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Prepare Work Orders

Chapter Five

PREPARE WORK ORDERS

5.
1Module Overview

SAMPLE TENT COMPANY
Prepare Work Orders

                       PLEASE SELECT APPLICATION   █__

                    1. Copy Work Orders from Estimates
                    2. Add New Work Orders
                    3. Change Work Orders
                    4. Delete Work Orders
                    5. Display a Work Order on the Screen

                    6. Print out a List of Work Orders
                    7. Print Work Orders by Starting and Ending Dates

                    8. Print Work Order Schedule Report
                    9. Print a Work Order 30 Day Calendar

                   10. Print a Truck Load List
    11. Print Load Lists for a Group of Work Orders

                   12. Batch Work Order Creation - - - IMMEDIATE
                   13. Batch Work Order Creation - - - DELAYED
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The Work Order Menu shown above lists all of the functions that are used to prepare 
working documents for your crews and to reserve rental items.  Preparing a Work Order by 
copying an estimate,  or by adding a new Work Order,  RESERVES the involved rental items. 
If you are using the Tentmaker assembly option,  Work Orders copied from Estimates will 
explode an assembly and reserve all assembly components.

Generally,  Work Orders contain only 'real' rental items.  Assemblies are "exploded"
into their bills-of-materials.  Work Orders are NOT used for billing purposes.

5.
1Explanation of Work Order Menu Options

1. Copy Work Order from Estimates - Creates a Work Order from a completed 
estimate and,  if needed,  automatically assembles rental items for 
reservation.  Use the option to:

Create a Work Order for an estimate and reserve all items.

2. Add New Work Orders - Add Work Orders that do not originate from an 
estimate/contract.  For example,  a tent is returned from a job and it is wet.
You don't want that tent rented until it can be cleaned and dried.  You can 
cut an internal Work Order that will 'reserve' the rental items so they can't 
be used on any other Work Order.  Use this option to:

Create a stand alone Work Order.

3. Change Work Orders - Allows you to modify any Work Order information that is 
currently on file.  Use this option to: 

Revise Work Order header information.
Change/add items to an existing Work Order.  

CAUTION: Changes to a Work Order are NOT transported backward to 
the Contract.  If changes to a Work Order involve corresponding 
change to the Contract,  you are better off to DELETE the current 
Work Order,  revise the associated Contract,  then re-generate the
Work Order to agree with the revisions.

4. Delete Work Orders - Allows you to remove Work Orders from the Work Order 
files.  Use this option to:
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Delete a Work Order that is no longer valid.
Delete a Work Order when changes to the corresponding Contract first are

in order.

5. Display a Work Order on the Screen - Allows you to review (but not change) a 
Work Order.  Use this option to: 

Look up a Work Order.

6. Print out a List of Work Orders - Prints a Work Order Edit List that shows all
information about a particular set of Work Orders.  Use this option to:

Review upcoming Work Orders.
See all the orders for a particular date range,  show,  or customer.

7. Print Work Orders by Starting and Ending Dates - Prints a list of work orders 
within a specified date range.  If you specify a STARTING date range,  you 
choose among Billing Start,  Reservation Start,  Truck Loading,  Travel To 
Start,  or Installation Start.  The list then shows all Work Orders having 
that common start date.  If you specify an ENDING date,  you choose among 
Billing End,  Reservation End,  Truck Unload,  Return Travel, or Site Tear-
Down.  The list then shows all Work Orders having that common end date.  Use 
this option to:

Review work that must be done for specific dates.

8. Print Work Order Schedule Report - Like the Work Orders by Starting and Ending
date,  this listing is a much briefer picture of the work that needs to be 
done.  Use this option to:

Quickly review orders that must be done.

9. Print Work Order 30 Day Calendar - Prints a 30-day calendar from the specified
starting date of Work Orders selected by Work Order #,  Customer Name,  Show 
ID,  and Order Type.  The calendar shows Billing Dates,  Load/Unload Dates,  
Travel To/From dates,  Set-up Start date,  Set-up Work Days,  Set-up Finish,  
Take-Down Start dates,  Take-Down Work days,  Take-Down End dates,  and Unload
dates of all Work Orders selected.  Use this option to: 

Review work from the view of a calendar. 
Look for labor or equipment conflicts.

10. Print a Truck Load List - Prints a listing of all equipment that must be 
loaded to complete a set of Work Orders.  Use this option to:

Organize the loading order of a delivery truck.
Produce a loading dock listing for crews.
Produce these documents using alternate language of description.

11. Print Load Lists for a Group of Work Orders - Prints a report by either a 
Starting Date or by an Ending Date,  giving you the choices of which Starting 
or Ending dates to use for reference.  Lists separately each Work Order that 
is selected.

12. Batch Work Order Creation - Immediate - Gives a way to automatically create 
Work Orders for all Contracts not having them.  Contracts may be selected by 
various Dates,  Customer,  Contract #.  You make choices of the disposition of
problem items and of the type report to produce,  and whether to include the 
various memos.  Use this option to:

Quickly make Work Orders following entry of several Contracts.
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13. Batch Work Order Creation - Delayed - Gives a way to automatically create Work
Orders in the fashion described above for the Immediate version,  but delay 
the actual creation until a future time (e.g., late at night).  Use this 
option to:

Avoid system load during normal business hours.
Maximize workstation and printer use during prime times.

5.
2Responses to the Work Order Menu

To select an option,  type the number that appears to the left of the option 
explanation.  Press any of the keys that are equivalent to [ENTER].  See Chapter One,  
Instructions for Entering Information.

To return to the T/M Main Options screen,  press [ESC] or the Left Arrow key.

Ver. 8.4



5
Prepare Work Orders

5.
2Work Orders Don't Talk Back to Estimates

When you make changes to a Work Order,  the changes are not sent to 
the original estimate/contract.  If you make any changes that can change billing,  you 
must change the estimate/contract records in a separate process.  When changes to a Work 
Order imply corresponding changes to the Contract/Billing,  a better way to proceed may be
to delete the present Work Order,  go back and revise the original Contract as needed,  
then re-generate the Work Order from the new Contract.

REMEMBER:  CHANGES TO Work Orders DO NOT AFFECT THE ORIGINAL 
ESTIMATE/CONTRACT.

5.
3Your Options When Everything is Rented

One of the strengths of the Tentmaker system is in its ability to monitor your 
rental inventory and automatically warn you of scheduling problems and conflicts.  The 
Work Order item screen checks each of your requests against the working copy of the rental
schedule.  This happens wherever adding or changing of Rental Items on the Work Order is 
attempted.  It also happens when making a Work Order from a Contract/Estimate.  When your 
request can't be met,  you will have several options:

● Override Master Record - keep item on Contract/Work Order as it is.  This 
forces a reservation or 'overbooking.'  BE ADVISED,  however,  that when the 
period of the rental arrives,  you MAY BE short of that item.

● Delete Item from the Work Order - set QTY to 0.  This cancels your reservation
request.  This also terminates computer monitoring of the amount of the item 
you are cancelling.  If you want accurate Shortage reports,  don't take this 
choice.

● Keep the item as a COMMENT on the Work Order.  This is a compromise between 
the other two options.  No reservation is created,  and this amount of this 
item WILL NOT be included on Shortage Reports.  But,  the comment serves as a 
reminder to YOU that you need to take remedial action before the Work Order 
can be executed.
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5.
4The Work Order Header Screen

SAMPLE TENT COMPANY
CHANGING Work Orders                                  

   W.O. # 000001   Est. #  910002            1. Oper ID  GMP    Date  10/24/99
2. Cust   Phebus Tummelson Bryan 
00312                                         3. Job Type  1      PARTY
4. P.O. # 66785
5. Show   ISF99   IL State Fair '99             Job no   000000
6. Bill Start   11/21/1999  Sun                 Slsmn    GMP 
7. Bill End     11/28/1999  Sun                 Your Ref

   -Install At:---------------------------          ------------Scheduling Dates-
8. Add 1     CHAMPAIGN        IL                15. Load          11/19/1999  Fri
9. Add 2     EAST SIDE TENNIS COURT             16. TrvlTo        11/20/1999  Sat
10. Add 3     GATE NN                            17. Erct          11/20/1999  Sat
11. Phone     217-442-1504                       18. TDown         11/29/1999  Mon
12. Goes On   1    SOD                           19. TrvlFr        11/30/1999  Tue
13. Comments                                     20. Unld          11/30/1999  Tue
        WE APPRECIATE YOUR     
        BUSINESS!                               ***Reserved From  11/19/9   Fri
                                                ******Release By  11/30/979   Tue
14. Memo      N                                  **Total Days Reserved:  12

ANY CHANGE ?  █_

5.
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1#1. Operator ID (Oper ID)

The Operator ID is a three character alphanumeric entry to identify the person who 
is processing the Work Order.  While Operator ID's are not required,  they can come in 
handy when you have a question about a particular Work Order.  If a Work Order is created 
automatically from an estimate,  this information comes from the Estimate Header.

Each of your workers MUST be consistent in the tag or code they use as their 
Operator ID.  One person using multiple IDs will create a lot of confusion and make it 
virtually impossible to track activity.

5.
2Date

The Work Order date is a six digit number in the format MM/DD/YY.  It defaults to 
the current date stored by the computer.

If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

5.
3#2. Customer (Cust)

The customer field is a twenty five character alphanumeric search field.  You may 
enter an A/R customer ID or a customer name.  You can search on partial customer names.  
Each match to your request is displayed.  To select a customer,  answer "Y" to the  
Correct Customer?  question.

Work Orders do not allow you to add new customer records to the A/R master file.

If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

5.
4#3. Job Type

The Job Type is taken from the Estimate Type selections which were created in Rental
Module System Management functions.  The list of these is displayed in the lower right 
corner of your screen when the cursor arrives at this field.

5.
5#4. Purchase Order Number (P.O. #)

Purchase Order Number is a ten character alphanumeric entry.  It is printed on the 
Work Order form.

If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

5.
6#5. Show

Copyright Codesmiths, Inc. 10/99



8
TENTMAKER Operator Instructions

Show is an optional six character alphanumeric entry.  Entering a Show ID starts the
following process:

● Your entry is checked against the ID's in the Show Master file.  

● If a match is not found,  you'll have the option of keeping the ID or of 
entering a different ID.

● If a match is found:
a)   The Show Name is displayed.

b)   The Work Order Reservation start and end dates are set to the Show start 
and end dates.

c)   The Work Order Put Up and Take Down dates are set to the Show Put Up and 
Take Down dates.

d)   The Load, Unload, and Travel Dates of the Work Order are set to those of 
the Show record.

d)   The first line of the Installation Address is set to default to the Show 
city and state.

e)   The Work Order Job Number is set to the Show Job Number.

If a Work Order is created automatically from an Estimate,  this information comes 
from the Estimate Header.

