Cancel
AMPM format
" AMPM (™ amjpm (¥ none Help
Show group tree in preview [
Show parameters on all pages ~
Show footers ~
Shade headerfooter [+
Shade subtotals [+
Shade color |Siluer ﬂ
Default print to file format |Word ﬂ
Default print to file path |C: \SOFTRAKIRMSAMDATA =
b -
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Field

Description

Remember report settings

The print options you select on report dialogs can be saved and used
as the defaults the next time the report is printed. The options are
saved by company, so if you set different options for different
datasets, they will be saved accordingly. To have your report settings
saved, you must turn the Remember report settings option on.
Report settings are only saved if you print or preview the report. You
cannot simply open a report dialog, change the settings without
printing or previewing, and have those settings remembered for the
future.

Close report dialog after print

When this option is turned on, the report print dialog screen will close
automatically after the report is printed. This option can be useful if
you're printing the same report, multiple times with different criteria.

Date format (Header/Footer)

Select the date format, for dates that appear in the header and footer
section of the report. Indicate the date format to use on your reports.
M stands for month, Y for year, and D for day.

Date format (Detail)

Select the date format, for dates that appear in the detail section of
the report. Indicate the date format to use in the details on your
reports. M stands for month, Y for year, and D for day.

Time format

Indicate the time format to use on your reports. H stands for hour, M
stands for minutes. Use tt to indicate the position of am/pm.

AM/PM format

Select a format for the am/pm indicators.

Show group tree in preview

Select this box if you want a group tree displayed in the report review.
You can use this group tree to quickly find account or department
codes in a report preview. The group tree provides quick access to a
particular key field.

Show parameters on all pages

Select this checkbox if you want to include a description of parameters
on all pages of a multi-page report.

Show footers

Click this box on if you want footers in your report.

Shade header/footer

Click this box on if you want headers and footers shaded with the color
selected below.

Shade subtotals

Click this box on if you want subtotals shaded with the color selected
in the field below.

Shade color

Select a color for shading subtotals, headers and footers.
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Default print to file format

When you print reports, you have the option to print to file. In this
field, you specify the file format you would normally use when printing
to file. For example, if you normally would want to open the printed
data in Word, select Word. If you sometimes put reports on a company
Intranet, you might select to print to HTML format instead. This is only
a default; the Print Destination file format can be changed for specific
instances of printing to file.

Default print to file path

Enter the path to the folder you want to store Inventory reports that
have been printed to a Print Destination of File.

Exclude ranges

This option works in conjunction with Remember report settings.
Select this option, if you would like to exclude ranges from those field
values that are saved when the report window is closed.

Copy starting to ending

When entering ranges, you might like the starting value to be
automatically copied the ending value, when the starting value is
edited. This can be a timesaver, if you're printing a single document.
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Backup

Backing up your Rental data or your complete Adagio dataset, should be part of your daily or weekly
routine. Rentals for Adagio write to a variety of modules, including Adagio Receivables, Inventory
Control, Ledger and Sales Analysis. If the unexpected occurs, you will need to restore from a current
backup.

Before you perform your first backup, you should review the backup options. In particular, you will need
to indicate the location for storing the backup files.

From the File menu, select Backup, then Backup Options

> From the folder drop down list in the Zip Path field, select the directory where you
would like the backup file to be stored

> The Prefix is set at BKRN, but you may change this to any other 4 character prefix.
> The Next Sequence field is a numbering system for backups. If “1” is displayed then

the next backup will be “2”. You can modify this field to your unique specifications.

ra '
<! Adagio Backup Options Iﬁ
ZipPath  |C:\SOFTRAK\RENTAL\SAMDATADATABACK] = oK
Prefix BKRM Mext Sequence 5
Cancel
10/21/2012 20:03 3,703,891
L. = A

From the File menu, select Backup, and you can choose either to backup Rentals Data or a Complete
Dataset. Since you are affecting changes across a variety of modules, a complete backup is
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recommended. Under either option, a zip file will be created in the backup directory. Review the

Backup Options for details.

Selecting the Start button will commence the backup and a list of Added files will appear in the

messages folder. Errors will be listed in the Error folder. You will be notified when the backup is complete
and how many filed were zipped.

P
Adagio Backup 2
Zip File: C:\SOFTRAK\RENTAL\SAMDATA\DATABACK)\
BKRNOOO4.ZTP
Data Dir: C\SOFTRAK\RENTAL\SAMDATA
Files: *sAM
Cance
Information ‘L M
Backup complete. {485) files were zipped
Adde
Adde
Adde
Adde
Adde
Adde
Adde
Added file”... - =
Added file ... RNORCD'3.5AM ... 100 %%
Added file ... RNPRWEK'T.SAM ... 100 %%
Added file ... RNPRWK'RLSAM ... 100 %%
Added file ... RMVIA.SAM .., 100 %
Added file ... SDGRID'R.SAM ... 100 %
Added file ... SDOPFD'D.SAM ... 100 %%
Added file ... SDOPFV'D.SAM .., 100 %
Added file ... SDUSPF'T.SAM ... 97 % |

m |

'

Error Messages

Error Message

Explanation

Backup completed ... Unable to
backup .

The backup was completed except for the file listed in the
error message. Check the errors folder for more information.

Backup aborted. Directory does

not exist.

The directory that is specified in Backup Options does not
exist. Please verify directory and retry backup.
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Pre-Billing Register

The Pre-Billing Register is used to produce a report of the activity and amounts that are to be charged
should you elect to generate recurring invoices. The Pre-Billing Register is an important control
document. It allows you to ascertain that the figures to be charged are accurate, the correct contracts
are included on the list, and that the one-time charges and miscellaneous items entered since the last
recurring billing run are correctly billed. This function may be run whenever you desire. Other than
printing a report, it makes no changes to the database, and does not commit you to the amounts printed
on the report.

From the Billing menu, select Print Pre-Billing Register or
From the Reports menu, select Billing Reports, then select Pre-Billing Register

You may elect to generate recurring billing for ranges of customers or contract numbers. Remember that
Rentals always knows to which date a customer has been billed on their rental agreement. You need not
worry about customers being double billed for items out on rental.

To ensure that invoices are generated according to the Pre-Billing Register, the Pre-Billing options will be
used to Generate Invoices.

After printing the report, verify that the figures and amounts are correct. If adjustments must be made
to the amounts or line entries, edit appropriate contracts. If you'd like to exclude a particular contract,
the contract can be placed on hold. If you make modifications to outstanding contracts, you should
repeat the procedure until the figures and amounts charged are correct.

' Sy
<. Print Pre-Billing Register &J
Print Options
Starting Ending
Customers | a| [|zzzzzz al Print
Confracts EEETIEEFIIIT
LiliEs | ﬂ | ﬂ PrEEiE'.I".'
Detail level |Detailed - Discounted |
Export
Bill as of 10/24/2012 Ell
Comment
Indude rental items billed in advance [
Indude rental items billed in arrears [ Close
Indude zero amount lines [
Indude paid lines [
Indude final imvoice notices v
Force biling of sale items [
Current Printer
Brother HL-53700W series Printer
e -
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Field

Description

Customers

Enter a range of customers, you'd like to include in this billing
cycle.

Contracts

Enter a range of contracts, you'd like to include. Individual
contracts can be excluded by placing them on hold.

Detail level

Select whether to print the report in detail or summary format.
Detail format prints a line for all activity which has occurred on
a contract since the Recurring Billing function was last run.
Summary format condenses all of the activity on a single rental
item to a single printed line of the report. The Detail Report
can be Discounted or Undiscounted.

Bill as of

Select a bill date. It may be convenient to set the date for a few
days in the future to allow enough time to get the invoices in
the mail and out to your customers.

Remember, the charges incurred by your customer for this
billing cycle are controlled not only by the rental activity that
has occurred since the last billing cycle, but also by the rates
set for each rental item. The billing methods control whether
specific charges are incurred in advance or in arrears.

Include rental items billed in advance

Select this option, if you would like to include rental items that
are billed in advance.

Include rental items billed in arrears

Select this option, if you would like to include rental items that
are billed in arrears.

Include zero amount lines

Select this option, if you would like to include zero dollar lines.

Include paid lines

Choose whether to include returned items. Fully paid, returned
items will trigger an invoice unless they are suppressed.

Include final invoice notices

Select this option, if you would like to include final invoice
notices. If all items are returned but the contract remains open
until after the subsequent invoice, a final invoice will be
triggered when the contract is eventually closed, unless it is
suppressed.

Force billing of sale items

Indicate whether you want to force the billing of non-rental
lines. For example, selecting "forced" will produce an invoice
the next time billing is run, in the event that you add a
miscellaneous charge midway' through a contract's duration.
Alternatively, Rentals will wait until a rental line needs to be
billed or the contract is closed before producing an invoice.
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Here is a sample of the Pre-Billing Register:

Dakota Software

Rentals For Adagic - Pre-Billing Register

Oct 24 2012
Page 1 of 23

Selection: Contracts [
Billed in advance, Billed in arears, Force billing of sale item s, Final invoice notices

Jto [fLZ7FFFFFFFF], Customers |

1to [ZZZZZ7], Detailed - Discounted, as of [10/24/2012]

