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Rental Module Management Functions - Data Entry/Lookup/Print

Chapter Fifteen

RENTAL MODULE MANAGEMENT FUNCTIONS
Data Entry/Lookup/Print

15.
1Module Overview
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Tentmaker

TENTMAKER Operator Instructions

Systems Management Functions

Data Entry/Lookup/Print
1. Rental INVENTORY
2. Rental ASSEMBLIES
3. SHOWS/EVENTS
4. CONTRACT Entry DEFAULTS
5. Outside PEOPLE (Suppliers)
6. Tent BASE Types
7. Inventory LOSSES/ADDS/CNGS
8. Bar Code Functions

Contract Amounts for A/R

17. Print Rental Sales Edit List
18. Print Rental Cash Edit List

19. Transfer Rental Sales to A/R
20. Transfer Rental Cash to A/R

Pick a Function by NUMBER -

Print Management Reports

9.
10.
11.
12.

13.

14.

15.

l6.

Estimate Recap Reports

Estimate Tax Summary

Sales by G/L Acct Number Report
Work Order Item Usage Report
Rental Valuation Report

Rental History By Customer
Adjustments History

Adj History Cross Reference

Periodic File Maintenance

Renew PRT/DSPL COPY of Schedule
Renew RENTED file from Wk-Ords
Clear out POSTED/DELETED Cntrcts
Clear out old work orders

Purge Rental History Files

Clr MTD/YTD Rental Master Fields

or hit [ENTER] for System Operator MENU I
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When you select #14. Go To Rental Module Management Functions from the Tentmaker
Main Options menu, vyou first arrive at the Systems Management Functions menu (shown
above). As you can see from the above screen, the functions are divided into four sets
of related operations.

1. Data Entry/Lookup/Print operations on the major data files of the Tentmaker
system.

2. Print Management Reports.

Contract Amounts for A/R.

4. Periodic File Maintenance.

w

In this chapter, we discuss the first of these sets of operations, the Data
Entry/Lookup/Print options. The other sets are discussed in Chapters Sixteen through
Eighteen respectively. These programs need to be run periodically to keep the Tentmaker
module running smoothly. (See Chapter One for a suggested list of procedures.)

IMPORTANT: The System Management Functions are an integral part of initializing
the software when you purchase it, and in maintaining stable operation as you use the
software. NO portion of Systems Management should be used without the assistance of a
KNOWLEDGEABLE System Operator. If you do not understand ANY option, DO NOT USE IT.
Contact your System Operator or a Software Support person.

WARNING: Running certain programs in Systems Management can DESTROY
valuable information!! Be SURE you need to run a program before selecting it. If you
have any doubts or questions, first contact your System Support person.

Because of the potential dangers mentioned above, the Tentmaker Systems Management
Functions option may be password protected. If you choose to initiate this security
feature, then when you choose #14. Go to Rental Module Management Functions from the
Tentmaker Main Options menu, you first encounter the prompt:

Please enter password

You type a password at this prompt. Asterisks (*) will show as you type. If the
wrong password is entered, the program will return you to the Tentmaker Main Options
menu.

It is important to establish a password for access to the Rental Module Systems
Management Functions.

15.
1 Explanation of Rental Systems Management Options
1. Rental INVENTORY - sets up and maintains the Rental Master Inventory file
(RNTMAS) . Use this option to:

Build initial rental inventory
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Change inventory records

Look-up inventory records

Delete inventory records

Print inventory by Size, Color, 1ID, or (if used) Barcode number

Print inventory by warehouse location

Print short one line listing of inventory

Print rental price list

Create new inventory entries from current ones

Create new inventory entries from Assembly records (for "pricing"
records)

Rental ASSEMBLIES - Set up and maintain the database of bills of materials for
tents and other rental items that are assembled from the "real" invemtory
items. Use this option to:

Add New Assemblies

Change Assemblies

Delete Assemblies

Display an Assembly on the Screen

Print out a list of Assemblies (All information)

Print out a list of Assemblies (Short listing)

Create new Assembly by copying a current record

Create new Rental records by copying Assemblies

SHOWS/EVENTS - Set up and maintain the database of big Show records. A Show
is a collection of jobs or contracts having a common venue or common dates or
other major similarity. Use this option to:

Add new Show records to the database

Change existing Show records

Delete no longer needed Show records (individually or by ending date

range)
Print a list of Show records

CONTRACT Entry DEFAULTS - Sets up the defaults and menu options that are used
in contract entry and in work order entry. Use this option to:
Set the contract (order) types you will be using
Set the automatic numbering sequences for Estimates/contracts, work
orders, invoices
Set/change the default comments and messages that appear on a new
contract and on Work Orders
Edit your company name that appears on reports

Outside PEOPLE (Suppliers) - Set up and maintain the database of information
on subcontractors and suppliers for rental events. Use this option to:
Enter new records for suppliers
Change existing records of suppliers
Delete o0ld supplier records
Print a listing of current suppliers
Create mailing labels to suppliers (either singley or in a batch)

Tent BASE Types - Set up and maintain the database of installation
environments you will need to write Contracts\Estimates. Use this option to:
Enter new tent base records
Change existing tent base records
Delete old tent base records
Print a listing of current tent bases

Inventory LOSSES/ADDS/GAINS - Enter and track changes to your inventory master
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15.

file that occur as a result of new purchases, damage/loss, retirement,
sales, etc. 1In addition to maintaining a database of such changes, this
option manages posting of the changes to the Rental Master file (RNTMAS).
Edit list reports and posting journals are produced.

Bar Code Functions - If activated in System Operator Functions (see Chapter
Nineteen of this manual), this option provides for a barcoded data interface
between your rental inventory and the Tentmaker system. Use this option to:
Create barcoded load list to transfer to a barcode scan device.
Transfer that barcoded load list to a scan device
Retrieve a barcoded file from a scan device
Update the Rental Master file based upon barcoded information

2#1. Rental INVENTORY

SAMPLE TENT COMPANY RENTAL ITEMS File: MAIN MENU

Please select application I
1. ADD new rental item(s)
2. CHANGE/INQUIRE rental item(s)
3. DELETE rental item(s)
4. PRINT by SIZE/COLOR/ID/BARCODE no
5. PRINT by WAREHOUSE LOCATION

6. PRINT short one line listing
7. PRINT rental price list

8. CREATE a new entry from a current RENTAL record
9. CREATE new Rental records from ASSEMBLY records
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From the Tentmaker Systems Management Functions menu, choice #1. Rental INVENTORY
provides the tools maintain your rental inventory information. The Rental Item Menu shown
above lists all of the functions that are used to keep the rental item file (RNTMAS)
accurate.

The Rental Item Master Records can be divided into two categories: real items and
pricing records. Real inventory items are those that may be counted accurately. They may
or may not have a rental value by themselves. Rather they merely may be components of a
Bill of Materials for a composite object that is rented as a whole (like a tent). Pricing
records are those that contain just rental rates charged for the defined collections of
inventory items (assemblies). See Appendix B for a complete description of each type of
master record.

See the instructions for add/change/delete/print in Chapter One of this manual for
detailed instructions about these functions.

15.
1 Explanation of Rental Item Master Options

1. ADD new rental item(s) - Collects the information for a rental master record.
Use this option to:
Add a new master record or pricing record to the Rental Master File.

2. CHANGE/INQUIRE rental item(s) - Allows you to change any information on an
existing Rental Item. Use this option to:
Update pricing and conditions
Correct quantities
Review information for a particular rental item

3. DELETE rental item(s) - Removes rental items from the master file. This
function may be password protected to prevent inadvertent deletions.

Ver. 8.4
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CAUTION: Before you delete a rental item master record,
make sure it is not on any outstanding contracts or work orders.

4, PRINT by SIZE/COLOR/ID/BARCODE No - Prints a complete listing of all of the
rental item master information. Use this option to:
Verify that entries are in the rental item file when you start up.
Review any or all rental item master records.

5. PRINT by WAREHOUSE LOCATION - Prints a one line/item listing sorted by
warehouse location. Use this option to:
Verify the location of each rental master item.
Provide the warehouse staff with a listing of item locations.

6. PRINT short one line listing - Prints an abbreviated master listing sorted by
size/color/ID. Use this option to:
Provide sales people with a list of rental items
Produce a listing that is more manageable than the SIZE/COLOR/ID
complete listing.

7. Print rental price list - Prints a complete price list sorted by
size/color/ID. Use this option to:
Verify prices of each rental master item.
Provide sales people with a list of rental prices.

8. CREATE a new entry from a current RENTAL record - Provides a way to copy
partial information from an existing rental item record to a new one. Use
this option to:

Provide receiving personnel a fast way to record new rental items
similar in some respects to already inventoried items.

9. CREATE new Rental records from ASSEMBLY records - Provides a way to treat
assemblies as single rental items. Use this option to:
Make a single rental entry to establish pricing for frequently used sets
of items in your inventory.

15.

1 Responses to the Rental Item Master Menu

To select an option, type the number that appears to the left of the description.
To return to the Tentmaker Main Menu, press [ESC] or the Left Arrow key.
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15.
3 The Rental Item Master Screen
SAMPLE TENT COMPANY RENTAL ITEMS File: ADDING Records
1. ID No. APM50035 17. Days Used MTD 59
2. Size 20" APM 50' 18. Days Used YTD 89
3. Color W 19. Days Used LTD 129
4. Descrip. VINYL MID T9675 20. Erct MTD 2
Alternate VINYL MEDIUS T9675 21. Erct YTD 5
5. Condition GOOD 22. Erct LTD 12
6. Wrhse Loc 23. Charges MTD $0.00
7. Bar Code Tag 24. Charges YTD $0.00
8. Min Chgs $0.00 25. Charges LTD $0.00
9. Min Days 0 26. Taxable (Y/N) N
27. Quantity 3
10. Addl Chgs $0.00 28. Weight 60
11. Per # Days 0
29. Update Schedule (Y/N) Y
12. Item Cost $0.00 30. Assembly ID:
13. Date Acqg'd 04/15/92
31. Comments:
14. G/L Acct. 4010-000
15. J/C Task
16. Use Forecast 0 32. Memo Y

33. Copy Memo to Contract? N
ANY CHANGE ? ..

Ver. 8.4
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The information on the Rental Item Master screen describes a rental item, sets
rental pricing (if appropriate), and collects information on sales and/or use as
contracts are processed.

15.
1 How to speed up ADDing Rental Items

Usually when you are ADDing a number of rental items, you are doing them by
category. For example, you might begin by entering all your 20x20 VINYL MIDS. After you
enter the first one, asterisks appear next to fields that will be repeated when you type

* as the SIZE entry. If most of the master information for the next several entries is
the same, the fastest way to enter another item is:
1. Type the ID number and press [ENTER].
2. Type * at the SIZE prompt. Press [ENTER]. Most of the information from the
last item is repeated. Those fields NOT repeated are Item Cost (more likely
to vary), Quantity (ditto), and the monthly/yearly accumulation fields for

Days Used and Charges (for new items these are zero anyway) .

3. The ANY CHANGE ? prompt appears.

4. Type the number of any field that needs to be changed.

5. Press [ENTER] alone at ANY CHANGE ? when you have finished all changes.

6. You're ready to enter another item. The cursor is back at the 1. ID No.
field. Repetition of the fields marked * will continue from the previous
entries.

15.
2 1. ID No.

ID Number is a twelve character alphanumeric field. The ID number is the primary

field used to identify a rental item. Each ID number MUST BE unique. See Appendix
B for important suggestions on how to properly format the ID numbers.

If there is an ID number conflict, vyou will be informed by the system and required
to revise your entry before continuing.

In CHANGE mode, vyou can press [ENTER] to bypass the ID number and look up an item
by size or by color.

One mistake that novice Tentmaker users frequently make is to try to cram the
complete "life story" of a rental item into the ID No. field. Keep your ID Nos. simple --
remember, you have several other fields in which to put information.

Copyright Codesmiths, Inc. 10/99
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3 2. Size

SIZE is a twelve character alphanumeric field that describes the
physical dimensions of the item. This field may contain other information such as "MID"
or "END".

WARNING: DO NOT LEAVE SIZE BLANK.

If SIZE really is not important for the item, enter something like zero
or "NA" or use the field for more descriptive information for the item.

In ADD mode, SIZE repeats the previous entry if an asterisk (*) is
entered.

In CHANGE mode, vyou can press [ENTER] alone to bypass size and lookup an item by
color. Also in CHANGE mode, vyou can enter a partial size to see all matches to your
partial specification.

When you are working on a contract, the first search field you can use to locate a
rental item is SIZE. Be consistent in the way that you designate SIZE. Remember that the
automatic assembly process checks SIZE when it is looking for items to place on a work
order.

NOTE: Once entered, the SIZE of an item may NOT be changed through the regular
edit functions of #1. Rental INVENTORY. For information on correcting errors in SIZE or
COLOR of a rental item, consult the section Changing SIZE or COLOR in Rental Master File,
found in this later in this chapter under: Inventory LOSSES/ADDS/CHANGES.

15.
4 3. Color

COLOR is a six character alphanumeric field. See Appendix B for suggestions on
standardizing color designations. DO NOT LEAVE THE COLOR BLANK. If COLOR really is
not important for an item, enter zero, or "NA," or use the field for some other
important information.

In ADD mode, COLOR repeats your previous entry when you enter * at the SIZE field.

In CHANGE mode, vyou can enter a partial color designation to review all items with
a particular color.

When you are working on a contract, the second search field you can use to locate a
rental item is COLOR. Be consistent in the way that you designate color. Have a unique
name or abbreviation for each color in your inventory. For example, if the color white is
in your inventory, avoid sometimes calling it WHITE, other times WH, still other times
W, etc. Decide on ONE NAME for the color and use it wherever it is needed. Remember
also that the automatic assembly process checks color when it is looking for items to
place on a work order.

Ver. 8.4
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NOTE: Once entered, the COLOR of an item may NOT be
changed through the regular edit functions of #1. Rental INVENTORY. For
information on correcting errors in SIZE or COLOR of a rental item, consult
the section Changing SIZE or COLOR in Rental Master File, found later in
this chapter in the section: Inventory LOSSES/ADDS/CHANGES.

15.

5 4. Descrip.

DESCRIPTION is a twenty-five character alphanumeric field. 1In a Pricing record (one
tied to an Assembly), this description is printed on the contract. For a 'real' item (a

basic item or part), the description is printed on work orders.

In ADD mode, the description from your previous entry is repeated if asterisk (¥*)
is entered at the SIZE field.

15.
6 Alternate Description

Directly under the 4. Descrip. field is a space for another description of the
inventory item. This space may be used in different ways depending upon the nature of
your business. Some users will use this space for a more technical description of the
item to be printed for work crews on Work Orders. Alternatively, this space may be used
to hold a non-English description of the rental item, again to be printed on Work Orders
for non-English speaking work crews.

15.
7 5. Condition

Condition is a four character alphanumeric field that is your general classification
of the item's physical condition. A condition preference table set up in Systems
Management is matched against an item condition when a rental item is assembled. It is
important that conditions be entered consistently. See Appendix B for suggestions on how
to enter conditions.

Condition is not used on 'pricing' records.
In ADD mode, the condition from the previous entry is repeated if asterisk (*) 1is

entered at the SIZE field.

Remember, if you plan to use the Tentmaker automatic assembly option,
condition on 'real' items is very important.

Copyright Codesmiths, Inc. 10/99
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15.

8 6. Wrhse Loc

The Warehouse Location is a ten character alphanumeric field to
describe where an item is stored.

In ADD mode, the location from the previous entry is repeated if asterisk (*) is
entered at the SIZE field.

You should spend some time preparing a list of the names you will use for your
various warehouse locations. It is important that items be given a location designation
consistent with other items that you perceive to be in the same or nearby locations. The
Tentmaker system includes a report of rental items by warehouse location. If the name you
use for each location is not unique and consistently used, such a report will be of
little value.

15.
9 7. Bar Code Tag

An optional feature in Tentmaker, Barcoding is activated by a Yes/No switch in the
settings of Rental System Operator Functions. When activated, this field of the rental
record houses a readable version of the bar code tag associated with the rental item.

If you attempt to make use of bar codes for your inventory, contact Codesmiths,
Inc. before you start. Bar Code scanners are programmable devices and there must be a
close agreement between the data Tentmaker produces/receives and the data a bar code
scanner receives/produces.

