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ER 7.6 File Maintenance

File Maintenance programs are utilized to add, chan  ge / update, or delete records in
the Equipment Rental static files.

The ER files are divided between two screens, tleeMraintenances Menu and the Infrequent File
Maintenances Menu. The File Maintenances Menuatasithe programs that are used more often.
Refer to “Infrequent File Maintenances” for moréoimmation on the files; Infrequent files include
Control, Set-up, and Master files.

O FACTS 7.5 Distribution Software - Equipment Rental (ERS000) =]
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1 Message Waiting

The File Maintenances Menu provides the optionsdahew authorized users to:
maintain customer information
maintain rental inventory
define rental kits
create rental item records for additional warehsuse
remove past ER invoice history.
Update the ACTIVE flag for ER customers
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TheRental Customer File MaintenanceProgram allows authorized users to create andtaiaithe records for a
rental customer base. Information in this filelimtes customer or company name, address informatiwhindicators
on how to handle the customer's account, such atheha customer is subject to a security dep&ental Customers
are linked to an AR invoicing customer. There rhaymultiple ER Customers linked to a common AR iovg
customer account. This facilitates better trackih®ental customer activity for various job sitekheRental Item

File MaintenanceProgram and thEquipment File MaintenanceProgram allow an authorized user to create and
maintain information about the rental items beiegted or sold. Before discussing the uses of tfikese a definition
of rental inventory terms is necessary. item number identifies an item or similar group of items in arfcular
rental warehouse. #erial numberidentifies a specific item within a series of iteragch as tools, and heavy
machinery. Each serial item can haveeguipment number, which uniquely identifies one piece of equipmienthe
ER System. Only serial items have equipment nuslmem-serial items are always assigned NONSERIg\tha
equipment number. THeental Item File contains information for the item number, suchaas information,
minimum period to rent, and taxability. The EqugmmhFile contains information for the equipment tens assigned
to an item number. Non-serial items are also ¢oethin this file to keep available and stockedrjiti@s. TheRental
Item File Maintenancefunction and thé&equipment File Maintenancefunction are key components in setting up ER
inventory. However, programs from other menuh@mER System and from other modules must be usbdivdm to
complete the process of setting up rental inventdiye following table shows the steps in this pssc

Step Activity

1 Define the IC Warehouse in the Warehouse Filenkdaiance Program of thg
IC module. The items for ER inventory originaterfr this warehouse.

2 Define items to be rented or sold in the IC Iféile Maintenance Program
and the IC Warehouse/ltem File Maintenance Prodoarthe warehouse
created in Step 1.

3 Define the rental warehouse(s) in the ER Wareh@antrol File
Maintenance Program. This program is found orirfrequent File
Maintenances Menu.

4 Define the items in the Rental Item File MainteceaProgram for a specific
warehouse.
5 If a user are setting up other rental warehousss,the Create Rental Item

Records Program to copy existing rental item restodthe new warehouse.

6 Use the Transfer Entry Program to transfer ta@stfrom IC inventory to
rental inventory. The system adds the recordsedequipment File and
creates on-hand quantities. Run the Transfer Regiad the Equipment
Removal Register to complete this step.

TheKit Entry and Maintenance function allows an authorized user to enter anthtaa a group of items to be rented
or sold as a package. The Kit name is a phantam é@ontrolling all the individual items and memestpining to the

kit. A single entry of the phantom Kit item autaimally writes all the Kit items and memos onto fRental Order with
provisions for changes, deletions, and additidfis.items create independent contract lines. Theate Rental Item
Recordsfunction provides a way to create rental item rdsdor additional warehouses once an initial waoslkedas
been set up. Theast Invoice Removafunction removes the invoices stored for custoraeraimulating past invoice
history. TheCustomer Activity Update will set the ACTIVE flag in the ER Rental Custont&M to “checked”(Yes)

if there is an open reservation or contract fot B customer.
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Rental Customer File Maintenance

Function

This function (Program ERF910) allows an authoriaedr to create and maintain records in the Ré€hiatomer File.
Each record contains a customer number and genésaiation relevant to the customer. Rental Congts require an
AR invoicing Customer account before adding themehBy doing this, each Rental Customer can bgasdian AR
customer number for invoicing and statement prgtin

To handle cash customers with no open AR accoutfgaat one generic AR customer number must bepsas a cash
customer (NOTE: The customer must NOT have a agsistcode.). In this case, the customer numbdd dcmuset up
as CASH with a terms code type “N”, due in zeroddagny Rental Customer with an open AR accounthEn

assigned to this generic AR (same as cash) account.

O/ 01-DEMO COMPANY, Rental Customer FiM (ERF910)

Help

Custorner | &5
o 1 " " I
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Enter AR customer number, F1-Cash Customer, F2-Search

Icon Definitions

L]
[

&
&
o

Help

Contents and Index —

Go to the First ER Rental Customer Record

Go to the Next ER Rental Customer Record

Search

Delete the record.

Exit the ER Rental Customer F/M.

]

I
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Go to the Previous ER Rental Customer Record
Go to the Last ER Rental Customer Record
Save the current changes to the record

Go to a New ER Rental Customer Record

Equipment Rental User’s Guide to be completed aedssible in the future.



