Function Overview/Quick Reference

Chapter One

FUNCTION OVERVIEW/QUICK REFERENCE

1Module Overview

Tentmaker, v. 8.4
Copyright (c)

Codesmiths, Inc., 1999

Please select application

SAMPLE TENT COMPANY

——————— FILE INFORMATION

DEV FILE PST REC#

DSKO4RNTMAS 524
DSKO4ESTHDR 22
DSKO4ESTITM 32
DSKO4WRKHDR 5
DSKO4WRKITM 69
DSKO4RENTED 30
DSKO4HSTHDR 0
DSKO4HSTITM 0
DSKO4RNTSLS 0
DSKO4RNTCSH 0
DSKO4MAKHDR 59
DSKO04MAKITM 396
DSKO04SHWMAS 10

MAX#
600
50
100
50
100
100
50
100
100
50
120
450
50

| 1.

2.

3.

4.

5.

LEFT 6

76 17

28 8
68

45 9
31

70 10.

50 11.
100

100 12.

50 13.
61

54 14.
40

Check for Available Rental Items
Prepare Contracts/Estimates
Print Contract/Estimate Reports

Prepare Work Orders
Print Work Order Reports

Display Master Files
Display Rental Schedules
Print Rental Schedules
BILL COMPLETED RENTALS

Lookup 0Old Rental Records
Create New Estimate from History

Print Custom Reports
Display/Print LAST COPY of Reports

Go to Rental Module Management Functions

Copyright Codesmiths, Inc.
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TENTMAKER Operator Instructions

The Tentmaker Main Options menu (shown above) summarizes the functions performed
within the Tentmaker module. Depending on how your software support organization has set
up your system, you may reach this menu either through a Master Function menu or directly
from an AMOS system prompt. At the very least, the Tentmaker Main Options screen can be
reached from the AMOS system prompt by logging to the account where the data files reside
(usually [215,1]) and typing "RUN RNMENU". (See Alpha Micro's "Introduction to AMOS" for
further details.)

The Tentmaker module (T/M for short) uses the OMNI Accounts Receivable module to
store customer billing information. Tentmaker also may be set to interface to any of the
following OMNI modules:

Job Costing to capture billings and expenses by Jjob.
Order Entry/Inventory Control to process inventory sales.

These interface options are controlled through the Rental Module Systems Operator
functions and through the OMNI General Ledger Interface. (See the OMNI General Ledger
Reference Manual for more information on the interface.)

Ver. 8.4



Function Overview/Quick Reference

1.

1 Reports Produced by Tentmaker

The Tentmaker module produces the following reports:

1. A/R Account Inquiry 39. People File Listing

2. Adjustments History 40. Proposed Changes to
Report Rental Charges

3. Adjustments History Cross 471, Recap of Contracts w/o
Reference Work Orders

4. Archive Edit List 42. Rental Cash Journal

5. Assembly Edit List 43. Rental Cash Transfer Edit

6. Assembly Short Listing List

7. Batch Work Order Creation 44, Rental Charges by G/L Acct

8. Billing Edit List 45. Rental History List

9. Changes to Rental Charges 46. Rental Items By Location

10. Contract Alignment - FULL

11. Contracts by Groups 47. Rental Items By Location

12. Contract - Last IMMEDIATE - SHORT

13. Contract History Edit List 48. Rental Items By Location

14. Contract Invoicing Recap - Summary

15. Contract Tax Summary by 49. Rental Item Print-Out
Tax Set 50. Rental Price List

l6. Customer Archived 51. Rental Sales Journal
Estimates List 52. Rental Schedule

17. Customer Estimate Recap 53. Rental Schedule - Item
Report Summary

18. Estimate Archive Edit List 54. Rental System Posting

19. Estimate billing State Recap Journal

20. Estimate Call Back Listing 55. Rental System Sales Edit

21. Estimate Deposits/Pmt Recap List

22. Estimate Edit List 56. Rental Valuation Report

23. Estimate G/L History 57. Required Items Report
Cost/Profits 58. Show Master File Listing

24. Estimate History 59. Supplier Estimate Recap
Cost/Profits 60. Tent Base File Listing

25. Estimate Item History 61. Work Order 30 Day Calendar

26. Estimate Recap by Site State 62. Work Order Alignment

27. Estimate Salesperson Recap 63. Work Orders by Group

28. Estimate Schedule 64. Work Order Edit List

29. Estimate Show Recap 65. Work Order Ending Date

30. Estimate Tax Summary by Report
Tax Set 66. Work Order Load Report

31. Form Letter Output 67. Work Order Schedule

32. Form Letter Template (.FRM) 68. Work Order Starting Date

33. History Purge Listing Report

34. Invoice Alignment 69. Work Order Usage Report

35. Invoices/Bills 70. AUDIT FILE - Errors

36. Letters - Order Again? 71. AUDIT FILE - Billings

37. Letters - No Contract 72. AUDIT FILE - Rental

38. Outstanding Estimates Report Master File

Copyright Codesmiths, Inc. 10/99



TENTMAKER Operator Instructions

1.
2A Look at the Main Menu
Tentmaker, v. 8.4
Copyright (c) Codesmiths, Inc., 1999

Please select application .7 1. Check for Available Rental Items

2. Prepare Contracts/Estimates

3. Print Contract/Estimate Reports

SAMPLE TENT COMPANY

4. Prepare Work Orders

5. Print Work Order Reports
——————— FILE INFORMATION —-—-—-—-—-—--
DEV FILE PST REC# MAX# LEFT 6. Display Master Files
DSKO4RNTMAS 524 600 76 7. Display Rental Schedules
DSKO4ESTHDR 22 50 28 8. Print Rental Schedules
DSKO4ESTITM 32 100 68
DSKO4WRKHDR 5 50 45 9. BILL COMPLETED RENTALS
DSKO4WRKITM 69 100 31
DSKO4RENTED 30 100 70 10. Lookup 0ld Rental Records
DSKO04HSTHDR 0 50 50 11. Create New Estimate from History
DSKO4HSTITM 0 100 100
DSKO4RNTSLS *** 5 100 95 12. Print Custom Reports
DSKO4RNTCSH 0 50 50 13. Display/Print LAST COPY of Reports
DSKO4MAKHDR 59 120 61
DSKO4MAKITM 396 450 54 14. Go to Rental Module Management Functions
DSKO04SHWMAS 10 50 40

1.

1File Information

The FILE INFORMATION section contains the following:
DEV - the computer disk where the data file resides.
FILE - the computer data file name
RNTMAS - The rental item master file
ESTHDR - The estimate/contract customer information
Ver. 8.4
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ESTITM The rental items associated with an estimate/contract

WRKHDR - The work order customer/site information

WRKITM - The rental items that will be used for the work orders

RENTED - The rental schedule. Each work order item has an entry in the RENTED
file.

HSTHDR - The estimate history customer/site information

HSTITM - The history copy of the estimate rental items

RNTSLS - The sales file that is transferred to A/R after an estimate is
invoiced

RNTCSH - The cash receipts file that is transferred to A/R after prepayments
are posted and/or estimates are invoiced

MAKHDR - The assembly master information - This file tells Tentmaker how to

build a specific tent from the canopies, frames, and components in the
rental item master file.
MAKITM - The assembly item list - This file contains a 'representative'
listing of all of the components needed to assemble a tent.
SHWMAS - The show master file - This file stores show names, locations, tax
rates, and show dates.
PST - Asterisks (***) in this column indicate that a file contains entries that

should be posted to a permanent file. (e.g. The RNTSLS file has entries that
should be transferred to A/R.)

REC# - the number of entries currently in each file.

MAX# - the maximum number of entries that are permitted in each file. The files may
be expanded to accommodate more records.

LEFT - the result of subtracting REC# from MAX#. This is the number of new records
that may be added to the file without expanding the file's size.

This area of your screen will display other information. If someone is working on
the Tentmaker system, using a particular file from this file information list, the
message: "file is locked" will display across the REC#, MAX#, and LEFT columns. If a

particular file has not yet been defined, then this same space will display the message:
"no file exists."

20ptions Available

1. Check for Available Rental Items - This option is a quick check for
availability. You can scan the rental items to see what is available for a
specific date or range of dates.