15.
10 8. Min Chgs
Minimum charge is the charge for the minimum rental period entered in Field #9. It
is the basis for automatically calculating rental charges. For example:
You charge $250.00 for a tent if it's rented 1 day, 2 days, or up to 5 days.
After 5 days, you charge an additional $20 per day. In this case, your
entries would be:
8. Min Chgs $250.00
9. Min Days 5
10. Addl Chgs $20.00
11. Per # Days 1
A minimum charge is entered on a pricing record only. Tent components used to make
Assemblies (but NOT otherwise rented) do not have charges. Add-on items such as tables,
chairs, lights, etc. might include prices depending upon your rental policies.
In ADD mode, the minimum charge from the previous entry is repeated if

asterisk (*) is entered at the SIZE field.

NOTE: 1If you wish to have the computer participate in the calculations of
charges for Contracts/Estimates, then there MUST BE entries in Fields 8 thru 11, the
fields for charges and durations.

Ver. 8.4
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11 9. Min Days

This is the length of the shortest rental period allowed for the item. If your
charge for a tent is the same for a one day rental as it is for a five day rental, then
the minimum days is 5.

Minimum days apply only to pricing records, and to records of items for which you
would charge individually.

In ADD mode, the minimum days from the previous entry is repeated if asterisk (¥*)
is entered at the SIZE field.

NOTE: 1If you wish to have the computer participate in the calculations of
charges for Contracts/Estimates, then there MUST BE entries in Fields 8 thru 11, the
fields for charges and durations.

15.
12 10. Addl Chgs

This is the additional charge that is added for a rental longer than the minimum
days in field #9. In most cases, this charge is a per day charge. For an explanation,
see the example under #9. Min Days above.

Additional charges apply only to pricing records, and to records of items for which
you would charge individually.

In ADD mode, the additional charge from the previous entry is repeated if asterisk
(*) 1is entered at the SIZE field.

NOTE: 1If you wish to have the computer participate in the calculations of
charges for Contracts/Estimates, then there MUST BE entries in Fields 8 thru 11, the
fields for charges and durations.

15.
13 11. Per # Days

The number of additional days applies to the additional charge entered in field #10.
Copyright Codesmiths, Inc. 10/99
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If you charge $100 for every two days beyond the minimum rental time, your
entries would be:

10. Addl Chgs $100.00
11. Per # Days 2

Additional days apply only to pricing records, and to records of items for which
you would charge individually.

In ADD mode, the additional days from the previous entry are repeated if asterisk
(*) is entered at the SIZE field.

NOTE: 1If you wish to have the computer participate in the calculations of
charges for Contracts/Estimates, then there MUST BE entries in Fields 8 thru 11, the
fields for charges and durations.

15.
14 12. Item Cost

The item cost is your original purchase price for a 'real' inventory item. Item
costs do not apply to pricing records for assemblies.

Item costs are NOT repeated from item to item in ADD mode.

NOTE: 1If you wish to make use of the computer Inventory Valuation
reports, you MUST have an entry in this field.

15.
15 13. Date Acq'd

This is the date that you purchased the 'real' inventory item. Acquired dates do
not apply to pricing records for assemblies.

The date acquired is NOT repeated from item to item in ADD mode.
15.
16 14. G/L Acct

The G/L Income Account is used to post billings to the General Ledger. G/L Accounts
apply only to pricing records, and to records of items for which you charge separately.
Ver. 8.4
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This account receives the charges that are posted.

The G/L Account is repeated in ADD mode if asterisk (*) is entered at the SIZE
field.

15.
17 15. J/C Task

The Job Cost Task number is used to post billings to the OMNI Job Cost module. If
you are not using Job Cost, this field should be blank.

Job Cost Task Numbers apply only to pricing records, and to records of items for
which you charge separately.

In ADD mode, the task number from the previous entry is repeated if asterisk (*) 1is
entered at the SIZE field.

15.
18 16. Use Forecast

This field has been inserted with this Tentmaker version in anticipation of a future
revision. With Version 8.0, this field only houses a six character entry -- and it
prints out on the Rental Valuation Report. Nothing else happens as a result of an entry.
We need some feedback from our users as to how such data might be used, what other
processing actions or reports might be associated with this data, etc.

15.
19 17. Days Used MTD

The Days Used Month To Date is an accumulator field that is incremented each time
work orders are cleared. This total is valid only for 'real' rental items. You should
clear this total at the end of each month.

You do not need to enter this information when you are ADDing a new rental item.

15.
20 18. Days Used YTD

The Days Used Year To Date is an accumulator field that is incremented each time
work orders are cleared. This total is valid only for 'real' rental items. You should
clear this total at the end of each fiscal year.

You do not need to enter this information when you are ADDing a new rental item.

15.
21 19. Days Used LTD

The Days Used Life To Date is an accumulator field that is incremented each time
work orders are cleared. This total is valid only for 'real' rental items. You NEVER
should clear this total.

Copyright Codesmiths, Inc. 10/99
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You do not need to enter this information when you are ADDing a new rental item.

15.
22 20. Erct MTD

The Erects Month To Date is an accumulator field that is incremented each time work
orders are cleared, and counts the number of times an item is installed on a job. This
total is valid only for 'real' rental items. You should clear this total at the end of
each month.

You do not need to enter this information when you are ADDing a new rental item.

15.
23 21. Erct YTD

The Erects Year To Date is an accumulator field that is incremented each time work
orders are cleared, and counts the number of times an item is installed on a job. This
total is valid only for 'real' rental items. You should clear this total at the end of
each fiscal year.

You do not need to enter this information when you are ADDing a new rental item.

15.
24 22. Erct LTD

The Erects Life To Date is an accumulator field that is incremented each time work
orders are cleared, and counts the number of times an item is installed on a job. This
total is valid only for 'real' rental items. You NEVER should clear this total.

You do not need to enter this information when you are ADDing a new rental item.

15.
25 23. Charges MTD

Charges Month To Date is an accumulator field that is incremented each time
completed contracts are invoiced. This total is valid only for 'pricing' master records.
You should clear this total at the end of each month. See Chapter 18 for instructions on
clearing the month to date fields.

You do not need to enter this information when you are ADDing a new rental master
record.

15.

26 24. Charges YTD

Charges Year To Date is an accumulator field that is incremented each time completed
contracts are invoiced. This total is wvalid only for 'pricing' master records. You
should clear this total at the end of each fiscal year. See Chapter 18 for instructions

on clearing the year to date fields.

Ver. 8.4
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You do not need to enter this information when you are ADDing a new rental master
record.

15.
27 25. Charges LTD

Charges Life To Date is an accumulator field that is incremented each time completed
contracts are invoiced. This total is wvalid only for 'pricing' master records. You NEVER
should clear this total.

You do not need to enter this information when you are ADDing a new rental master
record.

15.
28 26. Taxable (Y/N)

The Taxable Y/N field is used only for pricing records. A "Y" in this field
triggers the automatic sales tax calculations when a contract is prepared. If sales tax
is not consistent over your customer base (e.g., rentals are taxed in Indiana, but not in
Illinois), set the Taxable Y/N flag to "Y". Then, customers in the non-taxable areas
are set up in Accounts Receivable with a 0.00 tax rate.

REMEMBER: Only set the Taxable Y/N field to "N" if there is no chance that the
item will be subject to tax wherever you do business.

The Taxable Y/N field is repeated in ADD mode from your previous entry if asterisk
(*) 1s entered at the SIZE field.

15.
29 27. Quantity

Quantity is the physical count of your inventory. This entry needs to be as
accurate as you can make it because item shortages are calculated from this information.
The default value for this field is 1. Also, inventory valuation reports rely on this
information.

For a 'pricing' record, the quantity entry has no real purpose in the processing
stream. For 'pricing records' accept the default value of 1.

An accurate count of your real inventory is important. The Tentmaker automatic
assembly process checks the quantity available for rental by subtracting all reservations
from the rental master quantity.

15.
30 28. Weight

With Tentmaker Version 8.0, this field only houses a six character entry. The Work
Order Load reports total these numbers and print the result. Nothing else happens as a
result of that number at this time. We need some feedback from our users as to how such
data might be used, what other processing actions or reports might be associated with
this data, etc.
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15.

31 29. Update Schedule (Y/N)

The Update Schedule flag determines what is placed on the reservation schedule.
'Real' rental items should be set to "Y". Pricing records of assemblies should be set to
"N" .

The Update Schedule setting is repeated from your previous entry when you are ADDing
new rental master records.

15.
32 30. Assembly ID

The Assembly ID links a pricing record to the instructions for building a tent or
for assembling a 'package' rental. The Assembly ID previously must have been entered in
the Rental Assembly file. When you make an entry here, the computer will consult the
Assemblies file to be sure the corresponding record exists.

Only 'pricing' records will have assemblies recorded in this field. Under normal
operation, you automatically will create the 'pricing' records for assemblies. When you
do this, the Assembly ID field here automatically is filled.

For an inventory item, if you try to enter an Assembly ID that does not exist,
follow the bottom screen prompts and you quickly will be routed into the Add Assemblies
module to create the missing record.

15.

33 31. Comments

Comments are two lines of twenty five characters. You can use these lines to add
additional short notes about the rental master item. These comments print only on rental
master reports. Information entered here might take the form of more condition

information (stains, mildew, faded), or it might take the form of special installation
information for the item.

15.
34 32. Memo

This is a Yes/No field that signals the use of an additional Memo Window for adding
discussion or instructions. This material will be printed on the Contract provided you
signal this wish in field #33. Copy Memo to Contract? (see below).

R R IR b I b b b b b Ib b S dh g b b b b b Sb b S S db 2 b b b b b b (Sh S 2 2 S b b b b b Sh 3b db S g S b b b b (b Sb 2b  db 2 b 2 b b b b b dh dh db g 2 b b b (Sb Sb Sb Sh  db g 4

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. 1In
response to this, we have made it possible to include a Memo many different places.

There is no practical limit to the length of each of these Memos.
R IR I I 2 I b b S b db Ib b IR Sb b S b db I S d db b R Ib b S IR I b 2b b b 2b Sb b b db b i db Sb b d Ib b db b b SR Ib b dh I b 2 db b Jb SR b b 2h S b db b S db I b db Ib i db b 4

When you select this field, vyou see the prompt:

Ver. 8.4
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[TAB] to open memo. [ENTER] to continue.

If you press [TAB] to open the memo, a 15-line window headed RNTMAS Notes appears.

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. The computer automatically changes the

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

See Chapter One for details on key presses and functions available to achieve the
various text entry and editing operations.

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 contract via text. Some people, however, Dbecome verbose beyond practical reason.
15.

35 33. Copy Memo to Contract?

A Yes/No field to signal whether the rental item memo is to be copied to a Contract
on which the rental item appears. The memo is copied into the Line Item memo space for
this item on the Contract.

15.
4 Procedure for ADD, CHANGE/INQUIRE, DELETE, PRINT Rental Items

The procedures for the four major actions that may be performed on the Rental Master
database are similar to the general data entry/edit instructions presented in Chapter One
of this manual. Please consult the ADD/CHANGE/DELETE/PRINT section of Chapter One for
details. Specific attention should be paid to the following points when building the
Rental Master Inventory database:

A. Consult the sample Rental Item Master screen shown earlier in this chapter.
Assemble all information needed for each new rental item. Pay attention to
the following:

° Item ID Numbers MUST be unique.

° Thoughtful assignment of ID Numbers can speed later searches of your database.
For example, make the ID Numbers for Frame tent fabrics all start with
something like "FT" followed by digits that determine at least part of the
size (e.g., "FT20" for 20X ? Frame tents. Then add to this a few digits that
count up from 1 or 100, etc. depending upon how many you have in your
inventory.

° Color names or abbreviations MUST be used CONSISTENTLY in all places. Make a
list of what you will call each color before you start, and keep that list in
view as you work.

° Consistent designation of item Condition is a MUST in order for the Tentmaker
system to accurately substitute interchangeable parts (e.g., alternate Red &
White 10x10 Vinyl Tent Tops). Make a list of Condition names you will use and
keep the 1list in view as you work.

° Rental charges should be entered to facilitate automatic calculations of
charges. Items rented individually will need charges information; items used
Copyright Codesmiths, Inc. 10/99
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to build Assemblies will NOT individually have charges. The charges will be
entered in the Pricing record for the whole Assembly.

Item Cost and Date Acquired must be entered if you wish to take advantage of
the Tentmaker Inventory Valuation reports.

An ACCURATE Quantity of the item is a MUST for the Tentmaker system to perform
accurately in scheduling your inventory to avoid overbookings and other
conflicts.

Group your new Rental Items according to the amount of repeated information
across several items. This will help you take advantage of data fields that
repeat their previous entries, and will speed your entry work.

Rental Master Reports - Choices #4 to #7

The four Rental Master Item Reports shown on the Rental Item Master Menu are used to

examine and validate the information about rental items.

Ver.



21
Rental Module Management Functions - Data Entry/Lookup/Print
15.
1 How to Select What You Want on Reports

Copyright Codesmiths, Inc. 10/99



22

SAMPLE TENT COMPANY RENTAL ITEMS File:

Print Out Rental Item Records

Do you wish to print records

By specifying a range of SIZES?
By specifying a range of COLORS?
By specifying a range of ID NUMBERS?

Ver. 8.4
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When you choose one of the "Print" options from the Rental Items menu, you first
may be asked whether you wish the Rental Items to be sorted. This only happens if the
file is out of order as a result of entering new items. Following the usual Printer

selection screen, the SIZE/COLOR/ID Report and the Short One Line Listing begin with the
screen shown above. You can select items to print relative to any of the four listed
attributes. Selecting by SIZE will let you specify a starting and ending size for the
report. Selecting by COLOR will let you specify a starting and ending color
(alphabetically) for the report. Selecting by ID Number will let you enter starting and
ending ID numbers to determine the contents of the report.

You first must select the sort option. After you have made your selection, you will
have the opportunity to specify a starting and ending code for the range. In the example
above, we've chosen to print all of the R (for red) through R/W (for Red/White) items.

If there are any items with color R/B or R/G, they will be included in this range of
colors.

If you want to print all items in the master file, simply press [ENTER] alone for
any one of the starting entries. The default on [ENTER] alone is "ALL items".

You then have the option:
Print items which update the schedule?
Answer "Y" to print 'real' rental items.
Answer "N" to print 'pricing' records.

After the report is processed, you are asked if you wish to print another report
using different selections of size/color/ID. If you answer Y (es), you return to the sort
options questions. If you want to select another range, follow the instructions above.
Answer N (o) and you return to the Work on Rental Item Records menu. Press [ESC] or the
Left Arrow key to exit.

The Warehouse Location report uses the standard report selection options. See
Chapter One for more information on selecting options for a report.

Copyright Codesmiths, Inc. 10/99
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2 Sample of Size/Color/ID Report

RUN DATE: 20-DEC-99

Rental Item Print-Out

Size

Bar-Code

20X30

10X10

10X10

10X20

20X20

20X20 END

20X20 MID

20X30

20X30

20X40

20X20 END

20X20 MID

12 ITEMS

Color

R/B/Y

R/W

R/W

R/W

R/W

R/W

R/W

R/W

R/W

R/W

R/W

ID Number

Qty

Use Forecast

BPT0002
1

GFT0020
5

GPT0001
1

GFT0040
2

AFT0013
10

AXE0021
1

AXM0013
8

AFT0048
BPT0001
1

AFT0050
1

BPE0001
3

BPM0005

REPORT NAME: RNTPRT.PRT

SAMPLE TENT COMPANY

ffffff Description

Days MTD Days YTD
Weight Task Wrhse Loc

CANVAS 1 PIECE BRUNO
0 0

VINYL 1 PIECE
0

CANVAS 1 PIECE
7

VINYL 1 PIECE
0

VINYL 1 PIECE
0

VINYL EXPAND FRAME END
7 7

0

Days LT

Comments

FAIR

GOOD

GOOD

GOOD

D

0

FAIR
0

FAIR

VINYL EXPAND FRAME MIDDLE GOOD

0

VINYL 1 PIECE
0

0

CANVAS 1 PIECE BRUNO
0 0

VINYL 1 PIECE FRAME
0

VINYL PITCH END BRUNO

0

0

VINYL PITCH MID BRUNO
0 0

GOOD

GOOD

GOOD

GOOD

7

0

0

GOOD
0

Min Chg

Chgs MTD

0.00

0.00

0.00

0.00

0.00
0.00
0.00

0.00

0.00

0.00

0.00

0.00

- Days Addl Chg - Days
Chgs YTD Chgs LTD
0 .00
0.00 0.00
0 .00
0.00 0.00
0 .00
0.00 0.00
0 .00
0.00 0.00
0 .00
0.00 0.00
0 .00
0.00 0.00
0 .00
0.00 0.00
0 .00
0.00 0.00
0 .00
0.00 0.00
0 .00
0.00 0.00
0 .00
0.00 0.00
0 .00
0.00 0.00

Copyright Codesmiths,

Cost

G/L Acct

4010-000

0.

