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Prepare Contracts/Estimates

Chapter Three

PREPARE CONTRACTS/ESTIMATES

3.
1Purpose
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TENTMAKER Operator Instructions

SAMPLE TENT COMPANY                                  Prepare Contracts/Estimates
===================================================================8.4M(001)====
               1. ADD NEW Contracts    (Header & Items)
               2. CHANGE Contracts     (Header & Items)
               3. DELETE Contracts     (Individually)

               4. DELETE GROUPS        By Starting/Ending Date

               5. DISPLAY Contracts    (No Changes)

               6. REARRANGE ITEMS      Between Contracts
               7. SCAN ITEMS           By Size/Color/Descr

               8. PRINT EDIT LIST      Of Groups of Contracts
               9. PRINT OUTSTANDING    Contracts List
              10. PRINT CALL BACKS     Lists of Contracts
              11. PRINT SCHEDULE       Lists of Contracts

              12. OPEN NEW JOBS        In Job Costing
              13. POST CASH RECEIVED   To Accounts Receivable

              14. ARCHIVE UNBILLED     Contracts to History

      Enter Choice Number   (Default is  2 ), - - - Or [ESC] to EXIT █__

Option #2. Prepare Contracts/Estimates from the Tentmaker Main Options menu consists
of fourteen functions which allow you to handle estimates.  The normal use of these 
functions is to enter the new estimates,  to print a list of the estimates,  to make any 
necessary changes or deletions,  to post any deposits or prepayments before the rental is 
completed,  to print several reports dealing with estimates, and to archive any unbilled 
estimates desired for the future.  Also,  if you are using the Job Costing module,  you 
may open new jobs from this menu as a short cut.  The Prepare Contracts/Estimates menu is 
shown above.
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NOTE:  Preparing an Estimate will NOT place items on the 
reservation schedule.  Items are placed on the schedule when Work Orders are 
prepared.  This is why it is important to cut Work Orders as early in the 
contracting process as possible so that reservations are maintained.

Usually,  estimates will only contain items that do NOT update the schedule, e.g., a
30X45 tent,  and will not contain items that do update the schedule,  e.g., 2-30X30 tent 
ends,  and a 15' mid section.  The customer usually is not interested in all the parts 
which make the tent.

3.
1Explanation of Estimate Menu Options

1. Add New Contracts   (Header & Items) - Add contract billing information and 
item detail to the estimate files.  Use this option to:

Prepare a preliminary estimate for a potential customer.
Enter a new job that will be billed out.

2. Change Contracts   (Header & Items) - Allows you to modify any estimate 
information that is currently on file.  Use this option to:

Revise customer and event information.
Revise estimate billing information and rental dates.
Revise the rental items for an estimate.
Add Memos (notes, directions, etc.) to an estimate.
Edit mileage charges,  miscellaneous charges,  and sales tax.

3. Delete Contracts   (Individually) - Allows you to remove a single estimate 
from the estimates files.  Use this option to:

Delete a pending contract that is no longer valid.

4. Delete Groups   (By Starting Date) - Allows you to remove ALL pending 
contracts of a particular starting date.  Use this option to:

Clear a group of estimates that will not be billed.  Be sure none of the
group is a candidate for archiving (i.e., needed for future 
reference)

5. Display Contracts  (No Changes) - Allows you to review (but not change) an 
estimate.  Use this option to:

Look up an estimate.

6. Rearrange Items  (Between Contracts) - Allows you to modify the rental items 
on one or more rental estimates.  Use this option to: 

Review items across several estimates.
Move an item from one estimate to another.
Add new items to one or more estimates.

7. Scan Items  (By Size/Color/Description) - Gives a visual scan of all rental 
items involved in outstanding estimates for a date range.  Use this option to:

Review potential commitments of rental items.
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8. Print Edit List   (Of Groups of Contracts) - Prints a list of estimates that 
shows all information about a particular set of estimates.  Use this option 
to:

Review estimates that you intend to bill.
See all the estimates for a particular date range, show, or customer.
Identify estimate changes that must be made.

9. Print Outstanding   (Contracts List) - Prints a listing of estimates that do 
not yet have associated work orders.  These are uncompleted estimates.  Use 
this option to:

Check on contracts that have not been returned.
Check for estimates that may need a follow up action.

10. Print Call Backs   (Lists of Contracts) - Prints a listing of estimates that 
have a call back date within a specified date range.  The listing is sorted by
salesperson.   Use this option to:

Provide sales people with a list of estimates that need to be followed 
up.

11. Print Schedule   (Lists of Contracts) - Prints a time line schedule of 
outstanding estimates for a specified 30-day period.  Use this option to:

Review work scheduling for outstanding estimates.
Avoid conflicts with future estimates.

12. Open New Jobs   (in Job Costing) - provides Job Cost users with a short cut 
for creating a new Job Cost record.  As you enter a new estimate/contract,  
put an entry in the Job # field.  Then,  invoking this option will cause the 
computer to scan Job #s on all new contracts and help you create Job Cost 
records for those representing new jobs.  When not using the Job Cost module, 
this option is displayed in reduced intensity.

13. Post Cash Received   (To Accounts Receivable) - Posts cash received and 
entered on the respective contract as a deposit or prepayment to the Rental 
Cash File ahead of the rental billing.  Use this option to:

Post cash receipts when you receive the deposit rather than waiting for 
the completed job and invoicing.

14. Archive Unbilled   (Contracts to History) - Saves selected,  unrealized 
estimates for future reference.  Use this option to:

Save unrealized estimates you may wish to rebid in the future.

3.
2Responses to the Estimate Menu

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

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

3.
2How To Use the Prepare Estimates Options
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Tentmaker was designed to meet the needs of a wide variety of rental organizations. 
While each organization is different,  here are some guidelines for using the Prepare 
Estimates Menu effectively.

3.
1If You Plan Ahead and Mail Out Estimates

If your organization is geared to predictable repeat business,  you might use the 
Prepare Estimates Menu as follows:

1. You receive a call from a customer inquiring about the availability of rental 
item(s) for a specific weekend or event.

2. Using #1. Check for Available Rental Items from the T/M Main options menu,  
you determine that you can meet the customer's request.

3. After talking with the customer,  you have created a list of the items that 
the customer will need along with the dates involved.  After availability is 
confirmed,  you turn the list into a new Estimate/Contract.  

4. You automatically are placed on the CHANGING Contracts/Estimates screen. The 
rental item selections just confirmed are transferred along with the involved 
dates.  You complete the estimate billing information.  If the customer has 
NOT done business with you before,  you enter the customer's name,  address 
and potential billing information as you go, in addition to a telephone number
and person's name for future contact.

5. You then promise to mail a printed copy of your estimate to the customer.

6. Using #2. Prepare Contracts/Estimates,  you go to the Prepare Estimates menu. 
You select option #8. Print Edit List and print the new estimate(s) just 
created.  You review these carefully and use #2. CHANGE Contracts to make 
changes and polish them.  You add any memos of instruction or communication to
the client or your work crews.

7. You check the estimate totals,  add any mileage charges,  add any 
miscellaneous charges,  and add any prepayment or deposit that will be 
required or already has been received. 

8. You print a copy of the estimate to mail to the customer.  You can print this 
copy immediately (if Tentmaker is set up properly) or you can print estimates 
in groups using option #1. Print Contracts to Send Out (by Groups),  found 
under #3. Print Contract/Estimate Reports from the T/M Main Options menu.

9. You then wait for the customer to return the estimate with a signature and any
prepayment expected.

10. In the meantime,  you can track the progress of this estimate.  Use #2. 
Prepare Contracts/Estimates from the T/M Main Options menu.  From the Prepare 
Estimates menu,  select the appropriate choices from:

#5. DISPLAY Contracts    (No Changes)
#9. PRINT OUTSTANDING   (Contracts List)
#10. PRINT CALL BACKS   (Lists of Contracts)
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11. When the estimate is returned,  you use one of the following options from the 
Prepare Estimates menu to make any changes to the billing information or to 
the items required:  

#2. CHANGE Contracts   (Header & Items)
#6. REARRANGE ITEMS   (Between Contracts)

If you've received a prepayment,  you enter the customer's check number and 
the receipt date.

12. If Tentmaker is set up to create a work order on demand,  you create a work 
order and immediately reserve the rental master items that will be used for 
this contract.

13. From the Prepare Estimates menu,  using option #13. POST CASH RECEIVED  (to 
Accounts Receivable),  you send the prepayment to the customer account in A/R.

3.
2If You Do Spontaneous Rentals

Spontaneous rentals are best described as walk-in customers or rentals that are 
arranged only a few days ahead of the scheduled start date.  In a point of sale situation 
like this,  here's how you might use the Prepare Estimates Menu:

1. You have set up the Tentmaker module to print contracts immediately,  to 
create work orders immediately,  and if needed,  to process sales orders for 
party goods.

2. Using #1. Check for Available Rental Items from the T/M Main options menu,  
you determine that you can meet the customer's request.

3. After talking with the customer,  you have created a list of the items that 
the customer will need along with the dates involved.  You turn the list into 
a new Estimate/Contract.  

4. You automatically are placed on the CHANGING Contracts/Estimates screen. The 
rental item selections just confirmed are transferred along with the involved 
dates.  You complete the estimate billing information.  If the customer has 
NOT done business with you before,  you enter the customer's name,  address 
and potential billing information as you go, in addition to a telephone number
and person's name for future contact. You fill in any mileage charges,  
miscellaneous charges,  and deposit required.  If you collect a deposit,  you 
enter the customer check number and the receipt date.

5. You print a copy of the contract for the customer to examine and sign.

6. You immediately create a work order to reserve the rental items.

7. The happy customer leaves with a copy of the contract.  

8. Later,  from the Prepare Estimates menu,  you use option #13. POST CASH 
RECEIVED  (To Accounts Receivable) to post the cash received to the customer's
account.
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3.
3The Estimate Header Screen

SAMPLE TENT COMPANY                                 ADDING  Contracts/Estimates
                                   (Work Ord:       )  Total Days Rented:
--------------------------------    Customer    -------------------------------
1 Name:  █                                   2 Cont:                 
3 Add1:                                      4 Add2:         
5 City:                    6 St:        7 Zip:              8 Ph:              
[Acct Sts:             Bal:              Last Pmt:              Date:         ]
-------------------------------   Scheduling   -------------------------------
9 Show:                10 City:                   11 St:      12 Site Addr:  
13 Erct:                14 Strt:                   15 End:              
16 Base:                                
-------------------------------    Contract    -------------------------------
17 ID #:          18 Event type:            19 Date:            20 Oper-ID:    
21 Slsp:          22 Call-bk:               23 Ref#:            24 Job#:         
25 Com1:                            26 2:                           27 Memo:  
               ****** Outside Suppliers/Sub-contractors ******
28                                         29                            
30                                         31                           
32
-------------------------------    Billing     -------------------------------
33 Terms:          34 Disc:       35 PO#:               36 Tax Set:        
[Ttl:              Payment Recd:              Due:                            ]

  Enter ALL/PART of Customer Name    - OR hit [TAB] for SEARCH DISPLAY
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The Estimate Header screen (shown above) collects rental billing information.  To 
exit from the Estimate Header screen,  press [ESC] or the Left Arrow key at the Name: 
field.