Use this option to:
Answer customer inquiries about availability
Check rental items before preparing an estimate

2. Prepare Contracts/Estimates - This is where the entire rental process starts.
Preliminary estimates detail the items that a customer wishes to rent. Once
approved by the customer and signed, this document becomes the contract.
Use this option to:

Add new estimates
Change estimates
Delete estimates individually
Delete groups of estimates by starting date
Delete groups of estimates by ending date
Display an estimate on the screen
Rearrange rental items between two contracts
Copyright Codesmiths, Inc. 10/99
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Print out a list of estimates

Print an Estimate schedule

Scan estimate items by size/color/description

Post Deposits/Prepayments to A/R

Print a list of outstanding estimates (those without work orders)
Print a list of estimate call backs for sales people

Archive unbilled estimates to estimate history

Open new jobs in Job Cost module (when activated)

3. Print Contract/Estimate Reports - This option takes the information from the
preliminary rentals and presents it in a variety of ways.
Use this option to:
Print contract forms for customer signatures by groups.
Print edit lists for groups of contracts.
Print outstanding contracts (not yet have a Work Order).
Print contract Call-Back report.
Print contract schedule.

4, Prepare Work Orders - Once you have a confirmed contract, a work order is
cut. The work order details all items (canvas, poles, frames, etc.) that
will be used for a particular job. The work order reserves the items and
places them on the rental schedule.

Use this option to:
Copy work orders from estimates
Add a work order that has no estimate (e.g. to schedule repairs,
washing, etc.)
Change work orders
Delete work orders
Display a work order on the screen
Print out a list of work orders
Print work orders by starting or by ending date
Print a work order schedule
Print a work order truck loading report (one job or several)
Print a work order 30-day calendar
Do batch work order creation - either immediate or delayed

5. Print work order reports - A more direct access to printing the work order
related documents. You have the same report choices as listed above.

6. Display Master Files - This is a quick way to look up any information about a

job. You can look up Contracts and Work Orders by customer name, customer
ID, date range, or by document number. Look up individual assemblies. Do
on-screen scans of multiple contracts, rental items, or work orders. Even
display a customer A/R account quickly.
Use this option to:

Quickly verify the information about a job

Answer customer questions about a job

Look-up any Assembly record

Quickly see a customer Accounts Receivable balance and status

7. Display rental schedules - This option displays a summary of the rental
activity for a specific range of dates and items. The display allows you to
zoom in on the job detail for a closer look at reservations.

Use this option to:
See where a particular rental item will be on a given date

8. Print rental schedules - This report is a printout of the item schedule

Ver. 8.4
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10.

11.

12.

13.

14.

display.

Use this option to:
Print a rental schedule that shows individual Work Orders
Print a rental item summary schedule totalled by rental IDs.

Bill Completed Rentals - This option begins the transfer of billing
information to the OMNI Accounts Receivable module.
Use this option to:

Select completed rentals for billing

Unselect rentals for billing

Print a billing edit list

Print a contract recap report

Print selected contracts as invoices.

Post invoiced contracts/update receivables

Print a billed estimate tax summary

Lookup 0ld Rental Records - Completed rentals are transferred to the rental
history file after invoicing.
Use this option to:

Review rental history of inventory items

Review customer rental history

Lookup Jjobs from previous seasons by customer

Create New Estimate from History - This option allows you to reactivate a job
that has been archived. You can archive and recall both jobs you complete and
jobs you bid but don't realize at first.
Use this option to:

Quickly copy last year's job for a customer to a new estimate

Print Custom Reports - This option produces a variety of rental related
correspondence and reports.
Use this option to:

Print "Contract not returned" letters

Print "May we have your order again" letters

Print a Required Items report

Print a summary of rental items by warehouse location

Print form letters from contracts

Edit the auxiliary files for Work Order Load lists

Display/Print LAST COPY of Reports - All of the Tentmaker reports are stored
on the computer disk while being sent to a printer. This option allows you to
get a copy of the most recent version of any report without waiting for the
system to process information.

Go to Rental Module Management Functions - This option is password protected
to control access to the more technical functions that are needed to keep the
T/M module running smoothly. The management functions should be used
only by an experienced systems operator.
Use this option to:

Work on the Rental Inventory Master file

Work on the Rental Assemblies Master file

Work on the Big Shows/Events Master file

Define/change contract default settings

Work on Outside Suppliers Master file

Work on Tent Base Types Master file

Enter/Edit inventory losses, additions, other changes

Do Bar Code functions (if used)

Copyright Codesmiths, Inc. 10/99
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Print estimate recap report
Print estimate tax summary
Print sales by G/L account number report
Print work order item usage report
Print rental valuation report
Print rental history by customer
Print adjustments history
Print adjustments history cross reference
Print rental sales edit list
Print rental cash edit list
Transfer rental sales to A/R
Transfer rental cash to A/R
Renew rental schedule copy for PRINT/DISPLAY
Renew RENTED file from Work Orders
Clear out posted/deleted contracts
Clear out old work orders
Purge rental history files
Clear MTD, YTD Rental Master Fields
Define disk locations, system defaults
Create Tentmaker data files
Expand/reduce data file sizes
Reorganize rental master files and indexes
Reorganize estimates files and indexes
Reorganize assemblies files and indexes
Reorganize history files
Reorganize show master file
Reorganize work order files and indexes
Access programmer/analyst functions CAUTION: Only for experts !!
Edit Tentmaker delete mode password
Edit systems management password
Edit rental history
Create or change user sign-ons
Reorganize adjustments history files
Purge adjustments history file
Print resulting rental charge changes made by Percent or by Sq Ft
Change rental charges made by Percent or by Sg Ft
Fix the file linkages between an estimate and its rental items

3Quick Codes for Fast Access

The Tentmaker Main Options menu (and many other menus of this software) have a list
of Quick Codes for immediate access to often used options/modules of the software.
Sometimes the list of available Quick Codes is down the left or right side of the screen;
sometimes it is across the bottom of the screen; sometimes a couple available codes are
displayed in the upper right corner of the screen. Whenever you see these Quick Codes
listed on a screen, vyou may type the two-character code at the cursor and move
immediately to the beginning of the corresponding spot in the software. This avoids doing
one or more [ESC] presses to get back to the Main Options menu and then tracking back in
to where you wish to be. Here is a list of the codes and where they take you in the
software:

QUICK CODE TARGET
PR Goes directly to the Reprint the LAST COPY of a report option.
SM Goes directly to the Systems Management Functions.

Ver. 8.4




ew/Quick Reference

Goes directly to the AMOS operating system ‘dot’ prompt. This
is DIFFERENT from the C:\ prompt of DOS and Windows.

Goes directly to the Main Options menu.

Goes directly to the Programmer Analyst functions.

3Start Up Procedures

The Tentmaker module requires some planning before daily operations begin. The
following steps must be completed:

1. BEFORE YOU GO ANY FURTHER, read Appendix B, "Start Up
Considerations". This appendix contains important information about
the structure and use of the Rental Master File and the Rental
Assembly file.

2. The OMNI Accounts Receivable module must be installed and loaded with
preliminary customer information.

3. The OMNI General Ledger interface file must be set up with the proper general
ledger accounts and with the locations of any of the other OMNI modules that
will interface to the Tentmaker module.

4. If you plan to interface the T/M module to the OMNI Order Entry/Inventory
module, you must bring up the O/E module. (See the OMNI Order Entry
Reference Manual for complete setup instructions.)

5. In the Rental Module Management functions, the system operator must:
6. Set a systems management password.
7. Define disk locations, other parameters.
8. Create new data files.
9. Create/run LOCKRN to update LOKSER for multi-user sites.
10. Enter a CHANGE mode password for Tentmaker.
11. Define contract defaults.
6. From the AMOS system level, or from whatever master menu is used to access

the Tentmaker module, a systems operator must be certain that COMMON.SBR is
loaded into user memory before accessing the T/M module.

7. The systems operator must be sure that each workstation (job) that accesses
the T/M module has at least 280K of user memory.

8. Before you can prepare your first estimate, you must go into System
Management Functions and do the following:
9. Enter all rental items into the rental master file
10. Enter the rental assemblies that will be used by the T/M module to
reserve items when a work order is cut.
11. Enter all rental master price records needed by the assemblies into the
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rental master file
12. Enter any Outside Suppliers regularly used.
13. Enter Tent Base types regularly encountered.

