Bill Completed Rentals

10.

Chapter Ten

BILL COMPLETED RENTALS

1Module Overview

SAMPLE TENT COMPANY
Billing Completed Rentals

Please select application I

[To change estimates, return to 'Prepare Estimate' menu]

=

Select/UNselect Rentals One By One for Billing
Select/UNselect Rentals By Groups for Billing

Print a Billing Edit List - CONTRACT DETAIL
Print Contract Invoice Recap Report (EF, SI, IP)

Print Selected Contracts as Invoices
Post Invoiced Contracts/Update Receivables

Print Billed Estimate Tax Summary
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TENTMAKER Operator Instructions

The Rental Billing Menu shown above summarizes the steps that are needed to complete
the rental billing process. All billing information is sent to the Rental Sales File and
to the Rental Cash File. Later, these files must be transferred to the OMNI A/R module
where a final posting updates the customer accounts.

10.
1 Explanation of the Billing Options
1. Select/UNselect Rentals One By One for Billing - Allows you to specify the
Estimates that are to be invoiced. If you have selected an Estimate in error,

you can remove it from the billing list by 'unselecting' it. You must know
the Estimate number or the Customer Name/ID to select an Estimate for billing.

You may Select/Unselect either Individually or by groups at will, the
computer remembers all these designations you make until you either change
them, or complete the billing run.

2. Select/UNselect Rentals By Groups for Billing - This option allows you to
specify sets of Estimates that are to be invoiced. If you select a group in
error, you can remove it from the billing list by 'unselecting' it. You
select ranges of attributes to make a group. Having selected a group by some
range of values, vyou also may Unselect individual estimates (or smaller
groups) within that range as convenient.

You may Select/Unselect either Individually or by groups at will, the
computer remembers all these designations you make until either you change
them, or you complete the billing run.

3. Print a Billing Edit List - CONTRACT DETAIL - Once you think you have made all
of your selections, this billing edit list shows you the computer's current
knowledge of those selections. This is your last opportunity to verify your
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:ntals
selections before you print invoices and send the billing
information to the sales and cash transfer files. LOOK AT IT
CAREFULLY.
4. Print Contract Invoice Recap Report (EF, SI, IP) - Produces a

report to help you determine the status of three important types of
Contract/Estimate:

EF means Estimate Finished, has NOT been selected for invoicing, AND
NO PREVIOUS invoice exists.

SI means Selected for Invoicing, but NO previous invoice exists.

IP means Invoiced Previously, ready to post to A/R and Contract
History.

5. Print Selected Contracts as Invoices - Permits you to print or re-print
individual Contracts as Invoices. Selections are made over an Estimate Number
range. At the end, there are choices of setting future status of these
documents, and a decision must be made on whether to post now.

6. Post Invoiced Contracts/Update Receivables - Begins the final invoicing
procedure:

If needed, you are prompted to open new customer accounts as you go.
An optional billing edit list is printed.

An invoice for each contract is printed.

A Rental Sales Journal is printed.

Sales are posted to the Rental Sales Transfer file.

A Rental Cash Journal is printed.

Cash receipts are posted to the Rental Cash Transfer file.

The billed Estimates are transferred to the Estimate history file.
The current Estimate file is reorganized.

7. Print Billed Estimate Tax Summary - This is the same report that is available

on the Rental Systems Management Menu. It is a summary of the taxes collected
for a specified time period.

10.

2 Responses to the Billing 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.

As you begin this option, a check is performed by the computer to determine that
any previous Invoice Posting has been COMPLETED. A posting may have been interrupted
deliberately by an operator (a VERY DANGEROUS thing to do), it may have been interrupted

by the computer because it determined that, for example, there is not enough space in
some needed file to carry out the operation, or it may have resulted from a power
fluctuation (lightening, etc). Whatever the cause, wunder NO circumstances do you want to
initiate a new Invoice Posting before the previous one has been completed. 1In this
situation, vyou will see the following on your screen:

Kk ok ok ok ok ok ok ok ok ok

* WARNING *
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TENTMAKER Operator Instructions
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Last run of Invoice POSTING (Post - Update Receivables)
did NOT COMPLETE ALL REQUIRED STEPS.

That run should be COMPLETED BEFORE Invoicing ANOTHER group of contracts.

To complete the run, choose:
6. Post Invoiced Contracts/Update Receivables
from the following menu.

The following menu referred to is, of course, the Rental Billing menu shown
earlier in this chapter. On this menu, vyou will have another flashing warning about the

previous incomplete posting. HEED THIS WARNING, AND FOLLOW SCREEN DIRECTIONS
CAREFULLY.

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

Ver. 8.4



Bill Completed Rentals

10.

2#1. Select/UNselect Rentals One By One for Billing

SAMPLE TENT COMPANY

Selecting Rentals for Billing

NORMAL - Before Invoicing
Est. Number 930031

Customer Name/Number

Prepared by JRD

Start Date 09/30/99
Thursday

Install At:

City, St Danville, IL

Tent goes on SOD

Comments

W/O #:

Order Type
American Pavilion

P.O. #

End Date

01/01/00 Disc % 00
Saturday

Copyright Codesmiths,

100042
6 Date 06/03/99
AUTO DEALR
(Cus. ID 91016 )
Terms 1%/15
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TENTMAKER Operator Instructions

The screen shown above is the Select Contracts for Billing screen. On this screen
you call up Contracts one at a time for billing. You have the opportunity to view and
verify all header information of the Contract, the Rental Items list, and the payments
summary page. But, NO CHANGES may be made from this place. You must go to main choice
#2. Prepare Contracts/Estimates to make changes.