4010-000

0.

4010-000

0.

4010-000

0.
4010-000

4010-000

0.

4010-000

0
4010-000

4010-000

0.

4010-000

0.

4010-000

0.
4010-000

Tax?

-

= O

-

0
Y

1

Inc.

10/99
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15.
3 Sample of Warehouse Location Report

REPORT NAME: LOCPRT.PRT

RUN DATE: 20-DEC-99 SAMPLE TENT COMPANY PAGE 1

Rental Items by location

Size Color ID Number — ------ Description ------ Cond. Min Chg - Days Addl Chg - Days Cost Acq. Date
oty Days MTD Days YTD Days LTD Chgs MTD Chgs YTD Chgs LTD G/L Acct Tax? Sched?
Bar Code Use Forecast Weight Task Assembly ID Comments
Locations: ALL Sizes: ALL Colors: ALL

Location: 01-53A

10X10 Y/wW GFT0001 VINYL 1 PIECE GOOD 0.00 0 0.00 0 0.00 /7
19 0 0 0 0.00 0.00 0.00 4010-000 Y Y

10X10 R/W GFT0020 VINYL 1 PIECE GOOD 0.00 0 0.00 0 0.00 /7
5 0 0 0 0.00 0.00 0.00 4010-000 Y Y

10x10 B/W GFT0025 VINYL 1 PIECE GOOD 0.00 0 0.00 0 0.00 /o
3 0 0 0 0.00 0.00 0.00 4010-000 Y Y

10X10 BL/W GFT0028 VINYL 1 PIECE GOOD 0.00 0 0.00 0 0.00 /
2 0 0 0 0.00 0.00 0.00 4010-000 Y Y

10x10 P/W GFT0030 VINYL 1 PIECE GOOD 0.00 0 0.00 0 0.00 /o
1 0 0 0 0.00 0.00 0.00 4010-000 Y Y

10X10 GN/W GFT0031 VINYL 1 PIECE GOOD 0.00 0 0.00 0 0.00 /
1 0 0 0 0.00 0.00 0.00 4010-000 Y Y

10x10 Y/B GFT0032 VINYL 1 PIECE GOOD 0.00 0 0.00 0 0.00 /o
1 0 0 0 0.00 0.00 0.00 4010-000 Y Y

10x10 Y/R GFT0033 VINYL 1 PIECE GOOD 0.00 0 0.00 0 0.00 /o
1 0 0 0 0.00 0.00 0.00 4010-000 Y Y

10X10 Y/0 GFT0034 VINYL 1 PIECE GOOD 0.00 0 0.00 0 0.00 /o
1 0 0 0 0.00 0.00 0.00 4010-000 Y Y

10x10 YRBW GFT0035 VINYL 1 PIECE GOOD 0.00 0 0.00 0 0.00 /o
1 0 0 0 0.00 0.00 0.00 4010-000 Y Y

10 ITEMS ON FILE

Ver. 8.4
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15.
4 Sample of Short One Line Listing

REPORT NAME: RNTPR2.PRT

RUN DATE: 20-DEC-99 SAMPLE TENT COMPANY PAGE 1

Rental Item Short Listing

Size Color ID Number — ------ Description ------ Cond. Quantity
GORILLA MEAN GORILLA GORILLA BILLBOARD GOOD 1
24X24 (0] OFT0002 SILK CURTAIN GOOD 5
ELEC BOOSTBX O ELEC BOOSTBX ELECTRIC SHOCKPROOF BOX GOOD 25
10X10 P/W GFT0030 VINYL 1 PIECE GOOD 1
20X20 P/W AFT0033 VINYL 1 PIECE GOOD 1
20X20 END P/W AXE0019 VINYL EXPAND FRAME END GOOD 1
20X20 MID P/W AXM0012 VINYL EXPAND FRAME MIDDLE GOOD 1
40X40 END P/W TFE0001 40X40 END TCTA NEW 1
40X20 MID P/W TFM0002 40X20 MID TCTA NEW 1
TEEOOE PAINT TEE0001 PAINTED TEEPEE CANVAS GOOD 1
DF PARQUE DF DANCE FLOOR GOOD 25
TEEOOE PLAIN TEE0005 UNPAINTED TEEPEE CANVAS GOOD 1
10X10 END R GME0031 MARQUE END GOOD 10
10X10 MID R GMMO001 MARQUE MIDDLE GOOD 10
05X10 END R GME0001 MARQUE END GOOD 10
COTTON CAN-R R COTTON CAN-R COTTON CANDY MACHINE GOOD 1
20X30 R/B/Y BPT0002 CANVAS 1 PIECE BRUNO FAIR 1
10X10 R/W GFT0020 VINYL 1 PIECE GOOD 1
10X10 R/W GPT0001 CANVAS 1 PIECE GOOD 1
10X20 R/W GFT0040 VINYL 1 PIECE GOOD 1
20X20 R/W AFT0013 VINYL 1 PIECE FAIR 1
20X20 END R/W AXE0021 VINYL EXPAND FRAME END FAIR 1
20X20 MID R/W AXM0013 VINYL EXPAND FRAME MIDDLE GOOD 1
20X30 R/W AFT0048 VINYL 1 PIECE GOOD 1
20X30 R/W BPT0001 CANVAS 1 PIECE BRUNO GOOD 1
20X40 R/W AFT0050 VINYL 1 PIECE FRAME GOOD 1
20X20 END R/W BPE0001 VINYL PITCH END BRUNO GOOD 1
20X20 MID R/W BPM0005 VINYL PITCH MID BRUNO GOOD 1
30X30 END R/W BPE0021 CANVAS PITCH END BRUNO GOOD 1
40%40 R/W AFT0055 VINYL 1 PIECE TENT GOOD 1
40X20 MID R/W AXM0037 EXPAND FRAME MIDDLE GOOD 1
40X40 END R/W NPE0003 VINYL PITCH END EUREKA FAIR 1
40X20 MID R/W NPM0002 VINYL PITCH MID ANCHR FAIR 1
40X20 MID R/W EPM0001 VINYL PITCH EUREKA 7 3/4 GOOD 1
35 ITEMS
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15.
5 Sample of Rental Price List

REPORT NAME: PRICES.PRT

RUN DATE: 21-DEC-99 SAMPLE TENT COMPANY PAGE 1

Rental Price List

SIZES: ALL PRINTED AT 2:30 PM
Size Color ID Number — ------ Description ------ Min Charge Min Days
Add Charge Add Days
06X05 MARQU W .PBK 1463 6X5 MARQUEE 9.00 4
2.10 1
06X10 B/W .06X10 MAR 5 MARQUEE 6X10 18.00 4
4.20 1
06X10 B/W .PBK 1001 6X10 MARQUEE 18.00 4
4.20 1
06X10 BK/W .06X10 MAR 3 MARQUEE 6X10 18.00 4
4.20 1
LT80X220 P .PBK 1847 TRACK LIGHTS 5400 WATTS 0.00 4
0.00 1
LT80X220 W .PBK 1846 TRACK LIGHTS 5400 WATTS 0.00 4
0.00 1
LT80X80 0 .PBK 3049 ARM/GLOBE LIGHT 1440 WATT 0.00 4
0.00 1
LT80X80 0 .PBK 3156 PIN SPOT LIGHTS 10 BARS 0.00 4
0.00 1
LT80X80 AMBER .PBK 1851 TRACK LIGHTS 1800 WATTS 0.00 4
0.00 1
LT80X80 P .PBK 1850 TRACK LIGHTS 1800 WATTS 0.00 4
0.00 1
LT80X80 w .PBK 1849 TRACK LIGHTS 1800 WATTS 0.00 4
0.00 1

11 ITEMS

Ver. 8.4
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15.
5 CREATE new Rental Records from current Rental or Assembly records
The last two options of the Rental INVENTORY menu are:
8. CREATE a new entry from a current RENTAL record
9. CREATE new Rental records from Assembly records
Each of these options permits rapid copying of information into the Rental Master
file. The first (choice #8) lets you copy an existing rental record to a new one. You
might do this either for "real" records or for pricing records. The second (choice #9)

lets you copy data from an existing ASSEMBLY to create a new rental record. You would
ONLY DO THIS to create new pricing records to be associated with that assembly. In BOTH

cases, the new rental records created MUST be given brand new, UNIQUE, ID Numbers.
15.
1 Procedure for #8. CREATE a new entry from a current RENTAL record
Preparation

A) Identify the current Rental record(s) you wish to copy. Use option #6. Print
short one line listing.

B) Know, and have a list of the differences (ID Numbers, Colors, etc.) the new
Rental records are to have.

Procedure

1. From the Tentmaker Main Options menu, select #14. Go To Rental Module
Management Functions. Press [ENTER].

2. From the Systems Management Functions menu, select #1. Rental INVENTORY.
Press [ENTER]. Respond to the ANY CHANGE ? prompt.

3. From the Rental INVENTORY menu, choose #8. CREATE a new entry from a current
RENTAL record. Press [ENTER].

4, You come to a search screen from which you first retrieve the Rental Records
you wish to copy. The cursor is at the ID No. field.

5. ETTHER:
Enter an ID Number of the item you wish to copy. Partial search keys
are supported. Press [ENTER].

OR:
Press [ENTER] alone to move the cursor to the SIZE field. Enter (part
or all of) a size designation of a record you wish to copy. Press
[ENTER]. The cursor moves to the COLOR field. Enter (part or all of) a
color designation of the record you wish to copy. Press [ENTER].

OR:

Enter * to start searching through the rental file one item at a time.
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You will be given (at the bottom of the screen) information about the
size of the Rental file (in records) and an opportunity to enter the
number of a record to start with. The default here is the first record
(No. 1).

The first of any matching records will be displayed. At the bottom of the
screen you will see how many matches to existing records have been made. You
also will see the prompt:

Correct Rental Item (Y/N/Q)?

Respond N or just [ENTER] to reject this record and look at the next match.
Continue this. When all matches have been presented you get the message:

Found LAST matching Item. CR TO CONTINUE

Press [ENTER] to return the cursor to the ID Number field to start a new
search.

Respond [Q] followed by [ENTER] to quit this search. The cursor will return
to the ID Number field to start another search, or to press [ESC] to exit.

Respond [¥Y] followed by [ENTER] when the record you desire to copy is found.
You receive the prompt:
Enter ID code for NEW RENTAL ITEM:

Enter an up to twelve (12) character, UNIQUE, ID Code for the new rental
record. The Tentmaker System will NOT let you duplicate an existing ID Code.
Press [ENTER].

Enter a COLOR for the NEW RENTAL ITEM. Be sure to be consistent with color
designations used elsewhere in the Rental Master file. Press [ENTER].

Respond to the ANY CHANGE [N] prompt to change any of the information being
copied from the old record to the new one. When all information for the new
rental record is in order, press [ENTER] alone.

The system will acknowledge creation of the new rental item.

Press [ENTER] to return the cursor to the ID No. field to start creation of
another new rental record by copying an existing one.

With the cursor on the ID No. field, press [ESC] to exit to the Rental
INVENTORY menu.

Procedure for #9. CREATE new Rental Records from ASSEMBLY records

Preparation:

A)

Identify the current Assembly record(s) you wish to copy. Do the following from

the Tentmaker Main Options menu:
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Take choice #14. Go to Rental Module Management Functions.
Respond to the Password prompt.
Take choice #2. Rental ASSEMBLIES.
Respond to the ANY CHANGE ? prompt.
Take choice #6. Print a List of Assemblies (Short listing).
Generate a listing of the assemblies you wish to copy to new Rental
Pricing records.

B) Know, and have a list of the following for each new Pricing record being
created from existing Assemblies:
The COLORS involved.
The Minimum Charges and the days of the Minimum Rental period.
The Additional Charges and days of Additional Rental period.

Procedure

1. From the Tentmaker Main Options menu, select #l14. Go To Rental Module
Management Functions. Press [ENTER].

2. From the Systems Management Functions menu, select #1. Rental INVENTORY.
Press [ENTER]. Respond to the ANY CHANGE ? prompt.

3. From the Rental INVENTORY menu, choose #9. CREATE new Rental records from
ASSEMBLY records. Press [ENTER].

4, You come to a search screen from which you first retrieve the Assembly Records
you wish to copy. The cursor is at the Assembly ID field.

5. ETTHER:
Enter an Assembly ID of the assembly you wish to copy. Partial search
keys are supported. Press [ENTER].

OR:
Enter * to start searching through the Assembly file one item at a
time. You will be given information about the size of the Assembly file
(in records) and an opportunity to enter the number of a record to start
with. The default here is the first record (No. 1).
6. The first of any matching records will be displayed. You also will see the
prompt:
Correct Rental Item (Y/N/Q)?
° Respond N or just [ENTER] to reject this record and look at the next match.

Continue this. When all matches have been presented you get the message:
No such ASSEMBLY on file. CR TO CONTINUE

Press [ENTER] to return the cursor to the Assembly ID field to start a new
search.

° Respond [Q] followed by [ENTER] to quit this search. The cursor will return
to the Assembly ID field to start another search, or to press [ESC] to exit.
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Respond [¥Y] followed by [ENTER] when the record you desire to copy is found.

The pertinent Assembly data is displayed at the top of the screen. The middle
of the screen contains a five column entry table to use to create up to 10
Rental Pricing records at one time for this Assembly. At the bottom of the
screen 1is the prompt:

-—- Create up to 10 Rental Master Records ---
COLOR creates a rec, other data optional. '<-' to STOP. <CR> to BEGIN

Press [ENTER] and the cursor moves to the first row of the COLOR column.

Enter the COLOR for the first new Rental record to create from this Assembly.
Press [ENTER]. The cursor moves right to the corresponding Minimum Charge
column.

Enter the Minimum Charge for this item, or press [ENTER] alone to leave this
field blank. The cursor moves right again to the corresponding Min Days
column.

Enter the Minimum Days for this item, or press [ENTER] alone to leave this
field blank. The cursor moves right again to the corresponding Addl. Chg.
column.

Enter the Additional Charge for this item, or press [ENTER] alone to leave
this field blank. The cursor moves right again to the corresponding Addl.
Days column.

Enter the Additional Days for this item, or press [ENTER] alone to leave this
field blank. The cursor moves back to the COLOR column of the next row.

Continue entering rows of data for new Rental records as described above.

When finished, and with the cursor in the COLOR field of the next blank row,
press [<-] (the Left Arrow key) to stop data entry.

The bottom screen prompt gives you an opportunity to change data just entered
or to enter more. When all data is correct, press [<-] (the Left Arrow
key) .

Respond to the prompt:
Finished creating/changing data for new Rental records [Y]

Respond N (o) to resume entering/changing data for new records.
Respond Y (es) to continue.

You will step through Fields 51 through 55 at the top of the screen. At each,
if the entry is correct, press [ENTER] alone to go to the next one.

If the entry is not correct in a field, enter the correct data.
Respond to the ANY CHANGE ? prompt.

You will see the prompt:
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14.

15.

16.

17.

18.

Choose either 1) Enter the ID no. for each new record yourself -OR-
2) Enter just 1lst ID (rest will be created from it).

The default value is choice 1.

Make your choice and press [ENTER].

Respond to one more ANY CHANGE [N] prompt. This is the last chance to make
changes in what you have done.

You will be prompted either for a starting ID Number for the new Rental Items
being created, OR for the ID Number you wish assigned to each new record.

Respond to an ANY CHANGE [N] prompt for the ID Number (s) just entered.

The system will acknowledge making the new records. When it finishes, press
[ENTER] to return the cursor to the Assembly ID field to start creation of
more new rental record(s) by copying an existing assembly.