4Daily/Weekly Procedures

Every Tentmaker installation is unique in terms of the daily or weekly
procedures. The procedures defined below are designed to be a guideline for
general use.

NOTE: Abbreviated versions of most of the following procedures are found in
Appendix C of this manual. We refer to these abbreviated procedures as "Cheat Sheets."

1.
lEntering Contracts
1. Before you prepare a preliminary estimate, you must know:
The starting and ending dates for the job
The site location and characteristics for the job
The person or organization that will be invoiced for the job
2. From the T/M Main Options menu:
#2. Prepare Contracts/Estimates
#1. Add New Contracts (Header & Items)
If the T/M module immediate contract option is active, you
can print a contract after entering it.
If the T/M module immediate work order option is active,
you can create a work order from the new contract.
1.
2Printing Contracts
If the immediate contract option is not active, vyou can print in batches the
contract copies to send to customers. From the T/M Main Option menu:
#3. Print Contract/Estimate Reports
#1. Print Contracts to Send Out (by Groups)
Select a printer to use.
Do the printer alignment if necessary.
Sort the file (if the computer says you should).
Enter the range of estimate numbers that need contracts. The
contracts are formatted and sent to the printer.
1.
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3Posting Prepayments

Deposits and prepayments may be handled in one of two ways: posted ahead of the Jjob
billing, or posted at the same time the job is completed and billed. We recommend that
you post prepayments ahead of billings. This keeps the General Ledger and the Accounts
Receivable activity accurate.

To post prepayments:

1. From the T/M Main Options menu:
#2. Prepare Contracts/Estimates
#13. POST CASH RECEIVED To Accounts Receivable
Select a printer or to save the report.
Enter the cutoff date for the last day of posting.
The prepayments are transferred to the rental cash file.

2. Return to the T/M Main Options menu.

3. To transfer the rental cash file to Accounts Receivable:
#14. Go to Rental Module Management Functions
Respond to the request for a password.
#18. Print Rental Cash Edit List to confirm the payments.
#20. Transfer Rental Cash to A/R

4. Return to the T/M Main Options menu.

5. Go to Accounts Receivable to complete the posting process.

4Creating Work Orders
To create a work order for a contract:

1. Verify that the contract information is correct:
#2. Prepare Contracts/Estimates
#2. Change Contracts (Header & Items)
Carefully examine the contract entries.
Make any corrections that are needed.

2. From the T/M Main Options menu:
#4. Prepare Work Orders
#1. Copy Work Orders from Estimates
Enter the estimate number or look up the estimate by customer
information.
Confirm your selection.
A work order is created.
As items are reserved, any rental shortages are displayed for your
review. You may choose to override shortages. Replacements for
shortages must be done manually.

3. Use any of the work order report options to review or summarize work order
activity.
To create a free standing work order (one without an accompanying estimate, as in
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the case of taking items out of inventory for repair or for washing, etc.):

4. From the T/M Main Options menu:
#4. Prepare Work Orders
#2. Add New Work Orders
Enter all of the work order header information.

Enter each item for the work order. Free standing work orders do not
use the rental assemblies. You should list each rental item
individually.

2. Use any of the work order report options to review or summarize work order
activity.

S5Printing Work Order Information

To print a detailed list of the work orders for setup or take down on a specific
date:

From the Tentmaker Main Options menu,
#4. Prepare Work Orders
#7. Print Work Orders by Starting and Ending Dates
Enter the report selections.

To print a one line summary of the work orders pending for a specific date or range
of dates:

From the T/M Main Options menu,
#4. Prepare Work Orders
#8. Print Work Order Schedule Report
Enter the report selections.

To print a list of equipment for a crew to load on a truck:

1. Use any of the work order listings to plan the load. You must know the work
order numbers to prepare the load list.

2. From the T/M Main Options menu,
#4. Prepare Work Orders

#10. Print a Truck Load List

(If bar code active) Choose from Reports only, bar code file only, or
both.

Choose a printer to use.

Enter install date and truck information. Choose whether to use the
Inventory alternate descriptions on the work order (you may be
using these for non-English or bi-lingual workers).

Choose a whole-truck summary only, or specify the desired combination of
Job detail and truck summary.

Enter report selections for detail, memos, etc.

Enter the work order numbers in the proper load order. You are informed
of items listed on work order but not found in Rental Master File.

To print a list of work orders to send out with a crew:
From the T/M Main Options menu,
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#5. Print Work Order Reports
#1. Print Work Orders (by Groups)

Select printer or to save a file.

Make selections of work order info to include.

The work orders are formatted and sent to the printer. You are
informed of items listed on work order(s) that are not in
the Rental Master File.

6Updating the Rental Schedule

The Tentmaker module maintains two copies of the rental schedule. The working copy
is used in #1. Check for Available Rental Items. The working copy is updated each time a
work order is added or changed.

The second copy of the rental schedule is used for #7. Display Rental
Schedules and for #8. Print Rental Schedules. It is NOT updated except by your deliberate
action.

NOTE: This second copy must be updated daily. It does NOT
automatically change when a work order is added or changed.

To update the rental display schedule:
1. Make sure that no other terminals are in the work order module.

2. From the T/M Main Options menu:
#14. Go to Rental Module Management Functions
Enter the systems management password.
#21. Renew PRT/DSPL COPY of Schedule
The current working copy of the rental schedule is transferred to the
DISPLAY/PRINT copy.

7Billing Completed Rentals

1. Before you can bill completed rentals, you must know the contract number(s).
2. To make corrections or additions before beginning the billing:
#2. Prepare Contracts/Estimates

#2. Change Contracts (Header & Items)
If necessary:
#8. PRINT EDIT LIST of Groups Of Contracts
#2. Change Contracts (Header & Items)
Return to the T/M Main Options menu.

3. Select the contracts to be billed:
#9. Bill Completed Rentals
Either:
#1. Select/UNselect Rentals One by One for Billing
Or:
#2. Select/UNselect Rentals By Groups for Billing
Then:
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#3. Print a Billing Edit List
Confirm that billing selections are correct.

4. Load the invoice forms into a printer. From the Billing Completed Rentals
menu:
#5. Print Selected Contracts as Invoices

Choose the printer containing the invoice forms.

Enter the invoicing date.

Respond to question about reprinting already invoiced contracts.

Enter START and END contract numbers to invoice.

Invoices print. Verify them.

Make appropriate choice for finishing and posting to A/R,
printing again, or to abort the whole operation and mark
the contracts as NOT invoiced.

1 Transferring Billings to A/R

Do this if, when you did invoicing (above), vyou chose NOT to post directly to
Accounts Receivable.

1. From the T/M Main Options menu, select #14. Go to Rental Module Management
Functions.

2. Respond to the Password prompt.

3. Print the Rental Edit Lists:

#17. Print Rental Sales Edit List
#18. Print Rental Cash Edit List
Confirm that all is correct.

4. To transfer the rental files to Accounts Receivable:
#19. Transfer Rental Sales to A/R
#20. Transfer Rental Cash to A/R

5. Return to the T/M Main Options menu.

6. Go to Accounts Receivable to complete the posting process.

1.
5Monthly Procedures
1. Make sure that all of the billing has been completed.
2. Make sure that the Rental Sales and Rental Cash files have been transferred to

Accounts Receivable.

3. Print any summary reports that are needed. We recommend:
A) Estimate Tax Summary
#14. Go to Rental Module Management Functions
#10. Estimate Tax Summary
B) Sales by G/L Acct Number Report
#14. Go to Rental Module Management Functions
#11. Sales by G/L Acct Number Report
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C) Return to the T/M Main Options menu.

4. Review all estimates that did not become contracts to determine which should
be saved for future reference.
#2. Prepare Contracts/Estimates

#9. PRINT OUTSTANDING Contracts List

Select those to archive for future use.

#14. ARCHIVE UNBILLED Contracts to History
#1. Select Unbilled Rentals for Archiving
#3. Print an Archiving Edit List to verify that proper

Estimates are included.

#4. Send Unbilled Rentals to Estimate History File.

5. Clean out any estimates that did not become contracts and are not needed in
the future.
#2. Prepare Contracts/Estimates

Choose one of the DELETE Contracts options.
Make the selections of contracts to delete.

6. Delete the completed work orders:
#14. Go to Rental Module Management Functions
Respond to the Password prompt.
#24. Clear out old work orders
Use the end of the month as the cut-off date. All work
orders with an ENDING date prior to the cut-off date will be
deleted.