Cust. Contr. Billing Billing Rent
Mumber Mumber Type Item Number Qty | Start End Cycles  Unit Amount Billable Amt Taotal
ABLD1 Ables Cables
1980 Start: 02/16:2011 Due: 0Z/16/2012
Rent FR-R-15% & 07A8:2011 10:22/2012 47600 D 0.10 28580
Rent FR-R-ZE5-T & O0T7M8:2011 1042342012 47600 D 0.05 14280
Rent AC-R-APT 4 Q0TA68:2011 10/23/2012 476.00 D 0.35 66640
Rent AC-R-207 4 Q0TA82011  10/22/2012 476.00 D 0.10 190.40
Rent AC-R-120 4 QTA82011  10:22/2012 47600 D 0.05 9520
Rent AC-R-325 4 Q0TA68:2011 10/23/2012 476.00 D 0.05 85.20
Rent AC-R-3ZT 4 Q0TA68:2011 10/23/2012 476.00 D 0.05 85.20
Rent AC-R-201 & O07AG/2011 10:22/2012 47600 D 0.02 TE.18
Tax GST 157 .64
Total rent: 1648596 Total zale: 0.0 1,844 6D
1,844.60
3579 ELECTRIC SWING STAGE as g Start: 08012011 Due: 08/28/2011
Rent S5-R-500E 1 08/25/2011 10/AT7/2012 1560 M 1,200.00 20,280.00
Rent S5-R-WIRE ROPE 2 08/2%/2011 10M1T7/2012 156860 M 28.00 87360
Tax G5T 253843
Total rent: 2115280 Total zale: 0.00 23,692.02
23,652.03
4511 Start: 06/25/2011 Duwe: 06/28/2012
Exp. TR-R-TRANE e £0.00 100.00
Tax G5T 12.00
Taotal rent: 0.00 Total sale: 100.00 112.00
112.00
4555 Start: 08/28/2011 Due: 07T/14/2011
Rent FR-R-15% 2* 08/28/2011 OTA4/2011 1700 D 0.10 2.40
Rent FR-R-153 2* 08/28/2011 0742011 1700 D 0.10 2.40
Rent FR-R-Z55-T 2* (08/28/2011 O7A442011 1700 D 0.05 1.70
Rent FR-R-Z53-T 2* 08/28/2011 OTA4/2011 1700 D 0.05 1.70
Rent AC-R-AFT 3* 08/28/2011 OT/A4/2011 700 D 0.35 i7.85
Rent AC-R-318 4* 08/28/2011 0742011 1700 D 0.15 10.20
Rent AC-R-Z00 4* 08/28/2011 OTA4/2011 1700 D 0.02 1.38
Rent AC-R-201 4* Q8/28/2011 OTA442011 1700 D 0.02 1.38
Exp. TR-R-TRANS 1 50.00 50.00
Exp. TR-R-TRANS 1 50.00 50.00
Misc Topped Up Amount 902
Tax GST 1841
Total rent: 4057 Total zale: 100.00 168 41
168.41
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Generate Invoices

Use this function after you have verified that the information on Pre-Billing Register is correct. The
invoices generated during this step will reflect the quantities and amounts recorded on the Pre-Billing
Register.

From the Billing menu, select Generate Invoices

Rentals will display the customer and contract ranges, dates and options used the last time the Pre-Billing
Register function was run.

When you're ready to proceed, click Invoice to generate invoices.

To view the new invoices, click Invoices from the Inquiries menu or click Invoices from the tool bar.
Depending on the options set in the company profile, the invoices will be transferred to Adagio
Receivables as a new invoice batch or appended to an retrieved batch. Invoices will need to be posted in

Adagio Receivables, before they become active.

The next step will be to Print Invoices and the Invoice Audit Report.

i < Generate Recurring Invoices ﬁﬁ
Options
Starting Ending
Customers | a| jzzzzzz o al E—
Contracts | Q| |zzzzz7777777 4 -
Bill as of 10/24/2012 | =
Invoice date  [10/24/2012 |
Include rental items billed in advance [
Include rental items billed in arrears  [v
Indude zero amount lines [
Indude paid lines [
Indude final invoice notices d
Force biling of sale items v
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Field

Description

Customers Enter a range of customers, you'd like to include in this billing
cycle.

Contracts Enter a range of contracts, you'd like to include. Individual
contracts can be excluded by placing them on hold.

Bill as of Select a bill date. It may be convenient to set the date for a few

days in the future to allow enough time to get the invoices in
the mail and out to your customers.

Remember, the charges incurred by your customer for this
billing cycle are controlled not only by the rental activity that
has occurred since the last billing cycle, but also by the rates
set for each rental item. The billing methods control whether
specific charges are incurred in advance or in arrears.

Invoice date

Select an invoice date that will be applied to all generated
invoices.

Include rental items billed in advance

Select this option, if you would like to include rental items that
are billed in advance.

Include rental items billed in arrears

Select this option, if you would like to include rental items that
are billed in arrears.

Include zero amount lines

Select this option, if you would like to include zero dollar lines.

Include paid lines

Choose whether to include returned items. Fully paid, returned
items will trigger an invoice unless they are suppressed.

Include final invoice notices

Select this option, if you would like to include final invoice
notices. If all items are returned but the contract remains open
until after the subsequent invoice, a final invoice will be
triggered when the contract is eventually closed, unless it is
suppressed.

Force billing of sale items

Indicate whether you want to force the billing of non-rental
lines. For example, selecting "forced" will produce an invoice
the next time billing is run, in the event that you add a
miscellaneous charge midway' through a contract's duration.
Alternatively, Rentals will wait until a rental line needs to be
billed or the contract is closed before producing an invoice.
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Here’s a sample of invoice batch listing from Adagio Receivables. The invoices were generated by

Rentals for Adagio.

Adagic Corporation Dot 24 2012
Adagic Receivables - Inwvoice Batch Listing [Detail) Page 1 of 2
Sort order: Entry number
Selection: Batch number [ 13]to [ 13]
Entry Customer Transaction Document Document
HNao. No. Customer Name Type Number Date
Batch number: 13 Rental billing sequence 1
Created by 5Y5 on 10/24/2012 Last edited by 5Y 5 on 10/24/2012 Status: Open Source: RH
ABLOT Ables Cables Inwoice 10000 10/24:2012 Ref.: Ct#: 1580
Desc.: Ot 1280
Terms: 210 2% 10 Days, Met due in 30 days D 11232012
Dist Tax
Code Description G/L Acct G/L Dept Ccd Tax Base/Net Tax Amount Amount
1140 1] 0.00 1.844.80
0.00 1,844 60
2 ABLOT Ables Cables Inwoice 10001 10/24:2012 Ref.: Ct#: 38TSEL
Desc.: Ct5: 3573 ELECTRIC SWING STAGE = perco
Tems: 2110 2% 10 Days, Met dus in 30 day=s Dus: 117232012
1140 1] 0.00 23,652.03
0.00 23652.03
3 ABLO1 Ables Cables Inwoice 10002 107242012 Ref.: Ct#: 4511
Desc.: Ot 4511
Tems: 2110 2% 10 Days, Met dus in 30 day=s Dus 1232012
1140 1] 0.00 112.00
0.00 112.00
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Print Invoices

Invoices can be printed by selecting Print Invoices from the Billings menu or from Print Invoices
from the Reports | Management Reports menu.

Invoices should be printed, every time you generate recurring invoices.

When you print invoices to a printer, the program will ask you if it printed OK. If you click ‘Yes’, the

invoice will be marked as printed.

printed’, previously printed invoices will be ignored.

If you un-select the option, ‘Include invoices that have already been

The format used for your invoices is controlled by the invoice specification. Specifications are maintained
under Maintenance... Maintain Specifications. The default invoice specification can be selected from
Workstation Options.

-

<1 Print Invoices

S5

Print Options

Starting Ending
Customers | al| jzzzzzz 4
Contracts | | [zzzzzzzzzzzz q)
Invoices | | [zzzzzzzzzzzz q)
Sort by |Inw:uiu:e j
Specification |Sample Invoice j

Incude invoices that have already been printed [

Current Printer

Brother HL-53700W series Printer

Print

Preview

Export

Close

Field Description

Customers Select a range of customers that apply to these invoices

Contracts Select a range of contracts that apply to these invoices

Invoices Select a range of invoices to be printed. If you're attempting to
print a single invoice, set that invoice to the starting and ending
invoice range. No other ranges are required.

Sort by Sort the printed invoices, by Customer, Contract or Invoice.
Sorting by customer can be a timesaver, if you mail multiple
invoices per customer.

Specification Choose an invoice specification that will be used to print these
invoices.
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Include invoices that have already

been printed

Choose this option is you'd like to print invoices that have

already been printed.

Current printer

The current printer destination is displayed. You'll have an
opportunity to change the printer, once you click Print. The
default printer can be selected from Workstation Options.

Print Choose Print to print the invoice to a printer.

Preview Choose Preview to preview the printed invoice in a window. If
acceptable, the invoice can be printed or exported from the
preview window.

Export Choose Export to export the report data to Excel, Word or

HTML.

Here's a sample of a printed invoice:

<! Print Invoices - 1 page

— Close

lof1
D k _I, DAKOTA SOFTVWARE INC. SALES /RENTALS / SERVICE
O O G 3819 Frames Place Business Number: 855993452
software North Vancouver, BC VTG 2M6
| Tel: (604) 986-1198 Fax: (504) 548-9385 =
www.dakotasoftware.com
CUSTOMER NO. DATE OF LEASE AOREEMENT YOUR ORDER NO. QUR ORDER NO. INWOICE ND. DATE
TLCOA Mar 28 11 2646 10205 Oct 3112
B0LD TO SHIPPED TO
TLC Tours & Travel Ltd. TLC Tours & Travel Lid.
2644 Pomodoro Rd. 2644 Pomodoro Rd.
Corona, CA Corona, CA
93773 93773
RENTAL FROM FRON. TAX. NO.
Jun 20 11
QUANTITY EQUIPMENT NO. RENTAL / LOCATION VNI UNIT PRICE AMOIUNT
DESCRFTIN | ™ S
1 55-R-500E ELECTRIC SWING STAGE as per Jun 20 11 Oct0g 12 16 1,300.00( 20,280.00
1 S5-R-608 POWER BOOSTER (HAMMOMND) Jun 2011 Oct08 12 16 50.00 780.00
4 m S
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Invoice Audit Report

From the Billing menu, select Print Invoice Audit Report or
From the Reports menu, select Billing Reports, then select Invoice Audit Report

Printing the Invoice Audit Report completes the steps required to generate and print recurring
invoices. Once printed, you will be asked the clear the audit file, provided this option is set in the
company profile.

When you clear an audit file, you clear the content from disk, and cannot print additional copies of the
audit report. This does not mean you clear the information added to Rentals by posting, as that data is
kept in the posted contracts file rather than in the audit trail file.

e "y
<. Print Invoice Audit Report ﬁ
Prlnt Ophnns ................................
Detail level  |Summary j . Print .
Preview
Current Printer
Export
Brother HL-53700W series Printer
Comment
Close
. ~
Field Description
Detail level The audit report can be printed in summary or detail.
Current printer The current printer destination is displayed. You'll have an

opportunity to change the printer, once you click Print. The
default report printer can be selected with Workstation

Options.
Print Choose Print to print a copy of the report to the printer.
Preview Choose Preview to preview the report in a window. If

acceptable, the report can be printed or exported from the
preview window.