Procedure:

1. From the Tentmaker Main Options menu, select #9. BILL COMPLETED RENTALS.
Press [ENTER].

2. From the Bill Completed Rentals menu, select #1. Select/UNselect Rentals
One By One for Billing. Press [ENTER].

3. Make the choice of SELECT or UNSELECT as appropriate. Press [ENTER].
4. You come to the Contracts Selection screen (shown above). Enter the Estimate
# of the Estimate which you wish to invoice. You may look up by partial

Estimate Number.

If you don't know the Estimate #, you may also search for the Estimate using
the CUSTOMER NAME/NUMBER. Press [ENTER] alone at the Estimate # field. The
cursor will move to the CUSTOMER NAME/NUMBER field. Enter the Customer's
Name or Number. You may use partial Name or Number to search for an Estimate.
The Estimate Header information is displayed.

5. Respond to the RIGHT Estimate (Y/N/Q) ? prompt. Enter Y (Yes), N (No), or
Q (Quit searching). Default on [ENTER] is N. If you answer N, the next
matching Estimate will be displayed. If you answer Y, you will then need to
press [ENTER] to continue to the next screen.

As further verification of your selection, the Estimate line items and the
Estimate total page are displayed in succession. Press [ENTER] to go through
each screen. Pay special attention to the Totals screen. If the billing
amounts are not correct, you should UNSELECT the Estimate, make necessary
changes to the Estimate from the Prepare Contracts/Estimates Menu, and select
the Estimate again.

6. After selecting one Contract for billing, the cursor returns to the Est.
Number field ready to start another selection. Continue to select one-at-a-
time as long as you wish.

Ver. 8.4
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10.

7.

When finished selecting Contracts for billing, press [ESC] or the Left Arrow
key at the Est. Number field to return to the Selecting Rentals for Billing
menu.

3#2. Select/UNselect Rentals By Groups for Billing

Procedure:

1. From the Tentmaker Main Options menu, select #9. BILL COMPLETED RENTALS.
Press [ENTER].

2. From the Bill Completed Rentals menu, select #2. Select/UNselect Rentals By
Group for Billing. Press [ENTER].

3. Make the choice of SELECT or UNSELECT as appropriate. Press [ENTER].

4, Select the Printer option you wish for this action. Press [ENTER].

5. Specify the group of Estimates to select by entering ranges for Estimate #,
Show ID, STARTing or ENDing Date, and Customer ID. Default value for
[ENTER] on each attribute is ALL. See Chapter One for details of selecting
Estimates by ranges.

When all attributes of your Billing Group are satisfactory, respond N(o) to
the ANY CHANGE ? prompt.

6. Select the Order Types to be included in the Billing Group.

7. Your screen will give feedback on how many Estimates are checked and how many
are selected for billing. To select another group, respond Y(es) to the
query and repeat the process described above.

8. When all groups have been selected, respond N(o).

9. You will have the usual opportunities to view the results on the screen, and
to postpone printing for a later time.

10. You will return to the Group Billing Select/UNselect screen. Press [ESC] or
the Left Arrow to return to the Billing Completed Rentals screen.

11. Press [ESC] or the Left arrow key again to return to the Tentmaker Main

Options menu.

Copyright Codesmiths, Inc. 10/99
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1 Sample Group Billing Edit List

REPORT NAME:

BILGRP.PRT

TENTMAKER Operator Instructions

RUN DATE: 27-DEC-99 SAMPLE TENT COMPANY PAGE 1
RENTALS SELECTED FOR BILLING
Estimates selected: ALL Estimates Shows selected: ALL Shows
Customers selected: ALL Customers END Dates selected: ALL Dates
Run date: 05:59 PM 12/27/99
EST-NUM REF-NO SHOW-ID END-DATE CUS-NUMBER CUSTOMER-NAME EST-AMOUNT TAX MISC MILEAGE EST-TOTAL
930027 12/15/99 00284 Cable Components Inc. 1,346.40 0.00 0.00 0.00 1,346.40
930028 11/20/99 00272 City of Farmer City 9,458.20 690.31 50.00 250.00 10,448.51
930029 11/20/99 00272 City of Farmer City 0.00 0.00 0.00 250.00 250.00
930030 11/20/99 00272 City of Farmer City 0.00 0.00 0.00 250.00 250.00
930031 FPS94 12/21/99 91016 American Pavillion 198.00 12.38 11.88 100.00 322.26
TOTAL CONTRACT AMOUNTS FOR 5 Estimates 11,002.60 702.69 61.88 850.00 12,617.17

8.4



44#3. Print a Billing Edit List - CONTRACT DETAIL

The Billing Edit List allows you to print the Estimates selected by
Customer 1D, Show ID, Start Date, and Customer ID ranges. We recommend that you select
"ALL" for each of these selections. See Chapter One, Report Selections by Ranges for
instructions on setting selection options.

We STRONGLY RECOMMEND that you run a Billing Edit List after you have
selected rentals for billing to be sure that the proper selections have been made. It is
MUCH EASIER to correct mistakes in billing before it takes place than to correct them
after the billing and posting process is complete.

Procedure:

1. From the Tentmaker Main Options menu, select #9. BILL COMPLETED RENTALS.
Press [ENTER].

2. From the Bill Completed Rentals menu, select #3. Print a Billing Edit List -
CONTRACT DETAIL. Press [ENTER].

3. Select the Printer option you wish for this action. Press [ENTER].

4, Specify the Estimates to print by entering ranges for Estimate #, Show ID,
STARTing or ENDing Date, and Customer ID. Default value for [ENTER] alone on
each attribute is ALL. See Chapter One for details of selecting Estimates by
ranges.

CAUTION: The selection(s) you are making here are from among those you
already have selected (and/or comfirmed as selected) for billing. Except in
very unique circumstances, the most appropriate settings here will be ALL.