User Inputs

The following inputs are involved in creating thR Rental Customer Record:

Main Tab
O 01-DEMO COMPANY, Rental Customer F/M (ERF910) ([
Help
Customer Southeastern Industrial Supply m:ﬂD[I|
Main | Accourting | Invoicing | Sales History Mizcelaneous
AR Customer
Customer Mame
Company Mame
Address 1
Address 2
City State Zip Code
Address 3
Phone #1
Phane # 2
Alpha
Enter custormer CUST#, F1-AR Customer Search, F2-ER Custamer Search, F3-First Record
1. Customer

Enter the ER customer number (up to 10 charactdris@re are tw"* icons. The firs®* or the F1 key will allow for
a search through the AR Customer File. The sec*™™iton or using the F2 key allows a search through E
customers. F3 will display the next record on.file

2. AR customer

Enter the valid AR customer number defined for thistal customer. The customer number must axigtd AR
Customer File. This number can be the same atital customer number. If the rental customervalid AR
customer (i.e., merchandise has been sold to trertgr their AR customer number. If the customidlralwvays pay
cash and is not an open AR customer, enter therigghie (same as cash) customer account definedcastacustomer
in the AR Customer File. Do not identify the custr as a “cash” customer if they will use monthliing. CR
initially defaults to the cash customer numbermgsdiin the ER Static Control Record. ﬁicon will default to the
cash customer defined in the ER Static Control Rec@he™™ icon or the F2 key allows a search of AR customer
numbers.

3. Name

Enter the name of the customer or a contact atdh@any (up to 30 characters). If #hB customer inputisnot a
cash customer, CR initially defaults to the naméhefAR customer from the AR Customer File.

4. Company

Enter the company name (up to 30 charactershelttistomer is not associated with a company i¢tehay remain
blank. CR initially defaults to the name of the A&stomer in the AR Customer File, which is usu@ySH for cash
customers.
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5. Address 1

Enter the customer address (up to 30 charactdrshly one address line is needed, use the finst oThis is the
address that prints on contracts, reservationsiramaices. CR defaults to the first address lithe AR Customer in
the AR Customer File.

6. Address 2

Enter the second line of the customer addresgefled (up to 30 characters). CR defaults to thenskaddress line of
the AR Customer in the AR Customer File.

7. City
Enter the city (up to 15 characters). CR initialfaults to the city of the AR Customer in the 8Bstomer File.
8. State

Enter the state name using the 2-character desgratovided by the post office. CR initially defts to the state of
the AR Customer in the AR Customer File.

9. Zip code

Enter the zip code (up to 10 characters). CRailhjtidefaults to the zip code of the AR Customethia AR Customer
File.

10. Address 3

Enter the third line of the customer's addresstdu0 characters). CR defaults to the city, staté, zip code from the
previous inputs. Address 3 may be used for internal addresses. It is used for all print outsteéad of the city,

state, and zip code fields. Ti& icon or the F1 key will reset the field to theycistate, and zip code from the previous
inputs.

11. Phone # 1

Enter the telephone number including area coddvedagnd extension, if needed (up to 17 charact@R)initially
defaults to the first phone number of the AR Cugtoin the AR Customer File.

12. Phone # 2

Enter the second telephone number for the custdfrrereded (up to 17 characters). CR initiallyadefs to the second
phone number of the AR Customer in the AR Custdfiler This field may be used for a fax number.

13. Alpha

Enter the alphabetic sort key (up to 10 characterbe used to sort customers alphabetically fmt puts and searches
in ER. For example, the first 10 characters ofdhstomer's last name may be desired as a sortlkeyre than one
customer has the same first 10 characters, a usmiey may be preferred. CR defaults to thet fi0 characters of
the customer name.
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Accounting Tab

= 01-DEMO COMPANY , Rental Customer, F/M (ERF910)
Help

Custorner Southeastern Industrial Supply 44>

Main | Accourting | Invoicing | Sales History Mizcellaneous

Warehause

Terms Code

Enter customer CUST#, F1-AR Customer Search, F2-ER Customer Search, F3-First Record

1. Warehouse

Enter the 2-character warehouse number that tst®mer uses most often. This entry is used irtipgrcustomers by
warehouse on the Rental Customer Listing. tidis the default warehouse displayed on screens, vididafined by
each terminal. CR defaults to the warehouse asdigmthe terminal. TH icon or the F2 key allows for a search
through valid warehouses.

2. Terms code

The Terms Code setting in this field will apply fat) for Invoicing from ER documents, i.e. ER t@tts and ER

Invoice/Credit Memos. CR defaults to the AR tende. Theé® icon or the F2 key allows for a search througlidval
terms codes.

The ER RENTAL CUSTOMER File Maintenance set up diato the terms code assigned to the AR Custdimerd
to the ER Customer record. It can also be sesédalue default tax code as stored in the AR/Shiig¢ords or the ER
Warehouse File maintenance.

3. On hold

Setting this field to “checked” (Yes) indicatesstisustomer is on equipment rental hold. If thiguins Yes, a customer
will not be able to rent or buy items in the ER®ys. When the primary AR customer is put on htfld,ER customer
will have a Hold status even when the ER customesadot display the same. However, neither ARS@mactivity is
affected if they are placed on hold in ER.