Export Choose Export to export the report data to Excel, Word or
HTML.
Comment Choose Comment to add a comment to the footer of each

report page.
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Here's a sample of the summarized Invoice Audit Report:

10/24/2012 10000 Customer [ABLO1] Ables Cables
1980 Tax Status: 0 Tax Exempt:

1052472012 10001 Customer [ABLO1] Ables Csbles
3879 Tax Status: 0 Tax Exempt:

10/24/2012 10002  Customer [ABELD1] Ables Cables
4511  Tax Status: 0 Tax Exempt:

10/24/2012 10002  Customer [ABELD1] Ables Cables
4555  Tax Status: 0 Tax Exempt:

10/24/2012 10004  Customer [AELO1] Ables Cables
4587 Tax Status: 0 Tax Exempt:

10/24/2012 10005  Customer [AELO1] Ables Cables
4812 Tax Status: 0 Tax Exempt:

Clerk:

Clerk:

Clerk:

Clark:

Clerk:

Clerk:

Territory: CE Post Seq:

Tax group: CANAD Batch:

T iEme0 | omD| 0m0s 003l

Territory: CE FPost Seq:

Tax group: CANAD Batch:

1
13

T mps03 | omb| 0ms | 003!

Territery: CE FPost Seq:

Tax group: CANAD Batch:

1
13

[z [ oeen [T e 00!

Territery: CE FPost Seq:

Tax group: CANAD Batch:

1
13

[ e [oeen [T s e

Territery: CE FPost Seq:

Tax group: CAMNAD Batch:

1
13

e [ oeen [T e 00!

Territery: CE FPost Seq:

Tax group: CAMNAD Batch:

1
13

[ eass [ om0[ emss | om!

Here's a sample of the detailed Invoice Audit Report:

10/24/2012 10000 Customer [ABLD1] Ables Cables
1880 Tax Status: 0 Tax Exempt:

Rent FRR155 FR i
FRAMES-CADRES 5°X §°

Rent FRRZE5-T FR i
BRACES-CROISILLONS 77

Rent ACRAFPT AC 1
ALUMINUM PLANKS T

Rent ACRIDT AC 1
ADJ.3CREWS-VERINS

Rent ACR320 AC i
G.RPOSTS-GARDE-FOUS

Rent ACR3ZE AC i
GUARD RAIL-GARDE-FOUS &

Rent ACR3IZT AC 1
GUARD RAIL-GARDE-FOUS T

Rent ACR201 AC 1
LOCK ARM/BARRURE

Tax GET

6.00

Clerk:
4000

4000

4000

4000

4000

4000

4000

4000

2145

5¥5

100
100
100
100
100
100
100
100
100
100
100
100
100
100
100
100
100
100
100
100
100
100
100
100

Territory: CE Post Seq:

Tax group: CANAD Batch:
285,80

14280

656 40

9520

9520

9520

T6.16
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Archive Contracts

From the Maintenance menu, select Archive Contracts

The Archive Contracts function is used to archive a range of contracts all at once.

Select a range of contracts using the starting and ending fields. You can select a range of contracts,
customers, completion dates or any combination of these.

Only contracts that are closed will be archived.

To be selected, a contract must meet all of the conditions.

The contracts will be moved from current to history.

p
21 Archive Contracts

==

Starting Ending
Contracts | a| |zzzzzzzzzzzz g Eee
Customers | a zzzzzz 4 Jose

Completion dates |1,|"1,|"2EI 12

[=

[1231/2012 [

e,

Field Description
Contracts Select a range of contacts to be archived.
Customers Select a range of customers that apply to these contracts

Completion dates

Select a range of completion dates that apply to these contracts

Proceed

Choose Proceed to archive contracts that meet the range
criteria.
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Purge Closed Contracts

From the Maintenance menu, select Purge Closed Contracts
The Purge Closed Contracts function is used to purge a range of closed contracts all at once.

Select a range of contracts using the starting and ending fields. You can select a range of contracts,
customers, completion dates or any combination of these.

Only contracts that are closed will be purged.
To be selected, a contract must meet all of the conditions.

The contracts will be permanently deleted from the current contract list.

<) Purge Closed Contracts l&
Starting Ending
Contracts | a| |zzzzzzzzzzzz g Proceed
Customers | a 777772 al |
Close

Completion dates |1/1/2012 [ [1231/2012 [
Field Description
Contracts Select a range of contacts to be archived.
Customers Select a range of customers that apply to these contracts
Completion dates Select a range of completion dates that apply to these contracts
Proceed Choose Proceed to archive contracts that meet the range

criteria.
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Purge Invoices

From the Maintenance menu, select Purge Invoices

The Purge Invoices function is used to purge a range of invoices all at once.

Select a range of invoices using the starting and ending fields. You can select a range of invoices,

contracts, customers, invoice dates or any combination of these.

To be selected, a contract must meet all of the conditions.

e

<. Purge Invoices

S

Invoices
Contracts
Customers

Invoice dates

Starting Ending

| a| |zzzzzzzzzzzz g Eee
| a| |zzzzzzzzzzzz g _—
| al 727212 al

w1z 12312012 [

L

Field Description

Invoices Select a range of invoices to be purged.

Contracts Select a range of contacts that are associated with the invoices
that will be purged.

Customers Select a range of customers that are associated with the

invoices that will be purged.

Invoice dates

Select a range of invoice dates that apply to these invoices

Proceed

Choose Proceed to purge invoices that meet the selection

criteria.
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Purge History
From the Maintenance menu, select Purge History
The Purge History function is used to delete a range of archived contracts all at once.

Select a range of contracts using the starting and ending fields. You can select a range of contracts,
customers, completion dates or any combination of these.

To be selected, the archived contract must meet all of the conditions.

<. Purge History ﬁ
Starting Ending
Contracts | a| |zzzzzzzzzzzz g Proceed
Customers | al 727212 al |
Close

Completion dates |1/1/2012 | 12312012 [
Field Description
Contracts Select a range of archived contacts to be purged.
Customers Select a range of customers that apply to these contracts
Completion dates Select a range of completion dates that apply to these contracts
Proceed Choose Proceed to archive contracts that meet the range

criteria.
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Apply Contract Styles

From the Maintenance menu, select Apply Contract Styles

Apply Contract Styles may be used to run one or more grid Filters and apply the filter Style to
contracts meeting the filter criteria in one step. When a filter containing a Floating Date operation is
run using Apply Styles, the date the filter used will automatically update based on the session date.

Additionally, Apply Styles may be used to remove all Grid Filter styles previously assigned to records
meeting the criteria of a filter. This may be a useful way to ‘clean up’, if multiple filters have been
previously run and their styles applied to records perhaps making the grid appear too colorful. By doing
this, you may be able to focus more clearly on just those records that meet the criteria for the filter(s)
being run from this window. If a record meets the criteria for more than one of the filters being run, the
filter style applied to the record will be determined by the Style Priority set within each grid Filter.

If grids Filters are used, the Data Integrity Check function will reset filter styles used. For records that no
longer meet any filter criteria, any filter style previously assigned to them will be removed and reset to
the Standard style. For records that meet more than one grid filter criteria, the style will be reset to that
of the filter containing the highest style priority. No messages or warnings will be given in DIC.

P o)

<. Apply Styles Grid Filters -2 S
Show filters
Clear unselected filter styles? [ | ¢~ vours 1= Public Al
Apply
User Description Count Help
Close
Field Description
Contracts Select a range of contacts to be archived.
Customers Select a range of customers that apply to these contracts
Completion dates Select a range of completion dates that apply to these contracts
Proceed Choose Proceed to archive contracts that meet the range
criteria.
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Styles

From the File menu, select Styles

The Styles list window will open, displaying all the currently defined styles.

Styles are useful for depicting which contract records meet the criteria of a particular Filter that has been
run. For example, when the filter is run, records that meet the filter’s criteria can display in a certain style
that is assigned within the filter.

Additionally, the Standard style is where you define how a contract record appears normally and how it

appears when selected (highlighted) during the regular course of working with Adagio.

P

<. Adagio Styles

=)

FontBold
FontGreenBold
Fontltalic
FontRedBold
LightGreyMaormal
PastelBlueMormal
PastelGreenMarmal
PastelRedMormal
PastelfelowMormal

Style code Bold font? Italic font? -
FontBlueold |Yes No L New

Yes No )
Edit

Yes No

Mo Yes Copy

Yes No

Mo Mo Delete

Mo Mo Help

Mo Mo

Mo Mo Close

Mo Mo &

Creating a new or editing an existing style takes you to the Edit Style Codes window.

-

£ Edit Style Codes

= o |

Style code

Background color

Font color

Bold font
Italic font

Sample

FontElueBold ()4
Mormal
Cancel
- Help
3
=
Mormal Row
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Field Description

Style code If this is a new style, enter the name of the style you are
creating. This code may include as many as 20 characters.

Background color Clicking the existing color invokes a standard Windows color
palette from which you may select basic colors or define custom
colors to be used for the record’s Background.

Font color Clicking the existing color invokes a standard Windows color
palette from which you may select basic colors or define custom
colors to be used for the Font in the record.

Bold font / Italic font Select whether the Font will appear in Bold and/or Italic.

Sample The Sample shows you what the result of the choices you've
made will look like when this style is applied to a record that
matches the criteria within a filter.

Selected Only the Standard style has a Selected column. Each field in
this column is set up in the same manner as in the Normal
column.

The Normal style shows how an item record will appear in a
grid when this particular style is used (i.e. normally or within a
filter). The Selected style is how an item record will appear
when you select or highlight it for some purpose.
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Contract Filters

From the Contracts menu, select Edit Contract Filters
The Contract Filter list window will open, displaying all the currently defined filters.

Contract Filters can be useful tools for doing custom queries about the contracts. Once a filter has been
created, filters are accessible from Contract maintenance and inquiry. Contract Filters can use Styles so
that, optionally, you may have contracts which match the criteria defined in the filter that’s been run,
display the particular Style assigned within the filter. Additionally, filters may be Public or set to be run
by an individual user only.

P o)

<. Contract Grid Filters E'
—Show filters
7 Yours {* Public Al
Mew
User Description Count Edit
| Contracts Starting This Week =
Apply Styles
Copy
Delete
Help
Close

Click the appropriate radio button to display only those filters in the grid. The default is Public; however,
Adagio will remember whatever setting you used last.