5.
7#6. Bill Start

The Bill Start date is the FIRST day of the charging period for the rental.  It must
be a valid eight character date in the format MMDDCCYY.  It is converted for you to the 
form MM/DD/CCYY.

If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

5.

8#7. Bill End  

The Bill End date is the LAST day of the charging period for the rental.  It must be
a valid date in the format MMDDCCYY.  It is converted for you to the form MM/DD/CCYY.

If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

5.
9#8 - #10. Installation Address

The Installation Address is three lines of twenty-nine characters.  A [?] (typing 
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the Question Mark key) at the first installation address line causes a default
to the customer billing address OR to the Show site address.

If a Work Order is created automatically from an estimate,  this 
information comes from the Estimate Header.

5.
10#11. Phone

A telephone number is required for each entry.  The phone number is a twelve 
character alphanumeric field.  For an established customer,  [ENTER] defaults to the 
telephone number in the A/R customer master file.

If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

REMEMBER:  In the Define System Parameters section of the Tentmaker Systems Operator
Functions (Choice #14 from the Main Options menu),  you may set a YES/NO switch to require
AREA CODES with telephone numbers.  If this switch has been set to Yes,  then this entry 
field will demand you to include an Area Code.

If,  generally,  you wish to require Area Codes with phone numbers,  but at a 
particular time while creating a Work Order you do not know the Area Code for a customer, 
simply enter a three character filler for the Area Code (such as XXX or ###).  This will 
satisfy the software until the real Area Code can be determined.

5.
11#12. Goes On

From the mini-menu displayed in the lower right corner of the screen,  select the 
ground surface for the installation.  

Tent Bases are set up in Rental Module Management Functions,  option #6. Tent BASE 
Types.

5.
12#13. Comments

Two lines,  each thirty-five characters in length,  are provided for additional 
instructions or comments.  A [?] (the Question Mark key) defaults to the standard comments
set in Rental Module Systems Management Functions,  option #4. CONTRACT Entry DEFAULTS.

5.
13#14. Memo

This is a Yes/No field that signals the use of an additional Memo Window for adding 
discussion or instructions to the header of a Work Order.  This material will be printed 
at the bottom of the header information of a Work Order.
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*********************************************************************************

A NOTE ABOUT FREE 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.  That's the good news.

However,  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.

***********************************************************************************

When you select this field,  you see the prompt:

Hit [TAB] to OPEN MEMO for this Work Order  -  Or hit [ENTER] to EXIT

If you press [TAB] to open the memo,  a 15-line window headed W/O Notes appears on 
the lower portion of your screen.  Use this window the way you would use a wordprocessor 
-- enter free formed text.  When the fifteen lines are filled (some may be blank lines for
formatting and appearance),  the window scrolls upward revealing still more space.

See Chapter One of this manual for the details of keyboard entry and editing of 
these free Form Memos.

Each memo may be of virtually any length.  This is both an advantage and a 
disadvantage.  The advantage is the flexibility provided you for explaining or instructing
on the Work Order via text.  Some people,  however,  become verbose beyond practical 
reason.

The computer automatically changes the value of this field to Y(es) when text is put
in the memo.

Memos may be created or edited in both Add mode and Change mode of the Work Order 
options.

NOTE:  In addition to the Memo attached to the Work Order header,  you may attach a 
Memo to each line item of the Work Order.  Remember also that on the associated Contract, 
there may be (if you use it),  a Site Address memo that prints at the bottom of the Work 
Order Header information.  That Site Address memo CANNOT be edited from the Work Order 
perspective -- it ONLY may be edited by the CHANGE Contracts option. (See Chapter Three 
Ver. 8.4
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for details of this extra memo.)

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.  In this case,  the customer and the employees will
be reading the SAME information.  The choice of "which memos for what audience" is in the 
hands of the Tentmaker user.

5.
14#15. Load Date

The Load date is an optional date if extra time is needed at the beginning of a 
rental.  It must be a valid date in the form MMDDCCYY.  The computer automatically 
converts dates to a MM/DD/CCYY format.

The Load date (if used) MAY influence the RESERVATION period of the rental, but WILL
NOT influence the BILLING period.  If more than one day is needed to load for a rental,  
the Load date should be the EARLIEST of all the days needed.

If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

5.
15#16. Travel TO Date  (TrvlTo)

The Travel TO date is another optional date to allow for extra time at the beginning
of a rental.  It must be a date in the form MMDDCCYY.  The computer converts for you to a 
MM/DD/CCYY format.

The Travel TO date (if used) MAY influence the RESERVATION period of the rental,  
but WILL NOT influence the BILLING period.  If more than one day is needed for travel TO a
rental site,  the Travel TO date should be the EARLIEST of all the needed days.

If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

5.
16#17. Put Up Date  (Erct)

Put Up date is the date rental installation takes place.  It must be a date in the 
form MMDDCCYY.  The computer converts for you to a MM/DD/CCYY format.

The Put Up date (if used) MAY influence the RESERVATION period of the rental, but 
WILL NOT influence the BILLING period.  If more than one day is needed for installation at
a rental site,  the Put Up date should be the EARLIEST of all the needed days.
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If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

5.
17#18. Take Down Date  (Tdown)

The Take Down date is an optional date to allow more time at the end of a rental.  
It must be a date in the form MMDDCCYY.  The computer converts for you to a MM/DD/CCYY 
format.

The Take Down date (if used) WILL influence the RESERVATION period of the rental,  
but WILL NOT influence the BILLING period.  If more than one day is needed for take down 
of a rental site,  the Take Down date should be the LATEST of all the needed days.

If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

5.
18#15. Travel FROM Date  (TrvlFr)

The Travel FROM date is another optional date to allow more time at the end of a 
rental.  It must be a date in the form MMDDCCYY.  The computer converts for you to a 
MM/DD/CCYY format.

The Travel FROM date (if used) MAY influence the RESERVATION period of the rental,  
but WILL NOT influence the BILLING period.  If more than one day is needed for travel FROM
a rental site,  the Travel FROM date should be the LATEST of all the travel days.

If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

5.
19#20. Unload Date  (Unld)

The Unload date is another optional date for allowing extra  time at the end of a 
rental.  It must be a date in the form MMDDCCYY.  The computer converts for you to a 
MM/DD/CCYY format.

The Unload date (if used) MAY influence the RESERVATION period of the rental, but 
WILL NOT influence the BILLING period.  If more than one day is needed for Unload from a 
rental (perhaps for cleaning or repair),  the Unload date should be the LATEST of all the 
needed days.

If a Work Order is created automatically from an estimate,  this information comes 
from the Estimate Header.

5.
5The Work Order Arrange/Add/Delete Items Screen

The Work Order Arrange/Add/Delete Items screen is shown below.  You work with it 
very much as with the Change Estimate Items screen discussed in Chapter Three of this 
manual.
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Change W/O         For:                            Start:                       
================================================================================
Ln#  Size       Color  ID Number    Description             Qty Cond  Start Asm
======================  T O T A L  I T E M S :    0  ===========================
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
==================== Top-Mark:    ========== Btm-Mark:    ======================
Function ..█.... (SCROLL, A(dd), I(nsert), C(hange), D(elete), M(ark), S(hift)) 
Search:          Size:  -ALL SIZES      Color:  ALL CLR   ID:  ALL ID NUMBERS   
Choose Function or Scroll - OR - [TAB] to move to SEARCH - OR - [?] for HELP    
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The Work Order Item Screen allows you to enter rental items for the Work Order.  The
screen is divided into three sections:

● The upper portion of the screen displays information about the Work Order 
being created (Cust. name, Start Date, etc.).

● The middle part of the screen shows the items you have added to the Work 
Order.  Each row contains the SIZE,  COLOR,  ID Number,  Description,  
QUANTITY,  CONDITION,  and rental START DATE.  The left-most column contains 
the row number of the item relative to the entire Work Order list (some of it 
perhaps out of view).  The right-most column contains a status of that line 
relative to surrounding lines as follows:

COLUMN ENTRY MEANING

AH The Header (beginning) line of an 
Assembly.

I An Included line of the Assembly defined 
by the most previous Header line.

(blank) A single (lone) rental item, or a 
comment.

NOTE:  If you have activated Barcoding in the Tentmaker Systems Management 
settings,  then the column headed COND will instead be headed LOC and will 
contain values such as "in" or "out".

● The bottom lines of the screen prompt you with the options available at any 
time.

5.
1Work Order Item Status

Behind the scenes,  each Work Order item has a scheduling status assigned to it.  
The status of an item may change from time to time.  Normally if reference is made to this
status,  it is done in English words.  However,  each status also has a two-character code
associated with it.  Due to limited space,  these status codes are used on some reports,  
e.g.,  the truck load summaries,  etc.  The following lists the various values the Work 
Order Item Status may have:
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NI - a NORMAL ITEM.  The item has been fully processed/scheduled.
XX - CANCELLED Work Order item.  An operator has deleted it.
XU - CANCELLED item UNLINKED from other items of this list.
UO - USER OVERRIDE was the choice when supply of this item is exhausted.
UC - USER COMMENT.  "Keep item as a comment" was the user decision when 
supply of this item is exhausted.
NF - Inventory record (in RNTMAS) not found for this item during automatic 
copying of Contract to Work Order.
CF - Specified condition of the item failed to be satisfied by available 
inventory during automatic copying of Contract to Work Order.
SA - This item originally not part of this Work Order.  It was added by Bar-
code scanning during the check-out or check-in process.  This code assumes 
that Bar Coding is fully active.

5.
2Looking Up Items

Procedure:

1. From the T/M Main Options menu,  select #4. Prepare Work Orders.  Press 
[ENTER].

2. You come to the Prepare Work Orders menu (shown earlier in this chapter).  
Select #2. Add New Work Orders.  Press [ENTER].

3. Fill out the customer and event data listed on the Work Order header screen.  
When all finished,  respond N(o) to the ANY CHANGE ?  prompt.

4. You come to the Arrange/Add/Del Items screen shown above.  The cursor will be 
on the FUNCTION field at the bottom.

5. The Arrange/Add/Del Items screen shows (across the top) the Work Order you are
working with,  the Customer Name,  the Start Date of the rental, and the 
number of the Contract/Estimate that is associated with this Work Order.

In the middle section of the Arrange/Add/Del Items screen,  will be the list 
of the (beginning of) current rental items on the chosen Work Order.  These 
lines are numbered for display on the screen.  At any point in time,  up to 
fifteen lines are displayed in the middle window of this screen.  There is a 
large rectangular box in the Ln# column (the extreme left of your screen) that
tells what rental item line you currently address.  FUNCTION and SEARCH 
options are relative to this bright box.

The bottom of the Arrange/Add/Del Items screen shows the work options 
available to you.

6. [TAB] toggles selection between the FUNCTION options and the SEARCH options.  
The bottom line of the screen maintains prompts specific to the option your 
cursor is on.