4. Active

The purpose of this field is to serve as a filtérew searching through ER Customers; e.g. in Rets@nvar Contract
entry. Setting this field to “checked” (Yes) indtes the ER Customer currently rents materials Tibid can be
updated in a group sweep by using @hestomer Activity Update program whichwill set the ACTIVE flag in the ER
Rental Customer F/M to “checke(@Yes) if there is an open reservation or contracttiat ER customer.
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Invoicing Tab

O 01-DEMO COMPANY, Rental Customer F/M {ERF910) M=

Help

Customer | Southeastern Industrial Supply m[f][ﬂ

Main | Accourting | Invoicing | Sales History Mizcellaneous

Commission %

Charge Insurance

Enter customer CUST#, F1-AR Customer Search, F2-ER Customer Search, F3-First Record

1. Commission %

Enter the commission percentage for rental corgraetthis customer (0-99.99). Commissions on temte calculated
using this percentage, and commissions on saletheswmmmission percentage from the AR Customer. FHR uses
the same commission structure as Sales Orderdiasdier System Management under Company Conttel Fi

Maintenance. Th'&I icon or the F1 key will default to NO PRIORITY.RGnitially defaults to 0.
2. Charge insurance

Enter the date (sd2ate Format ) after which to begin charging insurance on thistomer's contracts (if the items
have insurance charges). CR defaults to systeen ddtis date is used only if a customer has aragpagreement to
cover major loss; this is the termination datehef agreement.

3. Store history

Setting this field to “checked” (Yes) indicates thesire to store past invoice history for this ERtomer. CR initially
defaults to unchecked (No). Invoice history stdhesdetail of all ER invoices in the ER Past CacttifFile. The Past
Invoice Removal Program may be periodically runeimove unneeded past invoices by date.

4. Print extensions

Setting this field to “checked” (Yes) indicatesstisustomer will have line-item extensions printeccontracts and
reservations. This also includes the informatibtha bottom of a contract or reservation: rentabant, sales amount,
tax, freight, total, amount paid, deposits applau] balance. CR initially defaults to uncheckigd)(

Example: A customer has rented items out on a long-terntraon(over 30 days). Choose unchecked for thgstin
because there is no return date, so there canrast becurate line-item extension on the contrRettes are printed on
the contract, but they are not extended for theetqal rental period.

5. Override deposits

Setting this field to “checked” (Yes) indicatesstisustomer is subject to the deposit amount fonsteet up to require a
deposit. If Yes, the user may change the depasthe customer during contract entry. CR inijiakfaults to
unchecked (No).
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Sales History Tab

= 01-DEMO COMPANY , Rental Customer, F/M {ERF910)
Help

Custorner I:l Southeastern Industrial Supply 44>

Main | Accourting | Invoicing | Sales History Mizcellaneous

Date Opened LTD # Rentals
Date Last Rental LTD Rental §

Exit

Enter customer CUST#, F1-AR Customer Search, F2-ER Customer Search, F3-First Record

1. Date opened

Enter the date the rental account was opened ioctistomer (sePate Format ). CR defaults to the date the
customer was entered into the ER Customer File.

The following inputs are initially skipped and amaintained by the system by the Daily Rental RegisThey may be
changed as necessary.

2. Date last rental

Note: Self populated fields which are initially gkied.
3. LTD # rentals

Note: Self populated fields which are initially gkied.
4.LTDrental $

Note: Self populated fields which are initially gkied.
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Miscellaneous Tab

O 01-DEMO COMPANY, Rental Customer F/M {ERF910) M=
Help

Custormer I:l Southeastern Industrial Supply [N

Main || Accourting | Invoicing | Sales History Mizcellaneous

Mermao 1

Memo 2

Enter customer CUST#, F1-AR Customer Search, F2-ER Customer Search, F3-First Record
1. Memo 1
Enter the first of two available memos for the EEnRl Customer.
2. Memo 2

Enter the second of two available memos for theReRtal Customer.
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Rental Item File Maintenance

Function

This function (Program ERF920) allows an authoriasdr to create and maintain records in the Réetal File. Each
record contains a warehouse, item number, andnfatenation relevant to that warehouse/item. Phegram also
allows for the accessing of 13 periods of itemdrigtthe adding of memos to display during conteatty, and the
adding of memos to be printed on the contract.

Before entering items, the warehouse must be sethepe they reside in the ER Warehouse Control Fliso, an item
must be defined in the IC Item File and the IC Wiarese/ltem File before it can be entered here.h&@ quantities
are not created at this point; they are produceth&yrograms on the Equipment Transfers Menu.

© 01-DEMO COMPANY,, Rental ltem F/M (ERF920) =3

Help

Warehouse l—lﬂ Eﬂ!ﬂ
ltern | ﬂ

I save | 3 Delete | [@  Mew | Exit

Enter Rental Alphabetic Lookup

Icon Definitions

Bl Go to the First ER Item Record < Go to the Previous ER Item Record

[ 4 Go to the Next ER Item Record P Go to the Last ER Item Record

hes Search (3 Save the current changes to the record
P Delete the record. L& Go to a New ER Rental Item Record

E] Exit the ER Rental Iltem F/M.

Help

Contents and Index — Equipment Rental User’s Guide to be completed acdssible in the future.
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User Inputs

The following inputs are involved in creating andintaining warehouse/items in ER Rental Item F/M:

Main Tab

= /01-DEMO COMPANY , Rental Item, F/M (ERF920)
Help

Warehouse EU[D[Il
Item

Mzin | Rates | Charges || History! | History2 | Memos

Alpha

Maintenance

Commission %
SA ltem

Carrying Cost

Location

EnterWarehouse Code, F2-Search, F2-Search, F3-First Record

1. Warehouse

Enter the warehouse where the ER item exists. eftiy must be a valid ER warehouse code. The ig¢iser from the
IC Warehouse File is displayed next to it. CR d#fato the warehouse assigned to the terminaé “Hicon or the
F2 key allows @&earch. F3 displays the next record on file.

2. Item

Enter the item number residing in the rental wausieo The entry must be a valid item number defingde IC Item

File. The description and unit of measure fromltétem File are displayed next to it. T icon or the F2 key
allows a rental item search. F3 displays the necard on file.