With the cursor on the Assembly ID field, press [ESC] to exit to the Work on
Rental Item Records menu.
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15.
3#2. Rental ASSEMBLIES

SAMPLE TENT COMPANY
Prepare Assemblies

PLEASE SELECT APPLICATIONS
1. Add New Assemblies
2. Change Assemblies
3. Delete Assemblies
4. Display Assembly on the Screen
5. Print out a List of Assemblies (All info)
6. Print a List of Assemblies (Short listing)
7. Create new Assembly by copying a current record

8. Create new RENTAL records by copying Assemblies

Ver. 8.4
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The Rental ASSEMBLIES menu shown above lists the functions that are needed to
maintain the rental assemblies database. Rental assemblies are used to reserve rental
items when a contract/estimate is copied to a work order. (See Appendix B for more
information on the role of an assembly in the Tentmaker module.)

Rental assembly records are divided into two parts: the assembly header that

contains identifying information about the assembly, and the assembly line items that
make up the Bill-of-Materials for the assembly.

Copyright Codesmiths, Inc. 10/99
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1 The Assembly Header Screen

SAMPLE TENT COMPANY
CHANGING Assemblies

1. Assembly ID

2. Size

.20X40 FRAME

.20X40 F

3. Partial ID AX

4. Sidewall

5. UPRIGHT Qty

7. CENTER Qty

9. QUARTR Qty

11. STAKE Qty

12. Descr

ANY CHANGE 7

120
0 6. Size
0 8. Size
0 10. Size
12
.20X40 F

36
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The information on the assembly header screen describes the assembly that is going
to be used.

15.
1 1. Assembly ID

The "Assembly ID" links a rental master pricing record to the proper assembly
instructions. Notice in our example that we've used an assembly ID that matches a rental
pricing record ID. We've found that this cuts down on the number of ID codes you have to
create and remember.

You do not need an assembly record for each color of each tent size. One entry for
20x40 frame tents will suffice, since all of them are constructed of essentially the same
parts (except for canvas color). The assembly process picks up the color from the
contract line item at the time of each rental.

You MUST, however, have an assembly for each SIZE of tent that you rent.

If you have tents from different manufacturers, you must have assembly files for
each size and manufacturer. Ends manufactured for a Bruno tent are not compatible with

MIDs supplied by Anchor Industries. The partial ID number discussed below is a
compatibility guide for the assembly process. (See Appendix B: Be Consistent for further
information.)

The Assembly ID is a twelve character field. Letters, numbers, punctuation, and
spaces are allowed. Assembly IDs must be unique. Duplicates are not allowed. To trigger
a Work Order assembly, the assembly MUST be entered in a rental master record we call a
"pricing record" which contains the related charges information.

15.

2 2. Size

The Size field is for your information only. It appears on internal reports only.

Size is a twelve character field. Letters, numbers, punctuation, and spaces are
allowed. Size does not have to be unique.
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15.

3 3. Partial ID

The Partial ID field is a compatibility guide. If you inventory your canvas as
individual items with separate ID numbers, the assembly process uses the partial ID
number to identify canvas that can be interchanged. In our example above, the "AX" is
used to indicate Academy Expandable canvas. The 20x40 tent being assembled will use only
canvas that has an "AX" as the first two characters of the Rental Master ID Number. (See

the Be Consistent section of Appendix B for further information.)

Partial ID is a twelve character field. Letters, numbers, punctuation, and
spaces are allowed. Partial IDs do not have to be unique.

15.
4 4. Sidewall

The Sidewall entry indicates the number of feet of sidewall needed to enclose a
canopy. Sidewall is not reserved from this entry. If you inventory sidewall as an item,
make a sidewall entry on the assembly line item screen.

Sidewall is a numeric field. Letters, punctuation, and spaces are not allowed.
Decimal quantities are not allowed.

15.
5 5. UPRIGHT Qty
Upright Quantity is a count of the number of uprights needed to construct the
assembled tent. Uprights are not reserved from this entry. If you want to reserve
uprights:
Create a Rental Master item record for each type upright.
Enter an accurate count of each upright available.
Include the uprights in each assembly as a line item.
Upright quantities must be whole numbers. Decimals are not allowed.
15.
6 6. Size
The upright size is the height of the upright. Upright size is a four character
alphanumeric field. For example: 10'S can be used to indicate a 10 foot steel upright.
15.
7 7. CENTER Qty
Center quantity is a count of the number of centers needed to construct the
assembled tent. Centers are not reserved from this entry. If you want to reserve
centers:

Create a Rental Master item record for each type center.
Enter an accurate count of each center available.
Include the centers in each assembly as a line item.
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Center quantities must be whole numbers. Decimals are not allowed.
15.
8 8. Size
The center size is the height of the center pole. Center size is a four character
alphanumeric field. For example: 16'S can be used to indicate a 16 foot steel center
pole.
15.
9 9. QUARTR Qty
Quarter Quantity is a count of the number of quarter poles needed to construct the
assembled tent. Quarters are not reserved from this entry. If you want to reserve
quarters:
Create a Rental Master item record for each type quarter pole.
Enter an accurate count of each quarter pole available.
Include the quarter poles in each assembly as a line item.
Quarter quantities must be whole numbers. Decimals are not allowed.
15.
10 10. Size
The quarter size is the height of the quarter pole. Size is a four character
alphanumeric field. For example: 12'S can be used to indicate a 12 foot steel quarter
pole.
15.
11 11. STAKE Qty
This is a count of the number of stakes needed to anchor the assembled tent. Stakes
are not reserved from this entry. If you want to reserve stakes:
Create a Rental Master item record for each type stake.
Enter an accurate count of each stake available.
Include the stakes in each assembly as a line item.
Stake quantities must be whole numbers. Decimals are not allowed.
15.
12 12. Descr

The assembly description is for your information only. Descriptions can be twenty
five characters in length. The description will print on specific rental assembly
reports.
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15.

2 Assembly Line Items

Change Items (Screen 2 of 2) ASSEMBLY # .20X40 FRAME

Ln# Size Color ID Number Description oty Sub?
ITEMS ON ASSEMBLY

1| 20X20 END B/W AXE0007 VINYL EXPAND FRAME END 1 Y

2| 20X20 MID B/W AXM0004 VINYL EXPAND FRAME MIDDLE 1 Y

3| F-CORNER FIT 0 F-CORNER FIT FRAME 20/30/40 CORNER FIT 4 N

4| F-TEE FIT 0 F-TEE FIT FRAME 20/30/40 TEE FITTING 8 N

5| F-CROWN 6WAY 0 F-CROWN 6WAY FRAME 6 WAY CROWN 2 N

6| F-TOP T FIT O F-TOP T FIT FRAME "RED" TOP T FITTING 1 N

7| F-PIPE 10-6G OGREEN F-PIPE 10-6G FRAME GREEN PIPE 10'6" 8 N

8| F-PIPE W 9-4 OWHITE F-PIPE W 9-4 FRAME WHITE PIPE 9'4" 14 N

9| F-PIPE 1404R ORED F-PIPE 1404R FRAME RED PIPE 14'4" 4 N

10| F-PIPE 708BK OBLACK F-PIPE 708BK FRAME BLACK PIPE 7'8" LEG 12 N

aANY CHANGE ? ..
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The Assembly Line Items are the complete bill of materials (or instructions) for
assembling the object. The example above details the canvas and the frame pieces needed
to assemble a 20x40 Academy Expandable Vinyl Tent.

Assembly line items are "real" Rental Master records. Rental Pricing entries cannot
be assembly line items.

Each line item becomes a reservation record when a work order is created from an
Estimate/Contract. If you want to reserve an item, it must have an assembly line item.
The line item information shown is:

SIZE - The size from the Rental Item Master Record. When you enter assembly
line items, vyou can locate Rental Item Records by size, color, or ID
number. We've found that searching on size is the easiest way to locate
an item. So, we've listed it first.

COLOR - The color in an assembly line item is not important. Just build a
representative tent of any color. The work order assembly process will
substitute the desired color from the contract item.

ID NUMBER - The ID number is used in conjunction with the "Partial ID" from
the assembly header. Only items with a matching partial ID number are
considered to be equivalent. (See the Be Consistent section of
Appendix B for further information.)

DESCRIPTION - This is displayed from the matching Rental Master Record.
QUANTITY - The quantity needed to build the required tent or object.

Allow SUBstitution? - A "Y" indicates that the assembly line item can use any
Rental Master item that has:
The same color
The same size
The same PARTIAL ID as the assembly header

An "N" indicates that the assembly line item must use quantities from
the Rental Master Record specified by the ID Number. No substitutions
are allowed. Generally, frame pieces and crowns are "No Substitution"
items.

Canvas assembly items usually are "Y" to allow for substitutions.
Pipes, fittings, and crowns that are counted and entered as a single
item in the Rental Master file usually are "N" to indicate that only the
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specific ID number listed can be used in the assembly.

15.

1 Changing/Adding Line Items

When you are editing an existing assembly, vyou can change entries or add new line
items. This is done from the Assembly Line selection menu:

1. Display/Change/Delete ASSEMBLY Items
2. Add NEW Items to ASSEMBLY

Use option #1 to review and modify existing line items. An asterisk search (*) will
display all of the items for you to review. To delete an assembly line item, enter a
zero for the quantity required.

Use option #2 to add new line items. The Rental Item search function explained in
Chapter 1 is active. You do not need to know a rental ID number to add the line to an
assembly.

15.
3 CREATING AN ASSEMBLY - an Example
Example We're Going to Use:
20" X 20' X 8' CANOPY consisting of:
4 Corner Fittings
4 Tee Fittings
1 8-way Crown Fitting
8 9'4" white pipe (spreaders)
4 10'6" green pipe (rafters)
4 14'4" red pipe (hip rafters)
8 7'8" black pipe (legs)
1 pair of 20x10 ends
Colors in Stock: White, Red and White, Blue and White
NOTE: We show this example WITHOUT stakes and ropes. Practices differ on this
matter. Some Users prefer to make stakes/anchors and ropes be a line item in the
assembly. They might even have two assemblies, one for the structure WITH stakes and one
for the structure WITH anchors. Other Users prefer to leave these variable items out of

the basic assembly, inserting them later when the Contract is more final and the Work
Order is constructed.

STEP 1: Preparation:

1. Assign ID numbers to all of the components:
Corner Fittings ID: F-CORNER FIT
Tee Fittings ID: F-TEE FIT
8 way Crown Fitting ID: F-CROWN 8WAY
9'4" white pipe ID: F-PIPE W 9-4
10'6" green pipe ID: F-PIPE 10-6G
14'4" red pipe ID: F-PIPE 1404R
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7'8" black pipe ID: F-PIPE 708BK
pair of 20x10 ends IDs: AXEQO0O07
AXE0008, etc.

2. Put all of the components into the Rental Item Master File:
#14. Go To Rental Module Management Functions
Respond to Password prompt.
#1 Rental INVENTORY
Respond to ANY CHANGE ?
#1 Add New Rental Items

For the framing/pipes:
Enter the ID.
Enter the size. (perhaps same as ID)
Enter 0 for color.
Enter the Date Acquired and Item Cost if you wish to produce
an Inventory Valuation Report at a future time.
Enter the correct quantity you have in inventory.
Enter YES for Update Schedule so these items get reserved.

For each of the canvas/vinyl top pieces:
Enter the ID.
Enter the size.
Enter the appropriate color code.
Enter the condition.
Enter date acquired and cost.
Enter a QUANTITY of 1
Enter YES for Update Schedule so these items get reserved.

3. Print the Rental Master Item short listing to make sure you have all of the
components you need.
#14. Go To Rental System Management Functions
#1. Rental INVENTORY
#6. Print short one line listing

STEP 2: Create The Assembly (Prototype):

4. #14. Go to Rental Module Management Functions
#2. Rental ASSEMBLIES
#1. Add new Assemblies

CREATE ONLY ONE ASSEMBLY PER SIZE/MANUFACTURER.

2. Fill in the general information:
1. Assembly ID: .20X20 FRAME
2. Size: .20X20 F
3. Partial ID: AX (means only use canvas w/ AX in the ID)
4. Sidewall: 85
5. UPRIGHT Qty: O 6. Size
7. CENTER Qty: 0 8. Size
9. QUARTR Qty: 0 10. Size
11. STAKE Qty: 8
12. Descr: 20X20 FRAME TENT
3. Go to the Item Screen and add each component:
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4 F-CORNER FIT SUB?: N
4 F-TEE FIT SUB?: N
1 F-CROWN 8WWAY SUB?: N
8 F-PIPE W 9-4 SUB?: N
4 F-PIPE 10-6G SUB?: N
4 F-PIPE 1404R SUB?: N
8 F-PIPE 708BK SUB?: N
1 AXE0007 (20x10 end - any color) SUB?: Y <- NOTE
1 AXEQ008 (20x10 end - any color) SUB?: Y <- NOTE

Print or display the assembly to make sure it is correct.

For assemblies that are 'similar' - say, a 20X40 that uses the same parts
just in different quantities, and an additional mid, wuse:

#7. Create new Assembly by copying a current record.
Then use:

#2. Change assemblies to change/add quantities.

3: Create the Rental Master Price Book Entries

#14. Go to Rental Module Management Functions
#2. Rental ASSEMBLIES
#8. Create new RENTAL records by copying Assemblies

With this tool, you are going to build a table of charges you will apply to
the rental of an assembly. You MUST make a "charge" entry in this table FOR
EACH COLOR you are able to rent of the assembly. You need a line in the table
for EACH COLOR even when all colors rent at the same price. Following is an
example:

Assembly ID: .20X20 FRAME

Color Min Chg Min Days Addl Chg Addl Days
W 125.00 5 15.00 1
R/W 145.00 4 25.00 1
B/W 165.00 6 30.00 1

After building the price table, edit the other price book fields to set:
51. Taxable? Y/N (probably should be Y)
52. Update schedule? (should be N)
53. G/L income account number

Enter the ID's you wish the Pricing Records to have in the Rental Master file.
The screen shows you two choices:

Choose either 1) Enter the ID no. for each new record yourself -OR-
2) Enter just 1lst ID (rest will be created from it)

Use the first choice when you want the Pricing Record IDs to contain both
letters and numerals. You will be asked for an ID for each entry you made in
the table illustrated in Step 1 above.

Use the second choice when you want the computer to create serial numbering
for the new Pricing Record IDs. In this case, the first one MUST BE a number
in order to successfully serialize the rest.
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4. The program will create the new Price Book entries and place them in the
Rental Master file.
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15.

4 #5. Print a List of Assemblies (All info)

The Assembly edit list allows you to review assembly detail. Complete instructions
for STARTING/ENDING report selections are in Chapter One of this manual.

15.
1 Sample Assembly Edit List (All info)

REPORT NAME: MAKEDT.PRT

RUN DATE: 10-DEC-99 SAMPLE TENT COMPANY PAGE 1

Assembly Edit List

ok Kok ko KR kK Kok Kk ok Kk R Kk ko kK ok Kk K ko ko KRk kK ok ok kR kK ko kK R Kk K kR ok ok KRk ko Rk kR KRk ko Kk Kk kK Rk kKR A kK

Assembly Number: .40X100 ov9' Description: 40X100 Oval Tent
Assembly size: .40X100 9’
Partial ID: A Sidewall: 0
Uprights: 0 Size:
Centers: 0 Size:
Quarters: 0 Size:
Stakes: 0
Size Color ID Number Description Qty Sub
STAKES 0 STAKES STAKES 40 N
9" 0 POLE 9' SIDE POLE 9' SIDE 40 N
13" 0 POLE 13' ALM POLE 13' 31/2" ALUM. GR 4 N
7' 0 POLE 7' EXT. POLE 7' 31/2" EXT. BLUE 4 N
DROP 0 TENT DROP DROP 4 N
40" ARE W ARE40141 VINYL ROUND END T0694 2 Y
20" APM w APM40191 VINYL MID 9257363 3 Y

ok Kk ko KR kK Ko Kk kK kR Kk ko kKR Rk K Kk ko KRk kR ok ok kR kK ko kK Rk K kR ok kR Rk ko Rk ok ok kR kK ko kK kK kR Rk kKR A kK

Assembly Number: .40X115 sQ9" Description: 40X115 Tent
Assembly size: .40X115 9!
Partial ID: A Sidewall: 0
Uprights: 0 Size:
Centers: 0 Size:
Quarters: 0 size:
Stakes: 0
Size Color ID Number Description Qty Sub
STAKES 0 STAKES STAKES 50 N
9" 0 POLE 9' SIDE POLE 9' SIDE 45 N
13" 0 POLE 13' ALM POLE 13' 31/2" ALUM. GR 5 N

7 0 POLE 7' EXT. POLE 7' 31/2" EXT. BLUE 5 N
INININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININ TN

Ver. 8.4



47
Rental Module Management Functions - Data Entry/Lookup/Print

15.
44#3. SHOWS/EVENTS

SAMPLE TENT COMPANY

Show Master File Maintenance

1. ADD New Show(s)
2. CHANGE/INQUIRE

3. DELETE show (s)

Current Show (s

Current Show (s

4. PRINT Show information
5. DELETE Shows by ending date range
Enter Choice Number (Default is 2), - - - Or [ESC] to EXIT [
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Show Master records store information about large projects composed of many

contracts: set up dates, show start/end dates, special show pricing, tax information,
and job cost information. When you have a large number of rentals going to a single
function, the show master record makes it easier for your staff to be consistent and to

get the correct information on each contract.