When all attributes of your Billing Group are satisfactory, respond N(o) to
the ANY CHANGE ? prompt.

5. Select the Order Types to be included in the Billing Group.

6. You will receive prompts about PRINTING MEMOS on the report as follows:

1. For all selected Estimate HEADER RECORDS?
2. For all ITEMS RECORDS of selected Estimates?

The default setting for each prompt is Y(es). To change either of these
settings, respond to the ANY CHANGE ? prompt in the usual manner.

When settings for printing memos are acceptible, respond to the ANY CHANGE ?
prompt with [ENTER] alone.

Copyright Codesmiths, Inc. 10/99



10.

RUN DATE:

10

You will see PROCESSING OCCURRING

generated.

You will have
screen and/or

You return to
the Tentmaker Main Options menu.
Sample Billing Edit List

REPORT NAME:

15-DEC-99 SAMPLE TENT COMPANY

Billing Edit List

BILEDT.PRT

PLEASE WAIT

the Billing Completed Rentals menu.

TENTMAKER Operator Instructions
as the report is

the usual opportunity to review the report on your workstation
just to save the report for future printing.

Press [ESC] to return to

PAGE 1

Kok kKo Kk kK kKR kKo Rk ok Kk K kK ko kR R Ko Kk kK ok kR kK ok ko kK ok K kK ko Kk K ko kK kR kKR ko ko Rk Rk kR K R KRk kK

REPORT OPTIONS

REPORT RUN AT:

Ver. 8.4

Vermillion County Fairgrounds
Center of Race Track, behind Speaker's stage.

Prepared by:

Status: SI
Job:

100074
08/15/99

07/01/99

Estimate Number: 930100 Order Type: PARTY Date: 11/09/99
Tax Set: CHAMPAIGN IL 61820/61821
Bill To: 91036 DALE, JOHN Install At: Danville,IL
15367 E 2200 NORTH ROAD
DANVILLE, IL 61834
ATTN: JOHN DALE
P.O. # Terms: 1% 15, NET 30 W/O Number:
Discount: 00% Start Date: 08/01/99 End Date:
Tent Goes On: Deep Water/Swamp; no bottom.
Comments: Phone: 2173525510
Slsmn: JMD Call Back:
SITE INFORMATION

JMD

000000

1 CATER2 John Michael Dale 355-1234 CATERING Dale's Soup To Nuts
size Color ID Number Description oty Disct % Charges
.30X100 B/W .PBK 100 30X100 TENT 2 6420.00
. FAN FANS 1 20.00
4'x 8’ 0 DF-PANEL 4X8 DANCE FLOOR PANEL 4X8 4 24.00
SUBTOTAL 6464.00
MISC 1000.00
IL6182 TAX 466.90
MILEAGE CHG 0.00
Less  DEPOSIT 0.00
TOTAL 7930.90

ESTIMATE RANGE: ALL

SHOW RANGE: ALL
START DATE RANGE: ALL
CUSTOMER ID RANGE: ALL
11:34 AM
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5#4. Print Contract Invoice Recap Report (EF, SI, IP)

This option permits you to produce a report on the status of three
important types of Estimates relative to invoicing activity. The three types, and their
respective definitions, are as follows:

Estimate Finished (EF) - work is completed, the Estimate has NOT been
selected for invoicing now, AND there is no previous invoice existing.

Selected for Invoice (SI) - work is complete, the Estimate currently IS
selected for invoicing, NO previous invoice exists for it.

Invoiced Previously (IP) - work completed, already HAS been invoiced, ready
to post to A/R and Contract History.

Other important Contract designations include:

Archived to History (AH) - Invoice has been printed and posted to A/R.
Contract needs to be cleared from current file.

Selected to Archive WITHOUT Invoicing (SA) - "lost" jobs or contracts not
fulfilled for some reason.

We STRONGLY RECOMMEND that you run one or more of these reports after you have
selected rentals for billing to be sure that the proper selections have been made. This
gives you still more information (along with the Billing Edit List with Contract Detail)
on which to verify proper Contract/Estimate selections for invoicing. It is MUCH EASIER
to correct mistakes in billing before it takes place than to correct them after the
billing and posting process is complete.

10.
1 Procedure for #4. Print Contract Invoice Recap Report
Procedure:
1. From the Tentmaker Main Options menu, select #9. BILL COMPLETED RENTALS.

Press [ENTER].

2. From the Billing Completed Rentals menu, choose #4. Print Contract Invoice
Recap Report. Press [ENTER].

3. Respond to the usual Printer Selection screen.
4. You come to a ranges selection screen where you may specify Estimate #s, Show
IDs, Date to use and Date range, and what detail to include.

Respond to an ANY CHANGE ? prompt to change any of these parameters for
selection, and then to move ahead.

Copyright Codesmiths, Inc. 10/99
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You come to the Order Types selection screen. Details of making these
selections are found in Chapter One of this manual.

You come to a Contract Status selection screen. Choose among the statuses of
AH, EF, SI, IP, and SA. Respond to an ANY CHANGE ? prompt to make these
selections, and then to move ahead.

You will see:
PRINTING OCCURRING ... PLEASE WAIT
When the selection is completed you see the prompt:
Do you want to print the report for another group?
Additional selections at this stage will be added to those already made.
When all selections are complete, respond with [ENTER] alone.

You will have the usual opportunity to view the report on your workstation
screen, and to delay printing to a future time.