3. Alpha

Enter the alphabetic sort key (up to 10 characterbe used to sort items alphabetically for pots and searches in
ER. For example, the first 10 characters of tamitlescription may be desired as a sort key. tertltan one item has
the same first 10 characters, a unique sort keybmayreferred. CR defaults to the first 10 chamacof the item
description (from the IC Item File).

4. Maintenance
Enter one of the following values to determine whga item is to receive maintenance:

#: base the maintenance schedule on a specific numhldrys. For example, a car can be taken in for a
tune-up every 90 days. If # is entered, the nurobdays between maintenances must be entered (0 —
999).

D: base the maintenance schedule on distance (deriad bnly). For example, a car can be taken in for
an oil change every 3000 miles. Choosing thisoopgéinforces the tracking of distance on this itéhiD
is entered, the amount of distance between maintesamust be entered.

U: base the maintenance schedule on usage (serial @tely). For example, a generator can be taken in
for maintenance every 500 hours used. Choosisgoition enforces the tracking of usage on thim.ite
If U is entered, the amount of usage between maamees must be entered.
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M: use a manual schedule. The date on which thergétegives maintenance must be determined (specify
the date in the Maintenance/Repair Completion Rumyr

N: no maintenance required for this item.
CR initially defaults ta#.
5. Taxable
Setting this field tdchecked” (Yes) indicates rental of this item is taxableR @itially defaults tochecked .
6. Commission

Enter the commission percentage (0-99.99) fortdra.i Commissions on rentals are calculated usiisgoercentage,
and commissions on sales use the commission pageefriom the AR Customer File. ER uses the sammsrission
structure as Sales Orders as defined in System ¢¢amant under Company Control File Maintenance. &Eon or
the F1 key defaults to NO PRIORITY. CR initiallgfaults td& NO PRIORITY.

7. SA item

Enter the item number to use in sales analysisrtiego Enter a specific rental item number if @ntems are to be
kept separate from SO sales items in sales anabpisting. A common practice for this Rental itpasting to Sales
Analysis is to use a consolidated number that s the class or category of the rental item&ntple: Forming
rental items are in class 100, so the SA postimg ised could be R-100. The rental item numbetd®-must be
defined in the IC Item File to do this. CR defautt the IC item number, which combines rental #emd sales items

on reports. Th®* icon or the F2 key allow for a search throughtigris. Use th@ icon or the F3 key if not using
sales analysis reports.

Example: The item number JG500 is both sold and rentedilzare is a desire to differentiate the two onsale
analysis reports. Enter the rental item numbeG3D, in this field after it is defined in the I@in File.

8. Check-in req

Setting this field tdchecked” (Yes) indicates the item requires a check-in pdace before it can be available for
rent. This field is skipped for non-serial itentSR initially defaults tdJNCHECKED.

Example: Once a rental car is returned, it must be retlibkfore it is available for rent. This field wdude checked
for this item.

9. Carrying cost

Enter the carrying cost for this item. K cost esants the cost of carrying this item (storing, tagurance, etc.). The
entry can be either a percentage of the initial ooa fixed dollar amount. The input initiallyfdelts to a dollar
amount, so enter% after a percentage amount. K cost posts to ¢me'stlife-to-date carrying cost through the
Carrying Cost Register. CR initially defaults ke tcarrying cost defined in the ER Warehouse CokRtle.

10. Location

This new ER Rental Item “location” field is utiliden the sorting of ER Items on the Physical IneepntCount and
Capture Files when the Pl order (Sort) is by Lamatilt defaults taC whse location .
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Rates Tab

= /01-DEMO COMPANY , Rental Item, F/M (ERF920)
Help

Warehouse EU[D[Il
Item

bzin | Rates | Charges || Historyl | History2 | Memos

RateiHr
RateiDay
Rateniik
Rate/to
Minimum Rental

Deposit Amount

EnterWarehouse Code, F2-Search, F2-Search, F3-First Record

1. Hourly rental rate

Enter the standard hourly rental rate as a seadathount, as a percentage of cost, or as a pageeaf the selling
price.

Example: The rental customer is to receive a charge di@®per hour, enter 5.00 (dollar amount). If tharge is to
be 3% of the item's cost, enter 3C. If the chasde be 1.25% of the selling price, enter 1.25P.

The resulting calculated rate is shown to the raghthis entry. The calculated rate is used agl#fault in reservation
entry, contract entry, rental returns, and the Ratetract File. When using a percentage, cosieisMANUAL cost
from the Inventory Control Item File, and priceli® STANDARD price from the same file.

The system calculates a default for each subseqanéntry based on the rate entered here artdrteeunits from the
Static Control Record.

2. Daily rental rate
Enter the standard Daily rental rate as a setdafteount, as a percentage of cost, or as a pegeeafdhe selling price.

The resulting calculated rate is shown to the raftihis entry. The calculated rate is used asi#fault in reservation
entry, contract entry, rental returns, and the Ratetract File. When using a percentage, cosieisMANUAL cost
from the Inventory Control Item File, and pricelie STANDARD price from the same file.

3. Weekly rental rate

Enter the standard weekly rental rate as a seardamthount, as a percentage of cost, or as a pageeaft the selling
price.

The resulting calculated rate is shown to the raftihis entry. The calculated rate is used asi#fault in reservation
entry, contract entry, rental returns, and the Ratetract File. When using a percentage, co$teisMANUAL cost
from the Inventory Control Item File, and priceli® STANDARD price from the same file.

4. Monthly rental rate

Enter the standard monthly rental rate as a sérdminount, as a percentage of cost, or as a gageof the selling
price.