See the instructions for ADD/CHANGE/DELETE/PRINT in Chapter One of this manual for
detailed instructions about these functions.

15.
1 Explanation of Show Master Options

ADD New Show(s) - Collects the information about a new show. Use this option to:
Create a new show master record

CHANGE/INQUIRE Current Show(s) - Allows you to change any information about a show.
Use this option to:
Change show dates
Correct pricing for a show
Review the details for a show

NOTE: cChanging show information in the master file DOES NOT affect any contract or
work order that has been entered before you make your changes. To correct existing
contracts and work orders, vyou must use the CHANGE function under #2. Prepare
Contracts/Estimates and #4. Prepare Work Orders from the Tentmaker Main Options menu.

DELETE show(s) - Removes the show master record after you've completed the project.

WARNING: Before you delete a show master record, make sure it is NOT on
any outstanding contract or work order.
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PRINT show information - Prints a complete listing of all of the information stored
on a show. Use this option to:
Verify the show master records.
Provide sales people with a list of show information.

DELETE Shows by ending date range - Removes all show master records having ending
dates during the date range you specify.

WARNING: Before you delete any show master records, make sure they are
NOT on any outstanding contracts or work orders.

15.
1 Responses to the Show Master Menu

To select an option, type the number that appears to the left of the description.
To return to the Tentmaker Main Options menu, press [ESC] or the Left Arrow key.

In general, the operation of the choices found within this Show File Maintenance
option parallels very closely the operation of the general ADD/CHANGE/DELETE/PRINT options
for the Tentmaker system. These are described in detail in Chapter One of this manual.

15.
2 The Show Master Screen
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SAMPLE TENT COMPANY Show File Maintenance: CHANGE records

1. Show ID ISF99 2. Show Name ILLINOIS STATE FAIR
Ver. 8.4



51
Rental Module Management Functions - Data Entry/Lookup/Print

The Show File Maintenance screen is shown above. See Chapter One for general
instructions on adding, changing, and deleting master file records.

The Show File Maintenance screen is in four parts -- three visible in the sample
shown above and one invisible. The visible parts are the three sections of the screen
shown: the Billing Information section at the top, the Scheduling Dates section in the
middle, and the Outside Suppliers/Sub-contractors section at the bottom. The bottom
screen prompt tells you how to access the invisible section -- press [TAB] for INCOME
DISTribution screen. The Income Distribution section allows you to distribute income from
a Show across several G/L Income accounts of your choice.

15.
1 #1. Show ID

Show ID is a six character alphanumeric field that uniquely identifies a show. We
suggest that you use ID numbers that are easily remembered by your staff. In the example
above, we've used a three letter abbreviation followed by the year of the show.

Show IDs MUST BE UNIQUE. Duplicate Show IDs are not allowed.

When entering more than one new Show record, many of the fields on this screen will
repeat their previous value if you enter asterisk (*) at the Show Name field, after first
entering a new Show ID number. This will speed up entry of new records for several
similar shows.

15.
2 #2. Show Name

Show Name is a twenty-five character alphanumeric explanation of the show. The Show
Name is printed on Estimate/Contract forms.

15.
3 #3. Show City

The Show City is a fifteen character alphanumeric entry indicating the nearest city
to the show. The Show City is printed on Estimate/Contract forms. The Show City and
State become the default first line of the installation address on Estimates and on Work
Orders.

15.
4 #4. Show State

Show State is the two character postal abbreviation for the state where the show is
being held. The Show State prints on Estimate forms and on Work Orders. In addition,
the Show City and State are the default for the first line of an installation address on
Estimates and Work Orders.

15.
5 #5. Contact
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Contact is an up to twenty character name of the person or organization to contact
for information or decisions about the show. This person usually is part of the show
management team.

15.
6 #6. Phone

Phone is a twenty character alphanumeric field for you to record the telephone
number of your primary contact.

15.
7 #7. Fax

Use this twenty character alphanumeric field to record the fax number for your
primary contact.

15.
8 #8. Show Job #

If you are using the OMNI Job Cost Module to collect job information, the Show Job
# indicates the job that will be used for all show billings and expenses. The Job Cost
number is a six character numeric field.

15.
9 #9. Tax ID #

The Tax ID number is an informational field only. If you are required to remit
sales tax to the Show State, enter your tax ID number. Tax ID # is a fifteen character
alphanumeric field.

15.
10 #10. Price Mult

Price Multiplier is a numeric field that is used to adjust your standard pricing for
a show. Here are some examples:

° You decide to adjust your pricing upwards by 25 percent for a show. A price
multiplier of 1.250 will automatically calculate show rentals at 125 percent
of your usual price.

(] You decide to discount rentals for a show by 10 percent. A price multiplier
of .900 will calculate show rentals at 90 percent of your usual price.

° You decide not to adjust your usual pricing for a show. A price multiplier of
1.000 will leave your pricing at its usual level.

Price Multipliers are entered to three decimal places.

15.
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11 #11. Sls Tax Set

The sales tax set is the tax profile for all rentals associated with the show
regardless of where the customer is located. The Tax Set is selected from the list of
those defined in the Accounts Receivable module that accompanies Tentmaker. When you
arrive at this field, a message at the bottom of the screen alerts you to the fact that
this is a TAB Search field. Just press [TAB] to select from among all Tax Sets defined.

15.
12 #12. Payment Terms

Payment Terms also are defined in the Accounts Receivable module. The entry for
this field will be used as the default Payment Terms entry for every Contract that
references this show. When the cursor arrives at this field, a message at the bottom of
the screen alerts you to the fact that this is a TAB Search field. Just press [TAB] to
select from among the Payment Terms defined.

15.
13 #13. Start

The Start date is the beginning of the rental period for the show and determines the
beginning of the BILLING period. If you set up tents ahead of the show, but do not bill
for this time, wuse the Put up Date to indicate the deadline for your setups.

The Start Date accepts any valid MM/DD/YY or MM/DD/CCYY entry. The four digit year
showing the century from the Rental Systems Management file automatically will replace a
two digit year in your entry if you choose to enter a two-digit year.

15.
14 #14. End

The End Date is the end of the rental period and determines the end of the BILLING
period. End Date accepts any valid MM/DD/YY or MM/DD/CCYY entry. The four digit year
showing the century from the systems management file will automatically replace your two
digit year entry.

15.
15 Scheduling Dates

Shows frequently require rental items to be available a longer period than just
between the starting and ending dates of the show. Time must be allowed for any or all of
Erect/Take down, Travel to/from the show, and loading/unloading the truck(s).

Tentmaker includes three pairs of begin/end dates to help determine the RESERVATION
period of the rental. These are:

Load Truck/Unload Truck
Travel TO/Travel FROM
Erect/Take down

These are in addition to the BILLED Start/End dates. These three pairs of dates may be
blank in a show record.
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To determine the start of the RESERVATION period of a show, the computer looks for
the earliest of these dates:

Load Truck
Travel TO
Erect
Start

To determine the end of the RESERVATION period the computer looks for the latest of
these dates:

End

Take down
Travel FROM
Unload Truck

15.
1 #15. Load Truck

The Load Truck date is the FIRST date of any time needed for this action. It may be
used to determine the RESERVATION period. It does not change the billing dates which run
from Start Date to End Date.

Load Truck date can be any valid MM/DD/YY or MM/DD/CCYY entry. The four digit year
showing the century from the systems management file automatically will replace your two
digit year entry.

15.
2 #16. Travel TO

The Travel TO date is the FIRST date of any time needed for this action. It may be
used to determine the RESERVATION period. It does not change the billing dates.

Travel TO date can be any valid MM/DD/YY or MM/DD/CCYY entry. The four digit year
showing the century from the systems management file automatically will replace your two
digit year entry.

15.
3 #17. Put up

The Put up date is the FIRST date of any time needed for this action. It may be
used to determine the RESERVATIONS period. It does not change billing for the show
rentals.

Put up date can be any valid MM/DD/YY or MM/DD/CCYY entry. The four digit year
showing the century from the systems management file automatically will replace your two
digit year entry.

15.
4 #18. Take down
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The Take down date is the LAST date of any time needed for this action. It may be
used to determine the RESERVATION period for the show. It does not change the billing
period for show rentals.

Take down date can be any valid MM/DD/YY or MM/DD/CCYY entry. The four digit year
showing the century from the systems management file automatically will replace your two
digit year entry.

15.
5 #19. Travel FROM

The Travel FROM date is the LAST day of any time needed to travel from a show site
back to your company. It may be used to determine the RESERVATION period. It does not
change the billing dates.

Travel FROM date can be any valid MM/DD/YY or MM/DD/CCYY entry. The four digit year
showing the century from the systems management file automatically will replace your two
digit year entry.

15.
6 #20. Unload Truck

The Unload Truck date is the LAST day of any time needed to perform this task for a
show. It may be used to determine the RESERVATION period. It does not change the billing
dates which run from Start Date to End Date.

Unload Truck date can be any valid MM/DD/YY or MM/DD/CCYY entry. The four digit
year showing the century from the systems management file automatically will replace your
two digit year entry.

15.
16 #21 - #25 Outside Suppliers/Sub-contractors

The bottom section of the Show File Maintenance screen contains five (5) lines for
entering data about Outside Suppliers/Sub-contractors. Each line contains four fields
ID, COMPANY-NAME, PHONE, and CLASS.

The Outside Suppliers data is housed in one of the Tentmaker databases, and is set
up in Systems Management Functions option #5. Outside PEOPLE (Suppliers). Here on the

Show File Maintenance screen, you access the Outside Suppliers records with a [TAB]
search.

Procedure:

1. You are looking at the Show File Maintenance screen (discussed above). The

cursor is at the bottom screen prompt:

Type No. to CNG., [ESC] to ABORT, [ENTER] to SAVE, OR [TAB] for INCOME-DIST

2. Type a number (21 thru 25) for one of the Outside Supplier lines. Press
[ENTER]. The cursor moves to the --ID-- field of that line.
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3. ETTHER:
Enter part or all of a known Supplier ID. Press [ENTER]. You will be
shown information on possible Supplier matches. Continue replying to
the CORRECT SUPPLIER (Y/N/Q) ? prompt until either you confirm one you
wish to use, or the file runs out of candidates.
OR:

Press [TAB] and conduct a typical [TAB]-Search to select an Outside
Supplier from the People Master File. See Chapter One of this manual
for details on operating a [TAB]-Search.

4. The data for the chosen Outside Supplier is entered into the four fields of
that line. The cursor is returned to the bottom screen prompt mentioned at
the beginning of this procedure.

15.
3 The Show Income Distribution Screen
At the bottom of the Show File Maintenance screen is the prompt:
Type No. to CNG., [ESC] to ABORT, [ENTER] to SAVE, OR [TAB] for INCOME-DIST

Pressing [TAB] at this point takes you to the Income Distribution screen for this Show.
Actually, the Outside Supplier section of the Show File Maintenance screen is just
replaced by an Income Distribution section as shown below.
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SAMPLE TENT COMPANY

Show File Maintenance:

CHANGE records

1. Show ID ISF99 2. Show Name ILLINOIS STATE FAIR
————————————————————————————— Billing Information -------———-—"-------————————-
3. Show City SPRINGFIELD 8. Show Job # 000000
4. Show State IL 9. Tax ID #

5. Contact GOVERNOR 10. Price Mult 1.000

6. Phone 217-555-1441 11. Sls Tax Set IL

7. Fax 217-555-1445 12. Payment Terms NET 30

13. Start 08/12/1999 14. End 08/20/1999

Scheduling Dates

15. Load 08/08/1999 18. Tdown 08/21/1999

16. TrvlTo 08/09/1999 19. TrvlFr 08/22/1999

17. Erct 08/10/1999 20. Unld 08/23/1999

————————————————————————————— Income Distribution ----------------——-—————————
G/L Acct TASK PCT G/L Acct TASK PCT

21. 26.

22. 27.

23. 28.

24. 29.

25. 30.

Type No. to CNG., [ESC] to ABORT, [ENTER] to SAVE, OR [TAB} for SUPPLIERS I...
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Normally, the General Ledger distribution of sales is posted to the income accounts
that are declared in the rental master 'pricing' records. In some circumstances, you may
wish to post income from a show to different accounts. You might want to allocate a
certain percentage of the total income to Transportation, Mileage, etc. The percentage
income distribution allows you to control the distribution of income for a Show.

The percentage income distribution affects only estimate line items. Taxes,
miscellaneous charges, and mileage entered on the total page will be posted to the G/L
accounts listed in the rental systems parameter file.

15.

1 G/L Acct

Enter the seven digit General Ledger account that is to be credited for a portion of
the rental billing.
15.

2 TASK

If you are using the OMNI Job Cost module, enter the four digit task number that
will be credited for a portion of the rental billing.
15.

3 Percent (PCT)

Enter the percentage of the rental billing that will be credited to this general
ledger account. All of the percentages for a Show must add to 100.00.

Ver. 8.4



59
Rental Module Management Functions - Data Entry/Lookup/Print

15.
4 Sample Show Master File Listing

The Show Master File Listing uses the standard STARTING/ENDING ID selection
discussed in Chapter One, STARTING/ENDING Selections.

REPORT NAME: SHWPRT.PRT

RUN DATE: 20-DEC-99 SAMPLE TENT COMPANY PAGE 1
Show Master File Listing

Range printed: ALL

10:22 AM
ID NUM NAME CITY STATE CONTACT PHONE FAX JOB #
START END LOAD TRAVEL-TO PUT-UP TAKEDOWN TRAVEL-FROM UNLOAD
YOUR-TAX-ID---- TAXSET---DESCRIPTION---—-——————————————— TERMS----DESCRIPTION----———-——————————— PRICE-MULT
SUPPLIERS--COMPANY: LA INC-ACCT TASK DISTRI INC-ACCT TASK DISTRI
UI0905 UI Vs. N ILL CHAMPAIGN In TONY CLEMENTS 333-2550 333-2500 000000
09/04/1999 09/04/1999 /7 /7 09/03/1999 09/06/1999 /o /o
1.000
UI0911 UI VS MISSOURI CHAMPAIGN I TONY CLEMENTS 333-2550 333-2500 000000
12/11/1999 12/11/1999 /7 /7 12/10/1999 12/13/1999 /o /o
1.000
UI1023 UI VS NORTHWESTERN CHAMPAIGN In TONY CLEMENTS 333-2550 333-2500 000000
12/23/1999 12/23/1999 /7 /7 12/22/1999 12/25/1999 /o /o
1.000
1000-000 1000 33.33 1100-000 1100 33.33
1200-000 1200 33.34
UI1106 UI VS PURDUE CHAMPAIGN IL TONY CLEMENTS 333-2550 333-2500 000000
11/26/1999 11/26/1999 /o /o 11/25/1999 11/27/1999 /o /
1.000
CODE CODESMITHS BIG TO-DO Bayles Lake Il John Michael Dale 217-678-9876 222333
11/23/1999 11/23/1999 11/21/1999 11/22/1999 11/22/1999 11/24/1999 11/24/1999 11/25/1999
44-555666777888 0.000
CATER2 Dale's Soup To Nuts CATERING 1000-000 1000 50.00 1200-000 2000 50.00
CATER3 Special Events Catering CATERING
930079 Webber, M/M Craig
06/09/1999 06/13/1999 /o /o 06/09/1999 06/13/1999 /o /7
1.000
ISF98 TIllinois State Fair I1 000000
08/01/1999 08/15/1999 /7 /7 07/31/1999 08/16/1999 /o /o
0.000
CATER1 Orenthal's Catering CATERING
ELECT1 Dale's Electricity City ELECTRICAL
CATER2 Dale's Soup To Nuts CATERING
PLUMB1 JMD's Plumbing & Heating PLUMBING
CATER3 Special Events Catering CATERING
IFAI Industrial Fabrics Assoc. Atlanta GA James Carter 1-800-234-5678-Ex123 1-567-234-5679 123456
02/01/2000 02/15/2000 /7 /o /o s /7 /7
937376-F-67211J ATLANT ATLANTA CITY COMBINED TAX 25%/30 25% if paid in full in 30 days 0.100
CATER1 Orenthal's Catering CATERING 1000-000 1000 10.00 1200-000 1200 10.00
CATER3 Special Events Catering CATERING 1300-000 0000 10.00 1400-000 0000 10.00
1500-000 10.00 1600-000 10.00
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15.
5#4. CONTRACT Entry DEFAULTS
Contract defaults are user controlled settings that help you to
customize the Tentmaker module without a programmer. In this option, vyou set order
types, numbering sequences, Contract/Work Order comments, and the Company Name.