You may choose from:
e All - Displays all filters for this dataset.
e Public - Displays all filters having a ‘blank’ User Code.
e Yours - Displays only the filters having a User Code equal to the User ID of the person logged
into Adagio Payables.
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Creating a new or editing an existing filter takes you to the Contract Grid Filter Edit window.

-

< Contract Grid Filter Edit

User code

Q| Blank user code = public filter

Description |C0nh'acts Starting This Week

Filter by

Select fisld

Style priority 1
Style code FontBlueBold -

|Start Date ﬂ |Floating date range

| 7 |This week

~lwo ]

j |Equa| to

|C0mpleted?

j|_|N0

~| |anp ~| ﬂ

ﬂ |Equal to

|on Hold?

Sort by

Field -
Contract Mumber L4

Customer

Crder Date
Receipt Date
Expected Ship Date
Start Date

End Date

Last Billed Date
Previous Biled Date
Completion Date

4|
9

Cancelation Date o

ﬂ|—|ND

| = X

Field

|Sort | Max sort length is 50

Start Date
Contract Mumber

Disc Current sort length is 20

Asc

Field Description

User code

If this query is to be run by a single Adagio user only, enter that user’s ID here or select it
from the Finder. A Filter using a ‘blank’ user code will be available for all users to run (i.e.
Public). A Filter having a specific user code (i.e. Yours) will only be available to run by that
user when they are logged into this Adagio module.

Description

Enter an up to 40 character unique Description of your Filter. This becomes the Filter
code.

Style
priority

If you have more than one Grid Filter created, it is possible that a contract might satisfy
the criteria for more than one Filter. Entering a Style priority tells Adagio which Filter style
has the highest priority and should be applied to an item satisfying multiple filters. A
priority of ‘1’ is the highest priority; whereas a priority of ‘99" would be the lowest priority.
An easy way to remember this is "“What is your #1 style?”. Style #1 is applied in
preference to style #10 if a record is eligible for both styles.

To ensure the style having the highest priority has been assigned to an item satisfying
that filter’s criteria, run Data Integrity Check. No warnings or errors will be reported
regarding filter styles; however, the styles will be reset accordingly.
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Style code

You may select a particular style that can be applied to contracts meeting the criteria
within this Filter or choose to leave the Style *blank’. If you want to remove the Style color
from this Filter at a later time, choose the Standard style.

A Style must first be created before it will display in this dropdown.

Query field

Similar to working with the Smart Finder, select the field to query from the dropdown.

Operation

Select the operation to use with the query.

When a Date field has been selected using the Floating date operation, you select what
date(s) is meant to ‘float’ or be updated, based on the session date, when Apply Contract
Styles is used and the filter is run. The date is automatically updated if the filter is run
using the Apply Styles button or the Apply Contract Styles function.

Select field

When this option is off, the next field is used to enter a value for the query.
When this option in on, you are able to select another field as the value in the query. For
example, the filter might be that the ‘Start’ must be ‘Equal to’ the ‘Expected Ship Date'.

When a Date field has been selected using the Floating date operation, this option is
always off enabling you to select what date(s) is meant to ‘float’ or be updated, based on
the session date, when Apply Styles is used and the filter is run. The date is automatically
updated if the filter is run using the Apply Styles button or the Apply Contract Styles
function.

Contact or
field

Depending on whether the prior field is turned on or off, you will either enter a value for
the operation to act on here or select another field to be used instead.

Boolean

Use this field to include certain Boolean operators in your search such as AND, OR, AND
NOT or OR NOT. Selecting one of these operators opens another filter criterion line.
You may specify up to five separate criterion lines in this filter.

E Button

Click this button to remove the row of fields to the left of the button from your filter
criteria.

Sort by

You may highlight and select (move to the box on the right) one or more fields to sort the
filter results with.

Fields in the ‘available’ box on the left are sorted alphabetically if you turned this option on
in your User Preferences. Selecting more than one field to sort by creates primary,
secondary, tertiary, etc. sorts based on the order of selection (top to bottom). Once you
have selected the field(s), use the other arrow keys to deselect (left arrow) fields or to
move a field up or down to adjust its sort order. As well, you can select and right click on
any of these fields to change its sort order from Ascending to Descending (or vice versa).
In the case of a filter that has either never been run before or for which the Column Editor
has not be used to change the displayed columns on the results grid, adding a field to the
selected list will automatically add that field(s) to the results grid for the filter. For other
filters, you can use the Column Editor to either manually add the new ‘Sort by’ field(s) to
the filter’s results grid or click the Reset button and the Column Editor will do this
automatically for you.
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Reports

General Information

Report Options

Adagio gives you control over the format of all reports. The report option allow you to set date and time
formats, toggle headers and footers, and add shading to your reports, etc. To access the report options,
select User Preferences from the File menu. For more information about the report options, refer to
the online Help documentation which describes this feature in detail.

Previewing Reports

Whenever you want to print anything in Rentals for Adagio, you are given an opportunity to preview that
document.

When you select the Preview option, the report will be printed to your screen, and displayed for you in
the Preview window.

e The arrow keys will allow you to scroll through pages of the document. Information about the
number of pages is also displayed here, such as 1 of 2, to indicate this is the first of two pages in
the document.

e The Page Size button allows you to change the page magnification.

e The smallest of three sizes will display the entire page in the window; the middle size will display

the entire width of the page in the window; the largest size will display the document at full size.

Click this button until you've reached the desired page size.

Click the Print button to print the document.

Click the Comment button to add a comment line to the footer of each report page.

Click the Export button to export the report data to Excel, Word or HTML.

The current printer destination is displayed. You'll have an opportunity to change the printer,

once you click Print. The default report printer can be selected with Workstation Options.

General Reports

The first group of reports under the Reports menu are the General Reports. These reports are used to
print information from your data which is useful to file and keep for your records.

Ship To Addresses
Billing Methods

Rental Items

Item Instructions
Sales Clerks
Categories
Miscellaneous Charges
Company Profile

All of these reports use the standard Reports windows which you will find are the same throughout all
Adagio modules. Some of the General Reports, like the Ship To Address Report, include an option to
select a range of data to include in the report. This allows you to print just a selection of the data if you
don't need to print all the data for the given report.
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Ship To Addresses Report

To print a list of the Ship To Addresses you currently have set up on your system, use the Ship To
Addresses report. To print this report, select General Reports | Ship To Addresses from the
Reports menu. You can select a range of Customers using the Starting and Ending fields. Or if you
want to include all Ship To Addresses in the report, leave these fields as they are.

Billing Methods Report

To print a list of the Billing Methods you currently have set up on your system, use the Billing Methods
report. To print this report, select General Reports | Billing Methods from the Reports menu.

Rental Items Report

To print a list of the Rental Items you currently have set up on your system, use the Rental Items report.
To print this report, select General Reports | Rental Items from the Reports menu. You can select
a range of rental items using the Starting and Ending fields. Or if you want to include all rental items
in the report, leave these fields as they are. Select whether to include the item details, rates and/or
comments for this report.

Item Instructions Report

To print a list of the Item Instructions you currently have set up on your system, use the Item
Instructions report. To print this report, select General Reports | Item Instructions from the
Reports menu. You can select a range of items using the Starting and Ending fields. Or if you want
to include all item instructions in the report, leave these fields as they are.

Sales Clerks Report

To print a list of the Sales Clerks you currently have set up on your system, use the Sales Clerks report.
To print this report, select General Reports | Sales Clerks from the Reports menu. You can select a
range of Sales Clerks using the Starting and Ending fields. Or if you want to include all Sales Clerks in
the report, leave these fields as they are.

Categories Report

To print a list of the Categories you currently have set up on your system, use the Categories report. To
print this report, select General Reports | Categories from the Reports menu. You can select a
range of Categories using the Starting and Ending fields. Or if you want to include all Categories in the
report, leave these fields as they are.

Miscellaneous Charges Report

To print a list of the Miscellaneous Charges you currently have set up on your system, use the
Miscellaneous Charges report. To print this report, select General Reports | Miscellaneous Charges
from the Reports menu. You can select a range of Miscellaneous Charges using the Starting and
Ending fields.

Company Profile Report
This report can be accessed by selecting Company Profile from the Reports | General Reports

menu. This report prints all of your Company Profile settings. When you're ready to proceed, click
Print.
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Management Reports

Management Reports can be accessed the Reports | Management Reports menu. These reports are
used to print information about contract activity.

Contracts

Contract Listing

Rental Report

Revenue Report

Rental Item Activity Report
Conflicts Report
Delinquency Report

Tax Summary Report
Commission Report

Contracts
Contracts can be printed by selecting Contracts from the Reports | Management Reports menu.

When you print contracts to a printer, the program will ask you if it printed OK. If you click ‘Yes’, the
contract will be marked as printed. If you un-select the option, ‘Include contracts that have already
been printed’, previously printed contracts will be ignored.

The format used to print contracts is controlled by the contract specification. Specifications are
maintained under Maintenance... Maintain Specifications. The default contract specification can be
selected from Workstation Options.

' "
= Print Rental Contract e S
Print Options
Starting Ending
Customers | a| [|mzzzzz 4 Print
Confracts EEPFIITIITIE
Sort by Contract -
| J Export
Spedfication |Sam|:ule Rental Contract j
Close
Indude contracts that have already been printed [+ =
Contract Types
w| Current
Historical
Quotes
Current Printer
[Brother HL-5370DW/
e -~
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Field

Description

Customers Select a range of customers that apply to these contracts

Contracts Select a range of contracts to be printed. If you're attempting
to print a single contract, set the contract to the starting and
ending contract range. No other range settings are required.

Sort by Sort the printed contract, by Customer, Contract. Sorting by
customer can be a timesaver, if you're printing multiple
contracts per customer.

Specification Choose a contract specification that will be used to print these

contracts.

Include invoices that have already
been printed

Choose this option is you'd like to print contracts that have
already been printed.

Current printer

The current printer destination is displayed. You'll have an
opportunity to change the printer, once you click Print. The
default report printer can be selected from Workstation
Options.

Print Choose Print to print the contract to the printer.

Preview Choose Preview to preview the printed contract in a window.
If acceptable, the contract can be printed or exported from the
preview window.

Export Choose Export to export the contract data to Excel, Word or

HTML.
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Contract Listing

This report is used to print a list of contracts, in summary or detail. For the latter, you can choose the

line types that will appear on the report.