3.
1Customer Look-up -- Existing Customer

When you first arrive at the Estimate Header screen,  the cursor is on the Name: 
field and the message at the bottom of the screen reads:

Enter ALL/PART of Customer Name,      - OR hit [TAB] for SEARCH DISPLAY

3.
1 #1. Name

The customer name field is a twenty-five character alphanumeric search field.  In 
ADD Mode,  you may enter an A/R customer name.  You can search on partial customer names.

Each match to your request is displayed.  To select a customer,  answer "Y" to the  
Correct Customer (Y/N/Q) ?  question.  Alternatively,  you may use a [TAB] Search into 
your Customer Master file to look through several customer records at a time.  With the 
cursor on the #1. Name:  field,  press [TAB].  A window opens over the bottom portion of 
your screen.  When you first enter the [TAB] Search window, the first thirteen (13) 
customers in your file are listed.  Under this window is the prompt:

Select:...Name:  -ALL NAMES-  Addr: -ALL ADDRs-  City:  -ALL CITIES-  St: ALL
   [ENTER]/[HOME]/UP/DOWN-ARROWS to SEARCH, [->] change KEYs, ITEM Line #

The cursor sits at the Select: field.  The Search Keys in this case are Customer 
NAME,  Customer ADDRESS,  CITY,  and STATE.  The default Search Key values are ALL in each
case.  

For complete details on the operation of [TAB] Search windows,  please consult 
Chapter One - TAB Initiated Searches in this manual.

When a Customer you wish to add to the current Contract/Estimate appears in the 
window,  select it by typing the line number (the Right-hand column of the window) and 
press [ENTER].

When a match to an existing customer is found,  the Customer section of the screen 
(top) is filled in for that customer with:

Full Name
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Contact name
Address information (two lines)
City, State, and Zip
Phone number
Account Status (Acct Sts:)
Current Balance (Bal:)
Last Payment Amount (Last Pmt:)
Last Payment Date (Date:)

Also, the Contract section of the screen is filled with the Salesperson Code (#21. Slsp:) 
associated with this customer (if any), and the Billing section is filled with the 
customer's Payment Terms (#33. Terms) and the applicable Tax Set (#36. Tax Set).  When all
available information for the chosen customer has been entered on the Contracts/Estimates 
Maintenance screen,  the cursor parks at the first empty field of the layout.

3.
2Customer Information -- New Customer

If no match to an existing customer is located in the Customer Master file,  you 
encounter one of the unique features of Tentmaker -- the ability to create a new A/R 
Customer record immediately from Tentmaker.  You get the bottom screen message:

Customer NOT FOUND.  Do you want to keep entry ON FILE anyway? (Y/N)

You have the option here to create a new A/R customer account.  The default value at this 
prompt is N(o).  Responding Y(es) to add a new customer proceeds as follows:

1. Enter a new Customer Name (#1. Name:).  Press [ENTER].

2. Enter a Contact Name (#2. Cont:) (if any).  Press [ENTER].

3. Enter a twenty five character Billing Address line 1 (#3. Add1).  Press 
[ENTER].

4. If needed,  enter a second twenty five character billing address (#4. Add2).  
Press [ENTER].

5. Enter the Bill To City (#5. City) - fifteen characters.  Press [ENTER].

6. Enter the  Bill To State (#6. St:) - two character postal abbreviation.  Press
[ENTER].

7. Enter the Bill To Zip (#7. Zip:) - five or ten characters.  Press [ENTER].

8. Enter a Phone Number (#8. Ph:).  Press [ENTER].

NOTE:  A telephone number is required for each entry.  The phone number is a 
twelve character alphanumeric field.  

REMEMBER:  Under choice #27.  Define Disk Locations, System Defaults of 
Tentmaker System Operator Functions (Choice #14 from the Main Options menu),  
there is a YES/NO switch to require/not require an AREA CODE with each phone 
number.  If this switch is set to YES,  then entries here in the phone field 
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will demand you to include an Area Code.  See Chapter Nineteen 
of this manual for details of setting this Area Code switch.

For most purposes,  you may wish to require Area Codes with 
phone numbers.  But,  at the particular time you are creating an

Estimate for a customer and you may not know the area code.  Temporarily enter
a filler such as XXX or ### (anything with three characters).  This will 
satisfy the software until you can determine the real Area Code.

3.
1 #9. Show

#9. Show is a six character alphanumeric entry.  Show records and IDs are set in the
Rental Module Management Function,  option #3. SHOWS/EVENTS.  Entering part or all of a 
Show ID starts the following process:

● Your entry is checked against the ID's in the Show Master file.  If a match is
not found,  you'll have the option of keeping the ID or of re-entering another
ID.  If a match is found:

a. The show name is entered in field #9.

b. The Scheduling section fields (#10 - #16) are filled in with any 
available information from the Show record.

3.
2 #12. Site Address (Site Addr:)

The Site Address field functions just as a Memo on an Estimate.  If no text is 
contained in this field,  the field value is N(o).  Entering a memo causes the field value
to change to Y(es).  The contents of this memo will be printed in the following places:

1. On Contracts following the Header information.
2. On the Estimate Edit List.
3. On Work Orders.
4. On Load Lists for Work Orders.
5. On all History Edit Lists.

PLEASE NOTE:  The only place that the Site Address Memos may be edited (and
created) is through choice #2. Prepare Contracts/Estimates.  This memo is NOT physically 
transferred to the Work Order file when you copy Work Orders from contracts,  as is the 
case with Contract Header Memos and Contract Line Item Memos.

When you choose this field,  you are instructed to press [TAB] to open the SITE 
MEMO.  You then have a word processing window in which you may write any information you 
wish.  See Chapter One - Free Form Memos for complete details on the operation of these 
memo windows.

3.
3 #13. Setup Date (Erct:)
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Setup Date is a date to use to extend the RESERVATION period earlier than the  
BILLED period.  This entry in no way changes the BILLED period.  The date must be a valid 
6 digit date in the form MMDDYY.  After entering the Setup Date,  the weekday name is 
displayed to the right of the date.

When the cursor is on this field,  a message at the bottom of the screen says:

[TAB] for additional putup/takedown dates.

If you press [TAB],  a window opens where you may enter any of the following:

● Putup Start and End dates - extends the reservation period days earlier for 
extra construction demands.

● Event Start and End - probably already entered,  but permits you to revise 
beginning and ending of the Billing Period.

● Takedown Start and End - extends the reservation period days later for extra 
vacating demands.

When extra Putup time has been defined,  a + shows at the right of this field.  
When extra Takedown time has been defined,  a +TD shows at the right end of field #15. 
End.

NOTE:  The names you use to refer to the Putup and Takedown pairs of dates are your
choice.  You may customize these names by going to Main Option choice #14. Go to Rental 
Module Management Functions,  [RETURN] alone for the System Operator Menu,  then choice 
#27. Define Disk Locations, System Defaults,  and finally go to Screen 6 of 6.  (See 
Chapter Nineteen of this manual for details of making such custom changes.)

3.
4 #14. Start Date (Strt:)

Start Date is the beginning date for the BILLED rental.  The date must be a valid 6 
digit date in the form MMDDYY.  After entering the start date,  the weekday name is 
displayed to the right of the date.

This date may be altered either directly or from the [TAB] choice of field #13. 
Erct: (described above).

3.
5 #15. End Date (End:)

The End Date is the last day of the BILLED rental.  End date must be a valid 6 digit
date in the form MMDDYY.  After entering the end date,  the weekday name is displayed to 
the right of the date.

The total number of days rented is displayed in the upper right corner of the 
Estimate Header screen.

This date may be altered either directly or from the [TAB] choice of field #13. 
Erct: (described above).  When extra Takedown time has been defined,  a +TD shows at the 
right end of field #15. End.

3.
6 #16. Base:
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When you select (or your cursor arrives at) field #16. Base,  you are informed that 
this is a [TAB] Search situation.  When you press [TAB],  a window opens in the center of 
your screen displaying the choices defined.  Type the number of your choice for this 
entry.  The corresponding Base title will be entered into this field for you.

Base types are set in the Rental Module Management Function,  option #6. Tent BASE 
Types.

3.
7 #17. Contract ID Number (ID #)

You do no entry at the estimate number field unless you wish a special designation. 
When you arrive at this field,  the next available estimate number is assigned 
automatically.  The numbering sequence for estimates is set in the Rental Module 
Management Functions,  option #4. CONTRACT Entry DEFAULTS.

The assigned estimate number contains six digits.  This field MUST contain an entry 
in order to proceed.  If missing,  the computer will remind you of this missing entry when
you try to save the new Header record.  

3.
8 #18. Event type

When you select (or your cursor arrives at) field #18. Event Type,  you get the 
bottom screen message:

Hit [TAB] to see CHOICES available for EVENT TYPE  ...

When you press [TAB],  a window opens in the center of your screen displaying the choices 
defined.  Type the number of your choice for this entry.  The corresponding Event Type 
title will be entered into this field for you.

Event types are set in the Rental Module Management Functions,  option #4. CONTRACT 
Entry DEFAULTS.

3.
9 #19. Date

The Estimate Date is a six digit number in the format MMDDYY.  This field defaults 
to the current date of the computer.  If another date is desired,  type over the default 
numerals and use the arrow keys to move left or right.  Or,  you may press [CTRL] + [Y] to
erase the default value and then enter the desired date.

3.
10 #20. Operator ID (Oper-ID)

The Operator ID is a three character alphanumeric entry to identify the person who 
is processing the estimate.  While Operator ID's are not required,  they can come in handy
when you have a question about a particular estimate.
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NOTE:  To use this field for searches of all documents prepared by one 
person,  your workers MUST be consistent in entering the same ID code 
everywhere one is requested. Each Contract entry person should have exactly 
ONE ID and be careful to use only that one at all times.

3.
11 #21. Salesperson ID (Slsp:)

The Salesperson ID is a three character alphanumeric entry to identify the person 
who is responsible for closing the Contract.  While Salesperson ID's are not required,  
they can come in handy when you have a question about who has been responsible for a 
particular event.  Several reports in Tentmaker may be arranged by Salesperson for review 
or commission purposes.  The Estimate Call Back listing sorts all call backs by 
Salesperson ID.

The Salesperson IDs actually are drawn from those set up in Accounts Receivable.  If
A/R has been properly initiated,  there is nothing else to do in Tentmaker to make use of 
this data.

3.
12 #22. Call Back (Call-bk:)

The call back date is a valid six digit date in the form MMDDYY.  Use it to indicate
a follow up that should be done.  The call back date is used to produce the Call Back 
Listing that is option #10 on the Prepare Contracts/Estimates Menu.

