Tentmaker - Contract/Estimate Reports

Print Contract/Estim

Which program do you wish to run? I,
1. Print Contracts to Send Out (by Groups)

2. Print Edit List for Groups of Contracts

3. Print Outstanding Contracts (have no work order) Chapter
Four
4. Print Contract Call Back Report
PRINT 5. Print Contract Schedule

CONTRACT/ESTIMATE REPORTS

1Module Overview

The Contract/Estimate Reports menu is shown above. Choices #2 through #5 of this
menu are repeats of options discussed in Chapter Three - Prepare Contracts/Estimates of
this manual. We will not repeat their description here.
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TENTMAKER Operator Instructions

2#1. Print Contracts to Send Out (by Groups)

The Tentmaker Rental Contract form is the final agreement between you and your
customer. Usually, the contract requires a customer signature.

If needed, an alignment form of "X"'s can be printed to help you line up the
contract stock in your printer.

Rental contracts are printed by specifying ranges of Estimate Numbers. See Chapter
One, Report Selection by Ranges for instructions on entering your selections. Also, see
Chapter One for details about how you respond to the Printer Selection screen. As you
select the contracts to print, vyou specify whether or not to print the Header Memos
and/or the Line Item Memos.

As you use this option to select groups of contracts to print (including a group of
just one), you are repeatedly given the choice to select yet another group. This is one
of those situations where repeated selections keep adding on to previous selections,
rather than replacing the previous ones.

1Procedure for #1. Print Rental Contracts to Send Out (by Groups)
Preparation:

A. It is a good idea to have a current edit list of contracts to consult as you
run this option.

Procedure:

1. From the Tentmaker Main Options menu, select #3. Print Contract/Estimate
Reports. Press [ENTER].

2. You come to the Contract/Estimate Reports menu. Select #1l. Print Contracts to
Send Out (by Groups). Press [ENTER].

3. Respond to the usual Printer Selection screen. If using special contract
forms, be sure to choose the printer containing them.

4. You are asked if you wish to print an alignment. This is in case you have
just inserted your contract stock on which the printing must fit.

Respond Y (es) to proceed with the alignment process. You will be asked about
a left margin adjustment. To shift the printing LEFT on the paper stock,
enter a NEGATIVE number of characters to move. To shift the printing RIGHT on
the paper, enter a positive number of characters to move. When finished with
an alignment run, you are asked if you wish to repeat the alignment. You may
repeat this as often as necessary.

Respond N (o) when you are sure alignment is OK.
5. Respond to the prompt:

Sort the Estimates First?
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Print Contract/Estimate Reports

You will only see this prompt if new contracts have been entered since the
file last was sorted.

Respond Y (es) to perform the sort. Respond N(o) to continue without sorting.
6. Enter a STARTING and an ENDING Contract Number to print.
Press [ENTER] alone to select ALL contracts for printing.

If you are using numerical estimate numbers, you must include here any
leading zeros.

Respond to the ANY CHANGE ? prompt to change your entries or to finish and

continue.
7. You are given a list of print options available for your use. They are:
1. Copies to print?
Customer copy? (default is Y)
Execution copy? (default is N)
2. Print line count at left margin? (default is N)

MEMOS TO PRINT
3. The general contract memo (field #27)? (default is N)
4. The line item memos? (default is Y)
5. Format to use:
1=TOTAL only - no line item pricing
2=DETAIL - print line item pricing
3=NONE - no pricing at all
4=STD/DISC - standard prices/total contract discount
5=STD/DETAIL - List price/your price

From the ANY CHANGE ? prompt, type the number of your choice and make your
desired selection.

When all choices are satisfactory, respond to the ANY CHANGE ? prompt to
continue.

NOTE: The choice to "Print line count at left margin" 1is useful for
diagnosing printer problems when installing or moving around printers.

8. Processing will take place. When finished, vyou first will have the
opportunity to select another group of contracts for printing.

Respond Y (es) to select more by repeating the above instructions.
Respond N (o) to continue.

9. You will have the usual opportunity to view the report on your workstation
screen or to postpone printing to a future time.

10. You return to the Tentmaker Main Options menu.
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2Sample of Generic Rental Contract Form

REPORT NAME: CNTRCT.PRT

CUST: 91036

TENTMAKER Operator Instructions

Usually on a preprinted form

11/09/99
930100
JOHN DALE
15367 E 2200 NORTH ROAD Starting: 12/15/99
DANVILLE, IL 61834 Ending: 12/30/99
Phone: 2173525510 P.O. #:
SITE INFORMATTION ————----—m——mmmmm
Northeast corner of parking lot behind the store.
QTY ITEM RENTED DAYS MIN CHARGE ADDL CHARGE TTL CHARGES
1 30X100 TENT 15 900.00 210.00 6,420.00
Notes: WARNING -- DO NOT PLACE THE ABOVE TENT over any Dog Tooth Violets.
2 FANS 15 0.00 0.00 20.00
Notes:
THESE ARE EXAMPLES OF A MEMO ATTACHED TO AN ESTIMATE LINE
ITEM.
1 DANCE FLOOR PANEL 4X8 15 0.00 0.00 24.00
Subtotal: 6,464.00
Miscellaneou: 1,000.00
Ta. 150.00
Mileag 0.00
Payments Rec'd: 0.00
WE APPRECIATE YOUR Total: 7,464.00
BUSINESS!

1% 15, NET 30

Lessee is responsible for locating and marking underground utilities.

Deep Water/Swamp; no bottom.
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