7. Press ? (the question mark key) to receive on-screen Help that tells the 
active choices for the current field of the cursor.
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5.
1 FUNCTION Options of the Arrange/Add/Del Items screen

The FUNCTION options of the Arrange/Add/Del Items screen are as follows:

● SCROLL - Move around in the list of Rental items.  This uses the arrow keys 
and others to manipulate the item list in view.  Details of SCROLLing are in 
the next section of this manual.

● A(dd) - Put new rental item(s) at the bottom of the list.  This will happen no
matter where the Ln# Indicator is located in the list.  

● I(nsert) - Put new rental item(s) at the current location of the Ln# 
Indicator.  The rental item currently on that line and all following lines 
will be pushed downward in the list. 

● C(hange) - Modify the detail of the rental item at the current position in the
list of the Ln# Indicator. 

● D(elete) - Marks for deletion the rental item at the current position of the 
Ln# Indicator.  

● M(ark) - A way to indicate multiple lines on which to apply one of these 
FUNCTION options.  Move the Ln# Indicator to the first of the set of lines and
press [M].  Then move the Ln# Indicator to the last of the set of lines and 
press [M] again.  All the lines in the set will be highlighted.

● S(hift) - After Marking a set of rental lines,  this option will move them to 
the current position of the Ln# Indicator.  The Ln# Indicator MUST be 
positioned OUTSIDE the marked set of lines.

● [ESC] - Returns you to the Work Order Header screen to look up a new Work 
Order for editing or to exit to previous menus.

5.
1 SCROLL the Arrange/Add/Delete Items Screen

This instruction assumes that you are looking at the Arrange/Add/Del Items Screen.

Procedure:

1. With the cursor on the FUNCTION field (bottom of the screen),  you may do any 
of the following:

● Press Up Arrow key to move Ln# Indicator up one rental line item in the list. 
When you reach the top of the list,  pressing this key gets a beep sound.

● Press Down Arrow key to move Ln# Indicator down one rental line item in the 
list.  When you reach one line BELOW the last item of the list,  pressing this
key gets a beep sound.

● Press [PAGE DOWN],  [NEXT SCREEN],  or [CTRL] + [T] to display the NEXT 
fifteen rental line items on this estimate.  If the bottom of the list already
is in view on your screen,  this action results in a beep sound.
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● Press [PAGE UP],  [PREV SCREEN],  or [CTRL] + [R] to display the PREVIOUS 
fifteen rental line items on this Work Order.  If the top of the list already 
is in view on your screen,  this action results in a beep sound.

● Press [HOME] to move the Ln# Indicator to the top (first item) of the current 
rental item list.

● Press [E] followed by [ENTER] to move the Ln# Indicator to the bottom (last 
item) of the current rental item list.

5.
2 SEARCH of Included Rental Items List

The SEARCH option is most useful on Work Orders with very long lists of rental 
items.  On smaller Work Orders,  the option has less application.  This instruction 
assumes that you are looking at the Arrange/Add/Del Items Screen of the Add Work Orders 
option.

1. With the cursor on the FUNCTION field at the bottom of the Arrange/Add/Del 
Items screen,  press [TAB] to move the cursor to the SEARCH field.

2. From the SEARCH field you may:

● Press UP Arrow to return the cursor to the FUNCTION field.

● Press RIGHT Arrow to move the cursor to the Search Key fields for SIZE,  
COLOR,  and ID.  The default value of each of these is ALL.

● With the cursor on any of the Search Key fields,  enter part or all of a 
search pattern for that Key.

3. When finished declaring Search Key values,  the LEFT Arrow key takes you back 
to the SEARCH field.  From there,  press [ENTER] to start the search through 
the existing Rental Item list of the current Work Order.  The Ln# Indicator 
will stop on the first match to the search keys.

Continue to press [ENTER] to search for other matches lower in the list or 
until the end of the list is reached.

At any time, [HOME] starts the search over at the top of the current list and 
stops you at the first match found.

5.

3Procedure for A(dd) Items to a Work Order (at the bottom) 

CAUTIONS:

It doesn't matter where in the list the Ln# Indicator is located.  Adding items 
through this option ALWAYS takes place at the bottom (end) of the list (which, for a long 
list,  might not be in view on your screen at the moment).
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Procedure:

1. You are looking at the Arrange/Add/Del Items screen of Prepare Work Orders.  
The cursor is sitting at the FUNCTION field at the bottom of the screen.  If 
the Work Order you are processing has any rental items already listed,  they 
show (at least the first fifteen of them) in the center portion of the screen.

2. Enter "A" (for Add),  and press [ENTER].

3. A window titled RENTAL INVENTORY ITEMS appears and covers the lower portion of
the Work Order list.  Under the window you see the prompt:

Select:  .....  Size:  -ALL SIZES-   Color:  ALL CLR  ID:  ALL ID NUMBERS
[ENTER]/[HOME] to SEARCH, [->] change KEYs, ITEM Line #, [A] to ADD, or [?]

The cursor sits at the Select: field.  The default Search Key values are ALL 
in each case.

● Use [?] (the Question Mark Key -- NOTE: uppercase) to have HELP displayed on 
the screen.

● Use the Right Arrow key to move the cursor to change Search Key values.  Use 
the Left Arrow key to come back to the Select: field.

● Use [ENTER] (at the Select: field) to start or continue a search.  Items 
matching the Search keys will be displayed in the RENTAL INVENTORY ITEMS 
window.

● Use [HOME] to start a search over from the beginning of the Rental Master 
file.

4. When an item you wish to add to the current Work Order appears in the RENTAL 
INVENTORY ITEMS window,  select it by typing the line number (the Right-hand 
column of the window) and press [ENTER].

● A second window opens on the lower portion of your screen.  This one is headed
ADD INVENTORY TO WORK ORDER.  Available information already is entered.

● Use [ENTER] or the Arrow Keys (Up, Down, Left, Right) to move among the 
fields.  Add any necessary information.

After making an entry in any field,  BE SURE to press [ENTER] to record that 
entry.

● At any time in this process,  press [ESC] to exit the window to the prompt:

Enter field number to CHANGE, OR hit <RETURN> to save, OR [ESC] to abort

This is a last chance to change any of the New Item information.

Press [ESC] to abort adding the New Item.

● When a New Item is satisfactory,  press [ENTER] to have it Added at the bottom
of the current Work Order rental list.  If inventory quantity for the item is 
NOT SUFFICIENT to schedule the rental,  a third window titled SCHEDULING 
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PROBLEMS OPTIONS will open.  Choose the option that best fits this situation. 
See the discussion earlier in this chapter under the section Your Options When
Everything is Rented.

● The ADD INVENTORY TO WORK ORDER window closes.  The cursor returns to the 
SELECT: field of the RENTAL INVENTORY ITEMS window.

5. From the RENTAL INVENTORY ITEMS window,  press [A] (for Add),  followed by 
[ENTER] to insert either a comment or an item NOT in your Rental Inventory (we
call this a FREE FORM Item).  You see the prompt:

Choose TYPE of line to add: 1) COMMENT - or - 2) FREE-FORM ID

Make your choice and press [ENTER].

6. For A(dd)ing a COMMENT Line:

7. After selecting 1) COMMENT and pressing [ENTER],  a second window opens 
on the lower portion of your screen.  This one is headed CREATE COMMENT 
WORK ORDER ITEM.  Available information already is entered.  The SIZE 
field has been set to the COMMENT indicator defined in the Rental 
Systems Management Functions.

b. Use the COLOR,  ID NUMBER,  and/or DESCRIPTION fields (#18, #17, #8),  
in that order,  to enter the text of your COMMENT.  Long messages may 
use several COMMENTs in a row on the Work Order.  But,  remember that a 
Free Formed Memo may be attached to each line item,  a better choice for
long comments.

c. Leave the Quantity field set to one (1).

d. Use [ENTER] or the Arrow Keys (Up, Down, Left, Right) to move among the 
fields.

e. After making an entry in any field,  BE SURE to press [ENTER] to record 
that entry.

f. At any time in this process,  press [ESC] to exit the window to the 
prompt:

Enter field number to CHANGE, OR hit <RETURN> to save, OR [ESC] to abort

This is a last chance to change any of the COMMENT information.

Press [ESC] to abort adding the COMMENT.

g. When COMMENT is satisfactory,  press [ENTER] to have it Added at the 
bottom of the current Work Order.  The CREATE COMMENT WORK ORDER ITEM 
window closes.  The cursor returns to the SELECT: field of the RENTAL 
INVENTORY ITEMS window.

7. For A(dd)ing a FREE FORM ITEM:
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8. After selecting 2) FREE-FORM ID and pressing [ENTER],  a 
second window opens on the lower portion of your screen.  
This one is headed CREATE FREEFORM WORK ORDER ITEM.  
Available information already is entered.  The SIZE field 
has been set to the MISCellaneous item designator set up 

in the Systems Management Functions of Tentmaker.

b. Use [ENTER] or the Arrow Keys (Up, Down, Left, Right) to move among the 
fields.  Add/Change the information of each field as necessary.

After making an entry in any field,  BE SURE to press [ENTER] to record 
that entry.

c. At any time in this process,  press [ESC] to exit the window to the 
prompt:

Enter field number to CHANGE, OR hit <RETURN> to save, OR [ESC] to abort

This is a last chance to change any of the FREE FORM ITEM information.

Press [ESC] to abort adding the FREE FORM ITEM.

d. When FREE FORM ITEM is satisfactory,  press [ENTER] to have it Added at 
the bottom of the current Work Order.  The CREATE FREEFORM WORK ORDER 
ITEM window closes.  The cursor returns to the SELECT: field of the 
RENTAL INVENTORY ITEMS window.

8. When all finished Adding new items to the Work Order,  press [ESC] from the 
SELECT: field.  Your cursor returns to the FUNCTION field of the 
Arrange/Add/Del Items screen.

5.
4Procedure for I(nsert) Items on a Work Order

This instruction assumes that you are looking at the Arrange/Add/Del Items Screen of
the Prepare Work Orders option.

CAUTIONS:

When you Insert a new item into the middle of an Assembly,  you BREAK the 
scope of that assembly.  Items below the insert MAY NOT be recognized as part of the 
Assembly for future Marking and/or Deleting.  You would have to Mark/Delete all chunks of 
the original Assembly separately.  So,  AVOID INSERTING ITEMS and COMMENTS IN THE MIDDLE 
OF AN ASSEMBLY.

Procedure:

1. With the cursor on the FUNCTION field (bottom of the screen),  use the SCROLL 
keys to move the Ln# Indicator to the line where you want the new line items 
to appear.  REMEMBER:  To have new line(s) appear between two existing lines, 
the new line(s) must take the place of the SECOND of the existing ones.  So,  
your Ln# Indicator must point to the Second of the two existing lines to 
properly achieve the insert.
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2. Press [I] (for Insert).  Press [ENTER].