3.
13 #23. Reference Number (Ref #:)

This is a six character alphanumeric entry that you can use to tie the estimate to 
another internal document (e.g. a purchase order number).  Or,  if you happen to be a user
of the ROOMER software for creating event layout designs,  the ROOMER filename for the 
plan of this event may be entered at this spot.

3.
14 #24. Job Number (Job #:)

If you have interfaced the Tentmaker module to the OMNI Job Costing module, this is 
a six digit entry that designates the job for posting income and expenses associated with 
this event.  For an estimate with a Show ID,  the job number defaults to the job number in
the Show Master record.

The Job Costing module interface is activated by taking choice #14. Go to Rental 
Module Management Functions from the Tentmaker Main Options menu,  then press [ENTER] to 
go to the System Operator menu.  Take choice #27. Define Disk Locations, System Defaults, 
and continue to press [ENTER] alone until you reach System Screen 5 (of 6).  On this 
screen choice #1. Activate interface to Job Costing? must be set to Yes.
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3.
15 #25. and #26. Comments

Two lines,  twenty five characters each in length,  are provided for additional 
instructions or comments.  After you select either of these fields,  a [TAB] alone 
defaults to the standard comments set you may define in Rental Module Management 
Functions,  option #4. CONTRACT Entry DEFAULTS.

3.
16 #27. 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 Estimate Edit List at 
the bottom of the header information of a contract.

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

A NOTE ABOUT FREE FORM MEMOS:

Free form Memos are a response to requests from our customers to permit including 
extra notes and/or information in the midst of Contract/Estimates and Work Orders.  In 
response to this,  we have made it possible to include a Memo as part of each 
Contract/Estimate Header page,  each Work Order Header page,  each Contract/Estimate line 
item,  and each Work Order line item.  There is no practical limit to the length of each 
of these Memos.  That's the good news.

However,  as you receive the Tentmaker system from Codesmiths, Inc.,  the only ways 
that you can view any Memos you create are:  1) on your workstation screen,  and,   2) on 
the respective Edit Lists for Contract/Estimates or Work Orders.  There are two reasons 
for this temporary limitation.  First,  most of our Tentmaker customers use special forms 
to print these documents.  We have NO WAY to predict WHERE you will want the Memos to 
appear.  Second,  we have NO WAY to predict how much text you will want in each Memo 
(surely it will vary widely with the situation).  If we said,  arbitrarily,  that each 
Memo may only be four lines long,  that would defeat the purpose for which they were 
intended -- to give as much text space as you need to say whatever is necessary.

So,  the decisions about and implementation of Memos on documents will be treated as
Custom Programming for each organization.  To help you make the necessary decisions on 
content and placement of Memos on forms,  Codesmiths stands ready to assist with 
consultation and Custom Programming services.  To arrange these,  please contact us at 1-
800-352-5510.  Our usual fees for customizations will apply to these services.

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

When you select this field,  you see the prompt:

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

If you press [TAB] to open the memo,  a 15-line window headed Contract 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.
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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,  become verbose beyond practical reason.

It is important also to think ahead about the intended audience of the memos that 
may be attached either to Estimate/Contracts or to Work Orders.  These may be for the same
or for different audiences.  Some users of this software will place memos on the 
Estimate/Contract intended for the customer and FOR THOSE EYES ONLY.  Such users will not 
want these memos viewed by their workers who execute the associated Work Orders.  
Consequently,  such users will NOT wish to copy memos from the Estimate/Contract to the 
Work Order.  This choice is available.  But,  they MAY wish to have a different set of 
memos on the Work Orders intended ONLY for the eyes of employees.  Again,  this choice is 
available.  Other users will want to put a set of memos on the Estimate/Contract and have 
these SAME messages carry over to the Work Order.  In this case,  the customer and the 
employees will be reading the SAME information.  The choice of "which memos for what 
audience" is in the hands of the Tentmaker user.

3.
17 #28. - #32. Outside Suppliers/Sub-contractors

Outside Suppliers are set up in Rental Module Management Functions,  option 
#5. Outside PEOPLE (Suppliers).  If you know the ID code of the desired Supplier,  you may
enter part (or all) of that code to select it.

 Alternatively,  this is a [TAB] Search field.  Press [TAB] and select the 
appropriate one from the displayed list of Suppliers.

3.
18 #33. Terms

Payment Terms are set in Rental Module Management Functions,  option #4. CONTRACT 
Entry DEFAULTS.  If you know the code of the desired payment term,  you may enter part (or
all) of that code to select it.

 Alternatively,  this is a [TAB] Search field.  Press [TAB] and select from the 
displayed list of Payment Terms the appropriate one.

3.
19 #34. Disc:

Discount is a percentage discount that applies to ALL items on the estimate.  
Discounts are whole number percentages from 0% to 99%.  An [ENTER] alone defaults to 0%.

3.
20 #35. PO#:

Purchase Order Number is a ten character alphanumeric entry.  It is printed on the 
contract form.
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3.
21 #36. Tax Set:

This is the tax profile that applies to this estimate.  The Tax Set is picked up 
from those that are defined in Accounts Receivable.  Having chosen a Tax Set for a 
Contract,  the computer will consult Accounts Receivable to determine the array of 
individual taxes that make up that Tax Set.

For any Estimate that has a Show Master ID,  the Tax Set is the one in the Show 
master record and is entered automatically when a Show designation is chosen.

The Tax Set field MUST contain an entry to proceed.  If missing,  the computer will 
remind you of the missing entry when you try to save the Header record.

3.
22 What to do next?

When you finish with,  and save,  the Contract Header screen,  you move to a 
selection window with the following options:

What Next?
1. Item Page
2. Totals Page
3. This Page     (stay on this Header screen)
4. New          (start a brand new Estimate)
5. EXIT

Type the number of your choice and press [ENTER].  Or,  use the Up and Down Arrow 
keys to move the highlight bar to your choice and then press [ENTER].  The default choice 
here is  1. Item Page.  

3.
4The Contract/Estimate Add Items Screen

The Contract/Estimate Add Items screen is in two parts,  one for Adding new items to
a Contract/Estimate,  the other for Changing items already added to a Contract/Estimate.  

3.
1A(dd) New Estimate Lines (at bottom of list)

REMEMBER:  A(dd) only puts new rental line items AT THE BOTTOM of the current 
contract list.

This instruction assumes that you are looking at the Add Items Screen arrived at by 
choosing #1. ADD NEW Contracts   (Header & Items) of the Prepare Contracts/Estimates menu.

Procedure:

1. From the Tentmaker Main Options menu, you have chosen #2. Prepare 
Contracts/Estimates.
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2. From the Prepare Contracts/Estimates menu, you have chosen #1. ADD NEW 
Contracts   (Header & Items).

3. You have completed all of the Contract Header information necessary for a new 
contract.  Directions for this are in the previous sections of this chapter.

4. From the window list of What Next? options,  you have chosen #1. Item Page.

5. You see the Add Estimate Items screen as shown below:
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Add Estimate Items  EST #:930028   Cust: City of Farmer City
 Dates: 11/15/99-11/20/99         Site: P.O. Box 40               W/O
RENTAL MASTER ITEMS - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
   Size         Color  ID Number    Description               Qty   Cond |LINE
                                                                         |
                                                                         |
                       (Rental Master file items show here)              |
                                                                         |
                                                                         |
                                                                         |
EST-ITEMS===Size=Color==ID Number====Description=================Qty=D%====Chgs=

                    (Current Estimate and added lines show here)

>
--1 SIZE-------2 COLOR--ID Number----3 DESCRIPTION------------SCH/ASSEMBLY-----
  █...........

* to show all items, \ for a comment, or MISC
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The Add Estimate Items screen is divided into four parts:

● The top two lines give a reminder of the estimate you are working on by 
showing the Estimate Number,  the Customer Name,  and the effective dates.

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

● The third section (headed  EST-ITEMS) is another window of six lines that 
shows the Rental Line items already on the Current Estimate.  For ADD ITEMS 
Mode,  these will be the ending lines of the Estimate since Adding is only 
done at the end of the list.  As you add lines,  the previous lines shown in 
this window move upward.

● The bottom section of the above screen is for your inputs related to whatever 
Rental item you are adding.  Not all of these fields will be visible when you 
first enter this screen.

6. Enter details of SIZE, COLOR, and ID Number,  for a new rental item as 
follows:

7. Enter the SIZE of the item you wish to add or search for by typing all 
or the first few characters of the size item you wish.   Press [ENTER].

If SIZE is not a crucial part of your search,  press [ENTER] alone to 
leave SIZE blank.

Enter asterisk (*) for SIZE to scan the entire Rental Master file from 
beginning to end.  When you do this the cursor moves to the  COLOR 
field.

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

c. Enter an ID Number for the item you wish to add or search for.  If you 
do not know the specific ID Number,  press [TAB] to have this field 
ignored.
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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 to either select a displayed item (Y or #),  or to 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).

7. Alternatively,  type your Single Character Comment Indicator (defined in the 
Rental System Parameters when you initialized the system) to add special 
information or instructions at the bottom of the present rental item list.  
Most people use / (the Back Slash key) for this purpose.  The prompt at the 
bottom of the screen will tell you what you have defined for this purpose.

If you wish,  you may type six characters of your comment in the COLOR field. 
Press [ENTER] whether or not you do this.

If you wish,  you may type the next twelve characters of your comment in the 
ID Number field.  Press [ENTER] whether or not you do this.

Type all or the rest of your comment in the DESCRIPTION field.   Press [ENTER]
whether or not you do this.

You may add long comments by putting several comment lines in a row on the 
Rental Estimate.  For long comments,  however,  it may be easier to use the 
Free Form Memo associated with each line entry of an Estimate/Contract.

You also may enter blank comments to space out your Rental Estimate for easier
reading.

8. Alternatively,  type your Free Form Item Number (defined in the Rental System 
Parameters when you initialized the system) as the Size indicator to enter 
Miscellaneous charges or supplies that have no rental record in the Rental 
Master file.  Most people use MISC or some variation for this purpose.  The 
prompt at the bottom of the screen will tell you what you have defined for 
this purpose.

9. The item you choose from the top list will be entered into a set of data 
fields at the bottom of the screen.  Item SIZE,  COLOR,  ID Number,  
Description,  and Schedule/Assembly data for the item will be entered.

10. Enter the Quantity of the item.  Press [ENTER].

11. Answer Yes/No for whether you want this item to appear on the Contract.  
Saying No will retain the item for view,  but it never will appear on a 
printed Contract.

12. Enter a CONDITION indicator for this item.  The defined Condition Indicators 
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will be displayed at the bottom of the screen.  The default value here also is
indicated.  Press [ENTER].

13. Enter any Discount that applies to this item.  Press [ENTER].

14. Enter the CHARGES for this item.  When you arrive at this field,  charges 
contained in the Rental Inventory record will be entered as the default.  To 
accept these,  just press [ENTER].

OR: Press [TAB] to enter new charges of your choosing.

OR:  Press [TAB] to have the computer calculate CHARGES from data in the 
individual Rental Item records.

