Appendix C - Cheat Sheets

APPENDIX C
TENTMAKER

CHEAT SHEETS

Condensed Directions for Frequent Tasks

Symbols Legend

WHEN YOU SEE THIS IS THE MEANING
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TENTMAKER Operator Instructions

The associated information/procedure is important
primarily for your SALES STAFF.

Ver. 8.4



The associated information/procedure is important
primarily for your ACCOUNTING STAFF.
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TENTMAKER Operator Instructions

The associated information/procedure is important
primarily for your OPERATIONS STAFF.

Ver. 8.4



Appendix C - Cheat Sheets
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TENTMAKER Operator Instructions

Menu Option Choice TENTMAKER

Ver. 8.4
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Appendix C - Cheat Sheets
2 1 Check of "availables" into a new contract.
for
Availab
le
Rental
Items
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TENTMAKER Operator Instructions
2 2 Prepare 2
Contrac
ts/Esti
mates

Ver. 8.4
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Appendix C - Cheat Sheets
2 1 Name and Billing Address
2. Contact Name
8. Phone
12. Site Address Memo (include here directions,
warnings, exceptions, etc.)
14. Start Date
15. End Date
17. Contract ID Number or Code
18. Event Type
19. Contract Date (defaults to today)
28 - 32 Outside Suppliers/Sub-contractors
33. Payment Terms
35. PO Number (if any)
36. Tax Set to apply to taxable items
SCREEN 2 - Rental ITEMS list:
Add Rental Items as appropriate.
SCREEN 3 - Billing TOTALS window:
Pay special attention to:
1. MISCellaneous charges
2. SALES TAX and Tax Set used (top-right of
screen)
3. MILEAGE Charges
4. PREPAYMENT/DEPOSIT
Create the Work Order Now (to reserve items) Y/N
Print This Contract Now? Y/N
Print Invoice for this Contract? Y/N

FZHoEHOY QOO QR +35300QH2090 P
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Pay
spec
ial
atte
ntio

to

Cust
omer
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TENTMAKER Operator Instructions
2 2 8 PRINT EDIT LIST of Groups of Contracts
Verify details of Contract(s) just entered.

Ver. 8.4
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2 2 2 CHANGE Contracts (Header & Items)
Make necessary Contract changes.
Also, wuse this to record future deposits & payments.
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TENTMAKER Operator Instructions
2 2 13 POST CASH RECEIVED to A/R
SAVE: Rental Cash Journal

Ver. 8.4



Appendix C - Cheat Sheets
2 14 Go To
Rental
Module
Managem
ent
Functio
ns

13
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10/99



Ver.

14

18
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Conf
irm
all
Cash
Rece
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were
post
ed
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TENTMAKER Operator Instructions
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14 20 T ransfer Rental Cash to A/R
(Continued next page)
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TENTMAKER Operator Instructions

Menu Option Choice ACCOUNTS RECEIVABLE

Ver. 8.4
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1 14 Go To
A/R
System
Operato
r
Functio
ns
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Ver.

14
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TENTMAKER Operator Instructions
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4 Enter & 1
Edit
Cash
Receive
d
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Ver.
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TENTMAKER Operator Instructions
Go To 1 14

A/R
Syste

Opera
tor
Funct
ions

Ver. 8.4
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D Menu Option Choice

HO® O HAD R M3 0T OWNPR O HT 0

S
(Compar
e with
previou
s total
to
confirm
posting
)

Copyright Codesmiths, Inc. 10/99



24
TENTMAKER Operator Instructions
GENER 3 2 General Ledger Trx Entry/Editing

LEDGE

Ver. 8.4
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3 2 4 Print a Work File Edit List
(Check it - be sure debits match credits)
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TENTMAKER Operator Instructions
3 2 5 Post the Work File to the Permanent G/L file

Ver. 8.4
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Menu Option Choice TENTMAKER
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TENTMAKER Operator Instructions
2 2 Prepare 2
Contrac
ts/Esti
mates

Ver. 8.4
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2 2 "Print This Contract Now?"

Say NO to "Print Invoice For This Contract?"

30 tHHBODQAQ®OITO QR TBO0OQHOZXPITAO

Find

cont

ract

by

pref

erre

d

look

up

meth

od.

Go

to

TOTA

LS

scre

en.
Change #4
- Enter
new
payment
amount.
Change #5
- Enter
new check
number.
Change #6
- Enter
new check
date.