You return to the Billing Completed Rentals menu.
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2 Sample of Contract Invoice Recap Report

RUN DATE: 17-SEP-99

Contract Invoicing Recap Report

Report Name: INVCAP.PRT

SAMPLE TENT COMPANY PAGE 1

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

ESTIMATE RANGE: ALL
WITH STARTING DATES:

ALL DATES

START DT END DT EST NO

(SELECTED CONTRACTS LISTED HERE)

# ESTIMATES FOR SHOW

# ESTIMATES FOR ALL SHOWS

REPORT OPTIONS ESTIMATE RANGE: ALL
SHOW RANGE: ALL
START DATE RANGE: ALL
CUSTOMER ID RANGE: ALL

Include AH contracts? N

Include EF contracts? N

Include SI contracts? Y

Include IP contracts? N

Include SA contracts? N

REPORT RUN AT: 10:46 AM

TY ST EST AMOUNT SHOW TAX CDE STATE
JOB

NO

SHOW TOTAL: $$5,855.88

REPORT TOTAL: $55,885.88

Copyright Codesmiths,

Inc.
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10.
6#5. Print Selected Contracts as Invoices

This option permits you to print or re-print selected Contracts as Invoices. You
have the choice of reprinting Contracts already invoiced and NOT changed since then, or
of reprinting ONLY CHANGED Contracts that already have been invoiced. Selections are made
over an Estimate Number range. At the end, there are choices of setting future status of
the documents, and a decision on posting.

10.
1 Procedure for #5. Print Selected Contracts as Invoices
Procedure:
1. From the Tentmaker Main Options menu, select #9. BILL COMPLETED RENTALS.

Press [ENTER].

2. From the Billing Completed Rentals menu, choose #5. Print Selected Contracts
as Invoices. Press [ENTER].
3. Respond to the query:

Do you want to print a billing edit 1list?

You may benefit from the Billing Edit List to help you make your selections of
Contracts. If you respond Yes, the Edit List is printed and you are taken
back to the Billing Completed Rentals menu while you review the list.

Respond No when you are ready to continue this procedure.

4. Respond to the usual Printer Selection screen. If your invoices print on
special forms, Dbe sure to choose THAT printer.

5. You have an opportunity to print an alignment (in case special forms must be
loaded in your printer).

6. Enter the Invoice Date to use. This is MMDDYY format. Press [ENTER].
7. Respond to the prompt:
REPRINT already INVOICED (but NOT CHANGED) contracts ?

The default here is No. This will reprint ONLY CHANGED, already invoiced

Contracts.

8. Respond to an ANY CHANGE ? prompt when satisfied with these settings.

9. You come to a range selection prompt where you may specify Estimate Numbers to
include.

EITHER: Press [ENTER] alone to request ALL Estimate Numbers.

Ver. 8.4
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10.

11.

12.

13.

14.

15.

16.

17.

18.

OR: Enter Starting and Ending Estimate Numbers to form a desired range.

Respond to an ANY CHANGE ? prompt to change these parameters for selection,
or to move ahead.

The center of your screen will show which estimate is being prepared for
printing as the report is processed.

If you made any selections OTHER THAN ALL, you see the prompt:

Do you want to select another group?
Additional selections at this stage will be added to those already made.
When all selections are complete, respond with [ENTER] alone.

You will have the usual opportunity to view the report on your workstation
screen, and to delay printing to a future time.

You are presented this list of ending choices:

Printing run OK. RETURN TO MENU. (Do NOT post).
Printing run OK. POST INVOICES-UPDATE RECEIVABLES.
Printing run NOT OK. PRINT INVOICES AGAIN.

Printing run NOT OK. DO NOT MARK CONTRACTS INVOICED.

w» wbh e

Type the number of your choice and press [ENTER]. Respond to one last ANY
CHANGE ? prompt.

If you choose to Post and Update Receivables, vyou first come to a prompt
asking you to change paper in your printer (if necessary).

Type DONE and press [ENTER] when you are ready to continue.

You come to a screen giving you information about what the posting will do,
and what happens during posting when others are simultaneously using the
system. There is one inviolable rule:

ONCE YOU START A POSTING, NEVER ABORT IT FOR ANY REASON.
If it momentarily stops because someone else is using a
file, WAIT UNTIL THEY FINISH AND THEN CONTINUE YOUR
POSTING. OR, ask them to exit what they are doing so you
can complete your posting.

When you begin posting, vyou come to a selections screen to choose contracts
to post. If you have made selections earlier in this process, vyou likely
will want to leave these settings on the default values. Respond to the ANY
CHANGE ? prompt.

Choose a printer for producing the posting journal (s). Then enter your
initials as the posting operator. And respond to the ANY CHANGE ? prompt.

The Contracts will be scanned and those to post identified by the computer.
Your screen will report the number of contracts looked at and the number

Copyright Codesmiths, Inc. 10/99
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28.

16
TENTMAKER Operator Instructions
selected for posting. A pre-posting report is produced. You have the usual
opportunity to view the report on your workstation screen. At the very least,
you must look at this report and determine that YOUR selections are the only
ones included.

After verifying the posting selections, respond to the prompt:

Did the report print out O.K. ? [Y]
Respond NO and the preposting report will be generated again.
Respond YES to continue the posting.
Respond to the prompt:

Are you READY to Post All the Contracts shown on the Report [N]
Respond NO to abort the posting -- this is a legal stopping point.
Respond YES to continue the posting.

When the posting is finished you must choose a printer for reports. First,
is the Sales posting report.

You are asked for Input A/R document date. You may enter just I to have the
A/R document date be the same as the contract invoice date. Respond to an
ANY CHANGE ? prompt.

You are shown data on the number of contracts examined, and the number
actually posted to the Sales file. Then, you have an opportunity to view the
posting journal on your workstation screen.

After verifying the Sales posting selections, respond to the prompt:
Did the report print out O.K. ? [Y]

Respond NO and the Sales posting report will be generated again.