15. At the  9. Memo prompt,  press [TAB] to open a memo window for adding any free
formed information with this rental line item.  When a Memo is added,  the 
letter "m" is recorded between the line number (left-hand column) and the SIZE
column of the Estimate Rental Items list.

16. Respond to the prompt:

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

17. When you press [ENTER] to save the item on the Contract,  your item is put 
into the current estimate item list (shown in the middle of your screen) and 
you are returned to the SIZE field to ADD another Rental Line Item.

18. When all new Rental Line items have been ADDed,  press [ESC] at the SIZE input
field.

19. Your screen will shift into CHANGE Mode with the new items listed.  The cursor
will be at the Function field at the bottom.  Press [ESC] again to complete 
the totaling and entry of this new contract.

20. A window will open on the bottom of your screen showing Billing Totals.  Add 
any MISCellaneous charges for this Contract.  Press [ENTER].

21. Verify (revising if necessary) the SALES TAX calculated by the computer.

22. Enter any MILEAGE charges for this contract.  Press [ENTER].

23. Enter any Payment/Deposit received or expected with this contract.  If you 
wish the Prepayment to be a percentage of the contract total,  press [TAB] to 
enter this percentage.

24. If Prepayment already is received,  enter the CHECK NUMBER and DATE in fields 
#5 and #6.

25. The TOTAL PAYMENTS field automatically is updated with receipts.

26. Respond to the prompt:

# to CHANGE data,   [ENTER] to save,   [ESC] to abort
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This is your opportunity to revise any information on the Billing Totals 
screen before saving it.

27. When finished verifying and changing Billing Totals,  respond [ENTER] alone to
save the new contract.

OR, press [ESC] alone to abort (all of) this new contract and start over.

28. A small window opens,  titled  What Next?,  in which you may choose the next 
action to take.  Choices are:

1. New         (start a new contract/estimate)
2. Cus Page    (continue work on this contract at the Header page)
3. Item Page   (continue work on this contract at the Items page)
4. Totals Page (continue work on this contract at the Totals page)
5. Create W/O     (create the associated Work Order NOW; reserve all 
parts)
6. Contract    (print this contract NOW)
7. Invoice     (print INVOICE for this Contract NOW)
8. EXIT

Your choice determines your destination at this point.

3.
2CHANGE Contracts - (Header & Items)

When you choose to Revise/Change a Contract,  either immediately after entry or 
after a time,  you proceed through a series of screens just as with the ADD Mode.  The 
first of these screens is the standard contract Header screen illustrated earlier in this 
chapter.  The second screen is the Add/Change/Rearrange Rental Items screen (shown 
immediately below).  The third (partial) screen,  really a window that opens,  is the 
Billing Totals part of the contract.

Change Est.          For:                          Start:                       
=================================================================================
Ln#  Size       Color  ID Number    Description             Qty Dc     Charges 
======================  T O T A L  I T E M S :       ============================
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
   (Rental items for this contract listed in this space.)                
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
==================== Top-Mark:    ========== Btm-Mark:    ======================
Function ..█.... (SCROLL, A(dd), I(nsert), C(hange), D(elete), M(ark), S(hift)) 
Search:          Size:  -ALL SIZES      Color:  ALL CLR   ID:  ALL ID NUMBERS   
Choose Function or Scroll - OR - [TAB] to move to SEARCH - OR - [?] for HELP    
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For CHANGE Mode,  the Add/Change/Rearrange Rental Items screen is shown above.  The 
screen is divided into three sections.  The upper portion of the screen displays 
information about the Contract/Estimate now in use (Estimate Number,  Cust. name, Start 
Date, etc.).

The middle part of the screen shows the items you previously have added to the 
Contract/Estimate.  Each row contains the Size,  Color,  ID Number,  Description,  
Quantity,  Item Discount,  and Charges.  The left-most column contains the row number of 
the item relative to the entire Contract/Estimate list (some of it perhaps out of view).  
If the Rental Item has an associated Memo,  the letter "m" will show between the Line 
Number and the SIZE field of the line.

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

3.
1 Procedure for CHANGE Contracts   (Header & Items)

1. From the T/M Main Options menu,  select #2. Prepare Contracts/Estimates.   
Press [ENTER].

2. You come to the Prepare Contracts/Estimates menu (shown earlier in this 
chapter).  Select #2. CHANGE Contracts   (Header & Items).  Press [ENTER].

3. You receive the following choices for choosing a contract to edit:

Lookup By
1. Customer
2. Estimate
3. Show
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4. Date
5. Paging         (look at all one by one)
6. Window         (pick from list)
7. EXIT

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

4. Complete the Contract Look-up/Retrieval process according to the one you 
choose.  Details of each look-up type are found in Chapter One of this manual.

5. When you have selected and confirmed the Contract to edit,  you arrive at the 
Change Contract Header screen.  This is the same screen arrangement you used 
for adding contract headers.  All header data for the chosen Contract has been
inserted in the appropriate fields.

Respond to the prompt:

 Type   Field # to CHANGE data,   [ENTER] to save,  [ESC] to abort  ...

Continue making changes until all Contract Header information is correct.  
Then press [ENTER] alone to continue.

6. You receive the following What to do Next? choices:

What Next?
1. Item Page
2. Totals Page
3. This Page
4. New              (Select a different contract)
5. EXIT

7. When you choose  1. Item Page,  you come to the Add/Change/Rearrange Rental 
Items screen shown above.  If no items previously have been entered,  you 
first will see a message that this Contract/Estimate has no items at the 
present time.  Press [ENTER] to continue.

8. The cursor will be on the FUNCTION field at the bottom.  Up to fifteen lines 
are displayed in the middle window of this screen.  There is a large 
rectangular box in the Ln# column (the extreme left of your screen) that tells
what rental item line you currently address.  FUNCTION and SEARCH options are 
relative to this bright box.  We refer to this bright box as the "Ln# 
Indicator."

The bottom of the Add/Change/Rearrange Rental Items screen shows the work 
options available to you.

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

10. Press ? (the question mark key) to receive on-screen Help that tells the 
active choices for the current field held by the cursor.

11. The FUNCTION options of the Add/Change/Rearrange Rental Items screen are as 
follows:
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● SCROLL - Move around in the list of Rental items.  This uses the
arrow keys and others to manipulate the item list in view.  
Details of SCROLLing are below.

● A(dd) - Put new rental item(s) at the bottom of the list.  This will happen no
matter where the Ln# Indicator is located in the list.  When you activate this
option,  you are taken to the three-part ADD Items screen described earlier in
this Chapter.  Completing the ADD operation is as described earlier. 

● I(nsert) - Put new rental item(s) at the current location of the Ln# 
Indicator.  The rental item currently on that line and all following lines 
will be pushed downward in the list.  This option temporarily puts you in ADD 
Items mode (with the ADD Items screen) described earlier in this chapter.  
Selection of items to insert,  and completion of the insert operation are as 
described earlier.

REMEMBER:  To have new line(s) appear between two existing lines,  the new 
line(s) must take the place of the SECOND of the existing ones.  So, your Ln# Indicator 
must point to the Second of the two existing lines to properly achieve the insert.

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

WARNING:  CHANGE DOES NOT allow you to change item SIZE,  COLOR,  or ID 
Number.  To cause such changes means choosing a DIFFERENT item from inventory.  To CHANGE 
an item,  first DELETE the old one,  and then INSERT a new one with the corrected SIZE,  
COLOR,  and/or ID Number.

Use this option to add Memos to any of the item lines of the 
Contract/Estimate.  When a Memo is added to a Rental Item,  the letter "m" is 
displayed between the Ln# column and the Size column of the Rental Item list.

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

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

The chosen line in the list will be highlighted and the bottom of your 
screen will display the key information fields for that item of 
Description,  Quantity,  Discount,  Charges,  Condition,  and Memo along
with the prompt:

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

Type '6' and press [ENTER] to initiate or edit a Memo associated with 
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the item.  You will get the prompt:

                 Hit [TAB] to OPEN MEMO for this Item

Press [TAB] and the Memo Window opens.  Enter whatever text or data you 
wish.  When all finished,  press [ESC] to exit the Memo Window.

See Chapter One of this manual for details of the key strokes for 
entering and editing the text of Free Form Memos.

c. When all information related to this item is correct,  press [ENTER] 
alone to save the item in its ORIGINAL POSITION in the list.

You will return to the FUNCTION field of the Add/Change/Rearrange Rental
Items screen.

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

NOTE:  Estimate Items that have been deleted will still show on screen 
displays,  but with the Quantity field filled with "Deleted" instead of a 
number.  These items do NOT show up on printed documents,  however.

This means that items previously Deleted may be restored (UNdeleted) by 
CHANGE-ing the Quantity field of that item from "Deleted" to a nonzero number.

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

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

c. The chosen line will be highlighted in the list.  At the bottom of the 
screen you will see the prompt:

                 You want to DELETE the MARKED item [N]  ...

If the chosen line is correct for DELETing,  type Y and press [ENTER].

Alternatively,  press [ENTER] alone to abort the DELETE.

You will return to the FUNCTION field of the Add/Change/Rearrange Rental
Items screen.

● M(ark) - A way to indicate multiple lines on which to apply one of the 
Functions.

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

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

That line will be highlighted on your screen.  At the bottom of the 
screen,  Top-Mark and Btm-Mark will be recorded as that line number.
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c. To mark more than one line,  use the SCROLL keys to move the Ln# 
Indicator to the LAST line of the set to be MARKed.  Press [M].  Press 
[ENTER].

d. All the estimate lines from the first MARKed to the second MARKed, 
inclusive,  will be highlighted.  Top-Mark or Btm-Mark at the bottom of 
the screen will change to reflect the second marking.

e. You will return to the FUNCTION field of Add/Change/Rearrange Rental 
Items screen.

f. To UNMARK a complete set of previously MARKed Estimate lines,  move the 
Ln# Indicator to ANY ONE of the MARKed lines and press [M] followed by 
[ENTER].  You must UNMARK the entire set and start marking over -- you 
cannot UNMARK just a line or two.

The bottom of your screen will show the prompt:

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

Press [ENTER] to accept the default value Y(es).  The highlighting of 
the MARKed lines will be removed.

Respond N(o) if you decide NOT to remove the marking.

● S(hift) - To use the SHIFT function,  you first must MARK one or more estimate
lines of the Current Estimate being edited.  After Marking a set of rental 
item lines,  the SHIFT option will move them to the current position of the 
Ln# Indicator.  Of course,  the Ln# Indicator MUST be positioned OUTSIDE the 
MARKed set of lines.  It makes no sense to move a set of lines to within 
itself!

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

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

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

c. You will return to the FUNCTION field of the Add/Change/Rearrange Rental
Items screen.

● [ESC] - Takes you to the Billing Totals window to revise that portion of the 
Contract record.