3. A window titled RENTAL INVENTORY ITEMS appears and covers the lower portion of
the Work Order list.  Under the window you see the prompt:

Select:  .....  Size:  -ALL SIZES-   Color:  ALL CLR  ID:  ALL ID NUMBERS
[ENTER]/[HOME] to SEARCH, [->] change KEYs, ITEM Line #, [A] to ADD, or [?]

The cursor sits at the Select: field.  The default Search Key values are ALL 
in each case.

● Use [?] (the Question Mark Key -- NOTE: uppercase) to have HELP displayed on 
the screen.

● Use the Right Arrow key to move to change Search Key values.  Use the Left 
Arrow key to come back to the Select: field.

● Use [ENTER] to start or continue a search.  Items matching the Search keys 
will be displayed in the RENTAL INVENTORY ITEMS window.

● Use [HOME] to start a search over from the beginning of the Rental Master 
file.

4. When an item you wish to insert into the current Work Order appears in the 
window,  select it by typing the line number (the Right-hand column of the 
window and press [ENTER].

5. A second window opens on the lower portion of your screen.  This one is headed
ADD INVENTORY TO WORK ORDER.  Available information already is entered.

6. Use [ENTER] or the Arrow Keys (Up, Down, Left, Right) to move among the 
fields.  Add any necessary information.

7. After making an entry in any field,  BE SURE to press [ENTER] to record that 
entry.

8. At any time in this process,  press [ESC] to exit the window to the prompt:

Enter field number to CHANGE, OR hit [ENTER] to save, OR [ESC] to abort

This is a last chance to change any of the New Item information.

Press [ESC] to abort adding the New Item.

9. When the New Item is satisfactory,  press [ENTER] to have it Inserted at the 
designated place of the current Work Order.  If your inventory quantity for 
the item is NOT SUFFICIENT to schedule the rental,  a third window titled 
SCHEDULING PROBLEMS OPTIONS will open.  Choose the option that best fits this 
situation.  

REMEMBER:  If you choose to OVERRIDE the computer's attempt to schedule,  
you also are overriding the computer's participation in the task of helping 
you keep track of OVERBOOKINGS.  See the discussion  earlier in this chapter 
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in the section Your Options When Everything is Rented.

10. The ADD INVENTORY TO WORK ORDER window closes.  The cursor 
returns to the Select: field of the RENTAL INVENTORY ITEMS 
window.

11. The process to insert a COMMENT or a FREE FORMED ITEM is identical to that 
described in the previous section.

12. When all finished Inserting new items to the Work Order,  press [ESC] from the
Select: field.  Your cursor returns to the FUNCTION field of the 
Arrange/Add/Del Items screen.

5.
5Procedure for C(hange) Item on a Work Order

This instruction assumes that you are looking at the Arrange/Add/Del Items Screen of
the Prepare Work Orders option.

CAUTIONS:

If you change the Quantity of an Assembly Header item (say,  from 1 to 2), 
the computer automatically will PROPORTIONALLY change the Quantity of EACH item belonging 
to that Assembly.  For example,  if you have one 20x30 Frame tent on a Work order that 
includes 30 STAKES (and much other stuff),  and you change the Assembly Header Quantity to
two (2),  you AUTOMATICALLY change the Quantity of STAKES to 60 (and the other stuff in 
the Assembly proportionally).

Procedure:

1. With the cursor on the FUNCTION field (bottom of the screen),  use the SCROLL 
keys to move the Ln# Indicator to the rental line item you wish to change.

2. Press [C] (for Change).  Press [ENTER].

3. The current field values of the chosen item appear in a window near the bottom
of your screen.  Under the window is the prompt:

Enter field number to CHANGE, OR hit <RETURN> to save, OR [ESC] to abort

Type the number of any field you wish to change.  Enter the new information at
that field.  Press [ENTER] to end each change.

4. When all fields of the chosen Rental Item are satisfactory,  press [ENTER] 
alone to save the revised item back in its original location on the Work 
Order.

5. At any time,  press [ESC] to exit this change mode.  The cursor returns to the
FUNCTION field of the Arrange/Add/Del Items on Work Orders screen.
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5.
6Procedure for D(elete) Item from a Work Order

This instruction assumes that you are looking at the Arrange/Add/Del 
Items Screen of the Prepare Work Orders option.

CAUTIONS:  If you delete the Header Line of an Assembly,  the computer will delete
ALL lines of the Assembly Bill-of-materials as well.  THEY WILL ALL BE GONE FROM THE WORK 
ORDER !!  You will have several warnings and requests to confirm this rather drastic 
measure before the delete actually happens.  BUT,  the ONLY WAY to UNDO the "accidental" 
deleting of an entire Assembly and Bill-of-Materials is to add the whole Assembly back 
into the Work Order.  You do this by adding the Assembly Pricing record from the Rental 
Master file.

Procedure:

1. With the cursor on the FUNCTION field (bottom of the screen),  use the SCROLL 
keys to move the Ln# Indicator to the rental line item you wish to delete.  

2. Press [D] (for Delete).  Press [ENTER].

WARNING: if the line you choose to Delete is an Assembly Header line,  you will be 
advised of this fact,  and asked whether you wish to Delete ALL lines of the Assembly.  
Respond Y(es) to do this.  Respond N(o) to change your mind.

3. You will see the prompt:

You want to DELETE the MARKED item? [N]

Respond N(o) to abort the deleting.

Respond Y(es) to CONFIRM this item to be deleted.

4. If the chosen item is an Assembly Header,  you will see the following warning:

If ASMB HDR is DELETED, must delete ALL its Items. Is that what you want?

Respond N(o) to change your mind at this point.  This is the last chance to do
so.

Respond Y(es) to confirm deleting of Assembly Header AND all its component 
items.

5. The cursor returns to the FUNCTION field of the Arrange/Add/Del Items
         screen of the Prepare Work Orders option.

5.
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7Procedure for M(ark) Items on a Work Order

This instruction assumes that you are looking at the Arrange/Add/Del 
Items Screen of the Prepare Work Orders option.

Marking is the process of designating those lines of a Work Order to treat in 
unison.  This is used to designate several lines you wish to S(hift) (move to another 
place) in the Work Order.

Procedure:

1. With the cursor on the FUNCTION field (bottom of the screen),  use the SCROLL 
keys to locate and place the Ln# Indicator on the first line to M(ark).

2. Press [M] (for Mark).  Press [ENTER].

3. That line will be highlighted on your screen.  At the bottom of the screen,  
Top-Mark and Btm-Mark will be recorded as that line number.

If the line you chose is an Assembly Header line,  you will be advised of this
fact,  and asked whether you wish to extend the marking to the WHOLE ASSEMBLY.
Respond Y(es) to Mark the entire Assembly.  Respond N(o) to mark ONLY that 
Assembly Header line.  

CAUTION:  Marking only an Assembly Header line puts you in a position to 
break up the Assembly.  BE VERY SURE of what you are doing here.

4. To mark more than one line,  use the SCROLL keys to move the 
Ln# Indicator to the LAST line of the set to be M(ark)ed.  

5. Press [M].  Press [ENTER].

6. All the Work Order lines from the first Marked to the second Marked, 
inclusive,  will be highlighted.  The Top-Mark or Btm-Mark fields at the 
bottom of the screen will change to reflect the second marking.

7. You will return to the FUNCTION field of the Arrange/Add/Del Items screen.

8. To UNMARK a set of previously M(ark)ed Work Order lines,  move the Ln# 
Indicator to ANY ONE of the M(ark)ed lines and press [M] followed by [ENTER]. 
The bottom of your screen will show the prompt:

Do you want to REMOVE LINE MARKING  ..  [Y]

Press [ENTER] to accept the default value Y(es).  The highlighting of the 
Marked lines will be removed.
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Respond N(o) if you decide NOT to remove the Marking.

9. You will return to the FUNCTION field of the Arrange/Add/Del 
Items screen.

5.
8Procedure for S(hift) Items on a Work Order

This instruction assumes that you are looking at the Arrange/Add/Del Items Screen of
the Prepare Work Orders option.

Procedure:

1. To use the S(hift) function,  you must first M(ark) one or more Work Order 
lines of the current Work Order.

2. With the cursor on the FUNCTION field (bottom of the screen),  move the Ln# 
Indicator to the Work Order line you wish the M(ark)ed line(s) to displace.  
This line MUST BE OUTSIDE the set of lines you have M(ark)ed.

WARNING:  Be careful not to Shift lines into the middle of an Assembly -- 
you will break the continuity of that Assembly.

3. Press [S] followed by [ENTER].

4. The M(ark)ed line(s) will displace the Work Order line formerly at the Ln# 
Indicator.  It and all following Work Order lines will be pushed downward in 
the Work Order list.

5. You will return to the FUNCTION field of the Arrange/Add/Del Items screen.

5.
6#1. Copy Work Orders from Estimates

This option works on Estimates one-at-a-time.  You choose an Estimate,  then the 
Work Order for that is created.

The copy process is another way that the Work Orders use the automatic assembly 
feature.  See Appendix B,  How an Assembly Works  for a detailed discussion of the 
assembly process.
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The copy option uses the asterisk search and the partial key search 
techniques described in Chapter One.  You can search for an Estimate to 
copy either by Estimate Number or by Customer Name.

All items from the Estimate are copied and assembled.  When the copy 
process is complete,  you will be in CHANGE mode.  You then can edit the Work Order.

You will be asked whether or not you wish to copy any Memos associated with the 
Estimate over to the Work Order.  The decision to be made here is one of audience.  Did 
the memos of the Estimate/Contract primarily speak to your customer, and may contain 
information you do NOT wish your employees to see.  In such a case you would NOT copy 
memos from the Estimate to the Work Order.  Alternatively,  you may wish your employees to
be aware of the contents of Estimate memos.  Or,  you may wish to include,  but expand 
upon,  the information from the Estimate for use on the Work Order.  Here,  you WOULD copy
memos from the Estimate,  and perhaps edit them to expand the information.

WARNING:  If a Work Order already exists for an Estimate/Contract,  you 
will destroy the connection between this Work Order and its Contract if you generate a 
second Work Order.

Procedure:

1. From the Tentmaker Main Options menu,  choose #4. Prepare Work Orders.  Press 
[ENTER].

2. On the Prepare Work Orders menu,  choose #1. Copy Work Orders from Estimates. 
Press [ENTER].

3. You arrive on the Estimate Header entry screen.  The cursor will be on the 
Est. # field.

● Enter an estimate number you wish to copy to a Work Order (if you know one).  
Press [ENTER].

● OR: Press [ENTER] alone to move the cursor to the 2. Cust field.  Enter all or
the first few letters of a customer name on the Estimate you wish to copy.  
Press [ENTER].

● OR: Type asterisk (*) to begin paging through the existing Estimates one at a 
time.  Press [ENTER].

4. In all cases you will see the prompt:

CORRECT ESTIMATE (Y/N/Q) ?