NOTE: The contract defaults are stored in the first part of the Estimate header
record. If you ever have to re-initialize the Estimate file, the contract defaults will
have to be re-entered.

15.
1 Order Types

Order types allow you to separate Estimates and Work Orders into major groupings.
Many of the Tentmaker reports allow you to print a range of order types. Usually, order
types are the major types of rentals your business will do, such as parties, golf events,
charities, etc.

Ver. 8.4
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SAMPLE TENT COMPANY
Define/Change Rental System Defaults
(Use TAB to restore old value)

ORDER TYPES

Code Type
1. 1 FOOTBALL
2. 2 AG SHOW
3. 3 PARTY
4. 4 WEDDING
5. 5 AUTO SHOW
6. 6 GOLF EVENT
7. 7 CHARITY
8. I0 INVOICE
9 XR PROPOSAL
10 WR PROP/RESV
11.
12.
13.
14.
15.
16

ANY CHANGE 7 I
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Procedure:

1. From the Systems Management Functions menu, select #4. CONTRACT Entry

DEFAULTS. Press [ENTER].

2. Respond to the ANY CHANGE ? prompt.

3. If defaults have already been entered, the ORDER TYPES and their CODES

are

displayed. Your cursor sits at an ANY CHANGE ? prompt. If defaults haven't

been entered, your cursor arrives on field #1 ready to start entry.

4. (If necessary) Get the cursor to the CODE field of the first unused line
the table by typing the number of that row. Enter the CODE for an ORDER

Press [ENTER]. The CODE may be two (2) alphanumeric characters.

entering the defaults for the first time, vyou may press [ENTER] for the

to get back to the ANY CHANGE ? prompt.

We suggest that you make the code a number. It speeds up data entry for
operators who are accustomed to a numeric keypad. Single digit codes do

need a leading zero.

of
TYPE.
are
CODE

not

5. Enter the ORDER TYPE which may be a description up to ten (10) alphanumeric
characters in length. Press [ENTER]. Make these entries as descriptive as

possible.

6. After you have entered all of your ORDER TYPE information, respond to the
ANY CHANGE ? prompt. Make the necessary changes. If you choose to change an

ORDER TYPE by mistake, press [TAB] to restore the old value.

7. When all finished with these defaults, ©press [ENTER] alone at the ANY CHANGE
? prompt to go to the Document Numbers defaults page.
15.
2 Document Number Defaults
Contract/Estimates, Work Orders, and Invoices may be numbered sequentially. This

screen sets the next document number to be used in each case. We suggest that you choose

number ranges that will not conflict or be confused with each other.

Ver. 8.4
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SAMPLE TENT COMPANY
Define/Change Rental System Defaults
(Use TAB to restore old value)

Last estimate # used was 913005

1. Next estimate # is 913006

Last work order # used was 001750

2. Next work order # is 001751

Last invoice # used was 556050

3. Next invoice # is 556051

ANY CHANGE 7 I
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Procedure:

1. You arrive at the Document Numbers Defaults screen from the Order Types screen
discussed above.

2. If defaults have already been entered, the NEXT ESTIMATE #, NEXT WORK ORDER
#, and NEXT INVOICE # will be displayed on the screen. The cursor is at an
ANY CHANGE ? prompt. If the defaults have not been entered, vyou will enter
them now. An example of the screen is shown above.

3. Enter each of the document numbers. The document number you enter will be the
next document number used for that document type.

4, If you chose to change a document # by mistake, press [TAB] to restore the
old value.

5. After you have entered or confirmed all of the document numbers, respond to
the ANY CHANGE ? prompt with [ENTER] alone. You are taken to the Default
Comments page.

15.
3 Default Comments

Default comments allow you to put a standard message on Contract forms (for
customers) and/or on Work Order forms (for your crews).
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SAMPLE TENT COMPANY
Define/Change Rental System Defaults
(Use TAB to restore old value)

DEFAULT COMMENTS
Estimates:
1. Make your next event a
real party - TENT IT!
Work Orders:

2. Don't forget sandbags, stake puller
and extra rope.
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Procedure:

1. You arrive at the Default Comments screen from the Document Numbers Defaults

screen discussed above.

2. If defaults have already been entered, the DEFAULT ESTIMATES COMMENT,

DEFAULT WORK ORDERS COMMENT will be displayed. You arrive at an ANY CHANGE °?
prompt. If the defaults have not been entered, vyou will be ready to do so

now.

3. Enter the DEFAULT ESTIMATES COMMENT. You may enter two (2) lines of up to
twenty-five (25) alphanumeric characters each. These DEFAULT COMMENTS will be

printed on every Estimate which doesn't have a specific comment entered.

4., Enter the DEFAULT WORK ORDERS COMMENT. You may enter three (3) lines of up to
thirty-five (35) alphanumeric characters each. These DEFAULT COMMENTS will be
printed on every Work Order which doesn't have a specific comment entered.

5. Respond to the ANY CHANGE ? to make any necessary changes. If you choose to

change something by mistake, ©press [TAB] to restore the old value.

6. After you have entered or confirmed all comments, respond to the ANY

CHANGE ? prompt with [ENTER] alone. You are taken to the Company Name page.

4 Company Name

The Company Name entered on this screen is printed on every Tentmaker report.

Procedure:

1. You arrive at the Company Name screen from the Default Comments screen
discussed above.

2. Any Company Name entry is displayed.
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3. Respond to the ANY CHANGE ? prompt. If you choose to change the company
name by mistake, press [TAB] to restore the old value.

4, When all finished with this page, press [ENTER] alone. You will return to
the Systems Management Functions menu.
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6#5. Outside PEOPLE (Suppliers)

Outside People file stores information about other organizations/people
that participate regularly in your events. Each such supplier is given a unique ID
Number. Also included in each Outside People record is Address information including
space for up to five (5) Phone numbers and identifications, Supplier Classification
information (Class of supplier, tax number information, commission information), and
Monthly Contract distributions.

See the instructions for ADD/CHANGE/DELETE/PRINT in Chapter One of this manual for
detailed instructions about these functions.

15.
1 Explanation of Outside People Options

Add New PEOPLE - Collects the information about a new Supplier. Use this option to:
Create new Outside People records

Change PEOPLE - Allows you to change any information about an Outside Supplier. Use
this option to:
Look up a Supplier record
Change Supplier information
Correct information for a Supplier
Review the details of monthly money distributions to a Supplier

Delete PEOPLE - Removes an Outside Supplier record you no longer wish to use.

WARNING: Before you delete an Outside Supplier record, make sure it is
NOT on any outstanding contract or work order.

Print a Listing of PEOPLE - Prints a complete listing of all of the
information stored on Outside People. Use this option to:
Verify the Outside People records.
Provide your sales people with a list of Outside People.

Print mailing labels - Prints mailing labels for one or several Outside People. You
have the choice of five (5) standard label sizes, choices of Supplier
information to include on the label(s), choices of label stock format (one

across through four across), choice of continuous stock or single sheet,
choice to print labels in order by Supplier ID, company name or ZIP code,
selection(s) of Supplier Classes to include on labels, and choice of number
of labels to produce for each Supplier.

15.
2 Responses to the Outside People Menu

Ver. 8.4
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To select an option, type the number that appears to the left of the description.
To return to the Tentmaker Main Options menu, press [ESC] or the Left Arrow key.

In general, the operation of this Outside People Maintenance option parallels very
closely that of the general ADD/CHANGE/DELETE/PRINT options for the Tentmaker system.
These are described in detail in Chapter One of this manual.

15.
3 The Outside Suppliers Maintenance Screen
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SAMPLE TENT COMPANY

1. ID Number:

2. Name:

3. Company:
4. Addressl:
5. Address2:
6. City:
Phones:

11. Urbana Of.

Ver. 8.4
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PEOPLE Master File: CHANGING Record

CATER1 [Last Changed: 09/07/1995] 18. Memo: N

—————————————————— Address ---------------------——————————————

Orenthal James Simpson
Orenthal's Catering
1210 Lancaster Drive - Suite A
Champaign, IL 61821-1234
CHAMPAIGN 7. State: IL 8. Zip: 61821-1234
9. Main Office- 3331234 10. Warehouse - 3331235

- 3289956 12. Urbana Wrhse-3983345 13. Emergency - 3525510
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The screen shown above is the Outside People Maintenance screen. We have included a
sample Outside Supplier record to illustrate. In the discussion that follows, we detail
each of the fields on this screen.

The Outside Supplier Maintenance screen is in four parts. The parts are shown
above: the Supplier ID section at the top, the Address section in the middle, the
Classification section next, and the Monthly Contract $s section at the bottom.

15.
1 #1. ID Number

Outside Supplier ID is a six character alphanumeric field that uniquely identifies a
supplier. We suggest that you use ID numbers that are easily remembered by your staff.

Outside Supplier IDs MUST BE UNIQUE. Duplicate IDs are not allowed.
15.
2 #2. Name

Outside Supplier Name is a thirty (30) character alphanumeric field. This field 1is
best used to house a contact person's name.

15.
3 #3. Company

Company Name is a thirty (30) character alphanumeric field.
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15.
4 #4 and #5 Address

Two fields of thirty (30) alphanumeric characters each.

15.
5 #6. City

The Supplier City is a fifteen (15) character alphanumeric entry indicating the city
of the supplier.

15.
6 #7. State

Supplier State is the two character postal abbreviation for the state where the
supplier receives mail.

15.
7 #8. Zip

Space for the mailing ZIP Code. Use either the five character or the ten character
formats for this entry.

15.
8 #9. - #13. Phones

A set of five fields, each consisting of twenty (20) alphanumeric characters, 1is
included for collecting Phone Numbers. This gives you ample space in each to record BOTH
a phone number and an identifying tag for that phone, either as a persons name or as a
company department or location, etc.

15.
9 #14. Class

A ten (10) character alphanumeric field to record a designator of the type of
service provided by each Outside Supplier. This would be things like: Catering, Music,
Flowers and so on. You should spend a little time making up a standard list of Supplier
Class names to use here.

15.
10 #15. Tax #

A place to record Tax Number information that may apply to the Outside Supplier.
The field is fifteen (15) alphanumeric characters long.

15.
11 #16. Commission Base (Commis. Base:)

Ver. 8.4
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When the cursor comes to this field, you see the bottom screen prompt:

Enter [G] for GROSS-PROFIT, or [T] for TOTAL

Each of these designates a standard method of sharing remuneration for big jobs with
sub-contractors. This field may be left blank.

15.

12 #17. Commission Percent (Com %:)

Record here the rate of commission paid to the Outside Supplier. This field assumes
three (3) decimal digits. For example, 10.5% is entered as '10500'. The computer

inserts the decimal point.

15.
13 Monthly Contract §$s

A set of twelve totals representing MONTHLY amounts paid to this Outside Supplier.

Payments to Outside Suppliers are executed via Invoices. When these invoices are
posted, the amounts are shown in these fields of the Supplier record. The last twelve
monthly totals are retained. When a whole year has passed, the next monthly posting to
include a Supplier Invoice will push the oldest monthly total out of this list.

15.
14 #18. Memo:

This one is in the top-right corner of the workstation screen. It is a space to
record relatively unlimited notes about the Outside Supplier and his transactions, and to
keep it all together. The Memo windows work just like a word processor. See Chapter One
of this manual for details of entering text in these Memo windows.

As with all other Memos attached to database records in Tentmaker, these Outside
Supplier Memos print along with the record on Edit Lists. Other uses of the Memos are a
matter of individual customizations.

15.
4 Print a Listing of PEOPLE File

This option produces a generic Edit List of the Outside Supplier database. You
select the Suppliers to include from a range of ID Numbers.
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15.

1 Sample of Outside People File Listing

REPORT NAME: PEOEDT.PRT

20-DEC-99 TENTMAKER 7.0
Outside People File Listing

Printing ALL People Records

ko Rk kK Rk Kk Rk Kk KR Kk Kk kK Kk Kk kK R kKR R kK KR Rk Kk Kk kK kK R R Rk

ID Number: ABBOTT

Name : Abbott, Greg Cmpny: Abbott's Florists

Addrl: 1012 s. Mattis Addr2:

City: Champaign State: IL Zip: 61821 Tax #:

Class: FLORIST Commis Base: Commis %$: 0.000 Changed: 12-14-1995
Phones 1: 367-9915

S ok Rk ok Kk kR kK Ko Rk ok ok R ko kR kR kK Kk kR R kK ko Rk R ok R kK ok kR kR K Kk

NINININININININININININININININININININININININININININININININININININININININININININININY

ID Number: KATSY

Name: Katsinas, Phil Cmpny: Round Barn Restaurant
Addrl: 1900 W. Springfield Addr2:
City: Champaign State: IL  Zip: 61821 Tax #:
Class: CATERING Commis Base: Commis %$: 0.000 Changed: 12-20-1995
Phones 1: 367-0415
-- Notes:

Sample of Outside Supplier memo.

Total of 11 Records Printed

Ver. 8.4
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15.

5 Procedure for Printing Mailing Labels

Preparation:

A. Decide what size labels (depending upon type of printer available) you wish to
make. You will need appropriate label stock for that printer and label size.
Your choices are:

Width Height
1. SMALL 3 X 5/16 inches
2. LARGE 4 X 1 7/16 inches
3. LASER 2 5/8 X 1 inches
4. MEDIUM 31/2 X 15/16 inches
5. LASER LARGE 4 X 1 inches

B. Determine whether you want to include either the Outside Supplier ID or
Contact Name on the labels.

C. Know the label stock format you will be using. Choices are:

1l - One label across

2 - Two labels across

3 - Three labels across
4 - Four labels across

D. Know whether you will be working with Continuous form stock or Single Sheet
stock.

E. Know the proper printing shift factors (Left, Right, Top) needed for the
chosen printer and the chosen label stock to get the printing to align with
the labels on the stock. If you don't know this yet, allow time for
experimentation to achieve the proper settings, and then WRITE THEM DOWN FOR
FUTURE REFERENCE.

F. Know the order in which you wish to have the labels arranged when printed (by
Supplier ID, by Company Name, by Zip Code) .

G. Know the Supplier IDs for which you need labels.

H. Know whether you need to INCLUDE or EXCLUDE suppliers by class to get only
those you wish for labels.

Procedure:

L. From the Tentmaker Main Options menu, select #14. Go to Rental Module
Management Functions. Press [ENTER].

2. Respond (if appropriate) to the password prompt.

3. From the Systems Management Functions menu, select #5. Outside PEOPLE

(Suppliers). Press [ENTER].
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Respond to the ANY CHANGE ? prompt.

You come to the PEOPLE Master File maintenance menu. Select #5. Print mailing
labels. Press [ENTER].

You come to the label size prompt as follows:

Select SIZE of labels to print

WIDTH HEIGHT
1. SMALL 3 X 5/16 inches
2. LARGE 4 X 1 7/16 inches
3. LASER 2 5/8 X 1 inches
4. MEDIUM 31/2 X 15/16 inches
5. LASER LARGE 4 X 1 inches

Type the number of your choice and press [ENTER]. The default here is choice
#1.

You come to the prompt:
Print Supplier ID on label (N)
This is a Yes/No prompt.
Respond Yes to have the Supplier ID included on the label.
Respond No to omit the Supplier ID from the label.
The default here is No.
You come to the prompt:
Print Contact Name on label (N)
This is a Yes/No prompt.
Respond Yes to have the Supplier Contact Name included on the label.
Respond No to omit the Supplier Contact Name from the label.
The default here is No.