Say

NO

to
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TENTMAKER Operator Instructions
2 2 13 POST CASH RECEIVED to Accounts Receivable
SAVE: Rental Cash Journal

Ver. 8.4
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2 14 Go To
Rental
Module
Managem
ent
Functio
ns

31
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TENTMAKER Operator Instructions
14 18
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CHEC
K &
VERI
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all
item

Ver. 8.4
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14 20 Menu

T~ O o QY30 IR O3S O ER A
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TENTMAKER Operator Instructions
Optio Choice ACCOUNT
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RECEIVA
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14 Go To
A/R
System
Operato
r
Functio
ns

35
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Ver.
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TENTMAKER Operator Instructions
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Enter 1

&

Edit
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TENTMAKER Operator Instructions
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(CHECK
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all
items)
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P 1 14 Go To A/R System Operator Functions
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Journal
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TENTMAKER Operator Instructions
1 14 4 Display A/R Open File Totals
(Compare with previous total to confirm posting)

Ver. 8.4
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Menu Option Choice GENERAL LEDGER
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TENTMAKER Operator Instructions
3 2 General
Ledger
Trx
Entry/E
diting

Ver. 8.4
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2

4

O PR QEO AR O SO S PR

(Che
ck
it -
be
sure
debi
ts &
cred
its
matc
h)
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TENTMAKER Operator Instructions
2 5 P ost the Work File to Permanent G/L file

Ver. 8.4
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TENTMAKER Operator Instructions

Menu Option Choice ACCOUNTS RECEIVABLE

Ver. 8.4
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1 14 Go To
A/R
System
Operato
r
Functio
ns
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Ver.

14
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(Write
down
for
future
referen
ce)
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TENTMAKER Operator Instructions
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4 Enter & 1
Edit
Cash
Receive
d
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TENTMAKER Operator Instructions

LT T 0P HAOBENOOPL-AO0CHECOQOQAO®M3P OECL-AUOBNE OGP OO >N HNZ

Ver.
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Ver.
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SAVE

Cash
Rece
ipts
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nal
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TENTMAKER Operator Instructions

14
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Go To 1 14
A/R

Syste

m

Opera

tor

Funct
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TENTMAKER Operator Instructions

Menu Option Choice

H® O HADO R M3 0T OWNPER O T VRO

S
(Compar
e with
previou
s total
to
confirm
posting
)

Ver. 8.4
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GENER 3 2 General Ledger Trx Entry/Editing
AL

LEDGE
R
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TENTMAKER Operator Instructions
3 2 4 Print a Work File Edit List
(Check it)

Ver. 8.4
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3 2 5 Post the Work File to Permanent G/L file
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TENTMAKER Operator Instructions

Ver. 8.4



Appendix C - Cheat Sheets

Before beginning to Bill completed Contracts you must:
A. Know the Contract/Estimate number (s).

B. Make corrections or additions to Contract charges.

Menu Option Choice TENTMAKER

Copyright Codesmiths, Inc.

10/99



60
TENTMAKER Operator Instructions
2 2 Prepare
Contrac
ts/Esti
mates

Ver. 8.4
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2 8
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Iden
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Ver.
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Find
cont
ract
by
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look
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meth
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SCRE
EN 1
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omer
/Eve
nt
Info
rmat
ion
Scre
en

62
TENTMAKER Operator Instructions
Make changes as needed.
SCREEN 2 - Rental Items Screen
Add/Revise Rental Items as needed.
SCREEN 3 - Totals & Payments window
Adjust Totals/Enter new payments.
Say NO to "Print Contract Now?"
Say NO to "Print Invoice For This Contract?"
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2 2 13 POST CASH RECEIVED to Acc'nts Rec'able (if necessary)
SAVE: Rental Cash Journal
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TENTMAKER Operator Instructions

2 9 BILL
COMPLET
ED
RENTALS
EITHER:

Ver. 8.4
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TENTMAKER Operator Instructions
P i t Billing Edit List
r n a Confirm selections for billing.

Load Invoice forms in appropriate printer.

2 9 5 Print Selected Contracts as Invoices

Ver. 8.4
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2 9 6 Post Invoiced Contracts/Update Receivables
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Ver.