● Press [Y] followed by [ENTER] if the Estimate in view is the one you wish.

● OR: Press [N] followed by [ENTER] to reject the Estimate in view and call up 
another.  Continue this until all choices have been exhausted.
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● OR: Press [Q] followed by [ENTER] to abort this search and start another one 
or to leave the option completely.

5. When you have selected an Estimate to copy,  you will see the prompt:

Copy any Estimate ITEM MEMOS to the new Work Order ITEMS?  [Y]

Press [ENTER] alone to have the Item Memos copied.

OR:  Type [N] followed by [ENTER] to NOT COPY the Item Memos.

In either case,  respond to the usual ANY CHANGE ? prompt.

6. You will have an opportunity to change any information on the Estimate Header 
page before copying begins.  Respond to the usual ANY CHANGE ? prompt to do 
this.

7. Copying begins with a message on the bottom of the screen.  When copying is 
finished,  scheduling begins with the prompt:

Select PROBLEM OPTIONS to apply AUTOMATICALLY to ALL items (Y/N)

Respond Yes and you will choose an action to take for every PROBLEM ITEM 
(those that cannot be scheduled for some reason such as overbooking) on the 
new Work Order.

Respond No and you must make the action decision on EVERY PROBLEM ITEM as they
are encountered in the scheduling.

The choices for PROBLEM ACTION to take are :

1) Keep item AS IS (Override the schedule and overbook more).
2) Delete item from Work Order.
3) Make Item a COMMENT on Work Order

REMEMBER:  The only choice here that preserves accuracy on the Shortage 
reports is choice 1) Keep item AS IS (Override).

8. Scheduling takes place.  You are told when it is finished.

9. You end on the Add/Change/Delete item screen with the cursor at the Function 
field.  You are in CHANGE Mode where you may if you wish do any editing on the
new Work Order.

10. When you exit Change Mode to save the new Work Order,  you are asked whether 
you wish to print the Work Order now.

5.
7#2. Add New Work Orders

This option primarily is used to create a Work Order for which no corresponding 
Estimate/Contract exists or is needed.  Examples of such situations would be to take a 
tent out of availability so it may be washed,  or to take some chairs out of availability 
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for repair.  The procedure for adding a new Work Order follows the 
procedure for adding an Estimate.  Work Order entry omits all charges and 
billing information.  See Chapter Three for information on Adding an 
Estimate.  See Chapter One,  Instructions for Screen Entry for a general 
description of the ADD process.  The individual components of the Add 

process are described earlier in this chapter.

REMEMBER:  Automatic assemblies ARE active.  You NEED NOT enter all 
rental items of an assembly that you wish to reserve.   Enter just the Assembly "pricing" 
record and all the rest of the Assembly Bill-of-materials will be filled in for you by the
computer.

5.
8 #3. Change Work Orders

The procedure for changing a Work Order follows the procedure for changing an 
Estimate.  The Work Order change omits all charges and billing information.  See Chapter 
Three for information on Changing an Estimate.  See Chapter One,  Instructions for Screen 
Entry for a general description of the CHANGE process.

REMEMBER:  Automatic assemblies ARE active.  You NEED NOT enter all 
rental items of an assembly that you wish to reserve.   Enter just the Assembly "pricing" 
record and all the rest of the Assembly Bill-of-materials will be filled in for you by the
computer.

5.
9 #4. Delete Work Orders

The procedure for deleting a Work Order follows the procedure for deleting an 
Estimate.   See Chapter Three for information on Deleting an Estimate.  See Chapter One,  
Instructions for Screen Entry for a general description of the DELETE process.

5.
10#5. Display a Work Order on the Screen

The procedure for looking up a Work Order follows the procedure for displaying an 
Estimate.   See Chapter Three for information on displaying an Estimate.  See Chapter One,
Instructions for Screen Entry for a general description of the DISPLAY process.

5.
11#6. Print out a List of Work Orders 
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The Work Order Edit List is a printed copy of the complete Work Order information.  
See Chapter One, Report Selections by Ranges and  Report Selections by Order Types for 
instructions on how to make your selections.
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5.
1 Sample Work Order Edit List

Report Name:  WKOEDT.PRT

RUN DATE:  20-DEC-99                      TENTMAKER 7.0                                                                      PAGE   1

Work Order Edit List

ORDER TYPES INCLUDED:   1  2  3  4  5  6  7  8  9  10 11 16 IO XR WR

************************************************************************************************************************************

   Work Order:  000001    Estimate:  930093    Date:  12/18/99    Preparer:  GMP    P.O. #:
                            00288
        Bill To:            D & J Accounting              Install At:  Catlin, IL
                            303 W Vermillion                           Estimate # 930093
                                                                       has additional site informati
                            Catlin, IL  61817             Tent Base: Concrete

                Inventory RESERVED from  02/28/2000  to  03/06/2000     Total Days:    8
                Inventory  BILLED  from  03/01/2000  to  03/05/2000
        Load:       02/28/2000            Travel TO:    //                    Put up:  //
        Take down:  03/06/2000            Travel FROM:  //                    Unload:  //

        Comments:    WE APPRECIATE YOUR                   Phone: 217-352-5510
                     BUSINESS!

        ----------------------------------- S I T E    I N F O R M A T I O N ----------------------
                Tent must be ready by 3 PM.
        -------------------------------------------------------------------------------------------
        **************************************************************************************
        Notes:  Crew Notes:
                       From I-74, exit at St. Joseph.  Proceed south to
               County Road 800S.  Turn east.  Proceed 11 miles into Catlin.
               D & J Accounting is on the corner of Vermillion and Main.
        **************************************************************************************

        Size          Color   ID Number      Qty Description               Cond                 Weight
        ------------------------------------------------------------------------------------
        .20X20        B/W     .PBK 1515        5 20X20 FRAME TENT
        20            0       F-EAVE M 20     20 EAVE MALE 20' Y                  .
        20            0       F-EAVE F 20     20 EAVE FEMALE 20' Y                .
        20            0       F-RAFT CR 20    20 RAFTER CORNER 20' Y              .
        20            0       F-RAFT IN 20    20 RAFTER INTER 20' Y               .
/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/
        20' AXE       B/W     AXE20077         1 VINYL END F1214           AB     .
        20' AXE       B/W     AXE20078         1 VINYL END F1214           AB     .
        20' AXE       B/W     AXE20077         1 VINYL END F1214           AB     .
        20' AXE       B/W     AXE20078         1 VINYL END F1214           AB     .
        20' AXE       B/W     AXE20019         2 VINYL END T2382
        F-LEGS INTER  0       F-LEGS INTER    20 LEGS INTER FRAME                 .
                                                                                               =======
        12/20/99   1: 15 PM                                                       TOTAL WEIGHT     200
        ------------------------------------------------------------------------------------
************************************************************************************************************************************
    Work Order:  000002    Estimate:  930053    Date:  12/19/99    Preparer:  HCL    P.O. #:
                            00318
        Bill To:            Dick Dennis                   Install At:  CHAMPAIGN, IL
                            311 S. Neil                                Estimate # 930053
/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/
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/\/\(Report cont'd next page)\/\/\/\/\/\/\/\/\/\/\/
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(Sample Work Order Edit List cont'd)

RUN DATE:  20-DEC-99                                     Work Order Edit List                                                PAGE   8

************************************************************************************************************************************
   Work Order:  700006    Estimate:  960004    Date:  12/19/99    Preparer:  JMD    P.O. #:
                            00257          SHOW:  CODE
        Bill To:            Danville Eye Clinic           Install At:  CHAMPAIGN, IL
                            1104 N. Vermilion                          Estimate # 960004
                                                                       has add'l site information.
                            Danville, IL  61832           Tent Base:

                Inventory RESERVED from  06/01/2000  to  06/12/2000     Total Days:    12
                Inventory  BILLED  from  06/02/2000  to  06/11/2000
        Load:       06/01/2000            Travel TO:    06/01/2000            Put up:  06/01/2000
        Take down:  06/11/2000            Travel FROM:  06/12/2000            Unload:  06/12/2000

        Comments:                                         Phone: 442-3803

        ----------------------------------- S I T E    I N F O R M A T I O N ----------------------
                SEE NOTES ON WO 700005
        -------------------------------------------------------------------------------------------
        1 KATSY  Katsinas, Phil                 367-0415             CATERING   Round Barn Restaurant
        2 ABBOTT Abbott, Greg                   367-9915             FLORIST    Abbott's Florists
        **************************************************************************************
        Notes: SEE CONTRACT 960003
        **************************************************************************************

        Size          Color   ID Number      Qty Description               Cond                 Weight
        ------------------------------------------------------------------------------------
        20' APM       W       APM40143         1 VINYL MID T0694           B      .
        .80X160       W       .PBK 170         1 80X160 OVAL TENT                 .
        STAKES        0       STAKES          88 STAKES                           .
        20'           0       POLE 20' ALU     5 POLE 20' 4" ALUM. W              .
        9'            0       POLE 9' EXT      5 POLE 9' 4" EXT WHITE             .
        19'           0       POLE 19' CTR    16 POLE 19' CTR ORANGE              .
        DROP          0       TENT DROP       16 DROP                             .
        80' ARE       W       ARE80009         1 VINYL ROUND END E0134     AB     .                100
        80' ARE       W       ARE80010         1 VINYL ROUND END E0134     AB     .                100
        80' ARE       W       ARE80011         1 VINYL ROUND END E0134     AB     .                100
        80' ARE       W       ARE80012         1 VINYL ROUND END E0134     AB     .                100
        20' APM 80'   W       APM80015         1 VINYL MID E0134           AB     .
        20' APM 80'   W       APM80016         1 VINYL MID E0134           AB     .
        20' APM 80'   W       APM80005         1 VINYL MID T1485           B      .
        20' APM 80'   W       APM80006         1 VINYL MID T1485           B      .
        9'            0       POLE 9' SIDE    60 POLE 9' SIDE                     .
                                                                                               =======
        12/20/99   1: 15 PM                                                       TOTAL WEIGHT     400
        ------------------------------------------------------------------------------------
        ------------------------------------------------------------------------------------

REPORT OPTIONS  WRK ORD RANGE:  ALL
                   SHOW RANGE: ALL
             START DATE RANGE: ALL
            CUSTOMER ID RANGE: ALL
REPORT RUN AT:  1:15 PM

Ver. 8.4
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5.
12#7. Print Work Orders by Starting and Ending Dates

This report allows you to get a printed copy of Work Orders selected by dates on any
of Billing Start or End,  Inventory Reserve Start or End,  Truck Loading or Unloading,  
Travel to Site or from Site,  or Install or Take-down on Site dates.  In addition,  the 
report may be fashioned over a selected range of Work Order Numbers,  Show IDs,  and 
Customer IDs.  See Chapter One,  Report Selections by Ranges and Report Selections by 
Order Types for instructions on how to make your selections.