7. Clear the MTD fields in the Rental Master File:
#14. Go to Rental Module Management Functions
Respond to the Password Prompt.
#26. Clr MTD/YTD Rental Master Fields

Choose to clear the MTD fields ONLY.

6Fiscal Year End Procedures
1. Make sure that all of the billing has been completed.

2. Make sure that the Rental Sales and Rental Cash files have been transferred to
Accounts Receivable.

3. Print any Management Reports that are needed. We recommend:
A) Estimate Tax Summary
#14. Go to Rental Module Management Functions
Respond to the Password prompt.
#10. Estimate Tax Summary
B) Sales by G/L Acct Number Report
#14. Rental Module Management Functions
Respond to the Password prompt.
#11. Sales by G/L Acct Number Report
C) Estimate Recap Report for the entire year
#14. Rental Module Management Functions
Respond to the Password prompt.
#9. Estimate Recap Reports

4. Review all estimates that did not become contracts to determine which should
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be saved for future reference.
#2. Prepare Contracts/Estimates

#9. PRINT OUTSTANDING Contracts List
Select those to archive for future use.
#14. ARCHIVE UNBILLED Contracts to History

#1. Select Unbilled Rentals for Archiving

#3. Print an Archiving Edit List to verify that proper

Estimates are included.
#4. Send Unbilled Rentals to Estimate History File.

Clean out any estimates that did not become contracts and are not needed in
the future.
#2. Prepare Contracts/Estimates
Choose one of the DELETE contracts options.
Enter selection data for the contracts to delete.

Delete the completed work orders:
#14. Go to Rental Module Management Functions
Respond to the Password prompt.
#24. Clear out old work orders
Use the end of the year just finished as the cut-off date.
All work orders with an ending date prior to the cut-off date will
be deleted.

Clear the MTD/YTD fields in the Rental Master File:
#14. Go to Rental Module Management Functions
Respond to the Password prompt.
#26. Clr MTD/YTD Rental Master Fields
Choose to clear the YTD fields (and probably the MTD fields).

You may want to retain a printout of all the contracts that have been billed
this year.
#10. Lookup Old Rental Records
#3. Lookup 0ld Rental Records by Customer
Choose to get a printed report.
Select a printer.
Choose ALL customers. Make the Starting and Ending dates
correspond to the year just ended. Be sure other
Selection Factors are set to ALL.

Purge the Rental History. We recommend that you keep at least two years of
history.
#14. Go to Rental Module Management Functions
Respond to the Password prompt.
#25. Purge Rental History Files
Press [ENTER] alone to select ALL customers.
Enter purge start and end dates (BEFORE two years ago).
Select a print of the purge for your records.
The old rental records will be deleted.

Clean up the Rental Item Master file. Delete items that are obsolete.
Review the pricing and conditions for your most frequently rented items. Add
any new acquisitions to the rental master file.

7Documents You Should Keep

Ver. 8.4
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It is very important that you preserve an audit trail of the
activities in the Tentmaker module. Our suggestions for the minimum audit
trail are:

A. Copies of all contracts with customer signatures.
Copies of work orders if they are signed by the customer.
All Rental System Sales Journals.
All Rental System Cash Journals.
The Estimate Tax Summary.
The Fiscal Year End copy of the Sales by G/L Account Report.

B.
C.
D.
E.
F.

8Terms & Abbreviations Used in T/M

The Tentmaker module and manual uses the following terms and abbreviations.

1Cursor

The cursor is the flashing white box that appears on the workstation display screen.
The cursor is positioned at places where the operator is to enter information.

2Menu

A menu is a screen display that shows a list of choices. The T/M Main Options
screen is the first menu in the Tentmaker module.

Menus require that the operator respond with a numbered choice or by pressing an
[ESC] or the Left Arrow key to leave the menu screen.

1 Mouse Support

Beginning with Tentmaker Ver. 8.0, the menu selection screens support BOTH number
selection and mouse selection from the menu lists. You will know that the mouse is active
because there will be a second cursor on the screen in the shape of a hand with the index
finger pointed upward. When you move your mouse or track ball device, this hand will
move around the screen. Position the hand so the tip of the finger is touching anywhere
in the name of your menu choice and click the left mouse button. Your selection will be
activated.

CAUTION: The tip of the finger on the hand-shaped cursor is the critical part.
Whatever this tip is touching is what will be selected. On single-spaced menus, 1f you
place the palm of the hand over a selection and click to select, vyou actually will be
choosing the item just above because that is where the tip of the index finger will be
touching.

3<CR>
Copyright Codesmiths, Inc. 10/99
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This is the abbreviation for any one of the following keys:

[ENTER]
[NEXT]
[RETURN]
[CR]

All of these keys are equivalent. The message "<CR> TO CONTINUE" means "Press the
[ENTER] key".

4Contract/Estimate

Every rental organization has its own terms for the paperwork that follows a rental
job. To us, preliminary rentals, estimates, and contracts are all the same thing.
These documents describe the services and goods that will be provided for a specific
period of time at a specific location for a particular customer.

In the Tentmaker module, the contract/estimate/preliminary rental is used to
produce an invoice for services rendered.

S5Work Orders/Load Lists

A work order or a load list is an internal document that describes the materials
needed to satisfy an estimate/contract. The work order is a detailed bill of materials of
each rental item or set of items needed (e.g. parts of a tent).

A copy of the work order (we call this a "Load List") may accompany the installation
crew. However, the Load List may require different detail. For one thing, a Load List
may cover SEVERAL contracts for a given time period. 1In such cases, the Loading Crew
could benefit from a Job Parts Summary to total the numbers of parts appearing on
different contracts (e.g., totals of stakes, ropes, etc.). For a loading of multiple
jobs, you would want to specify a loading ORDER (first on, last off) in which materials
are to be arranged. Such choices are available when requesting Load List creation. ALSO,
a customer may be required to sign a work order as an indication of receipt of services
and goods.

In the Tentmaker module, the Work Order is the reservation action. When the Work
Order is initiated or changed, at that point in time the associated inventory is
reserved.

1.

6Files/Records/Fields

A "File" is a collection of individual "records" that all store the same pieces of
information in individual "fields". For example:

RNTMAS is the rental master file.

Each ID number identifies an item record.

Each piece of information about an ID number, such as size or quantity is a
field.

Ver. 8.4
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7Alphanumeric fields

Alphanumeric refers to the type of keyboard characters that are allowed in an
information field. An alphanumeric field accepts letter, number, punctuation, and
spaces. The rental item description is an example of an alphanumeric field.

8Numeric field

A numeric field allows you to enter only numbers. The decimal point will be
inserted if appropriate. The rental item charges field is an example of a numeric field.

1.
9Screen Colors in Tentmaker and Accounting

Each module of Codesmiths software has a systems parameter file. Four settings in
each of these files allow you to alter the color display on an IBM P/C compatible system.
The four settings are:

Background color - normally black

Foreground color - data displays and writing

Reduced intensity (dim) - the FILE INFORMATION display
Reverse video - warning messages

The color numbers available are:

0 - Black (OUR BACKGROUND) 8 - Gray
1 - Blue 9 - Bright Blue
2 - Green 10 - Bright Green
3 - Cyan (OUR NORMAL DIM) 11 - Bright Cyan
4 - Red 12 - Bright Red
5 - Magenta 13 - Bright Magenta
6 - Brown 14 - Yellow (OUR FOREGROUND)
7 - White 15 - Bright White
Feel free to experiment with the screen colors. One word of caution: If you make

background and foreground the same color number, the screen will DISAPPEAR. It's quite a
challenge to get back to the color change options in "Define Systems Parameters" when you
can't see what you are typing or where you are.

If you need assistance setting the color display options, please call Codesmiths,

(800) 352-5510.

1.
10Instructions for Entering Information

(] The cursor is the bright rectangle shaped box (usually blinking) on your
screen that appears next to the input your are to make at any point in time.

Copyright Codesmiths, Inc. 10/99
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RULE #2: Always end an input by pressing one of the following keys: [ENTER],
[NEW LINE], [NEXT], [RETURN] .

In error messages the abbreviation <CR> stands for "carriage return". <CR>
is any of the keys mentioned above.

To exit the Tentmaker screens, press [END] or [ ] (the Left Arrow key), or
type END when the cursor is positioned in the first data field on the screen.