● SCROLL - With the cursor on the Function field (bottom of the screen), you may
do any of the following:

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

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

◆ Press [PAGE DOWN],  [NEXT SCREEN],  or [CTRL] + [T] to display the NEXT 
fifteen rental line items on this Estimate.  If the bottom of the list 
already is in view on your screen,  this action results in a beep sound.

◆ Press [PAGE UP],  [PREV SCREEN],  or [CTRL] + [R] to display the 
PREVIOUS fifteen rental line items on this Estimate.  If the top of the 
list already is in view on your screen,  this action results in a beep 
sound.

◆ Press [HOME] to move the Ln# Indicator to the top (first item) of the 
rental item list of this Contract.

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

12. The SEARCH options of the Add/Change/Rearrange Rental Items screen are as 
follows:

● With the cursor on the FUNCTION field at the bottom of the 
Add/Change/Rearrange Rental Items screen,  press [TAB] to move the cursor to 
the SEARCH field.

● Ths SEARCH option permits you to quickly find a particular item in the Rental 
Items list of the Contract in use and bring it into view.  Of course,  this is
most useful when the Rental Items list of the Contract runs on for several 
screen pages.  From the SEARCH field you may:

◆ Press UP Arrow or [TAB] to return the cursor to the FUNCTION field.

◆ Press [?] (the Question Mark key) to get an on-screen description of the
options and activating keys available.  

NOTE:  the [?] key is an uppercase key -- use [SHIFT] also.

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

◆ When finished declaring Search Key values,  the LEFT Arrow key takes you
back to the SEARCH field.  

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

● Press [ENTER] to start the search through the existing Rental Item list of the
current Contract/Estimate.  The Ln# Indicator will stop on the first match to 
the search keys.

Continue to press [ENTER] to search for other matches lower in the list or 
until the end of the list is reached.
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● At any time,  [HOME] starts the search over at the top of the current list and
stops you at the first match found.

3.
5The Billing Totals Window

The Billing Totals Window summarizes the charges and allows you to enter 
miscellaneous charges,  sales tax,  mileage charges,  and a prepayment.  The Billing 
Totals Window opens when you exit any of the ADD/CHANGE Contract Line Items screens.

3.
1#1. MISC

Miscellaneous charges is a 7 digit numeric entry.  [ENTER] alone defaults to 0 
(zero).

MISCellaneous charges are posted to a G/L account that is set in Rental Module 
System Operator Functions,  option #27. Define Disk Locations, System Defaults.   Also,  
you may press [TAB] to enter a PERCENTAGE amount to use to calculate MISCellaneous 
charges.

3.
2#2. SALES TAX

Sales Tax is calculated automatically using the Tax Set displayed in the upper, 
right corner of the Billing Totals Window.  To enter a different tax amount,  press 
[RUBOUT] or [DEL]. 

3.
3#3. MILEAGE

Mileage charge is a 6 digit numeric entry.  [ENTER] alone defaults to 0.

Mileage charges are posted to a G/L account that is set in Rental Module System 
Operator Functions,  option #27. Define Disk Locations, System Defaults.

3.
4#4. PMT/DEPOSIT

The Prepayment amount is a deposit or payment before delivery.   Prepayment amounts 
are posted to a G/L account that is set in Rental Module System Operator  Functions,  
option #27. Define Disk Locations, System Defaults.

3.

5#5. Check No.

Check Number is a six character alphanumeric field.  Enter the customer's check 
number for a prepayment.
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3.
6#6. Check Date

Check Date must be a valid six character date in the format MMDDYY.

3.
7Multiple Pre-payments

Some contracts require that a customer make an initial down payment,  then make 
several other payments prior to the rental.  To record multiple pre-payments so they are 
accurately shown on the final invoice:

1. Enter the first pre-payment (Field  #4. PMT/DEPOSIT),  check number (Field  
#5. CHECK NO.),  and check date (Field  #6. DATE) at the time you create the 
estimate.

2. From the Prepare Contracts/Estimates Menu,  use option #13. POST CASH RECEIVED
to send the receipt to the Rental Cash File.

When this posting is complete,  the estimate will show an amount in Field  #7.
TTL PAYMENT equal to the first payment.

3. Use choice #2. CHANGE Contracts   (Header & Items) to enter each subsequent 
payment in field  #4. PMT/DEPOSIT.  Include check number and date for each of 
these.  Post them to the Rental Cash File each time you enter a new 
installment.  Field  #7. TTL PAYMENT will continue to grow with each 
installment.

4. The final invoice will show a total of all payments made.  The customer A/R 
account shows each payment as a separate line item.

3.
8Create Work Order Now?

When you exit the Billing Totals screen after completing ADD/CHANGE of a Contract 
you come to a list of choices,  one of which is to create the corresponding Work Order 
IMMEDIATELY.  REMEMBER:  Creating a Work Order is the action that also reserves all the 
rental items included on the Contract/Work Order.

If you select this choice,  you next will be presented with questions about copying 
Memos from the Contract/Estimate to the Work Order.  The default for each of these 
questions is N(o).  Responding Y(es) will have Memos from the Contract/Estimate copied to 
the Work Order.

REMEMBER:  The Contract/Estimate is for your customer;  the Work Order is for your 
employees who will render that associated service.  Think carefully about the contents of 
any Memos you copy from the Contract to the Work Order.  Frequently, these messages may 
NOT be appropriate for BOTH sets of eyes.

When you choose to have the Work Order generated immediately,  you will be monitored
by the computer on the DATES included for Billing and Scheduling.  You will be warned 
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about any critical discrepancies or omissions.

When finished entering these dates,  the computer will conduct the 
scheduling of the items on the Contract/Estimate.  During this process,  any
items that cannot be scheduled (overbooked, not found, etc.) will be 

displayed on the screen.  You will be given three choices:

1. Ignore the warning and schedule it anyway.
2. Eliminate the item from the contract.
3. Change the item into a comment line on the contract.

Only the first of these three choices keeps the full attention of your conputer 
active.  Ignore the warning and schedule anyway  is the choice that permits the computer 
to keep accurate SHORTAGE reports later.  The other two choices,  in effect,  are telling 
the computer totally to forget about the item it cannot reserve for this contract.

3.
6#3. DELETE Contracts   (Individually)

The Prepare Contracts/Estimates menu also provides two methods to DELETE (completely
erase) outstanding estimates.

REMEMBER:  Before you erase ANY outstanding estimate,  you should THINK 
about its possible value for future reference.  If there is any possibility of reference 
to an estimate in the future,  what you should do is #13. ARCHIVE UNBILLED  Contracts to 
History instead of cancelling them.

Procedure:

1. Select option #3. DELETE Contracts  (Individually) from the Prepare 
Contracts/Estimates Menu.

2. You come to the following list of look-up choices:

1. Customer
2. Estimate
3. Show
4. Date
5. Paging          (see all one by one)
6. Window          (choose from a list)
7. EXIT

Make your selection by typing the number and pressing [ENTER].

Each of these look-up methods is described in detail in Chapter One of this 
manual.

3. For each look-up method,  once you have selected a Contract you will be asked:
CORRECT ESTIMATE? (Y/N/Q)". 

Enter Y (Yes),  N (No),  or  Q  (Quit  searching).  Default on [ENTER] is N.
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4. The computer will check several conditions about the chosen contract (e.g.,  
the existence of a posted prepayment).  You will be informed of any such facts
found and asked to confirm again the choice.

5. You will be asked:   DO YOU WANT TO CANCEL THIS ESTIMATE?

Respond Y)es),  the estimate will be deleted.   Respond N(o),  the estimate is
not deleted.

6. The screen will then clear and you are ready to search for another estimate at
the look-up choices window.

7. At the look-up choices window,  press [ESC] to exit this DELETE option.   You 
will be returned to the Prepare Contracts/Estimates Menu.

3.
7#4. DELETE GROUPS   By Starting/Ending Date

Procedure:

1. Select  #4. DELETE GROUPS   By Starting/Ending Date from the Prepare 
Contracts/Estimates menu.

2. You will see the message and prompt:

****WARNING:  This option will delete ALL estimates that
1) are not selected for invoicing AND
2) are not selected for archiving

Enter Date to Use
S=Starting Date
E=Ending Date

Enter Estimate STARTING/ENDING Date to purge through:

3. First choose the date you are going to use for reference:  Starting Date or 
Ending Date by typing either S or E at the first input.

4. Enter the STARTING/ENDING DATE (depending on your previous choice) for the 
cut-off of the estimates group you want to purge through.   CAUTION:  
Estimates with dates BEFORE this STARTING/ENDING date will be erased.

5. Respond to the ANY CHANGE ? prompt.

6. The chosen group of Estimates will be deleted.   You are returned to the 
Prepare Contracts/Estimates menu.

3.
8#5. DISPLAY Contracts   (No Changes)
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This option displays the Contract Header screen,  the Rental Line Items screen,  and
the Billing Totals window.  You are not permitted to change the estimate.

To display an estimate:

1. Select  option  #5. DISPLAY Contracts  (No Changes) from the Prepare 
Contracts/Estimates Menu.

2. On the Estimate Header screen,  enter the Estimate Number (field 17. ID #).  
You must know the complete Estimate Number to look-up this way.  Any leading 
zeros for the number must be included.

3. If you don't know an Estimate ID#,  you may also search for the estimate  
using the CUSTOMER NAME/NUMBER (Cus).    Press [ENTER] alone for the 
ESTIMATE ID# field.  The cursor will move to the CUSTOMER NAME/NUMBER field.  
Enter (part of) the customer's name or number.  The first of any matching 
estimates will be displayed.

4. Alternatively,  if you wish to look-up an estimate by approximate starting 
date,  press [ENTER] only for Customer Name and you will get the following 
prompt to look for estimates by dates:

Look for estimates starting between:  ......
 and:  ......

Enter two dates that approximately surround the estimate you seek.

5. Whichever way you look for an Estimate,  when a match is found you will get 
the prompt:  RIGHT ESTIMATE?  (Y/N/Q).

Default on [ENTER] is N.  If you answer N,  the next matching estimate  will 
be displayed.  If you answer Y,  you will see the Estimate Header data for 
that estimate.  Press [ENTER] more to continue to the next screen(s) of that 
estimate.  This is only a viewing option.  No changes may be made from this 
option.

6. On any screen you may press [P] to save a copy of the screen you are viewing. 
When you exit from viewing estimates,  you will be asked to select a printer 
to present the screen prints you have saved.

7. To exit the option,  press [ESC] for the ESTIMATE # to return to the Prepare 
Contracts/Estimates menu.

3.
9#6. REARRANGE ITEMS   Between Contracts

This option is very different from the Estimate Change option described above.  With
this option you may Add/Delete rental items across ANY/ALL existing Estimates.  In the 
broadest sense you probably never will want to do this.