To print this report, select Contract Listing from the Reports | Management Reports menu.

-

.
<1 Print Rental Contract Listing ﬁ
Print Options
Starting Ending
Customers | a| |z 4l Print
Contracts Pl
| £ 4 S—
Detail level Summar -
| Y J Export
Contract Types Contract Status
v| Current v| Cpen Comment
Historical v| Closed
Quotes Close
Lime Types
| Contract lines | Misc, charges
Billed lines Cash
| Rentals Comments
v| Expendables v| Tax
v| Sell-offs
Current Printer
Brother HL-5370DWW

Field Description

Customers Select a range of customers that apply to these contracts

Contracts Select a range of contracts to be printed. If you're attempting
to print a single contract, set the contract to the starting and
ending contract range. No other range settings are required.

Detail level Choose the level of detail to print. Print in Summary or Detail.

Contract Types Choose the source of the contracts. Either current and/or
archived contracts.

Contract Status Choose to include contracts that are open and/or closed.

Line Types Choose the line types to include on a detailed report.
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Rental Report

The Rental Report lists by quantity the rental and sales activity since the data was last purged. If the
report is printed by Open Contract History, it lists the history of rentals and sales for a range of contracts.

To print this report, select Rental Report from the Reports | Management Reports menu.

ral Ty
<! Print Rental Report I&
Print Options
Starting Ending
Customers || al| |mzzzz al Print
Contracts 777777777777
iz | ﬂ | ﬂ PFEEiEI.I'-.'
Detail level Rental Summar hal
| Y J Export
Sort by |Item number j
Comment
Rental summary data was started on |10;"2‘9;"2EI 12 —_— ]
Confract Types Confract Status Close
v| Current |v‘ Open
Histarical | Closed
Quotes
Current Printer
[Brother HL-5370DW
L A
Field Description
Customers Select a range of customers that apply to these contracts
Contracts Select a range of contracts that will be reviewed.
Detail level Choose the level of detail to print. Print Rental Summary or

Open Contract History.

Sort by Choose to sort by Customer, Contract, Item or Category.

Contract Types Choose the source of the contracts. Either current, archived,
quotes or a combination of those types.

Contract Status Choose contracts that are open and/or closed.

Line Types Choose the line types to include on a detailed report.
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Revenue Report

The Revenue Report allows you to review your rental revenue history by customer, contract, item or item
category. Options permit selecting rental, sales, revenue or both for reporting purposes. Ranges of
dates, customers, contracts, and items permit zeroing in on management information you require.

To print this report, select Revenue Report from the Reports | Management Reports menu.

<. Print Revenue Report Iﬁ
Print Options
Starting Ending
Customers o} Frrriri o] Print
Contracts | al \zzz777777777 Q) S—
Items | -- a| |zz-72zz777777777 Q)
Export
Datein/Due  [9/29/2012 E 10/29/2012 =7
Sort by |C|_|sb:|mer j ﬂ
Revenue type |Rental only j Close
Current Printer
[Brother HL-5370DW
Field Description
Customers Select a range of customers that apply to these contracts
Contracts Select a range of contracts that will be reviewed.
Items Select a range of items that will be reviewed.
Date in/Due Select a date range
Sort by Choose to sort by Customer, Contract, Item or Category.
Revenue type Choose the source of revenue. Either Rentals, Sales or both.
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Rental Item Activity Report

This report allows you to view the status of rental items over a user specified period of time.

To print this report, select Rental Item Activity Report from the Reports | Management Reports

menu.

-

.
= Print Rental ltem Activity Report [
Print Options
Starting Ending
Contracts | = \zzzzzzzzzziz q Print
Ite -- LE-F-FEFFTTFFITIF
HE | ﬂ | ﬂ PrEEiE'J".'
Rental Period  |1/1/2010 | | 12/31f2012 E
Export
Contract Types Contract Status
v| Current |~f Open Comment
Historical | Closed =
Close
Rental Status
v Out
v| Returned
Current Printer
Brother HL-5370DW

Field Description
Contracts Select a range of customers that apply to these contracts
Items Select a range of contracts to be printed. If you're attempting

to print a single contract, set the contract to the starting and
ending contract range. No other range settings are required.

Rental Period

Choose the level of detail to print. Print in Summary or Detail.

Contract Types

Choose the source of the contracts. Either current and/or
archived contracts.

Contract Status

Choose to include contracts that are open and/or closed.

Rental Status

Choose the line types to include on a detailed report.
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Conflicts Report

The Conflicts Report allows you to preview your inventory requirements for the next month based on the
current rental agreements outstanding and quotes or reservations made by your customers. Only those
items which Rentals detects as not having sufficient quantities to meet the anticipated demand are
printed on the report, allowing you to deal with inventory shortage situations on a case by case and
customer by customer basis.

To print this report, select Conflicts Report from the Reports | Management Reports menu.

<. Print Conflicts Report ﬁ

Print Options
Starting Ending
Confiicts between |10/28/2012] [ |10/28/2012 g Print
Detail level |Summary j Preview
Presume items are returned 0 days late
: Export
Generate new information [
Cormment
Current Prirter
Close
Brother HL-533700W
LS A
Field Description
Conflicts between Select a range of dates, where potential conflicts will be
reviewed
Detail level Choose the level of detail to print. Print in Summary or Detail.

Presume items are returned x days Choose the number of days late an item is presumed late.
late

Generate new information Choose this option, to generate a new work file.
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Delinquency Report

The delinquency report is a concise listing of those items that are now considered overdue.

To print this report, select Delinquency Report from the Reports | Management Reports menu.
The report lists the Contact name and Phone number as well as the charges which will now be due upon
return of the rental items. Use this information to contact the customers who have not returned their

rented items.

The report shows items and quantities still out. New charges will be shown, if the items were now
returned.

Subtotal amounts by contract and customer are provided.

e "
<! Print Delinquency Report I&
Print Options
Starting Ending
Customers | a| |ezzzzz 4 Print
Contracts 222227772772
ontracts | Y 4 S—
List overdue items as of |10,/28/2012 [ Export
Current Printer Comment
Brother HL-5370DWW Cose
LS r
Field Description
Customers Select a range of customers that apply to these contracts
Contracts Select a range of contracts to be printed. If you're attempting

to print a single contract, set the contract to the starting and
ending contract range. No other range settings are required.

List overdue items as of Choose the effective date for the report.
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Tax Summary Report

The Tax Summary Report provides a summary of all tax activity by tax group and within each tax group
by jurisdiction and item and customer status, since data was last purged.

If the report prints successfully to a printer or file, the data may be purged. The option to purge data is

set in the Company Profile.

To print this report, select Tax Summary from the Reports | Management Reports menu.

-

..
<. Print Tax Summary Report I&
Print Options
Starting Ending Erint
Tax groups || ﬂ |zzzzzz ﬂ Previcwy
Tax data last purged on |2,|’15,|’2EI 12
Export
Current Printer
Comment
Brother HL-5370DW
Close

Field

Description

Tax groups

Select a range of tax groups to be printed.

Tax data last purged on

The date of the last purge is display.
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Commission Report

The commission report provides a summary rental and sale revenue by salesperson. Cost, profit and
margin are reported. Revenue from rentals and the sale of items are separated.

To print this report, select Commission Report from the Reports | Management Reports menu.

-

- Print Commission Report

=

Print Options

Starting Ending
Customers | a| |ezzzzz 4
Salespersons | ﬂ |222222 ﬂ
Invoices | Q| |zzzzzzzzzzzz 4

Invoice dates [10/283/2012 [@| [10/28/2012 |

Current Printer

Brother HL-53700W

Print

Preview

Export

Close

Field Description

Customers

Select a range of customers that apply to these invoices

Salespersons

Select a range of salespersons that apply to these invoices

Invoices

Select a range of invoices that will be included.

Invoice dates

Select a range of invoice dates that will be included.
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Billing Reports

Billing Reports can be accessed the Reports | Billing Reports menu. These reports are generally
printed during the billing process.

e Pre-Billing Register
e Print Invoices
e Invoice Audit Report

For more information about these Billing Reports, refer to the related sections within this guide.

Print/Consolidate G/L Transactions Report

This report prints details of the General Ledger transactions that were created from posted contracts and
invoices.

The report can be printed either in a Detail format, which provides a more comprehensive report; or in a
Summary format. You can also indicate how you want the report to be sorted: by Account, Journal
entry, or Transaction date.

Once you have printed this report, you can choose to consolidate the G/L transactions. For example, you
may wish to consolidate all entries for a particular G/L account into one G/L entry. If you do this, when
you retrieve the data into G/L you will have one entry instead of multiple entries for each account.

There are several different consolidate options, allowing for consolidation based on date, fiscal period,
and so forth. Select your preferred consolidation method, and, where applicable, the date as well.

Alternatively, you can bypass the consolidate option and instead simply clear the G/L transaction data so
that it’s not included on subsequent G/L Transactions reports.
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New Rental Contracts

Overview

To enter a new rental contract, first open the Contracts window by selecting Contracts | Edit
Contracts, or just click the Contracts button on the toolbar.

This window displays all contracts sorted by contract number or customer, depending on the active sort
order. Right click over the grid to set the sort. If you've selected Display in descending order in the

company profile, the latest contract will be the first entry in the grid.