If you have replaced Alpha Micro's standard INPUT subroutine with the INFLD
subroutine from Micro Sabio, the [END] key is replaced by the [ESC] key.

In some situations, you will need to use Control Functions. These are
referred to in this manual and on the software screens as "CTRL/W", etc. To
invoke one of these functions, hold down the key marked "CTRL" while pressing

the other key named. For example, to do CTRL/W, hold down [CTRL] while you
press the [W] key.

To erase part of a response, press [RUBOUT] or [DEL] or [DELETE] or [<-
Backspace] (keyboards vary on this). The response will be erased one
character at a time.

To erase all of a response, hold down [CTRL] while pressing [Y] at the same
time.

Occasionally the [TAB] key (equivalent to CTRL/I or CTRL/Y) will serve a
special purpose other than described above. When this is the case, such will
be clearly indicated by specific Operator Instructions for the program(s)
concerned.

The computer assumes a "No" response to the ANY CHANGE ? question that
appears on the last line of the screen. An [ENTER] alone accepts this "N"
response.

To change an item on the screen when the ANY CHANGE ? dquestion is showing,
type the number of the item to be changed. Press one of the keys listed in
Rule #2.

To cancel an entire screen of information, press [CTRL] and [W] at the same
time. A message indicating that the entry will not be processed will be
printed on the bottom line of the screen. Press one of the keys equivalent to
[ENTER] to proceed.

If you have replaced Alpha Micro's standard INPUT subroutine with the INFLD
subroutine from Micro Sabio, the abort function "CTRL/W" is replaced by
"CTRL/E".

Yes/No responses to questions may be answered with Y, y, N, or n. Remember to
press one of the keys equivalent to [ENTER] at the end of your input.

All messages that inform the operator of an error will be printed on the
bottom line of the screen. The operator will hear a "beep" when these
messages are printed.

Note that the lower case letter "1" (as in "Leo") and the numeral "1" (one) on
the keypad ARE NOT THE SAME. In entering dollar amounts, the Tentmaker
module will not accept the lower case letter "1". The message displayed will
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be: MUST BE NUMERIC.

° The upper case letter "O" (as in "Ohio") and the numeral zero
"0" ARE NOT THE SAME. When entering numeric information,
the Tentmaker module will not accept the upper case letter "O".

The error message displayed will be: MUST BE NUMERIC.

Saving Keystrokes

In an effort to eliminate keystrokes and to maximize the use of the numeric keypad
on the terminal,

amounts as follows:

the Tentmaker module will accept account numbers, date, and dollar

1.
1 Account Numbers
ACCOUNT NUMBERS: ####-### (four digit primary number) - (profit center)
Enter the first four digits.
Press any one of the keys equivalent to [ENTER].
The program will display the dash that separates the account number.
Enter the last three digits.
Press any one of the keys equivalent to [ENTER].
Short Cuts:
If the account number is less than 1000:
Type only the number of digits needed.
The program will supply the leading zeroes.
Example:
To enter account 0900-101, type: 900 [ENTER] 101
[ENTER]
If the profit center is all zeroes:
Type the account number.
Press any of the keys equivalent to [ENTER].
Press the [ENTER] key again.
The program will supply the 000 profit center.
Example:
To enter account 1200, type: 1200 [ENTER] [ENTER]
1.
2 Dates
DATES:
Enter as MMDDYY or as MMDDYYYY.
011299 or 01121999 for January 12, 1999
110699 or 11061999 for November 6, 1999
Press [ENTER].

The date will be redisplayed with the / separators.

NOTE: You MUST use a leading zero for single digit dates: e.g

01/12/1999 or 11/06/1999

., 03DDYYYY

for a day in March.

Copyright Codesmiths, Inc. 10/99



22
TENTMAKER Operator Instructions

To distinguish dates in the 20th century from those of the 21st century, you MUST
enter the two-digit century designation.

3 Dollar Amounts

DOLLAR AMOUNTS:
Enter amounts in pennies.
Type 110256 for $1102.56
Press [ENTER].
The amount will be redisplayed with the decimal point in place.

Default answers and a more detailed discussion of the appropriate entries for each
Tentmaker screen can be found in the chapters following this quick reference.

1.
ll1General Instructions for Screen Entry of Data

In an effort to keep this manual from becoming encyclopedia size, we decided to
give you general instructions for some of the most frequently performed T/M tasks instead
of writing specific procedures in each chapter.

1 Menu Responses
To select an option, type the number to the left of the option. Press any of the
keys equivalent to [ENTER]. Alternatively, touch the selection with the mouse cursor and

click with your left mouse button.

In response to the question: ANY CHANGE ?, press [ENTER] alone or "N" to go on.
Press "Y" if you have made the wrong entry/choice.

To return to a previous menu, press [ESC] or the Left Arrow key.

1.

2 Will You Wait ? Y/N

The Tentmaker module is a multi-user application. One implication of this design is
that although, for example, two users may be working in the same module simultaneously,
they MAY NOT simultaneously be changing the same record. (same contract, same customer
record, same inventory record, etc.) The reason for this should be obvious. No matter
how multi-user the software is, your computer can only record to the permanent storage

device (probably your disk drive) one person's changes at a time.

You will know that such a conflict is taking place by the message on your screen:
Ver. 8.4
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(record or file) is in use. Will you wait? Y/N

Your answer to this question is dependent upon what you are trying to do. If you
merely were looking up a customer account or an inventory item that is being edited by
another worker, then you safely can say "No, I won't wait, I'll do something else and
come back later." However, 1if you were attempting an operation like posting a bunch of
records to another file/module, or billing completed contracts, or other task that will
address/change several data bases in succession, then you very definitely want to respond
"Yes, I'll wait." To do otherwise in such a case runs a huge risk of having partially
recorded data of the operation you were doing. What you SHOULD do is say "Yes, I'll
wait," and then search among your colleagues to find the person who is doing the similar
work. Ask them if they can exit their task for the few moments it will take for you to
finish your task.

3 Database Scans and Retrieval Options

When working with the primary data files of Tentmaker, one frequently needs to
begin an option with a scan of the existing records in the file to determine what already
is there. 1In the next six sections, we describe the various methods available for
initiating and terminating these database scans.

1 Partial Key Scans

Item ID numbers, document numbers, colors, and sizes are important to the unique
identification of each database record. These key pieces of identifying information are
called "Search Keys."

Whenever you are asked to enter a Search Key for a record, vyou usually may enter
either all or just part of the specific key. Entering a partial Search Key can save much
time. It frequently is faster to type a few characters of a Search Key and have the
computer retrieve a small set of records that match those few characters. For example,
if the Rental Master File has my inventory of tent poles all entered with an Item ID
number that begins with "POLE" then a scan for poles may be initiated with the partial key
"POLE" or even just "PO".

Partial Key scans may be even more general in search cases that warrant it. 1In
these cases, for example, a partial search key of "PO" would recover all records whose
entry for the target field contains the letters "PO" ANYWHERE IN THE ENTRY. This would
mean that a partial Search Key of "PO" for a field would retrieve records with entries
like "imPOrt" if you have such entries in your database.

Feel free to experiment with Partial Key searches to see what you get. With a
little experimenting and experience, vyou will become proficient at entering only the
letters and/or numbers necessary to bring up Tentmaker information quickly.

2 Asterisk (*) Searches - Single Item Display

Not always do you know a few letters or numbers to initiate a Partial Key search.
In these cases you may use an Asterisk (*) Search to initiate a scan of ALL entries for a
particular data field. These searches are prompted by a message similar to:

Copyright Codesmiths, Inc. 10/99
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ENTER * for ALL

One type of Tentmaker response to an Asterisk Search is to display most or all of
the information contained in the FIRST record of the data base, and to prompt you with a
message such as:

CORRECT (item)? (Y/N/Q)

To select the record shown, vyou press [Y] followed by [ENTER]. This will activate
the chosen function or operation on the chosen record. To reject the (first) record shown
and have the next record presented, press [N] followed by [ENTER]. Continue in this
fashion until you have found the desired record or the file has been exhausted of
possibilities.

To end an Asterisk Search at any point, press [Q] followed by [ENTER]. You will
resume operation at the field where you initiated the search.

3 Asterisk (*) Searches - List Display

In some cases, notably those with definite "look up" characteristics, an Asterisk
Search produces a whole list of records from the database but with abbreviated detail.
The following screen shows a good example of the results of this type Asterisk Search.