To appreciate this option,  consider the following scenario.  Our inventory 
contains,  say,  six orange-and-blue 20X20 vinyl tents.  At the moment,  we have them all 
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committed to rentals for a particular football weekend.  Then,  we get a call from a VERY 
valued customer wanting an orange-and-blue 20X20 vinyl tent for the same weekend.  WHAT 
CAN WE DO?  Well,  we could say,  "Sorry,  our tents of that type are all rented for that 
weekend."  That risks driving our valued customer to our competition and,  maybe,  never 
getting their business back.  But,  one of our workers recalls that she rented an orange-
and-blue 20X20 for that weekend to a party that said color of the tent wasn't really 
important.  Aha!  Here's a chance to substitute and achieve yet another rental for that 
weekend.  But where are all the orange-and-blue 20X20 tents on the outstanding Estimates? 
THAT'S what this option is for -- to help you scan and find that specific set of items on 
whatever Estimates they reside,  and let you MOVE THEM AROUND from Estimate to Estimate to
make better use of your inventory.

Edit Estimate Line Items
Start: 10/14/99      ID Number:   ALL ID NUMBERS
  End: 10/18/99    Description:   20X20 VINYL    
                          Size:   ALL SIZES
                         Color:   ALL COLORS                                 W
LN Est #  Customer   Color  Description               Start    End        Qty O
1 092365 Garcia's T O/BL   20X20 VINYL TENT          10/14/99 10/18/99     1
2 092369 Champaign  O/BL   20X20 VINYL TENT          10/14/99 10/18/99     1
3 092375 TCT&A      O/BL   20X20 VINYL TENT          10/14/99 10/18/99     1
4 092383 POTTER, G  O/BL   20X20 VINYL TENT          10/14/99 10/18/99     1 Y
5 092395 SHELTON, M O/BL   20X20 VINYL TENT          10/14/99 10/18/99     1 Y

===============================================================================
MODE:  █..        1-ADD  2-DELETE
LINE:                                                        [HOME]=[CTRL]-[^]
                                                      [NEXT SCREEN]=[CTRL]-[T]
                                                      [PREV SCREEN]=[CTRL]-[R]
Select a mode.                                              [P]=Print  [Q]=Quit

Ver. 8.4



35
Prepare Contracts/Estimates

The screen shown above is the #6. REARRANGE ITEMS  (Between Contracts) screen.  The 
screen is divided into three parts.  At the top you find fields for entering the search 
keys to find the set of rental item(s) you seek.  In the middle section will be listed 
(twelve at a time) the Estimates found by your search to contain such rental items.  The 
bottom of the screen lists your options for manipulating the list of Estimates.

Preparation:

A. Determine as much information as possible about the Estimates and Rental Items
you wish to view and (perhaps) manipulate.

Procedure:

B. From the Prepare Contracts/Estimates submenu, choose #6. REARRANGE ITEMS  
(Between Contracts).  Press [ENTER].

2. You come to the Edit Estimate Line Items screen (shown above).  The cursor 
will be on the Start Date field.  

3. EITHER:
Press [ENTER] alone to accept either:  a) ALL dates (on initial entry), 
OR  b) the previously used date shown.

OR:
Enter a new Start Date for your search.  If a previous date is showing, 
FIRST press [CTRL] + [Y] to erase the old entry.  Press [ENTER].

Enter an End Date for your search.  This date should be LATER than the 
Start Date.  Press [ENTER].

4. Your cursor moves to the ID Number field.

EITHER:
Enter part or all of a Rental Item ID Number(s) you seek.  Press 
[ENTER].

OR:
Press Asterisk (*) alone to retrieve ALL ID Numbers that fit the other 
Search Keys.

TAKE NOTE:  This field is for RENTAL ITEM ID Numbers.
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5. Your cursor moves to the Description field.

EITHER:
Enter part or all of the Rental Item Description you seek.  Press 
[ENTER]. 

OR: 
Press Asterisk (*) to retrieve Rental Items of ANY Description that fits
the other Search Keys.

6. Your cursor moves to the Rental Item SIZE field:

EITHER:
Enter part or all of a Rental Item SIZE you seek.  Press [ENTER].

OR:
Press Asterisk (*) to retrieve ALL SIZES that fit the other Search Keys.

7. Your cursor moves to the COLOR field.

EITHER:
Enter part or all of a Rental Item COLOR you seek.  Press [ENTER].

OR:
Press Asterisk (*) to retrieve ALL COLORS that fit the other Search 
Keys.

8. You get the message at the bottom of the screen:

[RETURN] to begin display, [ESC] to QUIT, ANY KEY to change selection.

● Press [ESC] from this input to return to the Prepare Contracts/Estimates
submenu.

● Press any key EXCEPT [ENTER] or [ESC] to change the Search Key 
selections at the top of the screen.

● Press [ENTER] alone to display the first part of a list of retrieved 
items.  These will be displayed in the center section of your screen.

9. The bottom of your screen shows the options for manipulating the item list.  
The cursor resides at the MODE field:

[ENTER] Display the next twelve records found by the 
search,  until end of list is reached.
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[HOME] or [CTRL] + [^] Return to the beginning of the records list.
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[Page Down] or 
[NEXT SCREEN]  or
[CTRL] + [T]

Move the list ahead (down) one screen's worth.
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[Page Up] or 
[PREV SCREEN]  or
[CTRL] + [R]

Move the list back (up) one screen's worth.
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[P] Print this screen.  The display will be stored for 
printing as you exit this option.
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[Q] Quit this option.  You are given the choice to 
start a new search or to exit the option 
completely.
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[1] To ADD a line item to an estimate.  You will be 
prompted for the line number representing the 
Estimate on which you wish the new line to appear. 

WARNING:  It will be placed at the bottom of that 
estimate.  You will be taken to a separate screen 
to select the inventory item(s) or comment(s) to 
add.  The CHANGE options described earlier may be 
used to move these new line(s) around on that 
Estimate.
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[2] To DELETE a line item from an Estimate.  You will 
be prompted for the line number to delete.  You 
will be taken to a separate screen where you must 
confirm the delete.

10. When all finished Rearranging items across contracts,  press [ESC] twice from 
the MODE: prompt.  You return to the Prepare Contracts/Estimates menu.
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3.
10#7. SCAN ITEMS  By Size/Color/Description

This option gives you an on-screen method of reviewing rental line items from 
Estimates for which no billing has been produced.  The line items may be selected for a 
choice of Contract (Event) types,   over a range of dates you specify,  one or all 
customer IDs,  one or a match set of item descriptions,  one or a match set of sizes,  
and/or one or a match set of colors.  For the specifications given,  the screen will list 
the rental items found on the chosen outstanding estimates.  The screen will display the 
following information about the estimates:

Estimate number (Est #) where item is committed
Customer name
Color of rental item
Description of rental item
Start date of rental (From)
End date of rental (To)
Quantity of item (Qty)
Whether or not a Work Order has been made

At the end of the scan of rental items,  you have the option of sending the data to 
a printer.

For detailed instructions on selecting all or part of the estimates on file,  see 
Chapter One,  Report Selections by Ranges.
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3.
11#8. PRINT EDIT LIST  Of Groups of Contracts

The Estimate Edit List is a printed copy of the complete estimate information. See 
Chapter One,  Report Selections by Ranges for instructions on how to select all or part of
the estimates on file.  Also see Chapter One for directions on responding to the Printer 
Selection screen.

3.
1 Sample Estimate Edit List

REPORT NAME:  ESTEDT.PRT

RUN DATE:  7-SEP-99                      SAMPLE TENT COMPANY                                                   PAGE   1

Estimate Edit List 8.4(001)

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

    Estimate Number:  930100    Order Type:  PARTY          Date:  09/09/99    Prepared by:  JMD
                                                         Tax Set:  NMALB  *** NOT FOUND IN A/R **
        Bill To: 91036      DALE,JOHN                     Install At:
                            15367 E 2200 NORTH ROAD

                            DANVILLE, IL  61834                                     Status: EF
                      ATTN: JOHN DALE                                                  Job:  000000

        P.O. #              Terms: 1% 15, NET 30                      W/O Number: 100074
        Discount:  00%                          Start Date: 11/01/99    End Date: 11/15/99
        Tent Goes On: Deep Water/Swamp; no bottom.

        Comments:                               Phone: 2173525510
                                                Slsmn: JMD             Call Back: 10/01/97
        1 CATER2 John Michael Dale              355-1234             CATERING   Dale's Soup To Nuts
        *******************************************************************************************
        Notes:
        THIS IS AN EXAMPLE OF AN ESTIMATE HEADER MEMO WHERE IT WOULD APPEAR ON THE CONTRACT.
        *******************************************************************************************
        Size          Color   ID Number     Description                 Qty  Disct %     Charges
        ----------------------------------------------------------------------------------------
        .30X100       B/W     .PBK 100      30X100 TENT                   2     00       6420.00
        .             .       FAN           FANS                          1     00         20.00
        *******************************************************************************************
        Notes:
        THIS IS HOW A MEMO ATTACHED TO THE ABOVE ESTIMATE LINE ITEM WOULD APPEAR ON THE CONTRACT.
        *******************************************************************************************
        4'X 8'        0       DF-PANEL 4X8  DANCE FLOOR PANEL 4X8         4     00         24.00
        ----------------------------------------------------------------------------------------
                                                                    SUBTOTAL             6464.00
                                                                    MISC                 1000.00
                                                             NMALB  TAX                     0.00
                                                                    MILEAGE CHG             0.00
                                                             Less   DEPOSIT                 0.00
                                                                                   ==============
                                                                    TOTAL                7464.00
REPORT OPTIONS  ESTIMATE RANGE: ALL
                   SHOW RANGE: ALL
             START DATE RANGE: ALL
            CUSTOMER ID RANGE: ALL
REPORT RUN AT:  1:44 PM
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3.
12#9. PRINT OUTSTANDING  Contracts List

Outstanding Estimates are estimates that do not yet have a related Work Order.  
Think of them as potential sales that have not been closed.  The Outstanding Estimates 
Report allows you to select by order type and to specify a cut-off date.  See Chapter One,
Report Selections for Order Types for information on making your selections.