Records in this grid may also be selected for display and sorted based on criteria you define in the Edit

Contract Filters function. Please refer to the documentation regarding Contract Filters.

i

E=R(Ech X"

"L':;. Contract Maintenance
Contract |Customer [Name |start Date | End Date |Complete [LastBiled | Total Biled | «
4802 RIDO1 Ridgley Day School |7/13/2011 7/12/2012 0.00
4803 PACD1 Pacific Lumber 7/14/2011 | 7/14/2011 7/14/2011 0.00
4804 PACD1 Pacific Lumber 7/14/2011 7/14/2011 7/14/2011 0.00
4305 DOUD1 Double D Rentals Ltd 7/14/2011 7/14/2011 7/14/2011 0.00
4806 OCOO01 O'Connor Adventure 7/14/2011 7/14/2011 7/14/2011 0.00
4807 NASD1 Nash Chemicals, Inc, 7/14/2011 7/14/2011 7/14/2011 0.00
4808 OCOD1 |0'Connor Adventure 7/12/2011 | 7/11/2012 0.00
4809 JUSD1 Just Temps 7/14/2011 | 7/13(2012 0.00
4810 CAPD1 Cape May Inn 7/14/2011 | 7/13(2012 0.00
4811 TLCO1 TLC Tours & TravelL 7/14/2011 7/13/2012 0.00
4812 CHED1 Cheng, Cheng, Chipy 7/14/2011 7/13/2012 0.00
4813 BOLO1 BoltsHardware  7/14/2011 7/13/2012 0.00
4814 MYED1 Myers Office Produci 7/14/2011 | 7/13/2012 0.00
4815 NORO1 Northern Electric  |7/14/2011 7/14/2011 7/14/2011 0.00
4816 UNID1 Unique Travel Destin 7/14/2011  7/13/2012 0.00
4817 ABLO1 Ables Cables 7/14/2011 | 7/13/2012 0.00
4818 NASD1 Mash Chemicals, Inc. 10/28/2012 10/29/2012 0.00
4319 | ABLO1 |Ables Cables |10/29/201211/28/2013 | 0.00 (I

Edit

Find

Copy
Print
Delete
Help

Close
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Rental Contracts

To enter a new contract, click the New button on the Contracts window. The New Contract window
will open.

< Mew Contract I&
Customer |.-5.BLDI ﬂ |.-5.I:|IES Cables oK
Ship T BCVANC bles Cables v
plo | ﬂ | 25 Lables vancouver gancel
Order date 10/30/2012 E
Rental period [10/30/2012 @] to [11/29/2012 | il
| 30 |Days j
Reservation |

Field Description

Customer Select a customer for this rental contract

Ship To Enter a valid Ship To code for this customer or choose one from
the finder dropdown.

Order date Select the order date for this contract. The order date will
default the other displayed dates.

Expected ship date If you've chosen to display all dates in the Company Profile, you
can enter an expected ship date.

Receipt date If you've chosen to display all dates in the Company Profile, you
can enter a receipt date.

Rental period Enter the expected rental period for this contract. For open
ended contracts, leave the end date blank. Rather than enter
the end date, it might be more convenient to enter x days
(weeks or months) in the field below. Let Rentals set the end
date.

Reservation Select this option, if this contract will be a reservation. Ie.
Items aren't rented or sold, until it's changed to an active
contract.

Click OK when you have completed all the fields. A new contract window will open, so that you can
enter contract details. There are several tabs: Header, Detail, Bill To/Ship To, Notes and Total. An
optional field tab will also appear, if you've defined header optional fields in the Company Profile.
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Header Tab

The Header tab is where you enter general information about the contract. This tab is divided into two
sections: Contract Information and Customer Information.

€1 Mew Contract, Ables Cables I. = _‘:h]
Header ] Details |  EiMofshigTo |  OptionalFields | Notes | Totals |
Contract Information Customer Information
Confract no. |NEW J Customer m oK
Order date ’m MName |A|:|Ies Cables
Exp ship date ’m Price level lﬁ ﬂ
Receiptdate  [10/30/2012 ] Price list ReTaL  a Help
Rentalperiod  [10/30/2012 | to [11/29/2012 | Termscode  [2/10 a|[2% 10 Days, Net due in 30
| 30 |Da\,rs ﬂ Reference | m
Reservation [~ Onhold [~ Contact |Lynne Cullen Brint
Purchase order | Territory |CE.-5.S'I'N ﬂ |Eastern Canada: OM, QC
Ship via | ﬂ Salesperson |CLO ﬂ |Caro| Cllens
Site code | ﬂ | Tax status |Tax Exempt ﬂ |27 Q
Description | Tax group |C.-'-\N.-5.D.b. ﬂ |Canal:|a
Comments | Tax exempt 1 |
| Tax exempt 2 |
Manual | j
Automatic MNone

Contract Information

Field

Description

Contract number

If you use the automatic numbering system, you will not be
able to edit this field. A contract number will be automatically
assigned when the contract is created.

See the Contract Options tab of the Company Profile for more
information on automatic numbering.

Order date

Enter the date for the contract. The New Contract dialog would
have already prompted you for an order date. The default is
the session date.

Expected ship date

If you have an expected ship date, select that here. This date
could also be useful for contract styles and filtering. For
example, you could filter contracts that were close to their ship
dates.

If the receipt date was not visible on the New Contract dialog,
the default will be the order date.
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Receipt date

Enter the customer’s receipt date for this contract. If the
receipt date was not visible on the New Contract dialog, the
default will be the order date.

Rental period

Enter the expected rental period for this contract. Open ended
contracts are permitted, by leaving the expected return date
blank.

Reservation Select this option, if you would like to create a reservation,
rather than an active contract. With a reservation, no items are
sold, rental items are not transferred and no billing occurs. At
any point you can re-edit the contract and change the status.

On hold Select this option, if you would like to place this contract on

hold. If the customer for this contract has been put on hold in
their customer file, this field will default to put the contract on
hold as well.

Note: Placing a contract on hold is a good way to exclude a
contract from billing.

Purchase order

Enter the customer’s purchase order number.

Ship via

Select an expected shipping method. A list of shipping methods
can be prepared via Edit | Ship Via. If your preferred
shipping method isn't listed, you can simply type in a shipping
method. The default will be retrieved from the customer record.

Site code

Choose a site code for this contract. It might be useful to
organize contracts by site (project) code. Refer to the
documentation regarding Sites.

Description

Enter a description for this contract.

Comments

If desired, enter any additional comments in these two fields.

Manual

Use this field to assign a particular style to this contract. After,
it will display in the Edit Contracts and Contract Inquiry grids
with this style at all times, regardless of any Filter criteria the
record satisfies.

To remove the Manual style, select the Standard style from
the dropdown field. Refer to the documentation regarding
Styles.

Automatic

This field displays the style assigned the contract by a Filter that
was run. At the time the filter was run, the record satisfied the
filter's criteria. Filters are automatically updated when the
contract is edited. (This style may be overridden by a Manual
style setting.) Please refer to the documentation for more
information about Contract Filters and Styles.
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Customer Information

Field

Description

Customer

The customer number that you selected on the New Contract
dialog will appear here and the customer name will appear in
the field below. You can select a different customer, if required.
If you do change the customer number here or on the Bill To /
Ship To tab, many fields will be refreshed, drawing information
from the customer file of the new customer entered. You will
want to check all standard customer-based fields to verify that
they are right, in this event.

Name

This field displays the customer name selected in the field
above.

Price level

If items sold on this contract will be using a price level system,
select the price level for this customer. When you select a
customer in the field above, the default price level for that
customer will appear here, but you can edit this for this
particular contract using this field.

Price list

Select the price list to use for this customer. When you select a
customer in the field above, the default price list for that
customer will appear here, but you can edit this for any
particular contract using this field.

Note: You can also select price list for each item sold on the
contract when you enter contract details.

Terms code

Select the terms for this customer. When you select a customer
in the field above, the default terms code for that customer will
appear here, but you can edit this for this particular contract
using this field.

Reference

You can enter any reference in this field.

Contact

This field displays the contact name for the customer when you
select a customer in the field above.

Territory

Displays the territory code of the selected customer. You can
edit this field if required.

Salesperson

Displays the default salesperson for this customer. You can edit
this field when required

Note: The Salesperson comes from the Edit Salesperson
function in Adagio OrderEntry.

Tax status

Select this customer's tax status.

Note: Tax Statuses are defined under Edit | Tax Types.

Rentals for Adagio

Page 124



Tax group This field displays the customer's default tax group, but you can
edit this field when required.

Tax exempt 1 & 2 You can use these fields to record any tax exempt numbers for
the customer. By default, the tax exemption numbers in the
customer file will appear here.

Details Tab

The Details tab is where you can enter the contract details. The grid lists all details on the contract, with
descriptions, quantity, price, start date, end date and type/status. A rental item will either be IN or OUT.
The other line types are EXP (Expendable), MSC (Miscellaneous Charge) and COM (Comment).

To add a new detail to the contract, click the New button. To edit a detail line, select the line and click
the Edit button. Either way, the Edit Detail window will open.

r ™y
<1 Mew Contract, Ables Cables El_lg
Header Details | BillTo { ShipTo I Optional Fields I Notes I Totals
Details
Line [Item Description Quantity Ext Price Start Return Type
1 (A1-M-100-78 3,200.00 | 10/30/2012 | 11302012 Ll
2 A1-N-1000 MOBILE WAGON 1 750.00 EXP Cancel |
3 | Comment HERE ARE 50ME COMMENTS 0 0.00 COM
4 \Misc Charge CARTAGE CHARGES 1 50,00 MSC Help |
Customer |
Print |
MNew
Delete |
b A

Edit Detail window
Regarding the first field, Detail type, there are six different detail lines you can enter:

Select Rental Item to add a rental item to the contract.

Select Expendable to add an item (for sale) to the contract.
Select Misc to add a miscellaneous charge to the contract.

Select Comment to insert a comment line on the contract.

Select Text to enter additional text in the contract's details section.

Depending on what you select in the Detail type field, the window will change to accommodate.
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Adding a Rental Item to the Contract

To add a rental item to the contract, select Rental Item in the Detail Type field. The Edit Detail window
will appear as shown below.

i

21 Edit Detail
Detail type  |Rental Ttem - Expectedship  [10/30/2012 [ | oK |
Item number ~ [A1-N-100-78 alf aq Billable | 32.00 o
Cancel
Quantity | 1 [Ea. g Elapsed 32.00
Unit price | 100.00 |EA. Override Extension 3,200.00 ﬁ
Description |SF‘EEDLOCK Billed so far 0,00 Availability
Startdate  [10/30/2012 3| | 20:30 Remaining 3,200.00 o |
Returndate  [11/30/2012 E3| | 20:30 Extended weight | 0.00
Rate |2;3 DAY DLY {(50.00 per day) ﬂ Unit cost 0,00
Tax status |H5T ﬂ |IZI_ Extended cost 0.00
Categary Ia1  qf[accessories - NEw
Location |1 ﬂ |Lc|ca1j|:|n 1
Qty on hand Loc | On Hand | 0n 50 on PO Available |Measure
=[1 201 0 0 201 EA.
RNT 1 0 0 1 EA.
Total 202 0 0 202 EA.
Field Description

Item number

Enter the Item code (or press FS and select the item from the
Finder) you wish to rent to the customer. If Rental Item
Finder is selected in the Company Profile, the finder will display
rental items. Alternatively, the finder will display inventory
items. Adjacent to the item field is the unit number. If you
maintain a serialized rental inventory, enter the unit number for
the specific rental item.