Ver. 8.4
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ID Number: ALL ID NUMBERS Size: ALL SIZES Color:
Description: ANY DESCRIPTION
ID # Size Color Description Cond
DF-LEVEL DF-LEVEL 0 DANCE FLOOR LEVEL
DF-SCREWS DF-SCREWS 0 DANCE FLOOR SCREWS
DF-BUNTING DF-BUNTING 0 DANCE FLOOR BUNTING
DF-CORDS DF-CORDS 0 DANCE FLOOR CORDS
DF-SILLS 6' DF-SILLS 6' 0 DANCE FLR SILLS 6' BLUE
DF-SILLS 8' DF-SILLS 8' 0 DANCE FLR SILLS 8' RED
DF-SILLS 12' DF-SILLS 12' O DANCE FLR SILLS 12' GREEN
DF-SILLS 16' DF-SILLS 16' O DANCE FLR SILLS 16' BLACK
DF-SILLS 18' DF-SILLS 18' O DANCE FLR SILLS 18' WHITE
DF-SILLS 20' DF-SILLS 20" O DANCE FLR SILL 20' YELLOW
BS-BUNTING BS-BUNTING 0 BAND SHELL BUNTING
BS-END FRM BS-END FRM 0 BAND SHELL END FRAME
BS-MID FRM BS-MID FRM 0 BAND SHELL MID-FRAME
BS-WALLS BS-WALLS W BAND SHELL WALLS
LT-ZIP CORDS ZIP CORDS 0 Z2IP CORDS
[RETURN] to continue, [ESC]-exit, [P]-print, [Q]-quit I..

The Rental Item Search prompts are the top four lines of this screen.
part of the screen is used to display matches to your selections.
screen tells you how to manipulate any long list

25

Scan Rental Master

ALL COLORS

oty

1,000
1,000
1,000
1,000
1,000
1,000
1,000
1,000
1,000
1,000
1,000
1,000
1,000

1
1,000

(more than one screen)

The middle

The bottom line of the

produced by the

search. To look up database items from any screen using this search process, do the

following:

1. Enter the first attribute for which you are searching (in this case ID Number). You
may search on part of an ID #. (Example: If you enter 'l' for the ID #, the

computer will search for all available items which have an ID # beginning with '1'.)

If you want to see ALL of the available ID Numbers, enter an asterisk (*) for this
field.

2. Enter the next attribute for which you are searching (in this case, SIZE).
(Example: If you want to see your available 30 X 30 tent sections and your available

Copyright Codesmiths,
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30 X 45 tent sections, enter '30 X'. The computer will search for all available
items which have a SIZE beginning with '30 X'.) 1If you want to see ALL of the
available items (of ANY Size), enter an asterisk [*] for the SIZE.

Enter the next attribute for which you are searching (in this case COLOR). You may
search on part of a color. (Example: If you want to see your available BLUE tent
sections and your available BLACK tent sections, enter 'BL'. The computer will
search for all available items which have a color beginning with 'BL'.) If you want
to see items available in ANY COLOR, enter an asterisk (*) for this field.

Enter the next attribute for which you are searching (in this case, Description).

You may search on part of a Description. (Example: If you want to see all of the
Rental Inventory items that have the word "pole" in their Description, enter here
the word "pole".) If you want to see items available of ANY Description, enter an

asterisk (*) for this field.

In actual practice, the number of Search Key fields will vary with the location in
Tentmaker.

All items that match your specifications are displayed in the middle part of the
screen.

When the screen is filled, vyou see the message:

[RETURN] to continue, [ESC]-exit, [P]-print, [Q]-quit.

° Press [ENTER] to see the next screen full of records that match your search
keys.
° Press [Q] to stop this search at the present point, clear the screen, and

return the cursor to the first Search Key field (in this case ID Number) ready
to start specifying a new scan of the database.

° Press [P] to have the present screen sent to a printer. The display is saved
for printing, 1in case more screens of this (or other) search(es) also need to
be printed.

° Press [ESC] to return to the Tentmaker Main Options menu. If printing of any
data has been requested, vyou will be taken first through the Printer
Selection process. (See the section describing Printer Selection later in

this chapter.)

This example shows how you can look up rental items by any combination of the

following:

ID Number
Description
Size

Color

Most searches in Tentmaker that involve producing a list of data may be done in a

similar fashion.

4 TAB Initiated Searches

Another type of Tentmaker search is found in situations where the screen already is

8.4
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full of important information for some operation, but you must consult a database for
still more information for the task. In these situations, we offer a [TAB]-key initiated
search window that opens on top of the present screen. Access to the [TAB] Search window
always is signaled by a prompt such as:

Press ... -OR- [TAB] for SEARCH DISPLAY

An example follows.

SAMPLE TENT COMPANY
DELETING Assemblies

1. Assembly ID

2. Size
ID-Number Size Partial-ID Description | LINE
DF-8X12 8"P DF8X12 8X12 Dance Floor | 1
DF-8X16 DF8X16 8X16 Dance Floor | 2
DF-8X20 DF8X20 8X20 Dance Floor | 3
DF-8X24 DF8X24 8X24 Dance Floor | 4
DF-8X28 DF8X28 8X28 Dance Floor | 5
BS-8X8 BS8X8 8X8 Band Shell | 6
BS-8X12 BS8X12 8X12 Band Shell | 7
BS-8X16 BS8X16 8X16 Band Shell | 8
BS-8X20 BS8X20 8X20 Band Shell | 9
BS-8X24 BS8X24 8X24 Band Shell | 10
BS-8X28 BS8X28 8X28 Band Shell | 11
.06X20 MARQU .06X20 M-TOP 6X20 MARQUEE |12
.06X30 MARQU .06X30 M-TOP 6X30 MARQUEE |13
SELECT:I..ID: -ALL IDS- Sz: -ALL SIZES- P-ID: ALL PARTIALS Des: -ALL DES-
[ENTER]/ [HOME] /UP/DOWN-ARROWS to SEARCH, [->] change KEYs, ITEM Line #

Copyright Codesmiths, Inc. 10/99
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The above reproduction illustrates a display screen (background) in which this
search window has been opened by pressing [TAB]. The control prompts for the window are
the bottom two lines. The column headings in the search window will vary with the
location in Tentmaker. But the following general operating steps are the same throughout.

When you first open the TAB search window, it shows the HEADINGS (top line of
window) and the bottom two prompt lines. The cursor is on the SELECT: field and the
ID:, Size (Sz:), Partial-ID (P-ID:), and Description (Des:) fields all are defaulted to
ALL. The first thirteen records retrieved by these settings are displayed in the window.
They will be numbered down the right column (headed LINE) .

NOTE: The specific Search Key fields included to the right of the SELECT:
field vary with the column headings of the search window.

At any time, from the SELECT: field, press [ESC] to return to the background
display.

To narrow a search, press the Right Arrow key [->] to move through the ID:, Size
(Sz:), Partial ID (P-ID:), and Description (Des:) fields. At each of these fields you
may enter part or all of a Search Key to pattern the selections for that attribute. BE

SURE TO PRESS [ENTER] AFTER EACH ENTRY to record your new choice. When finished use the
Left Arrow key [<-] to return the cursor to the SELECT: field. Then press [ENTER] at the
SELECT: field to start the search for and display of your desired records as described
above.

From the SELECT: field, the following keys aid you in manipulating the list of
records shown in the search window:

[ENTER] Display the next thirteen records found by the
search, until end of list is reached.

[HOME] Return to the beginning of the records list.
Up Arrow [*] Move UP in the list one entry.
Down Arrow [v] Move DOWN in the list one entry.
[Page Down] Move the list ahead (down) one screen's worth.
or [CTRL] + [T]
[Page Up]
or [CTRL] + [R] Move the list back (up) one screen's worth.

When the purpose of the search is to retrieve (not just lookup) a record, get the
desired record into view in the search window. Then, type its Line Number (from the
right most column) at the SELECT: field. The selected record will be inserted at the
appropriate place in the background screen, and the search window will disappear.