Respond YES to continue the posting.

Choose a printer for the Cash posting and report.

You are shown data on the number of contracts examined, and the number
actually posted to the Cash file. Then, you have an opportunity to view the
posting journal on your workstation screen.

After verifying the Cash posting selections, respond to the prompt:
Did the report print out O.K. ? [Y]

Respond NO and the Cash posting report will be generated again.

Respond YES to continue the posting.

You return to the Billing Completed Rentals menu.
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10.
7#6. Post Invoiced Contracts/Update Receivables

The invoicing process performs the following functions:

If needed, vyou will be prompted to add new customer accounts.

An optional billing edit list is printed.

An invoice for each rental is printed.

A Rental Sales Journal is printed.

Sales are posted to the Rental Sales Transfer file.

A Rental Cash Journal is printed.

Cash receipts are posted to the Rental Cash Transfer file.

The billed Estimates are transferred to the Estimate history file.
The current Estimate file is reorganized.

Before you begin, make sure you are the only one using the Tentmaker
Estimate file. 1Invoicing locks this file for exclusive use.

No one can enter new
Estimates until the posting is complete.

10.
1 Step 1. Adding New Customers

Copyright Codesmiths, Inc. 10/99
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SAMPLE TENT COMPANY ([ESC] to ABORT INVOICING)
Tentmaker -- New Customer Information Estimate #: 000020
1. CUSTOMER Jones, Bob 12. CUST-TYP
2. CUST #  ..... 13. FAX #
14. TAX #

ADD=2 i 15. ACCT STS
............... 16. PMT TERMS

COUNTRY ... .vinvnnn.. 17. TAX SET
zIp L.

@ ~J oy U W
Q
H
=]
%

18. CREDT-LMT ......
9. PHONE  ............
19. BAL-METHD B
10. F/C CODE
20. GETS STM? Y
11. SLS-MAN

KAk Ak hkhkhkhkhkhkhkhkhkhhkhkhkkhhhhkkhhhkhkhkhkhk,_—— BILL_TO INFORMATION ———kkkkhkhkhkhkhkhkhkhkhkhkhkhkkhkkkkk kK%
2002 S. Guadalupe Apartment #301
San Marcos TX 78666

[TAB] assigns an ID automatically.

Ver. 8.4
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NOTE: If you routinely add new customers as you are processing new Estimates, you
may never see this step in the invoicing process.

The following discussion assumes that you have completed the following steps:

1. From the Tentmaker Main Options menu, select #9. BILL COMPLETED RENTALS.
Press [ENTER].

2. From the Bill Completed Rentals menu, select either of:

#1. Select/UNselect Rentals One By One for Billing
#2. Select/UNselect Rentals By Group for Billing

Make the appropriate selections of rentals to bill.

NOTE: NO RENTALS ARE BILLED UNLESS FIRST SELECTED.

3. From the Bill Completed Rentals menu, select #3. Print a Billing Edit List.
CAREFULLY check the contracts that have been selected for billing. Be sure
all amounts are correct, and the proper contracts are included.

4, At this point we would encounter the Tentmaker -- New Customer Information

screen shown above. We pick the story up there.

Procedure:

5. When new customers are referenced but not completely entered while entering
Estimates, the Customer Name will be displayed on the screen. The computer
will search the customer master file trying to find a match on the Customer's
Name. If a match is found, the "old" customer's number and address will be
displayed. You will be asked if this is the RIGHT CUSTOMER?. Answer Y or N.
Default on [ENTER] is N. If you answer Y, vyou will be given the
opportunity to make "ANY CHANGE". If you answer N, the screen will clear and
the bill-to information for that Estimate will be displayed at the bottom of
the screen. An example of the new customer screen is shown above.

6. Enter the CUSTOMER # or press [TAB] to have it automatically assigned.
7. In response to the ANY CHANGE ? prompt, enter all the rest of the new
customer information. When you have entered all of the information, respond

N (o) to the ANY CHANGE ? prompt. The next new customer will be displayed on
the screen.

8. After the information for the last new customer has been entered, the invoice
process will continue.

Copyright Codesmiths, Inc. 10/99
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2 Step 2. Optional Billing Edit List

When all Estimates selected for billing contain only customers of
record, vyou come directly to this spot upon entering #5. Print Selected Contracts as
Invoices. If new customers were encountered, you arrive at this spot after completing
their Customer Information records for A/R as described in the previous section.

1. You will be asked DO YOU WANT TO PRINT A BILLING EDIT LIST?. Answer Y or N.

NOTE: We STRONGLY RECOMMEND that you confirm, every way possible, the data
and selections of contracts for billing. Errors found now are MUCH EASIER to fix than
errors that are carried through the billing and posting process you are about to begin.

If you answer Y(es), the billing edit list is printed. You return to the
Billing Completed Rentals menu. After verifying the chosen Contracts and all their
detail, vyou then choose option #5. Print Selected Contracts as Invoices again.

10.
3 Step 3. Print the Invoices
1. Put the forms for your invoices into the printer.
2. From the Billing Completed Rentals menu, select #5. Print Selected Contracts

as Invoices. Press [ENTER].

3. Assuming you previously have verified the billing selections and all included
data, respond N(o) to the request for another Billing Edit List.

4. Respond to the Printer Selection screen to choose a printer or to save the
documents for later printing.

5. You will be asked if you want to print an alignment form for the invoices.
Answer Y or N.

6. If you answer Y, an alignment form of "X"'s is printed to help you place the
forms properly in your printer.

7. Enter the INVOICE DATE. This is the date that will be printed on the
invoices. Default on [ENTER] is the current system date.
8. You are asked:

REPRINT already INVOICED (but NOT CHANGED) contracts ? [N]

Answering Y (es) will cause ALL previously invoiced contracts to be invoiced

again, along with all those selected for invoicing now. This may be a waste
of invoice forms if duplicates are not needed. The default on [ENTER] is
N (o) . This will cause the printing of your contract selections that include

those NOT PREVIOUSLY INVOICED and those that were invoiced but HAVE BEEN
CHANGED in the meantime.