We offer but one sample here of the many variations on this report option.  The 
other variations offer as nearly as is possible all ways you would want to select Work 
Orders for examination on paper or on the workstation screen.
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5.
1 Sample Work Order by Starting and Ending Dates

REPORT NAME:  WKOSTR.PRT

RUN DATE:  4-OCT-99                      SAMPLE TENT COMPANY                                                              PAGE   1

Work Order Starting Date Report

For Start of BILLING
From 11/01/99 to 11/20/99
ORDER TYPES INCLUDED:   1  2  3  4  5  6  7  8  9  10 11

************************************************************************************************************************************

   Work Order:  100003    Estimate:  930007    Date:  08/03/99    Preparer:  GMP    P.O. #:
                            00260          SHOW:  UI1106
        Bill To:            TCT&A Industries              Install At:  CHAMPAIGN       IL
                            308 E. Anthony                             MEMORIAL STADIUM EAST SIDE
                            P.O. Box 638                               GATE A
                            Urbana, IL  61801             Tent Base:   SOD

                Inventory RESERVED from  11/05/1999  to  11/08/1999     Total Days:    4
                Inventory  BILLED  from  11/06/1999  to  11/06/1999
        Load:         /  /                Travel TO:      /  /                Put up:  11/05/1999
        Take down:  11/08/1999            Travel FROM:    /  /                Unload:    /  /

        Comments:    WE APPRECIATE YOUR                   Phone: 328-5749
                     BUSINESS!

        Size          Color   ID Number      Qty Description               Cond
        ------------------------------------------------------------------------------------
        .60X60        W       .PBK 155         1 60X60 TENT
        STAKES        0       STAKES          36 STAKES
        7'            0       POLE 7' SIDE    32 POLE 7' SIDE
        16'           0       POLE 16' QTR     4 POLE 16' QTR BLUE
        DROP          0       TENT DROP        2 DROP
        60' APE       W       APE60029         2 VINYL END 966452          AB
        13'           0       POLE 13' ALM     1 POLE 13' 31/2" ALUM. GR
        11'           0       POLE 11' EXT     1 POLE 11' 31/2" EXT. YELLO
        ------------------------------------------------------------------------------------

************************************************************************************************************************************
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/\/\/\/\(Report cont'd next page)\/\/\/\/\/\/\/\
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(Sample Work Order by Starting and Ending Dates  cont'd)

RUN DATE:  4-OCT-99                                                       PAGE   6

For Start of BILLING
From 11/01/99 to 11/20/99
ORDER TYPES INCLUDED:   1  2  3  4  5  6  7  8  9  10 11

************************************************************************************************************************************

   Work Order:  100013    Estimate:  930015    Date:  06/16/99    Preparer:  ***    P.O. #:
                            00288          SHOW:  UI1106
        Bill To:            D & J Accounting              Install At:  CHAMPAIGN       IL
                            303 W Vermillion                           LOT #43, WEST TENNIS COURTS

                            Catlin, IL  61817             Tent Base:   SOD

                Inventory RESERVED from  11/05/1999  to  11/08/1999     Total Days:    4
                Inventory  BILLED  from  11/06/1999  to  11/06/1999
        Load:         /  /                Travel TO:      /  /                Put up:  11/05/1999
        Take down:  11/08/1999            Travel FROM:    /  /                Unload:    /  /

        Comments:    WE APPRECIATE YOUR                   Phone: 217-354-6678
                     BUSINESS!

        Size          Color   ID Number      Qty Description               Cond
        ------------------------------------------------------------------------------------
        .30X30        B/W     .PBK 65          1 30X30 TENT
        \STAKES       0       STAKES          30 STAKES                    A
        7'            0       POLE 7' SIDE    16 POLE 7' SIDE
        16'           0       POLE 16' QTR     1 POLE 16' QTR BLUE
        DROP          0       TENT DROP        1 DROP
        30' APE       B/W     APE30177         1 GALA 962711               B
        30' APE       B/W     APE30178         1 GALA 962711               B
        ------------------------------------------------------------------------------------

REPORT OPTIONS  WRK ORD RANGE:  ALL
                   SHOW RANGE: ALL
             START DATE RANGE: 11/01/99 TO 11/20/99
            CUSTOMER ID RANGE: ALL
REPORT RUN AT:  2:07 PM

Ver. 8.4
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5.
13#8. Print Work Order Schedule Report

This report allows you to get a summarized list of Work Orders selected on ranges of
Work Order Number,  Show ID,  Date,  Start/End date,  and Order Type.  In addition you 
have the choice of whether or not to print the line items of the Work Orders selected.  
See Chapter One,  Report Selections by Ranges and  Report Selections by Order Types for 
instructions on how to make your selections.

In the sample that follows,  we have omitted the Line Items to save space.
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5.
1 Sample Work Order Schedule

REPORT NAME:  WKOSCH.PRT

RUN DATE:  4-SEP-99                      SAMPLE TENT COMPANY                                                              PAGE   1

Work Order Schedule Report

ORDER TYPES INCLUDED:   1  2  3  4  5  6  7  8  9  10 11
FOR WORK ORDERS: ALL                 DATES: ALL DATES
DATES CHECKED:  PUTUP  TAKEDOWN

WRK NO SHOW   ----- CUSTOMER NAME ----- TELEPHONE NO TYPE LOAD      TRAVEL TOPUT UP   START    END      TAKE DOWNTRAVEL FRUNLOAD
      EST NO ---------- INSTALL ---------- BASE

100009 UI0905 Natural History Survey    333-6833      4                      09/03/99 09/04/99 09/04/99 09/06/99
      930002 CHAMPAIGN       IL            AS
             Estimate #930002
             has add'l site information.

100024 UI1023 Danville Eye Clinic       442-3803      4                      10/22/99 10/23/99 10/23/99 10/25/99
      930005 CHAMPAIGN       IL            AS
             Estimate 930005
             has add'l site information.

100007        Phebus Tummelson Bryan    337-1400      2             11/01/99          11/01/99 11/15/99          11/16/99
      930012 & Knox                        --
             P.O. Box 1008
             Urbana          IL 61801

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/

100006        City of Farmer City       309-928-3412  1             11/13/99 11/13/99 11/14/99 11/15/99 11/16/99 11/16/99
      930011 P.O. Box 40                   SO

             Farmer City     IL 61842

  35 WORK ORDERS

REPORT OPTIONS  WORK ORDER RANGE:  ALL
                   SHOW RANGE: ALL
                   DATE RANGE: ALL
            CUSTOMER ID RANGE: ALL
REPORT RUN AT:  2:43 PM

Ver. 8.4
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5.
14#9. Print Work Order 30 Day Calendar

This report allows you to get a Work Order Calendar for which the Work Orders are 
selected on ranges of Work Order Number,  Customer Name,  Show ID,  and Order Type.  You 
also enter a Start date for the beginning of the report period.  The Work Order Calendar 
for these ranges and Start date is constructed for a thirty (30) day period in the future.
See Chapter One,  Report Selections by Ranges and  Report Selections by Order Types for 
instructions on how to make your selections.

On this report,  critical job events are marked each day according to the following 
legend:

>> denotes LOAD dates
== denotes TRAVEL dates
SS denotes SETUP START
SU denotes SETUP work days
SF denotes SETUP FINISH
^^ denotes BILLING (usage) days
TS denotes TAKEDOWN START
TD denotes TAKEDOWN work days
TE denotes TAKEDOWN END
<< denotes UNLOAD dates
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5.
1 Sample of Work Order Calendar

REPORT NAME: WKOSC2:PRT

RUN DATE:  15-SEP-99                      SAMPLE TENT COMPANY                                                                PAGE   1

Work Order 30 Day Calendar

WORK ORDER RANGE:      ALL
CUSTOMER RANGE:        ALL
SHOW ID  RANGE:        ALL

                                    Sep                                             Oct
------- CUSTOMER -------- WRK-NO TY 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 01 02 03 04 05 06 07 08 09 10 11 12 13 14 15

Phebus Tummelson Bryan    100007 1  ^^ ^^ ^^ ^^ ^^ ^^ ^^ ^^ ^^ ^^ ^^ ^^ ^^ -- -- TS TD TE --== == == <<
Clinton Country Club      100014 1          >> SF ^^ ^^ ^^ ^^ TE <<
TCT&A Industries          100003 5                                                     >> == == SS SU SF ^^ ^^ ^^ ^^ ^^ ^^ ^^ ^^
Welter Chiropractic Centr 100004 5 ^^ ^^ ^^ ^^ ^^ TS TD TE == == <<
D & J Accounting          100013 1             >> SS SF ^^ ^^ ^^ ^^ ^^ TE <<
City of Farmer City       100006 2                                >> SS SF ^^ ^^ TS TE <<

WORK ORDERS ON REPORT:           6

REPORT OPTIONS     W/O # RANGE:   ALL
               CUSTOMER RANGE: ALL
                   SHOW RANGE: ALL
                   DATE RANGE: 09/15/99 TO 10/15/99
         ORDER TYPES INCLUDED: 1  2  3  4  5  6  7  8  9  10 11

>> denotes LOAD dates
== denotes TRAVEL dates
SS denotes SETUP START
SU denotes SETUP work days
SF denotes SETUP FINISH
^^ denotes BILLING (usage) days
TS denotes TAKEDOWN START
TD denotes TAKEDOWN work days
TE denotes TAKEDOWN END
<< denotes UNLOAD dates

REPORT RUN AT:                   3:57 PM

Ver. 8.4
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5.
15#10. Print a Truck Load List

This option gives you the following choices for producing the Work Order Load 
Report:

a. Print Detail/Summary Reports ONLY.
b. Create Bar Code Download File ONLY (if Barcoding is active).
c. Print Reports AND Create Bar Code File.

As you are entering the specifications for the report,  you are asked to give the 
desired Installation Date,  a Truck Description,  whether or not you wish to use alternate
Inventory Item descriptions (perhaps used for non-English workers),  whether or not you 
want Job Detail,  whether or not you want Job Parts Summary,  whether or not you want a 
whole truck summary,  and whether or not you want Header or Item Memos printed.

When all this data has been entered,  you come to the Get Load Sequence screen shown
below.  

SAMPLE TENT COMPANY                                Install Date: 11/15/99
Work Order Loading                                             Truck: GMC

                           Get Load Sequence
    Enter the Work Order numbers in the sequence that they will be loaded.

First On-Last Off
1.  █......                16.                         31.
2.                         17.                         32.
3.                         18.                         33.
4.                         19.                         34.
5.                         20.                         35.
6.                         21.                         36.
7.                         22.                         37.
8.                         23.                         38.
9.                         24.                         39.
10.                         25.                         40.
11.                         26.                         41.
12.                         27.                         42.
13.                         28.                         43.
14.                         29.                         44.
15.                         30.                         45.