Respond to the usual printer selection prompt. Be sure you choose a printer
that agrees with your choice of label size made above.

You come to the Label Format prompt:

Please select the label format
1l - One label across
2 - Two labels across
3 - Three labels across
4 - Four labels across

Type the number of your choice and press [ENTER].
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11.

12.

13.

14.

15.

The default value here is 1 - One label across.
You come to the prompt:

Please select type of forms
1 - Continuous
2 - Single Sheet

Naturally, your choice here depends upon the type of label stock and printer

you intend to use -- all these must agree. Continuous forms mostly are used
on dot matrix printers. Single sheet forms (at this writing) are a must for
laser printers, Dbut also are used with other printers.

Type the number of your choice and press [ENTER].

The default choice here is 1 - Continuous.

You will be asked for a line-shift factor. Enter a positive number to shift
printing on the stock to the RIGHT that many spaces. Enter a negative number
to shift printing on the stock to the LEFT that many spaces. The maximum
shift either way is 20 spaces.

At first you will need to experiment with this setting until you become
familiar with your printer and a particular kind of label stock.

Enter the appropriate line-shift factor and press [ENTER].

The default value here is -17 (shift the printing left on the stock 17
spaces) .

You get the prompt:
Enter page additional top margin
Additional lines at the top move printing DOWN on the stock page.
Again, some experimentation at first will be necessary.
Enter a POSITIVE number of lines needed and press [ENTER].

The default here is zero lines.

Respond to the usual ANY CHANGE ? prompt to revise any of the choices
showing on your screen or to accept them and continue.

You receive the prompt:
Do you want an alignment form printed?

Respond Yes to print a block of XXXXX's for a trial run of the settings you
have. After the alignment is printed you will be asked whether you wish
another alignment form printed. Continue this process until printing lines-up
with the label stock.

Respond No if settings so far you know to be proper.
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lo. You get the prompt:

Select print order
1. Supplier ID
2. Company Name
3. Zip Code

This is the order in which the labels will be arranged on the stock.
Type the number of your choice and press [ENTER].

The default value here is 1. Supplier ID

17. Respond to the usual ANY CHANGE ? prompt to revise the print order setting
you have made.

18. You now are asked to specify the Suppliers for which labels are printed by the
prompt:

STARTING Supplier ID

ENDING Supplier ID

ETTHER
Press [ENTER] alone to choose ALL suppliers.

OR
Press [TAB] to select a single supplier. You will be asked to enter a
single supplier ID, or alternatively press [ENTER] and enter a single
supplier company name.

OR
Enter a Starting ID for a range of suppliers for labels. Press [ENTER]
and the cursor goes to the ENDING Supplier ID prompt. Enter the Ending
ID of the range of suppliers for labels. Press [ENTER].

19. Respond to the usual ANY CHANGE ? prompt to revise the supplier selections

setting you have made.
20. You get the prompt:
Enter number of labels to print for EACH selected supplier.
Type the number and press [ENTER].

The default here is one (1).

21. Respond to the usual ANY CHANGE ? prompt to revise the number of labels for
each supplier you have made.

22. You get the prompt:

Choose how to use Supplier Class:
1) INCLUDE suppliers by class
2) EXCLUDE suppliers by class
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15.

time.

23.

24.

25.

26.

27.

For the first choice you are saying "print labels for all classes I specify."

For the second choice you are saying "print labels for all classes BUT the
ones I specify."

Type the number of your choice and press [ENTER].
The default value here is choice #1.

In either case you come to a list of five input fields for entering names of
supplier classes.

If you are listing classes to INCLUDE, either press [ENTER] alone at the
first field to include ALL classes, or list them by name, one in each field.
Press [ENTER] after the name of each is typed to move the cursor to the next
field. After the first field you may stop entry of Supplier Classes by
pressing [ENTER] alone at the next blank field.

If you are listing classes to EXCLUDE, vyou must list them by name, one in
each field. Press [ENTER] after the name of each is typed to move the cursor
to the next field. After the first field you may stop entry of Supplier
Classes by pressing [ENTER] alone at the next blank field.

Respond to the usual ANY CHANGE ? prompt to revise the Supplier Classes to
include or exclude.

You will see processing flash on your screen. When it finishes you can see
how many labels were generated and you are at the prompt:

The processing for this group has been completed.
Do you want to do another set of labels?

Respond Yes to repeat the selection process for another batch of labels
selected differently. These will be appended to the file contining the ones
already selected.

Respond No to stop label selection and start printing.

You will have the usual opportunity to view the labels on your work station
screen and/or to postpone printing of the selected batch to a future time.

You return to the PEOPLE Master File maintenance menu.

7#6. Tent BASE Types

Tent Bases are the surfaces upon which tents are installed. The tent base prints on
Contracts and on Work Orders. Each Tent Base record consists of a four-character ID
Number and a thirty character Description.

When you enter Estimates and Work Orders, a [TAB] initiated window of the tent
bases and their codes is displayed in the lower part of the screen at the appropriate
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See the instructions for ADD/CHANGE/DELETE/PRINT in Chapter One of this manual for
detailed instructions about these functions.

15.
1 Explanation of Tent BASE Types Options
Add New BASE - Collects the information about a new Tent Base. Use this option to:
Create a new Tent Base record
Change BASES - Allows you to change any information about a Tent Base. Use this
option to:
Look up a Tent Base record
Change Tent Base information
Correct information for a Tent Base
Delete BASES - Removes a Tent Base record you no longer wish to use.
Print a Listing of BASES - Prints a complete listing of all of the information
stored on Tent Bases. Use this option to:
Verify the Tent Bases records.
15.

2 Responses to the TENT BASE Master File Menu

To select an option, type the number that appears to the left of the description.
To return to the Tentmaker Main Options menu, press [ESC] or the Left Arrow key.

In general, the operation of this TENT BASE Maintenance option parallels very
closely the operation of the general ADD/CHANGE/DELETE/PRINT options for the Tentmaker
system. These are described in detail in Chapter One.
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15.
8#7. Inventory LOSSES/ADDS/CNGS

SAMPLE TENT COMPANY 8.3M(003)
Rental Item Adjustments Entry/Editing

Please select application

Add new adjustments

Change existing adjustments

Delete adjustments

Print an edit list of the work file

|

Sw N

5. Post the entries to the Rental Master file

6. Make a backup of the work file
7. Restore a work file backup
8. Print an edit list from a backup file

9. Create adjustments from an existing work order.

3 transactions waiting to be posted.
49 transaction records available.
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The Rental Item Adjustments Entry/Editing menu is shown above. You reach this menu
from choice #14. Go To Rental Module Management Functions of the Tentmaker Main Options
menu, then choice #7. Inventory LOSSES/ADDS/CNGS.

This menu is the focus of all activity resulting from new purchases of existing
rental items, manufacture of new amounts of existing rental items, and losses or changes
due to damage, theft, or other sources. The reason for entering such rental inventory
changes here, rather than via choice #1. Rental INVENTORY of the Tentmaker Systems
Management Functions menu, is that this option puts in motion a separate audit trail for
such changes. Properly done, this information may be very valuable in future decision

making about your business.
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15.
1 #1. Add new adjustments

Add Rental Master File Adjustments
## Adjustments in work file
RENTAL MASTER ITEMS - - = = = = = = = = = = = = — — — — — — — — — — — — — — -—
Size Color ID Number Description oty Cond |LINE

(Rental Master file items listed here)

Trx#=Date======1ID Number Sourc Cond==+/-Qty=NEW==Comment===============

(Current Adjustment lines listed and added here)

--1 SIZE---—-—-—- 2 COLOR--ID Number----3 DESCRIPTION---—--—-—-—--— 4 SCH/ASSEMBLY----

* to show all items, @ to create a new rental item/ID.
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The Add Rental Master File Adjustments screen is shown above. This screen and the
following procedure for its use are very similar to that described in the general
ADD/CHANGE/DELETE/PRINT procedures outlined in Chapter One of this manual.

The Add Rental Master File Adjustments screen is divided into four parts. The top
two lines give a reminder of where you are in the Tentmaker system and record the number
of Adjustments currently in the Adjustments Work File. Entered Adjustments stay in this
file until they are deleted or posted to the Rental Master file. See the related
discussion of #5. Post the entries to the Rental Master file later in this chapter.

The next section (headed RENTAL MASTER ITEMS) contains a listing (six at a time) of
Rental Master Items for selection. They are indicated by Line Numbers running down the
right margin of that window.

The third section (the middle section of the screen) is another listing of six lines
that shows the (most recent) Rental Adjustment items from the Work File. As more
Adjustment lines are added, this list grows and begins to scroll off the top of this
middle window. New Adjustment lines are added at the bottom of the list.

The bottom section of the screen contains the entry fields for the Adjustment item
you are adding. Also, this section is where any information or prompts related to your
inputs will be displayed.

15.
1 Procedure for #1. Add new adjustments
Procedure:
1. From the Tentmaker System Management Functions menu, select #7. Inventory

LOSSES/ADDS/CHANGES. Press [ENTER].

2. You will come to the Rental Item Adjustments Entry/Editing menu. Select #1.
Add new adjustments. Press [ENTER].

3. You will come to the Add Rental Master File Adjustments screen. Your cursor
will be on the SIZE field at the bottom.

4. Enter details of SIZE, COLOR, ID Number, DESCRIPTION, and SCH/ASSEMBLY
(Whether or not it "Updates Schedule" and any Assembly ID) for the Rental
Master item you seek to adjust. The directions are as follows:

5. Enter the SIZE of the Rental Master item you wish to search for by
typing all or the first few characters of the size of the item you wish.
Press [ENTER].
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OR, type * for SIZE to scan the entire database for this attribute.
OR, type @ to initiate the entry of an entirely new rental item.

b. Enter a Color indicator in the COLOR field, or press [ENTER] alone to
have ALL colors considered.

C. Enter an ID Number for the Rental Master item you wish to adjust. If
you do not know the specific ID Number, press [TAB] to have this field
ignored.

d. Up to six items from the Rental Item Master file with a matching SIZE,

COLOR, and/or ID Number will be displayed in the window at the top of
your screen. Line numbers for these will be down the RIGHT hand side of
the screen.

e. Respond to the Select a displayed ITEM (Y/N/Q/#) prompt at the bottom of
the screen.

ETTHER
Select a displayed item (Y or #).

OR
Reject these six matches (N), and search for and display the next
six matches. This will continue until you get the message:

All Matching Item records have been shown. CR TO CONTINUE

Then you must start over with entering a SIZE designation (see
above) .

OR
Select Q to Quit this search of the Rental Master file. You will
return to the SIZE field to start entering keys for another
search.

OR

Type @ to initiate entry of information for an entirely new
Rental Master item. This will require entry (at the bottom of
your screen) of all pertinent Rental Item data just as you did
when building the Rental Master file. This way, however, the
new rental item will be marked as an Adjustment, and will show on
Adjustment reports that way.

f. Enter the Date for this Adjustment. Press [ENTER] alone to default to
the current computer date.

g. Enter the SOURCE for the Adjustment. It is VERY IMPORTANT to exercise
consistency in the labels you use for SOURCE because later this will
make it easier for you to pull out meaningful reports and make sense of
the Adjustments Source Cross Reference option found in Rental Module
System Operator Functions.

For SOURCE, wuse entries like LOSS, PURCHASE, MFG, CHANGE, THEFT,
or other meaningful categories.

h. Enter any COMMENT to briefly explain the Adjustment. Press [ENTER].
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i. Enter a CONDITION indicator for this item. Be consistent with the
condition indicators used for other Rental Master entries. Press
[ENTER] .

j Enter the Quantity of the Adjustment. Use positive (+) entries for
increase Adjustments and negative (-) entries for decrease Adjustments.

Press [ENTER].

k. Enter the Warehouse Location where the Adjustment items will be housed.
Press [ENTER].

1. Enter appropriate G/L Acct numbers for posting the charges for this
item.

m. Enter the COST for this Adjustment item. Press [ENTER].

n. Designate whether or not this item is taxable. Respond Y(es) or N(o).

Press [ENTER].
Respond to the prompt:
# to CHANGE field, [ENTER] to save, [ESC] to abort

When you press [ENTER] alone, your item is put into the current Adjustment
item list (shown in the middle of your screen) and you are returned to the
SIZE field to start again.

When all Rental Adjustment items have been added, press [ESC] at the SIZE
input field.

You will return to the Rental Item Adjustments Entry/Editing menu.

#2. Change existing adjustments
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SAMPLE TENT COMPANY
Rental Item Adjustment - Change

Trx#=Date======1ID Number Sourc Cond==+/-Qty=NEW==Comment===============

(Current Adjustment lines listed and selected from here)

--1 SIZE--—-—-——- 2 COLOR--ID Number----3 DESCRIPTION-----——-——— 4 SCH/ASSEMBLY----
5 Date 8 Condition 10 Location 13 Taxable

6 Source 9 +/- Oty 11 G/L Acct

7 Comment 12 Cost

Type a number to edit a trx. Press [CR] to lookup by ID #. I...
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The screen shown above is the Rental Item Adjustment - Change screen. Use this
screen to edit Rental Item Adjustments after entry, Dbut prior to posting to the Rental
Master file.

The screen has two main sections for work. The top two-thirds of the screen
contains a list of up to twelve Rental Adjustments that have already been entered but not
posted to the Rental Master file. They are still in the Adjustments Work File. The
bottom part of the screen is the Change area where you select an Adjustment to change,

make the needed changes to the various data fields, and respond to the control prompts.
15.

1 Procedure for #2. Change existing adjustments

Procedure:

1. From the Tentmaker Systems Management Functions menu, select #7. Inventory

LOSSES/ADDS/CNGS. Press [ENTER].

2. You will come to the Rental Item Adjustments Entry/Editing screen. Select #2.
Change existing adjustments. Press [ENTER].

3. You will come to the Rental Item Adjustment - Change screen. At the bottom of
the screen is the prompt:

Type a number to edit a trx. Press [CR] to lookup by ID #.

If Adjustment items are in the Adjustments Work file, they will be listed in
the top section of the screen. Only the first twelve will be displayed. The
Adjustment items are numbered down the left side of your screen in the Trx#
column.

4, If the Adjustment you need to edit is in view, type the number in the list
and press [ENTER].

Alternatively, ©press [ENTER] alone and enter an ID Number to lookup an item
out of view in a long list. Partial ID Numbers are supported in this search.

5. When you have selected an Adjustment to change, the data from the item fields
will be displayed on the bottom of your workstation screen. You first must
respond to the prompt:

Right trx?

The default here on [ENTER] is Y(es). Respond N(o) to continue searching the
Adjustments list for a match.
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6. When an Adjustment is accepted for change, vyou will see the prompt:

# to CHANGE field, [ENTER] to save, [ESC] to abort

7. Type the number of a field to change. Press [ENTER]. Enter the new
information. Line edit keys are active here.

b. When finished, press [ENTER] to record new data.

C. On any field, press [ESC] to return to the # to CHANGE field,
prompt.

d. When all changes are made to the Adjustment items, press [ENTER] alone

to save the changes in the list.

At any time, ©press [ESC] at the # to CHANGE field ... prompt to abort
the changes and leave the Adjustment item in its original form. You
will be asked to confirm this action.

7. When all Adjustment items have been edited to satisfaction, press [ESC] to
return to the Rental Item Adjustments Entry/Editing menu.

15.
3 #3. Delete adjustments

When you choose to DELETE Rental Item Adjustments, vyou come to the Rental Item
Adjustments - Delete screen. This screen is exactly like the CHANGE Adjustments screen
described in the previous section. You may delete any rental adjustments PRIOR to
posting.

The screen has two main sections for work. The top two-thirds of the screen
contains a list of up to twelve Rental Adjustments that have already been entered but not
posted to the Rental Master file. They are still in the Adjustments Work File. The
bottom part of the screen is the Selection area where you select an Adjustment to delete,

confirm that decision a second time, and respond to the control prompts.
15.
1 Procedure for #3. Delete adjustments
Procedure:
1. From the Tentmaker Systems Management Functions menu, select #7. Inventory

LOSSES/ADDS/CNGS. Press [ENTER].