9. Your selection will be echoed on the screen. Respond to the ANY CHANGE ?
Ver. 8.4
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10.

10.

11.

12.

13.

prompt to make any necessary changes to the date or to your decision about re-
printing UNCHANGED contracts already invoiced. Default on [ENTER] is N.

Enter the STARTING and ENDING Estimate NUMBERS. All estimates with numbers
between and including these numbers will be printed as invoices. [ENTER]
alone defaults to ALL selected Estimates. NOTE: Numeric estimate numbers
MUST include any leading zeros.

Respond to the ANY CHANGE ? to make any necessary changes. Default on
[ENTER] is N.

The invoices are printed. Your screen shows the Estimate/Contract Number
being printed.

You will have the usual opportunity to review the results on the screen, and
to postpone printing until later. We recommend that you at least examine the
results on the workstation screen at this time. A better plan is to get the
results from the printer and carefully review them for accuracy and format.

Step 4. Confirm That The Invoices Printed Properly

You will be given the following options to verify and modify your invoices:

1. Printing run OK. RETURN TO MENU. (Do NOT post).
2. Printing run OK. POST INVOICES-UPDATE RECEIVABLES.
3. Printing run NOT OK. PRINT INVOICES AGAIN.
4. Printing run NOT OK. DO NOT MARK CONTRACTS INVOICED.
After verifying the printed invoices, type the number of your choice and

press [ENTER].

You select choice #1 if the invoices printed are in good order, Dbut for some
reason in your company posting is to be delayed to a future time. Maybe
posting invoices is the job of another person, or it is left to a month end
closing task.

You receive the prompt:
MARK Contracts INVOICED, RETURN to MENU, Do NOT post.

Respond to the ANY CHANGE ? prompt for this query. Respond Y(es) and you
return to the choices mentioned in the previous step (just above).

Respond N (o) (the default value for [ENTER]) and the selected Contracts will
be marked INVOICED. Nothing will be posted to Accounts Receivables. You
return to the Billing Completed Rentals menu.

You select #2 if the invoices printed are in good order AND you wish to post
the Receivables IMMEDIATELY. Your choice is echoed on the screen and you must
confirm it at an ANY CHANGE ? prompt. When all is in order, respond N(o).

You select #3 if the invoices failed to print correctly but no changes to the

invoice data appear needed. This would happen if the printer paper Jjams

during printing ripping several invoices in the process, or a printer might
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malfunction in some other way.

Before selecting #3., make whatever adjustments are necessary to correct the
printing problem, then select #3. to start the invoice printing process
again. You will be using the SAME set of contracts previously Selected. You
will receive an ANY CHANGE ? prompt to review/change other settings entered
as the previous printing was being initiated.

You select #4 if, despite your careful verifying at all previous steps, some
of the invoices have an error. You will be given a message that these
invoices are not valid. Press [ENTER] and you will return to the Billing Menu
to make changes to the Estimates before printing the invoices again.

Step 5. Post Sales Amounts

When invoices have been produced correctly, AND you make choice #2. to
continue with the Posting NOW, vyou will receive the prompt:

Please place the wide paper in the printer.
Type 'DONE' when you have finished.

Remove any invoice forms from the printer and load the wide paper into the
printer. Or, if you have a second printer on your system, you might choose
it instead.

Type DONE. Press [ENTER].
Some processing will take place.
You get the following message:
- - - Posting Functions - -

Updates the rental inventory & A/R Transfer Files.
Marks contracts as 'billed', but leaves them in the contract file.

* * * File Locking * * *
Posting will NOT prevent others from using Tentmaker.
Your posting may be FORCED TO WAIT for data OTHER PEOPLE are using.

POSTING MUST WAIT AS LONG AS IT TAKES FOR DATA IT NEEDS.
You will respond to the prompt: Are you ready to begin Posting [N]

The default value on [ENTER] alone is N(o). This choice will halt posting and
return you to the Tentmaker Main Options menu.

Respond Y (es) to continue with the posting.

You arrive at a selections screen where you may choose the INVOICED CONTRACTS
TO POST by either a range of Estimate Numbers, a range of Show IDs, a range
of Ending Dates, or a range of Customer Ids.
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10.

11.

12.

13.

14.

15.

16.

17.

Your cursor sits at an ANY CHANGE ? prompt. The default value for each
selection attribute is ALL. Respond in the usual way to enter selection
range (s) and then press [ENTER] alone to continue.

Respond to the Printer Selection screen.

You are asked to enter your initials as the posting operator. Do so, and
press [ENTER].

Respond to the ANY CHANGE ? prompt. Make any necessary changes to the
printer selection or operator initials. Default on [ENTER] is N.

The Rental System Posting Journal is printed. This is a PRE-Posting journal
for tracking purposes.

You will have the usual opportunities to view the results on the workstation
screen and to delay printing to a future time.

You will be asked if the report printed out all right. Answer Y or N. If you
answer N, the report will print again and you will again be asked if the
report printed out all right. An example of times when you would want the
report to print again are if the paper jams in the printer or if you have the
wrong paper in the printer.

You will see the prompt:
Are you ready to Post All the Contracts shown on the Report [N]

Respond with the default value of N(o) and posting will be aborted. You will
be returned to the Tentmaker Main Options menu.

Respond Y (es) to continue with the posting.