ANY CHANGE ?  █..
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The input for the Work Order Load report requires you to know specific work Order 
Numbers.  Use any of the other Work Order reports to produce a listing of jobs that will 
be loaded on a single truck.  As you enter the Work Order numbers,  part of the 
Installation Description is echoed in the space to the right of each entry to help you 
confirm the correct Work Orders.

You can jump around the screen making entries as you plan the load.  The work order 
in slot #1 will be loaded first and unloaded last.  You do not need to fill in all 45 
entries.  You can leave gaps between the Work Order numbers.  When you have completed your
entries,  press [END],  [ ]  (the Left Arrow key),  or [ESC] to print the report.

Ver. 8.4
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5.

1 Sample Work Order Load Report

REPORT NAME:  WKOLOD.PRT

RUN DATE:  2-JAN-00                      TENTMAKER 7.0                                                                      PAGE   1

Work Order Load Report

INSTALLATION DATE: 01/02/00
LOAD ON TRUCK: GMC
10:34 AM

WK ORD ------SHOW/CUSTOMER------

700005 CODE   DALE,JOHN                  CHAMPAIGH, IL                  Estimate # 960003              has add'l site information.
             217-352-5510               Base: Sod/Grass                      Event Date: 01/03/2000   Truck: GMC
Crew:
Crew:
      QUANTITY  WEIGHT   COLOR     ---- Part Description ---         SIZE         WAREHSE-LOCATION      ID-NUMBER       CONDITION
        ----------------------------------- S I T E    I N F O R M A T I O N ------------------------------------------------------
                INSTALL IN SOUTH EAST CORNER OF LOT WHICH IS EAST OF OFFICE
                BUILDING. ADDRESS IS 1210 LANCASTER.

                      |------|-----|---------------------------| ||
                      |      | P   |                           | ||
                      |OFFICE| A   |                           | ||
                      |------| R L |                           | |G
                      |BUILDG| K O |   BIG OPEN LOT            | |A
                      |      | I T |  XXXX                     | |Y
                      |------| N   |  XXXX <---- PUT TENT HERE | |L
                      |        G   |  XXXX                     | |A
                      |---------||-|---------------------------| |N
                      ===========================================||
                      =======LANCASTER====DRIVE====================
        ---------------------------------------------------------------------------------------------------------------------------
             2             W       80X100 CENTURY TENT             .80X100                               .PBK 526
           208             0       STAKES                           STAKES                                STAKES
            12             0       POLE 20' 4" ALUM. W               20'                               POLE 20' ALU
             1     100     W       VINYL CTY END T1845             80' ACE                               ACE80017          AB

\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\
               -------
W/O TTL WEIGHT:     545
                Work Order Notes:
                  THIS IS ONE OF OUR BEST SUPPLIERS LETS DO A GREAT JOB FOR
                  THEM.
====================================================================================================================================
700004        Barry's Garden Center      Danville, Il

\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

            40             0       INTER CASTING                   F-INTER                               F-INTER
------------------------------------------------------------------------------------------------------------------------------------
               -------
W/O TTL WEIGHT:     144
                Work Order Notes:
                   Crew Notes:
                          From I-74, exit at St. Joseph.  Proceed south to
                  County Road 800S.  Turn east.  Proceed 11 miles into Catlin.
                  D & J Accounting is on the corner of Vermillion and Main.
====================================================================================================================================
 TOTAL WEIGHT:   4,008
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5.
2 Sample Work Order Load Report Job Parts Summary

(Produced with Work Order Load Report)

RUN DATE:  2-JAN-00                      TENTMAKER 7.0                                                                      PAGE   1

Work Order Load Report Parts Summary

INSTALLATION DATE: 01/02/00
LOAD ON TRUCK: GMC
10:34 AM

WK ORD ------SHOW/CUSTOMER------

700005 CODE   DALE, JOHN                 CHAMPAIGH, IL                  Estimate # 960003              has add'l site information.
             217-352-5510               Base: Sod/Grass                      Event Date: 01/02/2000   Truck: GMC
Crew:
Crew:
      QUANTITY  WEIGHT   COLOR     ---- Part Description ---         SIZE         WAREHSE-LOCATION      ID-NUMBER       CONDITION
 _____       2             W       80X100 CENTURY TENT             .80X100                               .PBK 526
 _____       2     200     W       VINYL CTY END T1845             80' ACE                               ACE80017          AB
 _____       2     200     W       VINYL CTY END T1845             80' ACE                               ACE80018          AB

\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\
 _____     144             0       POLE 9' SIDE                       9'                               POLE 9' SIDE
 _____     260             0       STAKES                           STAKES                                STAKES
       ======= =======
TOTALS:     476     545
                Work Order Notes:
                  THIS IS ONE OF OUR BEST SUPPLIERS LETS DO A GREAT JOB FOR
                  THEM.
        ----------------------------------- S I T E    I N F O R M A T I O N ------------------------------------------------------
                INSTALL IN SOUTH EAST CORNER OF LOT WHICH IS EAST OF OFFICE
                BUILDING. ADDRESS IS 1210 LANCASTER.

                      |------|-----|---------------------------| ||
                      |      | P   |                           | ||
                      |OFFICE| A   |                           | ||
                      |------| R L |                           | |G
                      |BUILDG| K O |   BIG OPEN LOT            | |A
                      |      | I T |  XXXX                     | |Y
                      |------| N   |  XXXX <---- PUT TENT HERE | |L
                      |        G   |  XXXX                     | |A
                      |---------||-|---------------------------| |N
                      ===========================================||
                      =======LANCASTER====DRIVE====================
        ---------------------------------------------------------------------------------------------------------------------------
\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\
 _____      90             0       STAKES                           STAKES                                STAKES
 _____       1             0       DROP                              DROP                               TENT DROP
       ======= =======
TOTALS:     863     144

                                                  * * * R E M I N D E R S * * *
                         INSTALLATION                                                        REMOVAL
                        --------------                                                    --------------
  TOOL BOX__________________       SLEDGEHAMMERS_____________       INVOICE___________________       SLEDGEHAMMERS_____________
  NAIL BOX__________________       WACKER____________________       TOLL MONEY________________       GROUND COVER______________
  LADDERS___________________       GUY ROPE__________________       TRUCK CHECKLIST___________       STAKE PULLER______________
  TAPE W____________________       WALL ROPE_________________       CLEANING EQUIPMENT________       PLUG 'R'__________________
  STRINGLINE________________       PINS_____________________        OTHER_____________________       BAGS_____________________
  POLE JACK_________________       GUTTERS______________________
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5.

3 Sample Work Order Whole Truck Parts Summary

(Produced with Work Order Load Report)

RUN DATE:  2-JAN-00                      Work Order Load Report Parts Summary                                 PAGE   1

W/O Load Report Whole Truck Parts Summary

INSTALLATION DATE: 01/02/00
LOAD ON TRUCK: GMC
10:34 AM

      QUANTITY  WEIGHT ---- Part Description ---   COLOR       SIZE              -ID-NUMBER--      WARHSE-LOC      COND
 _____       2     200 VINYL CTY END T1845         W           80' ACE           ACE80017                          AB
 _____       2     200 VINYL CTY END T1845         W           80' ACE           ACE80018                          AB
 _____       1     100 VINYL CTY MID               W           30' ACM           ACM60039                          AB
 _____       2     100 VINYL END 944322            W           40' APE           APE40181                          AB
 _____       2     100 VINYL END 944322            W           40' APE           APE40182                          AB
 _____       2     100 VINYL END 9257363           W           40' APE           APE40189                          AB
 _____       2     100 VINYL END 9257363           W           40' APE           APE40190                          AB
 _____       1      63 GALA END T1128              P           50' APE           APE50013                          AB
 _____       1      63 GALA END T1128              P           50' APE           APE50014                          AB

\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

 _____       6       0 RAFTER INTER W\FIT 20' Y    0           20                F-RAFT IF 20
 _____      70       0 RAFTER INTER 20' Y          0           20                F-RAFT IN 20
 _____       2       0 RIDGE 20' Y                 0           20                F-RIDGE 20
 _____      10       0 HEATER 70K BTU              0           70K BTU           HEATER-70A
 _____      19       0 POLE 13' 31/2" ALUM. GR     0           13'               POLE 13' ALM
 _____      24       0 POLE 14' CTR BR             0           14'               POLE 14' CTR
 _____      18       0 POLE 16' QTR BLUE           0           16'               POLE 16' QTR
 _____      11       0 POLE 18' CTR R              0           18'               POLE 18' CTR
 _____      16       0 POLE 19' CTR ORANGE         0           19'               POLE 19' CTR
 _____      17       0 POLE 20' 4" ALUM. W         0           20'               POLE 20' ALU
 _____      14     126 POLE 7' 31/2" EXT. BLUE     0           7'                POLE 7' EXT.
 _____     256   2,304 POLE 7' SIDE                0           7'                POLE 7' SIDE
 _____      22       0 POLE 9' 4" EXT WHITE        0           9'                POLE 9' EXT
 _____     278       0 POLE 9' SIDE                0           9'                POLE 9' SIDE
 _____     822       0 STAKES                      0           STAKES            STAKES
 _____      66       0 DROP                        0           DROP              TENT DROP
      ======== =======
TOTAL:    2,574   4,008
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5.
16#11. Print Load Lists for a Group of Work Orders

This report may be fashioned for a selected range of Work Orders (both by Work Order
number and by Order type),  a range of Show ID's,  and/or a range of Dates.  You may 
select from a list of dates to check for inclusion.  Also,  you may choose the amount of 
detail to include,  the descriptions to use (Master or Alternate),  whether or not to 
include memos,  and whether or not to produce a Parts Summary.

5.
1 Sample Work Order Whole Truck Parts Summary

Report Name:  GRPLOD.PRT

Page:  1   * * * * * * * *   S E T U P   A T   S I T E  * * * * * * * *  2:33 PM
  Type: PARTY     Slsprsn: HOUSE ACCOUNT                      Printed: 07/22/99
W/O Nbr: 700158    Est Nbr: 960141     The JOHN DALE CORPORATION
Load      Travel TO PUT UP    Start     End       Take DownTravel FR  Unload
                   07/07/99  07/07/99  07/08/99

--------------------------------------------------------------------------------
Install at:   Kevin McBride Ocean Place
             12345 East Ocean Blvd.
             Wing #3 West Gate
             Long Island, NY
Site Contact: Kevin McBride this is #2       Customer: The JOHN DALE CORPORATION
Site Phone:   217-352-5510                      Phone: 217-352-5510
Base: ASPHALT                                    Fax:  217-555-1212
                                                      15367 E 2200 NORTH ROAD
                                                      Suite A
                                                      DANVILLE, IL 61834
             fax# 567-8901

------SUMMARY---------------------------SUMMARY--------------------------SUMMARY
    QUANTITY DESCRIPTION               COLOR  SIZE         ID NUMBER    WEIGHT
--------------------------------------------------------------------------------
      NOTES: This is a private party at Your Ocean Palace
             I hope the weather is good and your Private air strip
             can hold the Over size of my Jet. We will see you in July.