3.
1 Sample Outstanding Contracts Report

REPORT NAME:  ESTAGE.PRT

RUN DATE: 08-SEP-99                      SAMPLE TENT COMPANY                                                               PAGE   1

Outstanding Estimates Report - Estimates without Work Orders

ORDER TYPES INCLUDED:   1  2  3  4  5  6  7  8  9  10 11 12
FOR ORDERS ENTERED ON OR BEFORE: 10/24/99
ESTIMATES WITH STARTING DATES: ALL DATES

EST NO  CUS NO     ----- CUSTOMER NAME ----- -------- ADDRESS -------- TELEPHONE NO SLSMN START DATE   END DATE SHOW   TP EST AMOUNT

910004  00289      McIntosh Implement        Box 103                   217-367-9521 FRED    07/15/99   07/23/99 GA99   2      466.28
                                            Monticello, IL 61856

910005  00256      Clinton Country Club      % Larry Allison, CPA      408-978-5463 FRED    07/28/99   08/05/99
ISF91  12     620.00
                                            111 S. Monroe
                                            Clinton, IL 61727

910010  00356      American Tent & Awning    205 Palmer Street         3176327226   FRED    05/29/99   06/02/99 IND99  3       99.00
                                            Indianapolis, IN 46225

910011  00323      Applegate Clinic of       Chiropractic, Inc.        219-326-5100 GMP     05/29/99   06/02/99 IND99  3      137.50
                                            2504 Monroe Street
                                            LaPorte, IN 46350

910012  00257      Danville Eye Clinic       1104 N. Vermilion         442-3803     GMP     08/25/99   08/27/99 BF99   6      956.25
                                            Danville, IL 61832

910014  00296      Burnside & Associates, Wm 111 N. Vermilion          443-3310     GMP     08/25/99   08/27/99 BF99   6      595.00
                                            Danville, Il 61832

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

910020  00307      Selecta Farms             P.O. Box 7025             800-327-0040 GMP     07/17/99   07/31/99 FPS99  1      585.64
                                            Boca Raton, FL 33431

  17 ESTIMATES
 13346.78 REPORT TOTAL

REPORT OPTIONS  ESTIMATE RANGE: ALL
                   SHOW RANGE: ALL
             START DATE RANGE: ALL
            CUSTOMER ID RANGE: ALL
REPORT RUN AT:  6:42 PM
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3.
13#10. PRINT CALL BACKS   Lists of Contracts

The List of Estimate Call Backs gives you a printed copy,  arranged by salesperson, 
of Call Back needs for a selected range of Estimate Numbers,  Show IDs,  and/or Dates.  
See Chapter One,  Report Selection by Ranges for instructions on how to select all or part
of the estimates on file.  Also,  see Chapter One for directions about how to respond to 
the Printer Selection screen.

3.
1 Sample of Estimate Call Backs Report

REPORT NAME: ESTCAL.PRT

RUN DATE: 27-JUN-99                      SAMPLE TENT COMPANY                                                   PAGE   1

Estimate Call Back Listing

ORDER TYPES INCLUDED:   1  2  3  4  5  6  7  8  9  10 11
ESTIMATE RANGE: ALL
CALL BACK DATE RANGE: ALL DATES

SLSMAN CALL DTE START DT END DT   SHOW   -------- CUSTOMER ------- PHONE        EST NO TYP     AMOUNT

GMP    09/03/99 09/11/99 09/11/99 UI0911 Champaign Automotive Supp 352-57173    930004  4      750.00
GMP    10/18/99 10/23/99 10/23/99 UI1023 Siegel and Wille          312-480-8800 930006  4      915.00
JMD    10/01/99 10/12/99 10/20/99        Prairie Center for        356-7576     930010  3     4558.13
JMD    11/01/99 11/01/99 11/15/99        City of Farmer City       309-928-3412 930011  1     3922.24

   4 ESTIMATES

REPORT TOTAL:   10145.37

REPORT OPTIONS  ESTIMATE RANGE: ALL
                   SHOW RANGE: ALL
              CALL DATE RANGE: ALL
            CUSTOMER ID RANGE: ALL
REPORT RUN AT: 11:14 AM
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3.
14#11. PRINT SCHEDULE   Lists of Contracts

The Estimate Schedule is a printed copy showing a 30-day calendar of events 
represented on the selected estimates.  The starting date of the 30-day period is chosen 
by the user.  The Estimate Numbers,  Customers,  Show IDs,  and/or Order Types to include 
on the calendar also are selected by the user.  See Chapter One, Report Selections by 
Ranges for instructions on how to select all or part of the estimates on file.  Also see 
Chapter One for directions on selecting a printer for the report.
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1 Sample of Estimate Schedule

REPORT NAME:  ESTSCH.PRT

RUN DATE: 30-SEP-99                      SAMPLE TENT COMPANY                                                                PAGE   1

Estimate Schedule

ESTIMATE RANGE:        ALL
CUSTOMER RANGE:        ALL
SHOW ID  RANGE:        ALL

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

University of Illinois    930028                   19 -- -- -- -- 24
City of Farmer City       930029       15 -- -- -- -- 20
Twin City Tent & Awn.     930030                      20 -- -- -- -- -- -- -- -- -- 30
Cable Components Inc.     930027             17 -- -- -- -- -- 23                                                 10 -- -- -- --

ESTIMATES ON REPORT:             4

REPORT OPTIONS  ESTIMATE RANGE: ALL
               CUSTOMER RANGE: ALL
                   SHOW RANGE: ALL
                   DATE RANGE: 11/14/99 TO 12/14/99
         ORDER TYPES INCLUDED: 1  2  3  4  5  6  7  8  9  10 11
INCLUDE CURRENT AND ARCHIVED ESTIMATES
INCLUDE UNBILLED ESTIMATES?     Y
REPORT RUN AT:                   4:16 PM
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3.
15#12. OPEN NEW 
JOBS  In Job 

Costing

If using the Job
Costing module as 
part of your software,  
you need an easy way to 
open new jobs,  
particularly if you make 
many new estimates 
over the telephone and
do not want unnecessary 
delays in the process.

While entering a new contract,  you encounter field #24 Job #.  This field may be 
set to automatically assign sequential job numbers.  Doing so is an important first step 
in creating a new job record at contract entry time.  Then,  at the end of the day,  
choose #12. OPEN NEW JOBS from the Prepare Contracts/Estimates menu.   For each new 
contract showing a new Job Number,  you will see the following screen.  All related 
information from the new rental contract has been inserted in the proper job record 
fields.  If you do not see this screen (instead the program does a quick search and 
returns to the Prepare Contracts/Estimates menu),  this is a sign that no new jobs were 
found.

At this time,  fill in any other job information you may know.  Do this for each new
contract having a new job number the computer presents.

Ver. 8.4

-------------------------------------------------------------------------------
TENTMAKER 7.0
960057 ROBERT MTC
                   1. Job Number  952874                          Status: OPN
                   2. Description Rental 960057 WO: 000020
-------------------------------------------------------------------------------
3. A/R Cus ID  91050                      10. Notes JMD    PO:
4. Cus Name    ROBERT MTC                 11.       MATRA /
5. Site Add1   LANCASTER PA               12.       TAX CODE: IL
6. Site Add2                              13.         /  /  -  /  /
7. Phone       7177631233                 14. Completed?   N
8. Contact     SCOTT WOODRUFF             15. Qty Quoted         0.00
9. Proj Mgr                               16. $ Quoted       1,275.00
----- Internal Information ------------------ Change Orders -------------------
17. Open Date     /  /19                   25.          0.00
18. Comp Date                              26.          0.00
19. Slsman                                 27.          0.00
20. Job Type    HR                         28.          0.00
21. Job Dept    TR  TENT RENTAL            29.          0.00
22. Adj to GL?  N                          30.          0.00
23. Adjd Costs        0.00                 31.          0.00
24. Adjd Inc          0.00
                                                                              
# to CHANGE field,  [RETURN] to save, [ESC] to abort
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In order for Job Costing to be operating,  you must have activated the interface.  
To do this,  take choice 14. Go to Rental Management Functions from the Tentmaker Main 
Options menu.  Press [ENTER] alone to pass to the System Operator Menu.  Take choice #27. 
Define Disk Locations, System Defaults,  and press [ENTER] alone until you come to Screen 
5 (out of 6).  On this screen,  item #1. Activate interface to Job Costing? must be set to
YES.

3.
16#13. POST CASH RECEIVED   To Accounts Receivable

To keep the General Ledger accurate,  monies received ahead of rentals must be 
posted to somewhere.  If you record a prepayment on an estimate and don't post the cash 
received until you bill the invoice,  your Cash In Bank account will reflect the receipt 
only after you have billed the completed rental.  Because rentals can be arranged weeks or
months in advance,  it is important that all deposits and prepayments be posted as soon as
they are received.

In addition to posting cash receipts to the Rental Cash File,  this option will scan
the estimates for customers who have not yet been added to the Accounts Receivable 
Customer Master file.  (You may have decided not to add the customer information to A/R 
when you initially entered the estimate.)  You must add these customers before continuing 
with the prepayment posting.

3.
1 Step 1  -  Adding New Customers
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SAMPLE TENT COMPANY                         ([ESC] to ABORT INVOICING)     
Tentmaker -- New Customer Information            Estimate #: 000020             
                                                                               
        1. CUSTOMER Jones, Bob                  12. CUST-TYP   .               
                                                                               
        2. CUST #   █........                   13. FAX #    
                                                14. TAX #     
        3. ADD-1    1234 Shady Lane                                  
        4. ADD-2    ........................    15. ACCT STS   A    
        5. CITY     Anabru                      16. PMT TERMS  1    
        6. STATE    NJ                                                         
        7. COUNTRY  USA                         17. TAX set    NT              
        8. ZIP      45632                                                    
                                                18. CREDT-LMT        0.00          
        9. PHONE    609-222-5647                                               
                                                19. BAL-METHD  B               
       10. F/C CODE .                                                          
                                                20. GETS STM?  Y               
       11. SLS-MAN  ..                                                         
                                                                               
***************************--- BILL-TO INFORMATION ---**************************
1234 Shady Lane
Anabru              NJ   45632
[TAB] assigns an ID automatically.
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NOTE:  If you routinely add new customers as you are processing new estimates,  you 
may never see this step in the prepayment posting.

Procedure:

1. If any new customers (not recorded in A/R) were used while entering  
estimates,  you will need to assign them a customer number.  When you choose 
to POST CASH RECEIVED,  you first will be taken to the New Customer 
Information screen shown above.   The customer name will be displayed in field
#1. CUSTOMER.  An example is shown above.

2. Enter the new CUSTOMER #.  Or press [TAB] to have the computer automatically 
assign the next unused customer number.

3. You will be asked  IS CUSTOMER ADDRESS SAME AS BILL-TO ADDRESS?.  Answer Y or 
N.  Default on [ENTER] alone is Y.

4. If you answered Y,  the bill-to address will be displayed for the customer's 
address and you can enter the rest of the information.

If you answered N,  you will need to enter the address.

5. When you have entered all of the new customer information,  you will be 
allowed to make ANY CHANGE?.   When all data for this new customer is 
confirmed,  the next new customer will be displayed on the screen.

6. After the information for the last new customer has been entered,  the CASH 
POSTING will continue.  You will be asked to choose a printer for the Rental 
Cash Journal report to be produced after the posting.   See Chapter One for 
details about selecting a printer.

3.
2 Step 2 Set a posting cutoff date

Procedure:

1. You will be asked:

Enter latest date to post thru:    ......                    |

Enter the last date through which you wish to post.
(Example:  If you want to post all of the prepayments received  before 
09/19/99, enter 091999. The entered date would then be displayed as 
09/19/99.)

2. Respond to the  ANY CHANGE ?  prompt.  Make any necessary changes to the date.
Default on [ENTER] alone is N.
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3. Your screen will report the following:

Number of estimates examined:          ##
Number of estimates posting cash:      ##

And,  you will have an opportunity to view the Cash Posting Journal on your 
workstation screen,  as well as an opportunity to delay printing of the 
report.

3.
3 Step 3  -  Confirm the Cash Journal

1. If you choose to print now,  you will be asked : 

Did the report print out O.K. ?