The resulting calculated rate is shown to the raghthis entry. The calculated rate is used agl#fault in reservation
entry, contract entry, rental returns, and the Ratetract File. When using a percentage, cosieisMANUAL cost
from the Inventory Control Item File, and pricelie STANDARD price from the same file.
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5. Minimum rental

Specify the minimum rental period to charge foriteen by entering a number aktd(hours),D (days),W (weeks), or
M (months). For example, to require a minimum reot@ne month, entetM.

6. Deposit amount

Enter the standard deposit amount for the item wheerved or rented. CR initially defaults0to

Charges Tab

= /01-DEMO COMPANY , Rental Item, F/M (ERF920)
Help

Warehouse EU[D[Il
Item

hzin | Rates | Charges | Historyl | History2 | Memos

Insurance Charge %
Delivery Charge
Pickup Charge

Cleanup Charge Hourly  Daily  Weekly Monthly
Distance Charge LIn Free Distance
lzage Charge L Lzage
Fuel Charge LIn Fuel

EnterWarehouse Code, F2-Search, F2-Search, F3-First Record

1. Insurance charge
Enter the insurance charge for this item as a pé&xge of the total rental amount (0-99.99). CHally defaults tc0.
2. - 4. Delivery charge, pickup charge, cleanup cha rge

Enter the charges for deliveries, pickups, andntipa for this item. When a delivery or pickup gwis less than the
minimum amounts defined in the Static Control Rd¢tie system displays a warning message (themegmwish to
press CR to continue). CR initially defaultstdor all.

5. - 7. Distance charge, usage charge, fuel charge
Enter the following inputs for charging distanceage, or fuel on this item:
charge per unit of measure (0-999.99)

2-character unit of measure. The default unit efisure is from the Static Control Record, such koM
miles. If a code is entered and charge is notredteunits of measure are tracked for maintenance
scheduling.

free usage per rental. Enter free amounts per, ldeyt week, and month. During contract or resewa
entry, the system uses these free amounts to atddhie rental amount. For example, a customéingen
a car gets the first 50 miles free and then isgdé25 cents for each additional mile.

Inputs,Distance charge, usage charge, fuel charge , are skipped for non-serial items. Only seriafris are
charged by distance, usage, or fuel. Non-segatstnever need this type of processing.
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History 1 Tab

O /01-DEMO COMPANY , Rental Item, F/M (ERF920)

Help
Warehouse | EIR0A]
termn |
hzin | Rates | Charges | Historyl | History2 | Memos
Mumber of Mumber of Days #Lost
Rentals Rental § Rented Available Rentals

CP 0952005 Sep

LP 08/2005 Aug

PP 07i2005 Jul

FP 0652005 Jun

PP 05/2005 May

PP 0452005 Apr

PP 0372005 Mar

EnterWarehouse Code, F2-Search, F2-Search, F3-First Record

1. - 7. Thefollowing information is kept for 13 periods of history (current peritast period, 10 previous periods,
and oldest period). The History 1 tab containsitifiermation for the current period, last perioadidahe next 5 previous
periods. The information may be changed if needeR.initially defaults td for all.

number of rentals - number of times the item has been invoicedHergeriod. NOTE: The quantity of
2 rented on 1 invoice results in the number ofaksnt 2.

rental dollars - dollars billed for rentals

number of days rented - units rented multiplied by the number of daysted, totaled for all contracts
during the period

number of days available - potential rental days; units stocked multipldthe number of days in the
period

number of lost rentals - items not available when needed to rent
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History 2 Tab

= /01-DEMO COMPANY , Rental Item, F/M (ERF920)
Help

Warehouse 94>l
termn |
hdzin | Rates | Charges || History! | History2 | Memos
Mumber of Mumber of Days #Lost
Rentals Rental § Rented Available Rentals
PP 0252005 Feh
FP 0152008 Jan
PP 1252004 Dec
FP 1152004 Moy
PP 1052004 Qct
OP 092004 Sep

EnterWarehouse Code, F2-Search, F2-Search, F3-First Record

1. - 6. Thefollowing information is kept for 13 periods of history (current peritakt period, 10 previous periods,
and oldest period). The History 2 tab containsitifiermation for the oldest 6 of the previous pesod he information
may be changed if needed. CR initially default8 for all.

number of rentals - number of times the item has been invoicedHergeriod. NOTE: The quantity of
2 rented on 1 invoice results in the number ofaksnt 2.

rental dollars - dollars billed for rentals

number of days rented - units rented multiplied by the number of daysted, totaled for all contracts
during the period

number of days available - potential rental days; units stocked multipldthe number of days in the
period

number of lost rentals - items not available when needed to rent
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Memos Tab

O /01-DEMO COMPANY , Rental Item, F/M (ERF920)

Help

Warehouse :I EﬂﬂD[I
Item |

Wtzin [R_ates " Charges " Histary1 " Hist_oryQ] Memos ]

Entry Memo 1

2

3

4

Contract Memo 1
2

3

EnterWarehouse Code, F2-Search, F2-Search, F3-First Record

1. - 4. Entry memo

Enter the memo to be displayed to the user durimgract entry (up to 4 lines of 60 characters each)
5. - 7. Contract memo

Enter any information to be printed on the contfaptto 3 lines of 60 characters each).