You will see the message: Posting Sales to the Rental Sales File

Respond to the usual printer selection screen. This is for the Rental System
Sales Journal.

You see the prompt:

Input A/R document date:
[TAB] to set A/R document date
to the contract INVOICE date

Press [TAB] alone to make the date of the sales transactions to be posted to
A/R be the same as the date you put on the Contract Invoice.

Or, enter the date you want these transactions to have in A/R. Use the
MMDDCCYY format.

Respond to the ANY CHANGE ? prompt. Make any necessary changes to the date.
Default on [ENTER] is N.

Processing will show on your screen.
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You will have the usual opportunity to view the report on the screen and/or to
postpone printing to a future time.

You will be asked if the report printed out all right. Answer Y or N. If you
answer N, the report will print again and you will again be asked if the
report printed out all right. An example of times when you would want the
report to print again are if the paper jams in the printer or if you have the
wrong paper in the printer.
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1 Sample Rental System Posting Journal
RUN DATE: 18-AUG-99 SAMPLE COMPANY PAGE 1
Rental System Posting Journal
CONTRACT WRK-OR CUSTOMER NAME SHOW STARTS ENDS TOTAL-CHARGES TAX-STATE POSTING-PMT PREP-BY
960102 780119  NACCO CSV99  07/02/99  07/08/99 9,337.00 0.00 IL .00 csv
960104 780140 Burnside & Associates, Wm 07/03/99 07/05/99 205.59 14.34 IL .00 JMD

2 Contracts to Post (at 3:19 PM by JRD) with Amount Totals: 9,542.59 14.34 .00

Copyright Codesmiths, Inc. 10/99
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2 Sample Rental Sales Journal
RUN DATE: 26-DEC-99 SAMPLE TENT COMPANY PAGE 1
Rental System Sales Journal
DOCUMENT TYPES: 1 = SALE (INVOICE) 3 = CR MEMO 4 = FINANCE CHARGE 5 = DEBIT MEMO TIME: 1:50 P
DOCUMENT USTOMER poc COST APL-TO -----—--——- DISTRIBUTION----—
NO TYP DESCRIPTION DATE NO NAME AMOUNT AMOUNT DOC-NO SLS-ACCT JOB TASK AMOUNT
930027 1 Rental 930027 12/06/99 91018 J. Richard Dennis, Esq 1,346.40 0.00 930027 4140-000 1,346.40
930028 1 Rental 930028 12/06/99 00272 City of Farmer City 10,448.51 0.00 930028 4370-000 50.00
2330-000 690.31
4320-000 250.00
4140-000 9,253.20
0000-000 205.00
930029 1 Rental 930029 12/06/99 00272 City of Farmer City 426.00 0.00 930029 4320-000 250.00
4140-000 176.00
930030 1 Rental 930030 12/06/99 00272 City of Farmer City 250.00 0.00 930030 4320-000 250.00
930031 1 fps94 12/06/99 91016 American Pavillion 322.26 0.00 930031 4370-000 11.88
1234-000 12.38
4320-000 100.00
4140-000 198.00
930032 1 Rental 930032 12/06/99 91019 POTTER, JOHN 13,803.08 0.00 930032 2330-000 933.08
4140-000 12,870.00
SALES TOTALS: 26,596.25 0.00 26,596.25
CREDIT MEMO TOTALS: 0.00 0.00 0.00
GRAND TOTALS: 26,596.25 0.00 26,596.25
5580177 = HASH OF 273869 = HASH OF
DOCUMENT #8 CUSTOMER #5
6 ENTRIES
Ver. 8.4
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Step 6. Post Cash Amounts

Following the completion of Posting Sales Amounts described in the previous
section, you come to another Printer Selection screen to initiate Posting of
Cash Amounts.

You will see the message: Posting Cash to Rental Cash File

Respond to the usual printer selection screen. This is for the Rental System
Cash Journal.

Processing will show on your screen.

You will have the usual opportunity to view the report on the screen and/or to
postpone printing to a future time.

You will be asked if the report printed out all right. Answer Y or N. If you
answer N, the report will print again and you will again be asked if the
report printed out all right. An example of times when you would want the
report to print again are if the paper jams in the printer or if you have the
wrong paper in the printer.

Processing will take place. You will return to the Tentmaker Main Options
menu.
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10.
1 Sample Cash Journal

REPORT NAME: PSRCSH.PRT

RUN DATE: 26-DEC-99 SAMPLE TENT COMPANY PAGE 1

Rental System Cash Journal

USTOMER RECEIPT CHECK CASH AMOUNT DISCOUNT TOTAL-CR APPLY-TO MISC-AMOUNT G/L
NO NAME DATE NO RECEIVED ALLOWED TO-CUS-ACC DOC-NO RECEIVED ACCT-DPT DESCRIPTION
0 = HASH OF CUST NOS TOTALS: 0.00
0 ENTRIES TOTAL CASH RECEIVED: 0.00

Ver. 8.4
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8 BAD POSTING RECOVERY PROCEDURE

The following describes what to do when you have chosen the Invoice
Posting option by mistake.

10.

1 Aborting Posting

If the post option has inadvertently been selected after invoices have been printed,
but the procedure has not moved beyond the point of asking for the entry of an A/R
Document Date (a posting date), the post can be aborted by pressing [ESC], or, if that
doesn't work, Dby entering a [CTRL] + [C] (hold the [CTRL] key down and then press the [C]
key). This will produce an error message and the program will stop.

WARNING: Once past the point of entering an A/R Document Date and the posting
process is proceeding, DO NOT attempt to abort it. It will take more time and
trouble to fix partially updated data files than to reverse the posting after it has
finished.