Answer  Y or  N,  after you have examined the printout.

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

If you answer Y,  some processing will occur and you will automatically return
to the Prepare Contracts/Estimates menu.

3.
4 Step 4  -  Complete the posting to A/R

To complete the transfer of the Rental Cash file to the OMNI Accounts Receivable,  
see the instructions in Chapter One,  Daily/Weekly Procedures and the OMNI Accounts 
Receivable Reference Manual.
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3.

5 Sample Rental Cash Journal

REPORT NAME:  PSTPAY.PRT

RUN DATE: 24-OCT-99                      SAMPLE TENT COMPANY                                                              PAGE   1

Rental System Cash Journal

4:39 PM

------------CUSTOMER------------  RECEIPT   CHECK      A/R CASH DISCOUNT   TOTAL-CR  APPLY-TO   MISC-CASH    G/L
 NO  NAME                          DATE      NO       RECEIVED ALLOWED   TO-CUS-ACC  DOC-NO     RECEIVED ACCT-DPT DESCRIPTION

00289      ILLINI FIRE EQUIPMEN  10/23/99  12546         0.00      0.00        0.00  910004       250.00  2110-000 Rental 910004
F1200      Framingham Associate  10/23/99  12500         0.00      0.00        0.00  910005       300.00  2110-000 Rental 910005
00296      GALE, FRICK, & KERR   10/24/99  2614          0.00      0.00        0.00  910007     1,000.00  2110-000 Rental 910007
00267      CCC GROCERS           10/24/99  26301         0.00      0.00        0.00  910010       150.00  2110-000 Rental 910010
880003     ZERNICH, JOAN         10/24/99  546           0.00      0.00        0.00  910012       600.00  2110-000 Rental 910012
00289      ILLINI FIRE EQUIPMEN  10/24/99  5487          0.00      0.00        0.00  910013       500.00  2110-000 Rental 910013
880002     GARCIA, STEVE         10/24/99  25641         0.00      0.00        0.00  910014     1,200.00  2110-000 Rental 910014
44444      LOGGINS PERKINS       10/24/99  2512          0.00      0.00        0.00  910015       325.00  2110-000 Rental 910015

0         = HASH OF CUST NOS       TOTALS:               0.00                                   4,325.00

  8  ENTRIES                      TOTAL CASH RECEIVED:     4,325.00
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3.
17#14. ARCHIVE UNBILLED   Contracts to History

Not all Estimates that fail to realize business and a contract are candidates for 
disposal.  Some of them will be valuable resources in the future for keeping track of 
potential customers and information about them,  or for preparing future estimates to 
respond to the reasons that the initial estimate failed to materialize.

                            Select Estimates for Non-billing Archive           
                                                                               
                                                                               
                  Please select application  █                                
                                                                               
                  1. Select Unbilled Rentals for Archiving                    
                                                                              
                  2. UNselect Rentals for Archiving       
                                      
                  3. Print a Archiving Edit List                              
                   
                  4. Send Unbilled Rentals to Estimate History File            
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               
                                                                               

                                                                               
                                                                               

The screen shown above is the options menu for #14. ARCHIVE UNBILLED   Contracts to 
History.  It summarizes the steps that are necessary to complete the process of archiving 
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unbilled estimates.  All selected estimates are sent to the Estimate History file.

3.
1 Explanation of the Archiving Options

1. Select Unbilled Rentals for Archiving - Allows you to specify the estimates 
that are to be archived.  You must know the estimate number or the customer 
name/ID to select an estimate for archiving.  A printed listing of those 
selected is produced for verification.

2. Unselect Rentals for Archiving - This option allows you to change your mind 
before you archive.  If you have selected an estimate in error,  you can 
remove it from the archiving by 'unselecting' it.

3. Print an Archiving Edit List - Once you have made/changed all of your 
selections,  the Archiving Edit list shows all of your (current) selections.  
This is your last opportunity to verify your selections before you complete 
archiving and send the selected estimates to the Estimates History file.

4. Send Unbilled Rentals to Estimate History File - This completes the archiving 
process by transferring selected unbilled estimates to the Estimates History 
file.

3.
2 Responses to the Archiving Menu

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

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

3.
3 Procedure for #1. Select Unbilled Rentals for Archiving

1. From the Tentmaker Main Options menu,  select #2. Prepare Contracts/Estimates.
Press [ENTER].

2. From the Estimates menu,  select #14. ARCHIVE UNBILLED Contracts to History.  
Again press [ENTER].

3. Choose #1. Select Unbilled Rentals for Archiving.  Press [ENTER].

4. Respond to the Printer Selection screen.  See Chapter One for more details on 
this selection.

5. You will see a Ranges selection screen where you choose Estimates to archive 
by any/all of Estimate #,  Show IDs,  ENDing Date range,  and/or Customer IDs.
See Chapter One, Report Selection Ranges for details of these selections.
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When all finished specifying ranges to select for archiving,  respond N to the
ANY CHANGE ?  prompt.

6. You next see the Estimate Types selection screen.  Select the Estimate Types 
you wish to include.  See Chapter One,  Report Selections by Estimate Types 
for details of these selections.

When all finished specifying Estimate Types for archiving,  respond E)nd to 
terminate the selections.

7. Your screen will report:

                 Total Estimates to check:       ##
                 Reading Estimate:               ##
                 Total Rentals Selected          ##

             Finished SELECTING based on last set of choices.

             Do you want to pick out another group of Estimates [N]  ..

Respond Y(es) to continue selecting Estimates for archiving.  Repeat the above
directions each time.

8. When all finished selecting Estimates to archive,  respond N(o) to the prompt:

Do you want to pick out another group of Estimates [N]  ..

9. You will get an opportunity to view the Archive Selections report on the 
screen.  Then you get a final chance to postpone printing for future use.

10. When all finished,  you are returned to the Archive options menu.

3.
4 Procedure for #2. UNselect Rentals for Archiving

1. From the Tentmaker Main Options menu,  select #2. Prepare Contracts/Estimates.
Press [ENTER].

2. From the Prepare Contracts/Estimates menu,  select #14. ARCHIVE UNBILLED 
Contracts to History.  Again press [ENTER].

3. Choose #2. UNselect Rentals for Archiving.  Press [ENTER].

4. Respond to the Printer Selection screen.  See Chapter One for details on this 
selection.

5. You will see the Ranges selection screen where you choose Estimates to 
UNselect by any/all of Estimate #,  Show IDs,  ENDing Date range,  and/or 
Customer IDs.  See Chapter One,  Report Selection Ranges for details of these 
selections.

When all finished specifying ranges to UNselect for archiving,  respond N to 
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the  ANY CHANGE ?  prompt.

6. You next see the Estimate Types selection screen.  Select the 
Estimate Types you wish to UNselect.  See Chapter One,  Report 
Selections by Estimate Types for details of these selections.

When all finished specifying Estimate Types for UNselecting, respond E)nd to 
terminate the selections.

7. Your screen will report:

                 Total Estimates to check:       ##
                 Reading Estimate:               ##
                 Total Rentals UNselected        ##

             Finished UNselecting based on last set of choices.

             Do you want to pick out another group of Estimates [N]  ..

Respond Y(es) to continue UNselecting Estimates from archiving.  Repeat the 
above directions each time.

When all finished UNselecting Estimates from archive,  respond N(o) to the 
prompt:

             Do you want to pick out another group of Estimates [N]  ..

8. You will get an opportunity to view the UNselections report on the screen.   
Then you get a final chance to postpone printing and save the report for 
future use.

9. When all finished,  you are returned to the Archive options menu.

3.
5 Procedure for #3. Print an Archiving Edit List

The Archiving Edit List is a printed copy of the complete estimate information of 
those unbilled estimates that have been selected for archiving.  See Chapter One,  Report 
Selections by Ranges for instructions on how to select all or part of the estimates on 
file.  Also see Chapter One for directions on responding to the Printer Selection screen.

During the procedure for this choice,  you must decide whether or not you wish to 
archive any/all of the memos attached to the estimates selected.

REMEMBER:  Unbilled estimates must first be SELECTED FOR ARCHIVING before anything will 
show on this Archiving Edit List.
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3.
1 Sample Archiving Edit List

REPORT NAME:  ARCEDT.PRT

RUN DATE: 28-SEP-99                      SAMPLE TENT COMPANY                                                                PAGE   1

Archive Edit List

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

    Estimate Number:  930008    Order Type:  FOOTBALL       Date:  06/03/99    Prepared by:  GMP
               SHOW: UI1106   PUTUP: 08/02/1999         Tax rate:   0.00               Job:  000000
                  00320                                                           Your Ref:
        Bill To:            Welter Chiropractic Centr     Install At:  CHAMPAIGN       IL
                            1867 20th Avenue                           ASSEMBLY HALL SOUTH LOT

                            Vero Beach, FL  32960

        P.O. #              Terms: NET 30       Start Date: 08/03/99    End Date: 08/06/99   Discount:    H)
        Tent Goes On:  ASPHALT

        Comments:    WE APPRECIATE YOUR         Phone: 305-569-0830
                     BUSINESS!                  Slsmn:                  Call Back 06/01/99
        -----------------------------------------------------------------------
        Size          Color     ID Number        Qty    Disct H)    Charges
        -----------------------------------------------------------------------
                                                SUBTOTAL                0.00
                                                MISC                    0.00
                                                TAX                     0.00
                                                MILEAGE CHG             0.00

        Previous Pmts     605.00         Less   DEPOSIT                 0.00
                                                               ==============
                                                TOTAL                -605.00

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

    Estimate Number:  930008    Order Type:  FOOTBALL       Date:  06/09/99    Prepared by:  GMP
               SHOW: UI1106   PUTUP: 11/05/1999         Tax rate:   0.00               Job:  000000

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

                                                MILEAGE CHG             1.00

                                         Less   DEPOSIT                 0.79
                                                               ==============
                                                TOTAL                 790.21

REPORT RUN AT:  9:32 AM
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3.
6 Procedure for #4. Send Unbilled Rentals to Estimate History 

File

When you have finished selecting and verifying the unbilled 
Estimates via the Archive Edit List,  you are ready to send them to the Estimate History 
file.

Procedure:

1. From the Tentmaker Main Options menu,  select #2. Prepare Contracts/Estimates.
Press [ENTER].

2. From the Prepare Contracts/Estimates menu,  select #14. ARCHIVE UNBILLED 
Contracts to History.  Again press [ENTER].

3. Choose #4. Send Unbilled Rentals to Estimate History File.

WARNING:   BE SURE you are ready to have this action take place because 
it happens immediately as you proceed.

Press [ENTER].  Some processing will take place;  you briefly may see 
messages pass by on the screen.

4. When archiving is complete,  you return to the Archive 
Options screen.

5. Press [ESC] or the Left Arrow key to return to the Prepare Contracts/Estimates
screen.

6. Press [ESC] or the Left Arrow key again to return to the Tentmaker Main 
Options menu.
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