Example: A memo to be printed on contracts for a floordgammight be ALWAYS USE SAFETY GOGGLES
WITH THE CCXV FLOOR SANDER.
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Rental Equipment File Maintenance

Function

This function (Program ERF930) allows an authoriaedr to maintain records in the ER Equipment Filais file
contains information relevant to items includingdtion, cost, depreciation, stocked quantities,ranted quantities.
Each record contains a warehouse, an item numbeémm@mequipment number if the item has a serialbmimNon-
serialized items are also contained in this filkeéep available and stocked quantities. This ganmgalso lets those
authorized, access life-to-date totals and 13 dsrad rental history for each equipment number.

Most fields in the Equipment File are created amdntained by the system. This is because any iterhe rented
must be transferred from the IC Warehouse/ltemtBillne ER Rental Item File and Equipment File.efEfiore, the
records are created when using the programs oBghgment Transfer Menu to automatically transier tecords into
this file. The only way to delete a record frome thquipment File is to sell, transfer, or dispokaroequipment
number and then run the Equipment Removal Register.

There are three types of numbers that all ideatifjtem in the ER System but that are used foewdfit purposes. The
item number identifies an item or similar group of items iparticular rental warehouse. s&rial number identifies a
specific item belonging to a series of items, saslelevisions, refrigerators, and heavy machindris defined in the
IC Warehouse Item File. Each serial item can faequipment number, which uniquely identifies one piece of
equipment in the ER System. Only serial items fe@pment numbers; non-serial items are alwayigreess
NONSERIAL as the equipment number. The entry pergd assign the equipment number when they trantfe

item from IC inventory into rental inventory.

After the file is set up, the following fields mag changed:

location - initial cost
date acquired - period depreciation
date next maintenance - last distance, usage, fuel

= 01-DEMO COMPANY , Equipment F/M (ERF930)
Help

Contents and Index

Warehouse Atlanta Warehouse
Item 24" X 8" PANEL

Equipment
Icon Definitions
bl Go to the First ER Item Record 4 Go to the Previous ER Item Record
[ Go to the Next ER Item Record A Go to the Last ER Item Record
hes Search (3 Save the current changes to the record
b4 Delete the record. ! Go to a New ER Equipment Record

E] Exit the ER Equipment F/M.

Help

Contents and Index — Equipment Rental User’s Guide to be completed aedssible in the future.
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User Inputs

The following inputs are involved in creating andintaining warehouse/items in ER Rental Equipmélik F

Main Tab

1. Warehouse

Enter the warehouse where the ER item exists. efiltiy must be a valid ER warehouse code. The ig¢iser from the
IC Warehouse File is displayed next to it. CR d#ato the warehouse assigned to the terminaé *®icon or the
F2 key allows a search through the valid warehouB8sdisplays the next record on file.

2. ltem

Enter the item number residing in the rental wausieo The entry must be a valid item number defingde IC Item
File. The description and unit of measure fromIthdtem File are displayed next to it. T%* icon or the F2 key
allows a rental item search. F3 displays the necard on file.

3. Equipment #

This input is for serial items only; the systemaamiétically assigns NONSERIAL to it for non-seri@ms.

Enter the equipment number (up to 20 charactdts).serial items, this number uniquely identifigsiece of
equipment in the ER System. (However, it can lsggasd the same number as the serial number). sioal items
always have NONSERIAL in this field. Th® icon or the F2 key allows a search through equigmambers. F3
allows the display of the next record on file.

Example: There are seven portable floor cranes for r&iie serial number for the second floor crane iolste PFC-
345676-8999-352. The equipment number may be fipeeisPFC2, so that the entire serial number is not required
when working with this item.

The rest of the record is displayed after the egeipt number is entered. Inputs can be changedthétxception of
status quantity stocked, currently rented, andserial number.
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4. Status

This field is maintained by the system and deserthe status of the equipment number or non-ségiak. It can have
the following values:

A: available for rent

C: waiting for check-in procedure

D: disposed

I: transferred to sales inventory

M: in maintenance or repair

O: out on rental

S: sold

T: transferred to another rental warehouse
5. Location

Enter the (bin) location of the item in the remtarehouse, i.e., where the item is stored in tlaselvouse (up to 6
characters).

6. Initial cost
Enter the cost at which the item was purchased.
7. PD depreciation

Enter the depreciation amount (0-99999.99) foraséems only. This amount is posted to the itdeitb-date
depreciation during end-of-period procedures bylkpreciation Register.

8. Serial#

This field is maintained by the system and is thmber assigned to the equipment number in the |GWause/ltem
File.

Last Reading
9. Distance
Enter the last reading for distance.
10. Usage
Enter the last reading for usage.
11. Fuel
Enter the last reading for fuel.
Inventory Date
12. Date Last Physical
Enter date of last physical inventory for this itemthis warehouse.
13. Date Next Physical
Enter date of next physical inventory for this iteémthis warehouse.
Dates
14. Date Acquired

Enter the date on which the item was purchasedaezFormat ).
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15. Date Next Maint

This input is the date of the next maintenancetferitem (se®ate Format ). For items using a manually set
maintenance schedule, enter their next maintendaigehere. The Maintenance/Repair Register uptiaiteseld for
all other items.

16. Date Into Rental
This field is the date the Item was transferrednfi€ Inventory into ER inventory.
Quantities (For informational purposes only)
The following information is displayed at the bott@f the MAIN TAB and is for informational purposesly.

Stocked — Stocked quantity represents the totattigyan the “ER” Equipment inventory (in additida the
“IC” On hand quantities).

Currently Rented — The quantity of an ER item thatarehouse has out on open rental contracts.

Yard Available — Yard Available quantity represetiits total quantity of an ER item Available quantitinus
the Shipped quantities.

Net Available — Net Available quantity represettts total quantity of an ER item Available quantitjnus
the Shipped quantities minus the amount on operriRatons.