5 Y/N/Q Responses

Ver. 8.4
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File searches and look ups in the Tentmaker module sometimes display a screen of
information and then wait for a response to a Yes/No/Quit prompt, like one of the
following:

Correct Assembly? (Y/N/Q)
Continue? (Y/N/Q)

Right item? (Y/N/Q)
Continue ? (Y/N/P)

Responses to such queries are as follows:
Press [Q] to quit the function.
Press [N] for a NO response.
Press [Y] for a YES response.
Press [P] (when mentioned) to print the current screen.

6 ANY CHANGE ? Responses

Data entry screens provide you with the opportunity to edit your entry before
continuing to the next function. The ANY CHANGE ? prompt is displayed on the last line
of the screen. The default to ANY CHANGE ? is "N" unless otherwise specified.

° Press [ENTER] or type "N" for a NO response.

° Enter a number if you want to edit a field on the screen.

OR

Type "Y". A WHAT # prompt appears. Enter the number of the field you wish
to edit.

1.

5 Add/Change/Delete/Print

Each file in the T/M module has a standard maintenance menu for adding records,
looking up records, changing records, and deleting records. We call these menus "Master
File menus". The screen with all of the information fields is called the "File
Maintenance screen". Any field that is used for lookup is called a "main search key".
1.

4 Procedure for Add new records

Preparation:

A. Gather the required information to create a new record. See the appropriate
chapter of this manual for a complete description of the information you will
need.

Procedure:

B. From the Master File Menu, choose "Add new records".

2. On the File Maintenance screen:

Copyright Codesmiths, Inc. 10/99
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° Press [ESC], or the Left Arrow key at the first field to return to the Master
File menu.

° Enter a main search key. Press [ENTER].

IF: a match is found with an existing record, the message "Record already on
file" displays. Press [ENTER] to acknowledge the message. Enter a different
main search key.

IF: a match is not found, continue to enter the new record information.
° Press [CTRL] + [E] to abort your new entry.

OR: Press [ESC] when all of the information has been entered.

At the ANY CHANGE ? prompt:
Type a number to change any information on the screen.

OR: Press [ENTER] to save the new record in the corresponding file.

OR: Press [ESC] to abort the entry.

" 2 Procedure for Look at a record
Preparation:
A. Write down the main search key(s) for the record(s) that you want to review.
B. Remember, changes are NOT ALLOWED in this option.
Procedure:
C. From the Master File Menu, choose "Look at a record".
2. On the File Maintenance screen:
° Press [ESC], or the Left Arrow key to return to the Master File menu.
° Enter a full or partial main search key. Press [ENTER].

OR: (if available) press [*] to initiate an Asterisk Search (see above for
details).

OR: (if available) press [TAB] to initiate a TAB Search (see above for
details).

Each match for your entry is displayed. 1In response to "Right Item? [Y]":

Press [ENTER] or type "Y" to select the record.
Press "N" to continue looking for a record.

Ver. 8.4
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When all of the matches have been found, the message:

No more matches for {main search key}

is displayed. Press [ENTER] to acknowledge the message. The cursor returns
to the main search key field.

OR: Press [ESC] to return to the Master File Menu.
o In response to the WHAT NEXT prompt:

Press [ENTER] to look up another record.
Press [ESC] to return to the Master File Menu.

" 3 Procedure for Change a record
Preparation:
A. Write down the main search key for each record that you want to edit.
B. If you are working on rental item records, make sure you know the CHANGE

password if you want to edit quantities and prices.

Procedure:

C. From the Master File Menu, choose "Change a record"

2. At "Enter password", enter the Tentmaker CHANGE password. If the password is
not correct, you will be returned to the Master File Menu.

3. On the File Maintenance screen:

° Press [ESC], or the Left Arrow key to return to the Master File menu.

° Enter a full or partial main search key. Press [ENTER].

OR: (if available) press [*] to initiate an Asterisk Search (see above for
details).

OR: (if available) press [TAB] to initiate a TAB Search (see above for
details).

Each match for your entry is displayed. 1In response to "Right Item?
[Y]":

Press [ENTER] or type "Y" to select the record.

Press "N" to continue looking for a record.

When all of the matches have been found, the message:

No more matches for {main search key}.
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is displayed. Press [ENTER] to acknowledge the message. The cursor
returns to the main search key field.

OR: Press [ESC] to return to the Master File Menu.
o In response to the WHAT NEXT prompt:
Type a number to change any of the information.

OR: Press [ENTER] or type "N" to update the record. The cursor returns to the
main search key field.

OR: Press [CTRL] + [W] or [CTRL] + [E] to abort your changes. The cursor
returns to the Main search key field.

1.
4 Procedure for Delete records
Preparation:
A. Write down the main search key for each record that you want to remove.
B. If you are deleting rental item records or assembly records, make sure that

the items are not on any pending estimates or work orders.

C. If you are deleting estimates, make sure you know the CHANGE password.
Procedure:

D. From the Master File Menu, choose "Delete a record".

2. Respond to the Password prompt. If the password is not correct, you will be

returned to the Master File Menu.

3. On the File Maintenance screen:
° Press [ESC], or the Left Arrow key to return to the Master File menu.
° Enter a full or partial main search key. Press [ENTER].

OR: (if available) press [*] to initiate an Asterisk Search (see above for
details) .

OR: (if available) press [TAB] to initiate a TAB Search (see above for
details).

Each match for your entry is displayed. 1In response to "Right Item? [Y]":
Press [ENTER] or type "Y" to select the record.
Press "N" to continue looking for a record.

When all of the matches have been found, vyou will see the message:

No more matches for {main search key}.

Ver. 8.4



33

Function Overview/Quick Reference

Press [ENTER] to acknowledge the message. The cursor returns to the main
search key field.

OR: Press [ESC] to return to the Master File Menu.

° In response to "Delete this item? [N]":
Press [ENTER] or type "N" to keep the record.
Type "Y" to mark the record for deletion.

° In response to the "Record marked for deletion" message:
Press [ENTER] to acknowledge the delete message.
The cursor returns to the Main search key field.

1.

5 Procedure for Print records

Preparation:

A. Decide on the printer for the listing. You may choose to print the listing

later.

Procedure:

B. From the Master File Menu, choose "Print records".

2. In response to "Sort before printing? [N]":
Press [ENTER] or type "N" to print the listing without a master file
sort.

Type "Y" to sort the listing by main search key.
3. Select the appropriate printer or choose to print the report later.
OR: Press [ESC] or the Left Arrow key to exit without producing the report.
4. Select the options that you want to use for the report.

To print the records for a single group, enter the same information at the
STARTING and ENDING prompts.

OR: Press [ESC] or the Left Arrow key to exit without producing the report.

5. As the report processes, the main search keys display in the upper left of
the screen.

6. If you have specified any selections other than ALL, vyou return to the Report
Options screen.

Enter another set of selections.

OR: Press [ESC] or the Left Arrow key to return to the Master File menu.
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7. When the report is complete, vyou are given an opportunity to view it on your
workstation screen. Respond Yes or No to this choice.

8. You are given one last choice on printing the report or just saving it for a
future printing. Respond Yes or No to this choice.

9. You are returned to the Master File Menu.

5 Deleting Line Items

Line items are the billing detail on an estimate, the rental items on a work order,
and the component items in an assembly. To delete any of these line items:

1. Go into the CHANGE function.

2. Display the line items with an asterisk [*] search.

3. Select the item you want to delete.

4, Press [ENTER] until you reach the quantity field.

5. Enter a Zero quantity and press [ENTER].

6. At the "Delete this item? [N]" prompt, type "Y" and press [ENTER].

7. The line item will be deleted, or marked for deletion later.

8. To confirm the deletion, do another asterisk [*] search.
1.

12Free Form Memos

Free Form Memos are a response to requests from our customers to permit including
extra notes and/or information in the midst of Contract/Estimates and Work Orders. In
response to this, we have made it possible to include a Memo as part of each
Contract/Estimate Header page, each Work Order Header page, each Contract/Estimate line

item, and each Work Order line item. There is no practical limit to the length of each
of these Memos.
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NOTE ABOUT FREE FORM MEMOS:

As you receive the Tentmaker system from Codesmiths, Inc., the only ways that you
can view any Memos you create are 1) on your workstation screen, and 2) on the respective
Edit Lists for Contract/Estimates or Work Orders. There are two reasons for this

temporary limitation. First, most of our Tentmaker customers use special forms to print
these documents. We have NO WAY to predict WHERE you will want the Memos to appear.
Second, we have NO WAY to predict HOW MUCH text you will want in each Memo (surely it
will vary widely with the situation). If we said, arbitrarily, that each Memo may only be
four lines long, that would defeat the purpose for which they were intended -- to give as
much text space as YOU need to say whatever is necessary.