Quantity Enter the quantity of this item being rented.

Unit price When you select an item above, the unit price is automatically
entered from the rental item’s rate table. You can edit this unit
price if required. Enter the rent you wish to charge per charging
cycle (hour/day /week etc.).

Description The item’s description appears here automatically when the

Item number is entered. It can be customized for individual
item detail lines, if desired.
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Start date Enter the date this item is being rented from. In the case of a
quote or reservation enter the date that the customer expects
to pick up the item.

Start time Enter the time the customer rented the item. In the case of

quotes or reservations, enter the time the customer is expected
to pick up the item.

Return date

Enter the date the customer expects to return the item. The
return (due) date is calculated from the rate you've selected.
Items not returned by their due date will be reported on the
Delinquency Report.

Return time

Enter the time by which the item must be returned. Due times
are calculated based upon the rate selected for the item. If
you've selected Default return time to start time in the
Company Profile, the return time will default to the entered
start time. Alternatively, the return time will default to the
current time. Keep in mind that time differences will impact
billing.

Rate

Select the Rate from the dropdown list of rates. The rates
shown, and their associated amounts, are determined by the
rental item’s rate table. To review the item’s rates, select Edit
| Rental Items from the menu.

Tax status

Enter an item tax status for this item. The default will be the
item’s tax status, but it can be changed if required.

Note: Tax Statuses are defined under Edit | Tax Types.

Category

When you select an item for this detail line, the item’s category
will appear in this field. You can, however, change the category
if needed. Categories control the General Ledger distribution of
rental revenue. If you've selected Rental category finder in
the company profile, the finder will display rental categories.
Alternatively, the category finder will display inventory
categories.

Location

The default rental location is set in the company profile under
the Items tab.

Use the information in the Qty on hand grid below to ascertain
which locations have the items on hand, and then select a
different location if needed.

Rentals will transfer the rental item to location RNT when the
contract is posted.

Qty on hand

When you select an item in the Item number field, this
section of the window will automatically display locations that
stock this item, and will indicate the quantity on hand in each
location. A positive number indicates available stock, and a
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negative number indicates back-ordered stock. Information
about quantity on sales order and net quantity available is also
displayed. The line at the bottom of this section totals the
available items. The information presented here allows you to
make a selection regarding the location from which the item
should be shipped. You can ascertain which location(s) have the
item in stock, and then enter the most appropriate location in
the Location field above.

Expected ship The default expected ship date on the Header tab of this
contract will appear here, but it can be changed if needed for
each item on the contract.

Billable Enter the number of billable cycles you wish to charge for this
customer. This is normally calculated from the amount of time
the customer expects to have the item on rental. However, you
may manually adjust it if necessary.

Extension This field displays the total pre-tax item amount by multiplying
the quantity shipped and the unit price.

Billed so far This field displays the accumulated billed amount for this
contract item.

Remaining The remaining amount is calculated from the extended amount,
less the amount billed so far.

Extended weight This field calculates the estimated weight of the item by
multiplying the quantity rented by the item’s unit weight.

Unit cost This field displays the unit cost for the selected item. The cost
can be entered in Rental Item Maintenance for each billing
method.

Extended cost This is the Unit cost multiplied by the quantity based on the

Unit of Measure selected. You may modify your deemed cost
for this line. Use rental costing for profitability analysis. The
cost is set in Rental Item maintenance.

Optional fields Optional field will be displayed if you've defined contract detail
optional fields in the Company Profile.

The Item button may be used to view the Rental Item information. If you've selected View IC Items
for Rental Items in the Company Profile, the Inventory item information will be displayed. It is possible
to hide the button for users within a particular Security Group. Refer to the documentation for more
information.

The Availability button may be used to view rental item availability information. Refer to the
documentation for more information on the Item Availability Grid.

Click OK to add the rental item to the contract.
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Adding an Expendable Item to the Contract

To add an expendable item to the contract, select Expendable in the Detail Type field. An expendable
is an item that is sold to the customer. Perhaps you sell consumable item along with the rental item. The
Edit Detail window will appear as shown below.

£ Edit Detail

i

Detail type Expendable -

Item number |4 1-N-1000

4l

Expected ship  [10/30/2012 3|

oK

Extension | 750.00 ol
Cance

Quantity |

1 [EA

=\ Extended weight 0.00

Unit price |

750,00 [EA

Unit cost 411.05 kicke

Description |MOBILE WAGOM

Extended cost 411,05 Prices

dld

Tax status |H5T

=l fen

Categor Al Q| |ACCESSORIES - MEW
aery | ol Alt Ttem
Location |1 ﬂ |Lu:ucatiu:un 1
Qty on hand Loc | 0n Hand | 0On 50 On PO Available [Measure
=1 i} i} 0 0 EA
RMT 2 i} 0 2 EA
Total 2 i} 0 2 EA
Field Description

Item number

Click the Finder button and select the item number here.

Quantity Enter the quantity ordered in this field. The unit of measure is
displayed to the right. You can edit this field if required.

Unit price When you select an item above, the unit price is automatically
entered here. You can edit this unit price if required.

Description The item’s description appears here automatically when the
item number is entered. It can be customized for individual item
detail lines, if desired.

Tax status Enter an item tax status for this item. The default will be the
item’s tax status, but it can be changed if required.
Note: Tax Statuses are defined under Edit | Tax Types.

Category When you select an item for this detail line, the item’s category

will appear in this field. You can, however, change the category
if needed.
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Location If Sales Location in the Company Profile has been set, that
location will be displayed.

You can use the information in the Qty on hand grid below to
ascertain which locations have the items on hand, and then
select a different location if needed.

Qty on hand When you select an item in the Item number field, this
section of the window will automatically display locations that
stock this item, and will indicate the quantity on hand in each
location. A positive number indicates available stock, and a
negative number indicates back-ordered stock. Information
about quantity on sales order and net quantity available is also
displayed. The line at the bottom of this section totals the
available items. The information presented here allows you to
make a selection regarding the location from which the item
should be shipped. You can ascertain which location(s) have the
item in stock, and then enter the most appropriate location in
the Location field above.

Note: Location RNT is used by Rentals to indicate rented
quantity. When tem are returned, the quantity is transferred
back to the original location.

Price list This field is only visible, if there are price lists on file. The
default price list set on the Header tab of this order will appear
here, but it can be changed if needed for each individual item
on the contract.

Expected ship The default expected ship date on the Header tab of this
contract will appear here, but it can be changed if needed for
each item on the contract.

Extension This field displays the total pre-tax item amount by multiplying
the quantity and the unit price.

Extended weight This field calculates the estimated weight of the item by
multiplying the quantity by the item’s unit weight.

Unit cost This field displays the unit cost for the selected item.

Extended cost This is the Unit cost multiplied by the quantity based on the

Unit of Measure selected.

Optional fields Optional field will be displayed if you‘ve defined contract detail
optional fields in the Company Profile.

You can also click the Prices button, which will show you how much the selected item will be priced at
for each price level. This feature allows you to override the default unit price for the item and it can help
you decide which price level is appropriate; or, it can allow you to select special sales prices when
applicable. Additionally, you can Show History to display the pricing history for this customer when
purchasing this item in Adagio OrderEntry. You can then use the Excel button to export the information
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reported in the Show History grid to an Excel workbook. Members of a security group that don’t have
access to Inventory Items Cost Inquiry will not see Cost fields in the Show History grid.

The Item button may be used to view information stored with the Adagio Inventory item record. It
reports the same information as Inventory Items Cost Inquiry does. It is possible to hide the button for
users within a particular Security Group. Refer to the documentation for more information.

The Alt item (Alternate Item) button can be used to choose an alternate item number, as these
alternate items are not displayed on the regular Item field finder.

Click OK to add the item to the contract.

Adding a Miscellaneous Charge to the Contract

To add a miscellaneous charge to the contract, select Misc charge in the Detail Type field. The Edit
Detail window will appear as shown below.

& Edit Detail —

Detail type Misc charge - [5]4

Misc charge  |FR s

Cancel

Description |CART.-5.GE CHARGES

Amount 55,00 _bek |
Tax status |G5T ﬂ |1_

Field Description

Misc charge Select the type of miscellaneous charge that you want to add to
this contract.

Note: Miscellaneous Charges are defined under Edit |
Miscellaneous Charges.

Description When you select a miscellaneous charge above, the description
for that charge automatically appears in this field. However, you
can enter whatever description you require.

Amount The default amount for the miscellaneous charge appears in
this field, but you can edit it when required.

Tax status Enter an item tax status for this item. The tax status found in
the item file is entered here by default, but can be changed if
necessary.

Note: Tax Statuses are defined under Edit | Tax Types.

Click OK to add the miscellaneous charge to the contract.
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Adding a Comment to the Contract

To add a comment to the contract, select Comment in the Detail Type field. The Edit Detail window will
appear as shown below.

& Edit Detail —

Detail type Comment hd [5]4

Description |HERE ARE SOME COMMENTS

Cancel
Instruction [ Transfer toinvoice [
Help

Field Description

Description Enter your comment in the description field.

Insert as instruction | Select this option, if you would like this text to appear as an instruction.
Instructions typically appear on packing slips for the warehouse, but not on
documents that are seen by the customer. Alternatively, the text will be
marked as a comment. The printing of instructions and comments can be
controlled on the print specification.

Transfer to invoice Select this option, if you would like the comment to be transferred from the
contract to the invoice, when generating invoices. Alternatively, the comment
will only appear on the rental contract.

Click OK to add the comment to the contract.
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Adding Text to the Contract

To add text to the contract, select Text in the Detail Type field. The Edit Detail window will appear as
shown below.

2 Edit Detail S
Detail type Text hd oK
d
Text code | ﬂ Cancel
Description
Help
Instruction [ Transfer toinvoice [
Field Description
Text code Select the Text Code you want to use. The Text will appear in the window so
that you can confirm that you have selected the correct Text.
Note: Text blocks are defined under Edit | Text.
Description Once you've selected a Text Code, the lines of text will appear in this field. Edit

the text as required.

Insert as instruction | Select this option, if you would like this text to appear as an instruction.
Instructions typically appear on packing slips for the warehouse, but not on
documents that are seen by the customer. Alternatively, the text will be
marked as a comment. The printing of instructions and comments can be
controlled on the print specification.