14

Go To
Rental
Module

Managem
ent
Functio
ns
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TENTMAKER Operator Instructions
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14

17
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TENTMAKER Operator Instructions
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14 19
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TENTMAKER Operator Instructions
14 20 T ransfer Rental Cash to A/R (if necessary)

(Continued next page)

Ver. 8.4
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Menu Option Choice ACCOUNTS RECEIVABLE
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TENTMAKER Operator Instructions
1 14 Go To

A/R
System
Operato

Functio
ns

Ver. 8.4



Appendix C - Cheat Sheets

14

4
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TENTMAKER Operator Instructions
3 Enter/ 1
Edit
Sales,
Credit
Memos

Ver. 8.4
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4
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Post Transactions to Main A/R File and to G/L

SAVE:

Sales Journal
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79
Appendix C - Cheat Sheets
4 4
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14 Go To
A/R
System
Operato
r
Functio
ns
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TENTMAKER Operator Instructions

Option
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Choic GENERAL 3
e LEDGER
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TENTMAKER Operator Instructions
Gener 3 2
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P 3 2
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TENTMAKER Operator Instructions
P o s t the Work File to Permanent G/L file

Ver. 8.4
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Menu Option Choice TENTMAKER
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TENTMAKER Operator Instructions
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2

Prepare
Contrac
ts/Esti

mates
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2 14 lled Rentals to Est. History
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TENTMAKER Operator Instructions
2 2 4 DELETE GROUPS by Starting Date
Enter an appropriate cutoff date for Starting
Date (NOT LATER than today). All Estimates with

Starting Date PRIOR TO cutoff entered WILL BE
DELETED.

Ver. 8.4
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2 14 Go To
Rental
Module
Managem
ent
Functio
ns
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Ver.

14
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Use
End
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Mont
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date
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with
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ng
Date
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r to
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will
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DELE
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14 26 C ear MTD, YTD Rental Master Fields
1 Choose to clear ONLY MTD fields.
(Continued next page)

Copyright Codesmiths, Inc. 10/99



98
TENTMAKER Operator Instructions

Menu Option Choice ACCOUNTS RECEIVABLE

Ver. 8.4
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1 9 Go To
A/R End
of
Month
Functio
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Post
to
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Sale
s?
Yes
1/3

Enter &
Edit
Sales,
Credit
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Print
Transactio
n Edit
List
Change/
Delete
finance
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desired
1/3/5

Post
Transactio
ns to Main
A/R File
and to G/L
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9
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TENTMAKER Operator Instructions
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9 4
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TENTMAKER Operator Instructions
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last
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TENTMAKER Operator Instructions
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TENTMAKER Operator Instructions
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9

13
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Menu
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Optio Choice GENERAL
n LEDGER
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2 General 3
Ledger
Trx
Entry/E
diting

Ver. 8.4
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file
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Prin
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file
edit
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Verify
AGAIN.
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3 Print
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TENTMAKER Operator Instructions

7 Print E this month as date range.
Financi n Answer the remaining questions:
al t Profit Centers -- ALL
Stateme e Print Supporting Schedules? Y/N
nts r Show Budgets/Prior Year Comparatives? Y/N

Ver. 8.4
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Menu Option Choice TENTMAKER
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2
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Sele
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2 4 Prepare
Work
Orders

Ver. 8.4
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OR:
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TENTMAKER Operator Instructions
tions

13

Select Contracts needing Work Orders.

Decide on copying Contract Memos to Work Order.

Decide disposition of inventory items not available.

1. Keep item as is - ignore shortage
2. Delete item from Work Order
3. Make item a COMMENT on Work Order.

Edit Work Order(s) to do changes, add more memos, etc.
REMEMBER: Changes on a Work Order DO NOT change the
corresponding Contract.

Print Work Order Now? Y/N

OB OB O =D QoW
W O B O F t® dH QK O

Ver. 8.4
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Menu Option Choice TENTMAKER

Ver. 8.4
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2 4 Prepare 2
Work
Orders
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Ver.

w8 OCOoRONBO=HO d®HHFH® TS O 3 kFH K ™

Iden
tify
Work
Orde
rs
to
be
load
ed.

Revi
ew
and
veri
fy
all
Work
Orde

deta
ils,
memo

etc.
Make
chan
ges/
upda
tes
as
need
ed.

MBER

126
TENTMAKER Operator Instructions
Changes to Work Orders are NOT transferred to the
original Contract.

Decide the loading order for multiple Jjobs.
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2 4 10 Print a Truck Load List

Enter Installation Date targeted.

Describe truck you'll use.

Name the Crew Chief.

Designate descriptions to print. Y/N

Print ONLY Whole Trick Summary? Y/N

Print Job Detail? Y/N

Print Job Parts Summary Y/N

Print Summary for Whole Truck? Y/N

Print Header Memos? Y/N

Print Item Memos? Y/N

Print Setup/Takedown Sheets? Y/N

Enter Work Order Numbers in load order - First
in list is first loaded.
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