History 1 Tab

1. - 7. Thefollowing information is kept for 13 periods of history (current peritakt period, 10 previous periods,
and oldest period). The History 1 tab containsitifiermation for the current period, last perioadldahe next 5 previous
periods. The information may be changed if neede®.initially defaults td for all.

number of rentals: number of times the item has been invoiced forprgod . NOTE: The quantity of
2 rented on 1 invoice results in the number ofaksnt 2.

dollars from rentals: dollars billed for rentals

number of days rented: units rented multiplied by the number of days edntotaled for all contracts
during the period
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number of days available: potential rental days; units stocked multipliedthg number of days in the
period

History 2 Tab

1. - 6. Thefollowing information is kept for 13 periods of history (current peritakt period, 10 previous periods,
and oldest period). The History 2 tab containsitifiermation for the oldest 6 of the previous pesod he information
may be changed if needed. CR initially defaultg for all.

number of rentals: number of times the item has been invoiced fopéreod. NOTE: The quantity of 2
rented on 1 invoice results in the number of remal.

dollars from rentals: dollars billed for rentals

number of days rented: units rented multiplied by the number of days edntotaled for all contracts
during the period

number of days available: potential rental days; units stocked multipliedthg number of days in the
period
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Life — to — Date Tab

The following information is kept for the life of t he item and can be changed, if needed.
. Number of Rentals
. Rental Dollars
. Depreciation
. Carrying Cost
. Maintenance
. Capitalized Repairs
. Distance

. Usage

© 0 N O 0o B~ WN P

. Sales

10. Acquisition (cost)
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Kit Entry & Maintenance
NOTE: This Program is Currently in Development

Function

This function (Program ERE910) allows an authorigsér to enter and maintain kits in the ER Systénkit is a
group of items which are rented (or sold) as a agek Kits are used in the reservation and congratcy to
automatically bring up the items in kits to be eght Utilizing kits makes entry of items easier.

For example, set up a floor sanding kit. Thisckibsists of the power sander (rented), the powet @ented), goggles
(rented), and sander pads (sold). When a custmns the floor sanding kit, enter the kit and skistem automatically
prompts for each item (sander, cord, etc.). Memeslmay also be entered, which are automaticdiied to the
reservation or contract.

The Kit Entry and Maintenance Screen consists ofgactions. The upper portion of the screen ieddhe header
portion where general information (kit number aedatiption) is entered. The lower portion of theeen is called the
line-item portion where each item in the kit and tjuantity of each item used is entered. Oncéithe entered, the
entry person has the option of changing, addingetmoving line items from, or deleting the kit atyaime.

All items set up in the kit must be set up throtigh Rental Iltem File Maintenance Program. Kit itemmbers,
however, are not rental item numbers.

Help (programming functions)

Input Field Lookup Field
Program Macros
Statistics Utilities

To navigate through the program, follow the instruc tions at the bottom of the screen or use the
mouse and the buttons.
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User Inputs

The following inputs are involved in entering andimaining kits in ER Rental Kit Entry & Maintenagic

1. Kit #

Enter the kit number (up to 20 characters). K8l the selecting of the warehouse for which rematizzs are
displayed. If the F3 key is selected, enter tHel\EBR warehouse. F2 allows a search. CR injtidéfaults to the
warehouse assigned to the terminal. F2 allowseckef defined kits.

2. Description
Enter the description of the kit (up to 30 charesjte

This concludes the header portion of the Kit Eatng Maintenance Program. At this time, the heaetsrd is created.
After the header record is created, the descriptiay be changed through the change header routipei “kit
number ” can only be changed by deleting and reenteriegkthnumber.

Line numbers are assigned automatically beginning with 001 iaotementing by one for each additional line item
up to 999. In the rare case where 999 line iteave been entered, the program advances tprtimpt-selection
input and refuses further entries.

3. Line type

Enter whether this item is to e (rented) ol (sold) from inventory. CR defaults B. F3 ends entries and advances
to theprompt-selection input . F4 removes the previous line and backs up to theiguevine number.

4. ltem#

Enter the valid item number to be used (rentedtaf)sn the kit. The item must be set up in thenRReltem File
Maintenance Program. Valid entries display theiteescription and stocking unit of measure froml@étem File.
F2 allows a rental item search.

Enter arM as the item number indicating a memo line. Tlogmm then advances to the memo input. Enter the
memo to appear on the reservation or contractq®tcharacters).
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5. Units

If the item number entered is a serialized itenf armemo line was entered, this input is skipp&tter the number of
units used of the item (rented or sold) in thg(®i©999).

6. Percentage (%) rate

Rental rates are displayed for the item and cumsemeéhouse (CW) by the hour, day, week and moRtiter the % of
the standard rental rate to apply to the item efkih (0-100). CR initially defaults tb0O.

Example: When renting goggles separately they have a atdnéntal charge. However, as part of the flamding
kit, the rental charge may only be 50% of the stadatharge.

This concludes the line-item portion of the Kit Bnand Maintenance Program. Tm@mpt-selection input  allows
the following functions to be performed:

#: change a line item

L: list line items

A: add line items

D: delete the kit

F2: change header

F3: access the ending routine (§&®mpt Selection Input ).

The ending routine allows a CR to continue, conicigdhe entry of the ER kit. The screen is cleaykohput
information, and the program returns to infgitthumber . F4 backs up to therompt-selection input
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Create Rental Item Records
Function

This function (Program ERU910) allows an authorigedr to create rental item records for additiaverlehouses once
an initial warehouse has been set up. This progr@wvents the need to set up individual recordsuitin the Rental
Item File Maintenance Program for every warehote@/icombination in ER. The information createthi@ new
warehouse on each item is pulled from the itenihénstource warehouse.