_____      78 BROWN CHAIR FOLDING       BROWN  CHAIR WOOD   .PBCH500         546
_____  11,111 SWAP LOK FLOOR            R/G/W               .PBDF301         100

           1 20X20 FRAME TENT          P      .20X20       .PBK 3

_____      20 ROPE LIGHTS 12' EACH      W      LIGHTS       .PBLT994          40
             CAREFUL HANG THAT THEY AREN'T IN DIRECT CONTACT WITH
             FLAMMABLE OBJECTS OR DECORATIONS

_____       1 GALA END T2383            P      20' AXE      AXE20022
_____       1 GALA END T2383            P      20' AXE      AXE20023
_____      75 FOLDING CHAIR             0      CHAIR        CH204            300
_____      11 FOLDING CHAIR WHITE       WHITE  CHAIR FOLDNG CHAIR FOLDNG      33
             Requires 10 clips per chair.

_____     500 LAWN CHAIR GREEN          GREEN  CHAIR LAWN   CHAIR LAWN     2,000
_____      26 CHAIR TEST FOR 999 QTY    CHAIR  CHAIR 999TS  CHAIR999TS        52
_____       8 BRACES UPRIGHT            0      F-BRACES     F-BRACES
_____       4 CORNER CASTING            0      F-CORNER     F-CORNER
_____       1 CROWN CASTING             0      F-CROWN      F-CROWN            3
_____       4 EAVE FEMALE 20' Y         0      20           F-EAVE F 20
_____       4 EAVE MALE 20' Y           0      20           F-EAVE M 20      100
_____       4 INTER CASTING             0      F-INTER      F-INTER
_____       4 LEGS CORNER               0      F-LEGS COR   F-LEGS COR        20
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(Sample report continued next page)
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(Sample report continued from previous page)

Page:  2   * * * * * * * *   S E T U P   A T   S I T E  * * * * * * * *  2:33 PM
  Type: PARTY     Slsprsn: HOUSE ACCOUNT                      Printed: 07/22/99
W/O Nbr: 700158    Est Nbr: 960141     The JOHN DALE CORPORATION
Load      Travel TO PUT UP    Start     End       Take DownTravel FR  Unload
                   07/07/99  07/07/99  07/08/99

--------------------------------------------------------------------------------
------SUMMARY---------------------------SUMMARY--------------------------SUMMARY
    QUANTITY DESCRIPTION               COLOR  SIZE         ID NUMBER    WEIGHT
--------------------------------------------------------------------------------
_____       4 LEGS INTER FRAME          0      F-LEGS INTER F-LEGS INTER
_____       4 RAFTER CORNER 20' Y       0      20           F-RAFT CR 20
_____       4 RAFTER INTER 20' Y        0      20           F-RAFT IN 20
_____      10 T/DOWN TABLE AND CHAIRS   M      TAKEDOWN T&C M-13
_____       4 STAKES                    0      STAKES       STAKES             8
_____      50 TABLE STANDARD BROWN      BROWN               TABLE STD      2,500
     =======                                                            =======
         735                                                              4,300
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(Sample report continued from previous page)

Page:  1   * * * * * * *   T A K E D O W N   A T   S I T E  * * * * * *  2:33 PM
  Type: COLLEGIATESlsprsn: DALE, JOHN                         Printed: 07/22/99
W/O Nbr: 700143    Est Nbr: 960137     JAKE'S PLACE
Load      Travel TO Put Up    Start     End       TAKE DOWNTravel FR  Unload
                   11/19/99  11/20/99  11/26/99  11/27/99
                                                 11/29/99
                   11/19/99
--------------------------------------------------------------------------------
Install at:   INSTALL IN PARKING LOT IN BACK.
Site Contact: JAKE                           Customer: JAKE'S PLACE
Site Phone:   217-222-3334                      Phone: 217-222-3334
Base: Asphalt                                    Fax:
                                                      1234 URBANA ST
                                                      Champaign, IL 887766

------SUMMARY---------------------------SUMMARY--------------------------SUMMARY
    QUANTITY DESCRIPTION               COLOR  SIZE         ID NUMBER    WEIGHT
--------------------------------------------------------------------------------
      NOTES: JAKE HOPE YOU HAVE A NICE TIME.
           1 30X60 FRAME TENT          W      .30X60       .PBK 32
             NO DRINKING IN TENT.

_____       1 VINYL END 5730            W      30' AXE      AXE30040
_____       1 VINYL END 5730            W      30' AXE      AXE30041
_____       1 VINYL MID 9297353         W      10' AXM 30'  AXM30047
_____       1 VINYL MID 9297353         W      10' AXM 30'  AXM30048
_____       1 VINYL MID 9297353         W      10' AXM 30'  AXM30051
_____     100 FOLDING CHAIR             0      CHAIR        CH204            400
_____       4 CORNER BOTTOM FRAME 30' B 0      30           CORNER BOT30
_____       4 CORNER TOP 30' FRAME B    0      30           CORNER TOP30
_____      28 BRACES UPRIGHT            0      F-BRACES     F-BRACES
_____       4 CORNER CASTING            0      F-CORNER     F-CORNER
_____       4 30' CROSS BAR FEMALE      B      30           F-CROSSBR F
_____       4 30' CROSS BAR MALE        B      30           F-CROSSBR M
_____       2 CROWN CASTING             0      F-CROWN      F-CROWN            6
_____       6 EAVE EXT 30' B            0      30           F-EAVE EXT30
_____       4 EAVE FEMALE 30' B         0      30           F-EAVE F 30
_____       4 EAVE MALE 30' FRAME B     0      30           F-EAVE M 30

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\
_____      14 STAKES                    0      STAKES       STAKES            28
_____       4 SUPPORT 30' FRAME B       0      30           SUPPORT 30 F
     =======                                                            =======
         238                                                                454
  11 WORK ORDERS PRINTED

REPORT OPTIONS  WORK ORDER RANGE:  ALL
                   SHOW RANGE: ALL
                   DATE RANGE: ALL
                   DATES CHECKED: LOAD TRVLTO    ERCT            TDOWN
                                  TRVLFR         UNLD
            CUSTOMER ID RANGE: ALL
PRINT W/O DETAIL? N    PRINT PARTS SUMMARY? Y
PRINT HEADER MEMOS? Y  PRINT ITEM MEMOS? Y

REPORT RUN AT:  2:33 PM
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5.
17#12. Batch Work Order Creation - - - IMMEDIATE

This option (and the next one) give you a way of optimizing the task of creating 
Work Orders.  The assumption behind each of these options is that you do a very thorough 
job of creating and monitoring Estimates and Contracts.  If this is successful,  then the 
job of creating Work Orders may be completely turned over to the computer.

                        Automatic Work Order Creation
SAMPLE TENT COMPANY
============================  Program Parameters  =============================

1. Date Range Selection Based on:          STARTING DATE

2. Date Range:                             ALL DATES

3. Customer ID Range:                      ALL CUSTOMERS

4. Contract Number Range:                  ALL CONTRACTS

5. Problems:  a) Item not in Master file:  KEEP AS IS (OVERRIDE)
             b) Master QTY insufficient:  KEEP AS IS (OVERRIDE)

6. Printout type:                          BRIEF LISTING OF EACH WORK ORDER

7. Selected Printer:                       OKIDATA

8. Copy Estimate Header Memos:             NO

9. Copy Estimate Items Memos:              NO

ANY CHANGE ?  █..
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The screen shown above,  the Automatic Work Order Creation screen,  is the main 
focus of activity on this option.  On this screen you specify all the ranges and 
parameters for the Work Orders you wish the computer to make.

REMEMBER:  You can edit Work Orders that have mistakes,  but WORK ORDERS DO
NOT TALK BACK TO Estimate/Contracts.  If the errors originate on the Estimate,  and are 
automatically transported to the Work Order,  then you MUST change BY HAND both the Work 
Order AND the Estimate to keep everything in agreement.  Or, you may delete the Work 
Order,  edit the Estimate/Contract,  and have the computer generate a new Work Order.

5.
1 Procedure for Automatic Creation of Work Orders

Procedure:

1. Be sure all Estimate/Contracts have the proper dates,  location information,  
and rental items entered.

2. From the T/M Main Options menu,  select #4. Prepare Work Orders.  Press 
[ENTER].

3. From the Prepare Work Orders menu,  select #12. Batch Work Order Creation - - 
- IMMEDIATE.  Press [ENTER].

4. You come to the Program Parameters page.  Respond to the  ANY CHANGE ? prompt 
to make any necessary changes to:

The Date range selection basis (Starting, Ending, or Entry)
The Date range to use.
The Customer ID range to use.
The Contract Number range to use.
The decision on what to do about problems:

An item not in the Master file.
Make the item a COMMENT.
Delete the Work Order.
Delete the item from Work Order.

The Master quantity not sufficient.
Make the item a COMMENT.
Keep item as is (OVERBOOK).
Delete item from Work Order.

The printout type to produce.
Full listing of Work Order(s).
Brief listing of Work Order(s).

The printer selection.
Copying Estimate Header Memos.
Copying Estimate Item Memos.
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For details on making many of these selections,  see Chapter One of this 
manual.

5. Type 'GO' when ready to start automatic Work Order creation.

6. A job status screen will keep you informed of the progress on this task.

7. When finished,  you make the usual selections on whether to view the results 
on the screen,  and whether to print the results now.

8. You will return to the Prepare Work Orders menu.

9. Press [ESC] or the Left Arrow key to return to the T/M Main Options menu.

5.
18#13. Batch Work Order Creation - - - DELAYED

Option #13. Batch Work Order Creation - - - DELAYED works exactly like the IMMEDIATE
version described above,  except this one may be set to start processing at any time in 
the next 24 hours.  This allows you to conduct large Work Order creations at a time when 
it will least interrupt normal operations.

The procedure for this option is the same as that for the IMMEDIATE version, with 
one additional step.  After typing 'GO' to initiate Work Order creation,  you come to a 
screen to SET TIME FOR DELAYED START.  On this screen you are working from an ANY CHANGE ?
prompt.  To set a time:

● Respond Y(es) to the  ANY CHANGE ?  prompt.

● Enter the start HOUR you wish,  a number 1 - 12.  Press [ENTER].

● Enter the start MINUTES to go with the HOUR entry,  a number 1 - 59.  Press 
[ENTER].

● Select AM or PM as appropriate (12:00 AM is midnight).  Press [ENTER].

● When the Start time is satisfactory,  respond N(o) to the ANY CHANGE ? prompt.

● At this point the computer takes over the Work Order creation task.  It will 
start at the specified time,  whether or not you are at a workstation.

● You are returned to the T/M Main Options menu to continue other work.
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