Transfer to invoice Select this option, if you would like the lines of text to be transferred from the
contract to the invoice, when generating invoices. Alternatively, the text will
only appear on the rental contract.

Click OK to add the text to the contract.

Rentals for Adagio Page 133



Bill To / Ship To Tab

The Bill To / Ship To tab of the Edit Contract window displays the Bill To and Ship To addresses for

this contract.

Address |14EID Bettman Street

Address  |321Main Street

|5H1 Floor

|windsor, ON

Zipfpostal  |N9A 8K3

Telephone  [(555) 453-5005

Fax number (555) 453-5006

|1.-'ancnuver, BC

Zipfpostal  |VeQ 2K7

Telephone  |(604) 555-1000

Fax number (604) 555-1200

<1 Mew Contract, Ables Cables l = _‘:h]
Header ] Details BillTo / ShipTo ] Optional Fields ] Notes Totals ]
Bill To Ship To
Customer m Ship To ’m
Mame |Ables Cables Mame |Ables Cables Vancouver

Cancel

Help

Customer

Brint

Contact |L\,rnne Cullen Contact |Jnnathan Dean
Email |L}gnnECullen@AblesCables.cnm Email |JDnaﬂ'|anDean @ABLESCABLES.COM

Al a0

The Bill To address is taken from the customer file. If there is a permanent change in a customer’s Bill
To address, you'll want to edit the customer file. If you only need to change it in rare circumstances, you
can edit the address here as needed. You can view and edit the customer file by clicking the Customer
button. Initially, when you enter the customer file this way, you will be in View mode and the customer
fields will be grayed out and cannot be edited. However, you can click the Edit button to change to the
edit mode and will be able to make the changes desired.

The ability to edit customer files may depend on your user group rights. If you cannot click an Edit
button, you may not have the right to change a customer file.

Changes made to the customer file will not be activated for this contract; they will only appear on
subsequent orders.

The Ship To address defaults to either the customer’s Bill To address, or, if there is a Ship To address on
file for this customer, with a blank Ship To code, then that address is assumed to be the default Ship To
address.

If you have additional Ship To addresses on file for this customer, you can change the Ship To address
using the Finder button. Or, you can manually edit the address as needed.

If you edit one of the addresses, this change will only affect this contract. If you want to permanently
change a Bill To address, use the Edit Customer function.
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Optional Fields Tab

The Optional Field tab of the Edit Contracts window displays any optional fields you‘ve set up in the
Company Profile's Optional Fields tab. Enter the values for your optional fields as required.

:

<1 MNew Contract, Ables Cables

Header | Details BilTo / ShipTo Optional Fields ] MNoteg | Totals |

Optional Fields

Tracking number |

Expiry date =

Cancel

Help

Customer

Print

dRJ a0

Notes Tab

This tab allows you to enter notes for the new contract. This Notes tab works in the same manner as all
notes features in Adagio modules. For more information on how to use the Notes function, see your
Adagio Fundamentals manual.
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Totals Tab

The Total tab displays contract statistics, as well as totals for the current session. Most of the statistical

fields are available for editing.

<1 Mew Contract, Ables Cables

:

Header ] Details ] EillTo f ShipTo ] Optional Fields ] Notes Totals
Contract Statistics Current Changes

Completion date = Rentals 3,200.00  Edited lines 4

p | oK
Last billing date = Expendables 750.00  Est. weight 0.00
Previous biling date || Sales 0.00
Total billed so far 0.00 Misc. charges 50.00 Help
Min invoice amount 50.00 Discounts 0.00

Customer
Amount topped up 0.00 Tax 0.00
Mumber of invoices 0 Total 4,000,00 Brint
Mumber of lines 4
Field Description

Completion date

Enter a completion date if the contract if all the rental items are
returned and the contract is closed. The contract can be
reopened by clearing the completion date. If the complete data
is set, the contract is deemed to be closed.

Last billing date

Displayed is the last billing date for this contract.

Previous billing date

Displayed is the billing date prior to the last billing date.

Total billed so far

Display is the total billed to date for this contract.

Min invoice amount

Displayed is the minimum invoice amount for this contract.

Amount topped up

If you have selected the Minimum rental amount per invoice
options, the difference between the minimum amount and billed
amount would be the topped up amount. For example, if the
minimum invoice was $50.00 and the billed amount was
$34.00, the topped up amount would be $16.00.
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Number of invoices

Displayed is the total number of invoices that have been billed
against this contract.

Number of lines

Displayed is the total number of lines on this contract.

Items out

Displayed is the total number of rented items, still out.

Current changes

Displayed are totals for the current session. The total number
of lines and extended weight are also displayed.

When you're finished editing the tabs for a new contract, click OK to post the contract.
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Rental Returns and Credits

To return rental items or credit contracts, first open the Contracts window by selecting Contracts | Edit
Contracts, or just click Contracts on the toolbar.

Locate the contract using Find. Click Edit on the Contracts window to display the Edit Contract window. If
you've selected Open existing contract to detail grid in the Company Profile, the contract details grid will be

displayed.

Select the rental item to return and click Edit adjacent to the detail grid to display the Edit Detail window.

e S

<1 Edit Detail

Detail type  [RentalTtem | Expectedship  [10/30/2012 (3] oK
fenmber pravcioos  off latle | Cancel
Returned Wi Credit [ Elapsed 1.00
Quantity | t [EA. o] Extension [ 1e00.00 Help
Unit price | 100.00 [EA. Override Billed so far 0.00 Avalability
Descripion  [SPEEDLOCK Remaining | 1,600.00 Ttem
Startdate  [10/30/2012 f@| | 20:30 Extended weight | 0.00
Returndate  |10/30/2012 || 20:30 Unit cost 0,00
Rate |28 DAY DLY ($0.00 per day) | Extended cost 0.00
Tax status |H5T ﬂ |IZI_
Categary |a1 o |accEssorIEes - NEW
Location |1 J |L|:u:aﬁu:un 1
Qty an hand Loc | On Hand | On 50 On PO Available |Measure

=1 200 0 0 200 EA.

e 2 0 0 2 [EA.

Total 202 0 0 202 EA.

If this is a return, select Returned. If you are crediting a line, select Credit. Review the detailed information. In
particular, the quantity to return or credit, return date and amount.

When you're finished editing the contract detail, click OK to post your changes.
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If the entire contract is to be returned (or credited), use the Return All (or Credit All) function. These functions
are available from the contract detail grid’s popup menu. Right click over the grid to display the popup menu.

It's still advisable to review the lines, prior to saving your changes.

Tl ™
£ Contract 4820, Ables Cables ==
Header Details BillTo / ShipTo I Optional Fields I Notes I Totals
rDetails
Line |Item Description Qty Out | Returned Ext Price Start Return Type
1|A1d-100-78 10/30/2012 |11/30/2012 | ouT =
2 A1-N-1000 MOBILE WAGOMN 1 o 750.00 EXP Cancel |
3 Comment HERE ARE 50 0K 0 0.00 COoM
4 |Misc Charge CARTAGE CH2 Cancel 0 50.00 MsC Help |
Customer Customer |
Print
Print |
Mew
Edit Mew
Delet
-
Return All .
Credit Al =
L A
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Item Availability

The item availability function allows you to accurately manage and monitor your rental inventory
requirements. At a glance, you can see where items are rented, reserved, in service or unavailable.

From the Inquiries menu, select Rental Item Availability or Availability from the tool bar.

The Availability function is also accessible from the contract detail window. Choose a Rental Item detail
type, and then click Availability.

= Inventory Availability = | B |
From |6/1/2011 [E| to |6/7/2011 [@| Category [AC  Q)|ACCESSORIES
Item Description Cat [Status | Aval [Jun01 [3un 02 [3un 03 [Jun 04 | =
1 |ACR-1000 MOBILE WAGON AC  |Rented 2 3314 3314 3814
2 [acR-133-12 ACCESS LADDER/ECHELLE ¥ [AC  [Avaiable | o
3 [acR-135-12 ACCESS LADDER/ECHELLES 5' [AC  |Avaiable | 4 Help
4 |ACR-1350 BAKER SCAFFOLD AC  |Rented 8 |2590 2690 2590 2690 Cose
5 [ACR-137-12 ACCESS LADDER/ECHELLE 5 [AC  [Avaiable | 1 =
& |ACR-1375 DRYWALL CARTS AC  |Avaiable | ©
7 |acR-200 TOGGLE PINS/CHEVILLES AC |Rented | 533 | 3817 3926 3925 392
8 |AcR-201 LOCK ARM/ BARRURE AC |Rented | 1129 | 3883 3936 3953 3953
g9 |acr-202 CLAMPS/ BRIDES AC  |Avaiable | ©
10 |AC-R-203 PIGTAIL LOCK PINS AC  |Rented 45 |3835 3635 3635 3635
11 |ACR-204 LOCK ARM AC  |Avaiable | 526
12 |AC-R-205 COUPLING PINS AC |Rented | 451 | 2781 2781 2781 2781 ~
4 I
Legend | Available |Reserved | Remted - |NotWorking Sold

The grid displays a floating date range of rental item activity. By default, the date range is two weeks
from the session date; however that can be changed in the company profile.

A category field is provided to restrict the view to a particular category. If the category field is blank, you
will see all rental items. This can be useful when you're building a contract and you need a rental item
from a particular category.

By default, the availability grid is sorted by item number. If you're displaying all rental items, you can
also sort the information by category. Right click over the grid to set the sort order.

Columns are provided for the rental item number, description, category, status and available quantity,
however those are selectable in the company profile.

The cells in the grid are color coded, depending on the item status. An item could be Available,
Rented or Reserved. From Rental Item Maintenance, you can set an item to be In Service, Not
Working or Sold. Each status has its own assigned color. The colors can be customized in the
Company Profile.
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To update the grid information, click Refresh. A refresh will be required, after a change to the date
range or category. If multiple users are changing contracts, a periodic refresh might be required.

The grid will display the contract number where the item is referenced. The item could be referenced on
multiple contracts on a particular day, but only one is displayed. Double click on cell to view the contract.
Drilldown inquiry is also provided for the item, by double clicking on the item number.

The grid’s popup menu provides additional functions. You can refresh the grid, view the rental item, view
the inventory item, view the contract or start a new contract from the highlighted item.
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