So, the decisions and implementation of presenting Memos on documents will be
treated as Custom Programming for each organization. To help you make the necessary
decisions on content and placement of Memos on forms, Codesmiths stands ready to assist
with consultation and Custom Programming services. To arrange these, please contact us
at 1-800-352-5510. Our usual fees for customizations will apply to these services.
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It is important also to think ahead about the intended audience of the memos that
may be attached either to Estimate/Contracts or to Work Orders. These may be for the same
or for different audiences. Some users of this software will place memos on the
Estimate/Contract intended for the customer and FOR THOSE EYES ONLY. Such users will not
want these memos viewed by their workers who execute the Work Orders. Consequently, such
users will NOT wish to copy memos from the Estimate/Contract to the Work Order. This
choice is available. But, they MAY wish to have a different set of memos on the Work
Orders intended ONLY for the eyes of employees. Again, this choice is available. Other
users will want to put a set of memos on the Estimate/Contract and have these SAME
messages carry over to the Work Order. 1In this case, the customer and the employees will
be reading the SAME information. The choice of "which memos for what audience" is in your
hands as the Tentmaker user.

1 Editing Functions in Free Form Memos

FEach time you initiate a Free Form Memo, the computer opens on your screen a
special wordprocessing window in which the memo is written and edited. Several special
entry/editing functions are available during your work in such a window. Frequently, a
function is available through more than one key pressing sequence. Some experience will
teach you the most efficient key sequence for you.

KEY SEQUENCE ACTION CAUSED

Up Arrow or [CTRL] + [K] Move cursor UP one line.

Down Arrow or [CTRL] + [J] Move cursor DOWN one line.

Right Arrow or [CTRL] + [L] Move cursor RIGHT one line.

Left Arrow or [CTRL] + [H] Move cursor LEFT one line.

[CTRL] + [U] Move cursor to start of current line.

[CTRL] + [N] Move cursor to end of current line.

[CTRL] + [W] Move cursor to start of next word.

[CTRL] + [A] Move cursor to start of previous word.

[TAB] Move cursor to next TAB position. TAB positions

are assumed to be every eight (8) characters on a
line (called modulo-8 positions).

[CTRL] + [B] Insert line, starting at cursor position.

[CTRL] + [Z] Delete line where cursor now sits (ALL of it).

[CTRL] + [F] Insert character at current cursor position.

[CTRL] + [D] Delete character at current cursor position.

[CTRL] + [V] Delete "word" starting at current cursor
position and extending to next blank space.

[CTRL] + [Y] Delete from cursor to end of line.

[HOME ] Move cursor to start of entire memo.

[CTRL] + [E] Move cursor to end of entire memo.

[CTRL] + [T] or [Page Down] Move cursor to next page of memo.
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[CTRL] + [R] or [Page Up] Move cursor to previous page of memo.
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KEY SEQUENCE ACTION CAUSED

[Backspace], [Delete] or [RUBOUT] |Erase character just typed.

[CTRL] + [S] followed by [CTRL] + |Copy current line to scrap buffer.
[B]

[CTRL] + [S] followed by [CTRL] + |Retrieve scrap buffer contents to start at

[O] current cursor position.

[CTRL] + [Q] Toggle character insert mode starting at
current cursor position.

[CTRL] + [\] Toggle line insert mode.

[ESC] Terminate editing session and update memo.

[CTRL] + [C] Abort editing and restore original memo state.

[CTRL] + [S] followed by [CTRL] + |Reformat paragraph.
[F]

[CTRL] + [S] followed by [CTRL] + |Reformat entire memo.
[E]

13Selecting a Printer

If you have set the T/M system parameters file to SPOOL REPORTS AFTER CLOSING, each
time you select a report function in Tentmaker, vyou will be asked to select a printer for
the report. The table of printer names is set up and maintained by the "Define System
Parameters" option under the Systems Management option of the Tentmaker Main Options Menu.
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1 Printer Selection Screen
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Estimate Edit List

Please select a printer: ||
1. DRAFT PRINT

2. BOOKKEEPING

3. Laurie's HP

4. AM302

5. Print report later (ESTEDT.PRT)
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Valid responses to the printer selection prompt are: the numbers 1 through 5 or the
[ESC] key to exit the program. In some instances, [ESC] has been disabled to prevent the
interruption of a posting sequence. Choices 1, 2, 3, and 4 will send the report to the
printer as soon as the report is finished. Choice 5 creates the report, stores it on the
computer disk, Dbut does not send it to a printer immediately. You can use option #13.
Display/Print LAST COPY of Reports from the T/M Main Options menu to print the report or
to display the report on a terminal.

All of the reports, regardless of your choice, are stored on the disk. Anytime
you use option #13 of the T/M Main Options menu, the resulting print-out or display is
the last copy of the report stored on the disk.

2 EZSPOL Considerations

If you have replaced Alpha Micro's standard SPOOL subroutine with EZSPOL from Micro
Sabio, you may have the option to preview a report prior to printing the report. This
and other options are controlled by EZSPOL and will not be discussed in this reference
manual. See the EZSPOL manual or contact your software support organization for
additional information on EZSPOL.

l4Instructions for Report Selections

Most of the Tentmaker reports are preceded by a set of one or two screens that allow
you to narrow your print selection to meet your needs.
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1 STARTING/ENDING Selections
The simplest report selection looks like:
STARTING ID NUMBER ..........

ENDING ID NUMBER ..........

When you arrive at a screen like this, your cursor is on the STARTING (whatever)
field. To select ALL records, press [ENTER] alone. A blank response is the same as

asking for ALL records.

To limit the range of choice:
A) Enter a STARTING number. Press [ENTER].
B) Enter an ENDING number. Press [ENTER].
To print only a single selection, enter the same information for the
STARTING and ENDING prompts.
C) At the ANY CHANGE ? prompt, press [ENTER].

D) The report is processed and you are returned to the STARTING/ENDING
choice.
E) Press [ESC] or the Left Arrow key to exit to the menu.

If you have specified anything but ALL in your selections, you return
to the report selection screen.

Enter another set of selection options.

OR:
To exit, press [ESC] or the Left Arrow key. The report will print.
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2 Report Selection by Ranges
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SAMPLE TENT COMPANY
Estimate Recap Report

Create Report for

Estimate #s
STARTING:
ENDING:

Show IDs:
STARTING:
ENDING:

Date Range:
STARTING:
ENDING:

Date to use:

43

ALL

ALL

ALL

START
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To change any of the options on this selection screen, type the number to the left
of the range that you want to specify. Remember, these selections are AND selections.
If you select the show IDs FPS91 through GA91 and the range of estimates from 91007-91100,
only the estimates that meet BOTH conditions will be included on the report.

A similar selection screen is used to initiate report printing of Work Orders.

Sometimes on this screen, the selections made with choices #3 and #4 are combined
into one option, and #4 is replaced by a selection of a Customer ID range.
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1.
3 Report Selections by Estimate Types
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SAMPLE TENT COMPANY

Estimate Recap Report
Select Estimate Types
Estimate TypeS TO INCLUDE ON REPORT:

Code Type
1. 1 FOOTBALL
2. 2 AG SHOW
3. 3 PARTY
4. 4 WEDDING
5. 5 AUTO SHOW
6. 6 BALLOON FS
7. 7 GOLF EVENT
8. 8 PRIV PARTY
9. 9 CHARITY
10. 10 BAZAAR
11. 11 FARM MKT
12. 12 STATE FAIR
13.
14.
15.
16.
R)everse all yes/no selections, E)nd select,

Selection:
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Include?
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In the Rental Module Management Functions, #4. CONTRACT Entry DEFAULTS, vyou can
divide your rental work into 16 categories or Estimate Types. The Estimate Type Selection
screen (shown above) allows you to print any combination of the Estimate Types you've
defined. To change Estimate Type selections:

[ Type "R" to change all the Y's to N's and all the N's to Y's.
(] Type a number (e.g. 12) to toggle a single choice from Y to N or from N to Y.
(] Type "E" when you've finished your selections.

Remember, these selections are combined with any other range selections to print
only the estimates or work orders that match all of your conditions.
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