2. You will see the Rental Item Adjustments Entry/Editing screen. Select #3.
Delete adjustments. Press [ENTER].

3. You will come to the Rental Item Adjustment - Delete screen. At the bottom of
the screen is the prompt:

Type a number to edit a trx. Press [CR] to lookup by ID #.
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4. To select an adjustment entry to delete, proceed just as you would to select
an adjustment entry to change (see the previous section of this manual).

5. When you have selected an Adjustment to delete, the data from the item fields
will be displayed on the bottom of your workstation screen. You first must
respond to the prompt:

Right trx?

The default here on [ENTER] is Y(es). Respond N(o) to continue searching the
Adjustments list for a match.

6. When you accept an Adjustment, vyou get the prompt:
Are you certain you want to delete this trx?
Respond Y (es) to confirm the delete.

Respond N (o) to change your mind and NOT delete this Adjustment.

7. When all deletions are made to the Adjustment items, press [ESC] at the Type
a number to ... prompt. You will return to the Rental Item Adjustments
Entry/Editing menu.

15.
4 #4. Print an edit list of the work file

The Adjustments Work File Edit List is a printed copy of the complete Adjustments
information as they are prior to posting to the Rental Master file. TIf the Adjustments
Work File is out of order when you select this option, vyou will be asked if you want it
sorted. See Chapter One for directions on responding to the Printer Selection screen.
At the end, vyou have the usual opportunity to view the report on the workstation screen
and/or to postpone printing until a future time.
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15.

1

RUN DATE: 14

Sample of Adjustments Edit List

-DEC-99

REPORT NAME:

SAMPLE TENT COMPANY

RENTAL MASTER FILE ADJUSTMENTS EDIT LIST

11:41 AM

A asterisk

NEW POST TO
ITM RNT/HST ITEM ID NUM DATE
ITEM DESCRIPTION
D D .06X10 MAR 2 10/12/99
MARQUEE 6X10
D D .PBK 42 9' 10/12/99
30X100 OVAL TENT
D D .PBK 502 10/12/99
50X100 OVAL TENT
Y D D .PBK1035 10/12/99
Computer
Y D D 486-0HC 10/13/99
Taurus
TOTAL LOSSES: -3

TOTAL GAINS:

5 TRANSACTIONS

SOURCE COMMENT
Cos G/L ACCT
MFG
* 500.00 4140-000
loss
* 1,000.00 4140-000
loss
* 1,000.00 4140-000
loss Theft from car
2,500.00 4140-000
PURCHASE NEW ITEM
19,758.00 4010-000

NET QTY CHANGE:

ADJEDT. PRT

QTY COND SIZE

-1*a

-1l*a

(*) to the left of a field indicates a CHANGE that will be posted to the Rental file

COLOR
LOCATION
.06x10 onw
.30x100 9' BK/W
.50X100 W
486KB B
North End
Sedan G
Garage

PAGE

SCH ASSEMBLY

N

.06X10 MARQU

.30xX100 ov9'

.50X100 OVAL

TAX?

Copyright Codesmiths,
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15.
5 #5. Post the entries to the Rental Master file

This option is used to transfer completed Rental Item Adjustments to the Rental
Master file. Up to this point in time, they have resided in the Adjustments Work file.

NOTE: Before running this option you should use option #4. Print an edit list of
the work file to verify the accuracy of the Rental Adjustments currently in the work file.
Correct any errors by using #2. Change existing adjustments.

15.
1 Procedure for #5. Post the entries to the Rental Master file
Procedure:
1. From the Tentmaker Systems Management Functions menu, select #7. Inventory

LOSSES/ADDS/CNGS. Press [ENTER].

2. You will see the Rental Item Adjustments Entry/Editing screen. Select #5.
Post the entries to the Rental Master file. Press [ENTER].

3. You will see the Printer Selection screen. Make your selections and press
[ENTER] .

4. Processing will take place while the Adjustments Register is prepared.

5. You will have the usual opportunity to view the Adjustments Register on the

workstation screen. You also may postpone printing of the Adjustments
Register to a future time.

6. Processing will take place as the Adjustments are transferred to the Rental
Master file.

7. You will return to the Rental Item Adjustments Entry/Editing menu.
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15.
2 Sample of Adjustments Register

REPORT NAME: ADJREG.PRT

RUN DATE: 14-DEC-99 SAMPLE TENT COMPANY PAGE 1
RENTAL MASTER FILE ADJUSTMENTS REGISTER

02:07 PM
A asterisk (*) to the left of a field indicates a CHANGE that will be posted to the Rental file

NEW POST TO

ITM RNT/HST ITEM ID NUM DATE SOURCE COMMENT QTY COND SIZE COLOR SCH ASSEMBLY TAX?
ITEM DESCRIPTION COST G/L ACCT LOCATION
D D .PBK 1001 10/14/99 MFG Special Order 1*A .06X10 B/W N .06X10 MARQU Y
6X10 MARQUEE * 300.00 4140-000
NET QTY CHANGE: 1
TOTAL LOSSES: 0
TOTAL GAINS: 1

1 TRANSACTIONS
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15.
7 #6. Make a backup of the work file

With this option you can create a duplicate of the Adjustments Work File at any
stage of the adjustments entry process. This is a useful option to use when you have
entries in the Adjustments Work file and wish either to enter some more or to edit those
that are there. First, make a backup of the Adjustment Work file. Then, if the new
work you do is, for some reason, not correct, you can restore the backup and resume at
the original state of accuracy.

15.
2 Procedure for #6. Make a backup of the work file
Procedure:
1. From the Tentmaker Systems Management Functions menu, select #7. Inventory

LOSSES/ADDS/CNGS. Press [ENTER].

2. You will see the Rental Item Adjustments Entry/Editing screen. Select #6.
Make a backup of the work file. Press [ENTER].

3. You will see the prompt:
Enter Backup file name ......

You have six characters for this name. Enter something that is easy to
recognize as the Adjustments Backup file. You may also wish to date it so

that several backups can be distinguished from one another. For example, a
name like "A1097" could identify the Adjustment Backup file for October of
1997.

For the up to six characters you enter for the name, the computer will add
"_.DAT" on the end. So, the entire file name will be something like
XXXXXX.DAT.

Press [ENTER] when finished entering the backup filename.

4, Respond to the ANY CHANGE ? prompt to either change the file name or to
continue with the backup process.

5. You will see PROCESSING OCCURRING
6. Next you will see:

DSK##: (filename) .DAT has been created.
DO YOU WANT TO CLEAR THE ADJUSTMENT FILE?

The default on [ENTER] is N (o).

As an End-Of-Month procedure, you might wish to save the month's adjustment
file as a backup, and erase the primary Adjustment file for the new month.

7. You are returned to the Rental Item Adjustments Entry/Editing menu.
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8. Press [ESC] or the Left Arrow key to return to the Tentmaker Main Options
menu.
15.
7 #7. Restore a work file backup
This option is used to retrieve a backup Adjustments file for additional use.
15.
1 Procedure for #7. Restore a work file backup
Procedure:
1. From the Tentmaker Systems Management Functions menu, select #7. Inventory
LOSSES/ADDS/CNGS. Press [ENTER].
2. You will see the Rental Item Adjustments Entry/Editing screen. Select #7.
Restore a work file backup. Press [ENTER].
3. You will see the prompt:
Enter Backup file name ......
You must know the name of the backup file you are retrieving. Enter just the
first up to six characters of the file name. The computer will automatically
add the .DAT on the end. Press [ENTER] when finished entering the backup
filename.
4, Respond to the ANY CHANGE ? prompt to either change the file name or to
continue with the restore process.
5. You will see PROCESSING OCCURRING ... . The backup is being restored.
6. You are returned to the Rental Item Adjustments Entry/Editing menu.
15.
8 #8. Print an edit list from a backup file

This option allows you to confirm the contents of any Adjustments backup file you
may have made. The report produced by this option is like the Adjustments Edit List
produced by #4. Print an Edit List of the Work File. We have not included another sample
here.

15.
1 Procedure for #8. Print an edit list from a backup file

Procedure:
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From the Tentmaker Systems Management Functions menu, select #7. Inventory
LOSSES/ADDS/CNGS. Press [ENTER].

You will see the Rental Item Adjustments Entry/Editing screen. Select #8.
Print an edit list from a backup file. Press [ENTER].

You will see the prompt:
Enter Backup file name ......

You must know the name of the backup file you are retrieving. Enter just the
first up to six characters of the file name. The computer will automatically
add the .DAT on the end. Press [ENTER] when finished entering the backup
filename.

Respond to the ANY CHANGE ? prompt to either change the file name or to
continue with the backup process.

You will see PROCESSING OCCURRING ... . The backup is being prepared for
printing.

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

You are returned to the Rental Item Adjustments Entry/Editing menu.

#9. Create adjustments from an existing work order

This option allows you to select a Work Order, and then either ADD or REMOVE all
the quantities of all the items on the entire Work Order. This is useful if an entire job

(Work Order)

is lost/damaged by a fire or tornado, etc.

15.

1 Procedure for #9. Create adjustments from an existing work order

Procedure:

1. From the Tentmaker Systems Management Functions menu, select #7. Inventory
LOSSES/ADDS/CNGS. Press [ENTER].

2. Respond to the ANY CHANGE ? prompt.

3. You will see the Rental Item Adjustments Entry/Editing screen. Select #9.
Create adjustments from an existing work order. Press [ENTER].

4, You will come to a screen that looks like the Work Order Header entry screen.

Ver. 8.4
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Work Order number, the corresponding Estimate number, the Customer Name, or
by a range of Starting dates for the event.

° With the cursor at the W.O0. # field:
ETTHER:
Enter a known Work Order number and press [ENTER].
OR:
Press [TAB] to slect a Work Order from a [Tab]-Search window.
OR:
Press [ENTER] alone to move the cursor to the Est. # field.
OR:
Press [ESC] to exit from the option.
° With the cursor at the Est. # field:
ETTHER:
Enter a known Estimate number whose Work Order you wish and press
[ENTER] .
OR:
Press [ENTER] alone to move the cursor to field #2. Cust.
OR:
Press [ESC] to exit from the option.
° With the cursor at field #2. Cust:
ETTHER:
Enter part or all of a Customer Name whose Work Order you wish and press
[ENTER] .
OR:
Press [ENTER] alone to move the cursor to the bottom screen prompt:
Look for work orders starting between: ..... and: .....
OR:
Press [ESC] to exit from the option.
(] With the cursor at the Starting date field:
ETTHER:
Enter a Starting date and an Ending date to form a date range that you
know will include the date of the Work Order you seek.
OR:
Press [ENTER] alone to move the cursor back to the W.O. # field.
OR:
Press [ESC] to move the cursor back to the W.O0. # field.
5. Whatever Work Order look-up method you use, vyou will be presented with some

candidates and be asked to choose among or confirm the selections until you
arrive at the one you seek.

6. The front page details of the Work Order you choose will be displayed on the
screen. At the bottom is the prompt: [ENTER]=continue

By repeatedly pressing [ENTER] you will be presented with all the inventory
items on this Work Order. Review them carefully because these are the items
that will be adjusted if you continue.

Copyright Codesmiths, Inc. 10/99



Ver.

10.

11.

12.

13.

98
TENTMAKER Operator Instructions
When all the Work Order detail has been presented to you, you get the prompt:

1. Copy Quantities as .... 1=PLUS Qtys (keep as is) 2=MINUS Qtys

Enter 1 to ADD all the quantities of the Work Order to the respective
inventory records.

Enter 2 to DEDUCT all the quantities of the Work Order from the respective
inventory records.

You come to the prompt:
2. Transaction Date

Enter a date relevant to the adjustment you are about to make (either today's
date or some other). Use either MMDDYY or MMDDCCYY format.

You come to the prompt:
3. Adjustment Source

Suggestions for an Adjustment Source are displayed at the screen bottom. Pick
one or make up a new one that best describes the reason for the adjustment
being made.

You come to the prompt:
4. Adjustment Comment

Enter up to 30 characters of additional information about the adjustment.
Press [ENTER].

You get the prompt:
[ENTER]=start copy, [ESC]=abort, [TAB]=change copy options
Pressing [TAB] lets you change the four settings just entered.

Pressing [ESC] lets you exit and forget about finalizing the adjustments. You
return to the Rental Item Adjustment Entry/Editing menu.

When you start the copy of the Work Order items to adjustments, they go
automatically ubtil all completed. The adjustment records are put in a work
file for later confirmation (by an edit list) and posting before they become
permanent in your inventory.

When the copying is complete, you get the prompt:
[ESC]=exit, [ENTER]=copy another W/O
Press [ENTER] alone to start the process all over at Step #4 above.

Press [ESC] to end the copying/adjustment process.
You are returned to the Rental Item Adjustments Entry/Editing menu.
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BUT, REMEMBER, the adjustments must be posted to become permanent in
your inventory records. Use option #5. Post the entries to the Rental
Master file.

15.

9#8. Bar Code Functions

Bar Coding is an optional feature of Tentmaker. To activate Barcoding, the first
step is initialize the Yes/No Bar Code switch in System Operator Functions. Only when
this switch is set to Yes will you see choice #8 on the Data Entry/Lookup/Print options of
Systems Management Functions.

Use of this option also is dependent upon your having a Bar Coded inventory.
Nothing in this option will provide much help with attaching bar coded labels to your
rental items or storage bins.

The functions provided by the Bar Code option are:

1. Create a Load List to Transfer to a Barcode scanner (probably a hand-held,
portable one).

2. Transfer that Load List to a scanner unit for use in inventory picking and
truck loading.

3. Following truck loading, pick-up from the scanner unit a list of missing
items, substitutions made, etc.

4. Update Tentmaker inventory and Work Orders with information about inventory
ACTUALLY checked out to the job site.

5. When the job is over and inventory returns, pick-up from the scanner unit

information on inventory ACTUALLY returned from the job site. Update billing
documents with any losses or damage charges.

15.
10 Changing SIZE or COLOR in Rental Master File (RNTMAS)

Summary:

Normally, vyou can't edit the SIZE or COLOR in a Tentmaker Rental Item Master
record. The Rental ID number, size, and color are index entries that facilitate the
searches for compatible items.

But, vyou may need to change an item's size and color if you have made errors in

your initial data entry.

WARNING: Use this procedure to change SIZE or COLOR of a Rental Master
file item with EXTREME CARE. Incorrectly done, such changes can cause real chaos in your
inventory.
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Procedure:

From the Tentmaker Main Options menu, select option #14. Go To Rental Module
Management Functions. Press [ENTER].

Respond as needed to the password prompt.

Select #7.Inventory LOSSES/ADDS/CNGS. Press [ENTER]. Respond to the ANY
CHANGE ? prompt.

Select #1. Add new adjustments to enter all your changes into the Adjustments
Work file.

° From the bottom of the screen, you may search out items for change by
any combinations of SIZE, COLOR, 1ID Number, and/or Description.
Results of a search are displayed in the top one-third of the screen.
Page through this list with the [ENTER] key. Select an item to change
from this list by typing the number shown in the extreme right-hand

column.
° An item selected for change is displayed field-by-field at the bottom of
the screen. Enter a date and a Source (like, CHANGE), and then press

[ESC] to get to the bottom screnn prompt. Choose the SIZE or COLOR (or
other) field you wish to change. When changing color, be sure to use
your standard color designations. Press [ENTER] to record each new
field entry. Then press [ESC] to return to the bottom screen prompt.
Continue making changes in this way.

[ When all finished making changes on one inventory item, press [ENTER]
from the bottom screen prompt. The changed item will be displayed in
the middle screen list. If needed, start with another search and
repeat these steps.

° When finished with all changes, ©press [ESC] from the SIZE field to
return to a menu.

Select #4. Print an edit list of the work file to review the changes.

Select #5. Post the entries to the Rental Master file to update the RNTMAS
records.

IMPORTANT: If you have used the original rental items in Assemblies or on
Work Orders, you MUST use the Programmer/Analyst "refresh" functions to
change those Assemblies and Work Orders. Make sure that no one else is using
the Tentmaker software when you do this.

Select #14. Go to Rental Module Management Functions from the Main Options
menu.
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9. Enter any systems management password.

10. Press [ENTER] alone to bring up the System Operator Functions menu.

11. Select #34. Go to Programmer/Analyst Functions. Press [ENTER] alone to
go to Page 2.
12. Select #8. Refresh MAKITM from RNTMAS.
13. Select #9. Refresh WRKITM from RNTMAS.
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