10.
2 Recovering contracts lost from a posting

To restore contracts which have been removed from the current contract file to the
history file through erroneous invoice posting, use the function on the main Tentmaker
Menu called:

#11. CREATE NEW ESTIMATE FROM HISTORY

This procedure will restore contracts with all original information EXCEPT THE
START AND END DATES. After the archived contract is copied back to the current file,
you will be able to proceed through the contract entry process just as though you had re-
entered the contract yourself.

Possible problems of contract recovery.

1. Posting updates the DAYS USED fields and the CHARGES fields in the Rental
Master (inventory) file for all of the items included on the posted contracts.
If the recovered contracts are RE-POSTED later, the Master file will be
updated TWICE for use of the same items.

2. Any sale and payment dollar amounts in contracts which are posted are placed
in the Tentmaker A/R transfer files so they later can be posted to the
Accounts Receivable module (if your TM system has been set up to interface to
A/R) . If the recovered contracts are RE-POSTED, the same dollar amounts will
be ADDED AGAIN to the transfer files. You can check on the contents of the
transfer files, Dbefore posting them to A/R, by going to the #14. Rental
Module Management Functions menu and choosing:
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#17. PRINT RENTAL SALES EDIT LIST
and
#18. PRINT RENTAL CASH EDIT LIST

Note that if any amounts are incorrectly posted to A/R, they can be deleted
there while they are still in the A/R Work file and before they are posted to
the main A/R accounts. It is also possible to remove incorrect amounts from
the TM transfer files before posting them to A/R.

3. Recovering contracts from the archive files back to the current contract file
DOES NOT REMOVE THEM FROM THE ARCHIVES. So, if the recovered contracts are
RE-POSTED, they will be added to the archives AGAIN. Other than possibly
causing some confusion at a later point, and taking up some archive records
that would otherwise be unused, this double posting to history should not
cause any problems.

4, Work Orders are not affected by invoicing-posting contracts, and so any Work
Orders that were created before the original post will still exist after the
contracts are recovered from the archives. This means that if, at any later
point, any recovered contract has its inventory items altered in any way that
would require creating a new Work Order, YOU MUST REMEMBER TO DELETE THE
ORIGINAL WORK ORDER FIRST before creating a new one. Obviously, the SIMPLEST
way to proceed with a recovered contract that has an existing Work Order, 1is
to delete the current Work Order and then recreate it from the recovered
contract. If that delete-recreate process is followed, the contracts and
Work Orders will be back in their normal relationship as they were before the
original contracts were erroneously posted.

If a contract that is recovered from the archives does not subsequently change
in any significant way before its ending date has passed and it is no longer
current, the simplest way to remove that contract from the current file is to
DELETE it and NOT RE-POST it. It doesn't matter, in this regard, whether
the contract had to be re-invoiced. However, if the recovered contract is
changed in any way that affects its schedule dates, or inventory items
included, or any dollar amount charges or payments, vyou will need to contact
Codesmiths, Inc. to make special arrangements to handle the required re-
posting of the updated, recovered contract.

10.

8 Step 7. Transfer Estimates to History

The message Posting Estimates to History displays in the upper left corner of the
screen. The invoiced Estimates are being transferred to the Estimate History file. 1If
the History file is large, this process could take a few minutes. Just be patient.
10.

9 Step 8. Reorganize the Estimates

The message Clearing cancelled and completed Estimates displays in the upper left
corner of the screen. These Estimates are removed from the current files. Then, all of
the remaining Estimates are relinked to their line items. Again, the bigger the file,

the longer it takes. Just be patient.

10.
Ver. 8.4
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10 Step 9. Complete the Posting to A/R

You must now use the two options in Rental Module Management Functions to transfer
the billing information to Accounts Receivable. See Chapter Sixteen of this manual for
complete instructions on transferring the information.

10.
8#7. Print Billed Estimate Tax Summary

The Estimate Tax Summary is a report of all taxes collected on billed contracts for
a specified date range. It was designed to provide you with the information needed to
fill out state and local tax forms.

If you are doing SHOWs in various states and need a summary by show, select a
starting and ending Show ID.

The selection options on the tax summary include: order types, Estimate number
range, Starting Date range, Show ID range.
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RUN DATE 26-DEC-99 SAMPLE TENT COMPANY PAGE 1

Estimate Tax Summary Report

ORDER TYPES INCLUDED: 1 2 3 4 5 6 7 8 9 1011

ESTIMATE RANGE: ALL

ESTIMATES WITH STARTING DATES: ALL DATES

START DT END DT EST NO CUSTOMER TY ST EST TOTAL TAXABLE TAX CHRGE MISC MILEAGE TAX SET

09/30/99 01/01/00 930031 91016 American Pavillion 6 PS 322.26 198.00 12.38 11.88 100.00 IL

10/01/99 11/30/99 930032 91019 POTTER, JOHN 8 PS 13803.08 12870.00 933.08 0.00 0.00 IL

11/15/99 11/20/99 930028 00272 City of Farmer City 1 Ps 10448.51 9458.20 690.31 50.00 250.00 IL

11/15/99 11/20/99 930030 00272 City of Farmer City 1 Ps 250.00 0.00 0.00 0.00 250.00 IL

12/10/99 12/15/99 930027 91018 J. Richard Dennis, Esqg. 1 Ps 1346.40 0.00 0.00 0.00 0.00 IL6182
TOTALS: 26170.25 22526.20 1635.77 61.88 600.00

5 ESTIMATES

REPORT OPTIONS

ESTIMATE RANGE: ALL

SHOW RANGE: ALL
START DATE RANGE: ALL
CUSTOMER ID RANGE: ALL

INCLUDE UNBILLED ESTIMATES? N

REPORT RUN AT:

8.4

2:33 PM
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