Options include:
select the source warehouse
select the beginning and ending items to create
select the item class from which to create
select the vendor from which to create

select the warehouse in which to create items.

Icon Definitions

Search Go to the First ER Item Record
Go to the Last ER Item Record Choose All valid entries in that field
Template

The template feature will save a combination ofieatso that a user is not required to reselech teeery time the
report is run. Each user can create an unlimitedbar of templates in any FACTS report.

Once templates are created, users can edit théete dieem or change their properties.

In the Template Properties window, the name ofigptate may be changed, it may be set it as theiohdil’s default
template for that report, a default printer forttteanplate may be selected, beginning and endirg feeds may be
selected or deselected, and report margins mayoloified. The system remembers the last nine teieplased and
displays them at the bottom of the Templates menéafter access.

Both user-specific and system templates are spdoifihe report in which they are created. Furihfarmation on
Templates can be found in the FACTS Help Topiceubding Report Templates

Help

Contents and Index — Equipment Rental User’s Guide to be completed &edssible in the future.
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User Inputs

The following inputs are involved in creating rdrntam records:

1. Source warehouse

Enter the valid rental warehouse from which items@eated. CR defaults to the warehouse assigribe terminal.
The icon or the F2 key allows a search through vakidelouses.

2. Beginning item

Enter the beginning item to create. Theicon, the F1 key, or CR defaultsktRST (the first item in the source
warehouse). The icon or the F2 key allows a search through vaiRiIRental item numbers.

3. Ending item

Enter the ending item to create. Theicon, the F1 key, or CR defaultstdST (the last item in the source
warehouse). The icon or the F2 key allows a search through vaRiIRental item numbers.

4. Class

Enter the valid item class for which items are éocbeated. The icon, the F1 key, or CR defaultsAaL. The
icon or the F2 key allows a search through valagsinumbers.

5. Vendor

Enter the valid vendor for which items are to beated. The icon, the F1 key, or CR defaultsAhL. The
icon or the F2 key allows a search through validdgg numbers.

6. Create in warehouse

Enter the valid rental warehouse in which to créates. The warehouse must have been set up iBRH&arehouse
Control File Maintenance Program. The icon or the F2 key allows a search through valkdelouses.

7.0K

When the fields are input with the desired inforimat use th€OK button to begin running the program.
8. Cancel

Use this button to exit the program without runnamy of the processes.

Template

Used to display information only. The descriptigitl indicate the Template, if any, that has bebnsen.
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Past Invoice Removal
Function

This function (Program ERU920) allows an authorimedr to remove past ER invoice history based stoouer
number, warehouse, and minimum days to keep history

Options include:
select the beginning and ending customer for wtoatemove invoices
select warehouse(s) of invoices to remove
select number of days of past invoices to keep.

The Past Invoice History File is used during caettiaquiry to display past invoices and is updadigdhe Daily Rental
Register update. Past Invoices are stored for easomer if thestore history flag is set to Y in the Rental Customer
File.

Icon Definitions

Search Go to the First ER Customer Record
Go to the Last ER Customer Record Choose All valid entries in that field
Template

The template feature will save a combination ofieatso that a user is not required to reselech teeery time the
report is run. Each user can create an unlimitedbar of templates in any FACTS report.

Once templates are created, users can edit thdete dikeem or change their properties.

In the Template Properties window, the name ofgptate may be changed, it may be set it as theiduhl’'s default
template for that report, a default printer forttteanplate may be selected, beginning and endirg feeds may be
selected or deselected, and report margins mayoloified. The system remembers the last nine teieplased and
displays them at the bottom of the Templates menéafter access.

Both user-specific and system templates are speoifihe report in which they are created. Furthfarmation on
Templates can be found in the FACTS Help Topiceubding Report Templates

Help

Contents and Index — Equipment Rental User’s Guide to be completed aedssible in the future.
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User Inputs

The following inputs are involved in removing pasjuipment rental invoices:

1. Beginning Customer

Enter the beginning customer for which rental ilweohistory is to be removed. The icon, the F1 key, or CR

defaults taFIRST (the first ER customer on file). The icon or the F2 key allows a search through vaiRiRental
customers.

2. Ending Customer

Enter the ending customer for which rental invdigstory is to be removed. The icon, the F1 key, or CR defaults to
LAST (the last ER customer on file). The icon or the F2 key allows a search through vaidHental customers.

3. Warehouse

Enter up to twenty 2-digit warehouse codes sidsithg for which invoice history is to be removedR @efaults to the

warehouse assigned to the terminal. Theécon or the F1 key will default tALL. The  icon or the F2 key allows
a search through valid warehouse numbers.

4. Days to keep
Enter the number afays of past invoices to keep.

Example: If 6 months of invoice history should be storedltiply 6 (months) x 30 (days per month) and ed&0
days. Maximum number of days to keep is 9999. défaults ta30.

5. 0K

When the fields are input with the desired inforiat use theOK button to begin running the program.
6. Cancel

Use this button to exit the program without runnamy of the processes.

Template

Used to display information only. The descriptigitl indicate the Template, if any, that has bebosen.
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Customer Activity Update

Function

This function (Program ERU930) will update the AWH flag in ER Customer F/M. If there are open reagons or
contracts for a customer, then the flag will beteéetes, else set to No.

Icon Definitions

Search Go to the First ER Customer Record
Go to the Last ER Customer Record No Cutoff
Template

The template feature will save a combination ofieatso that a user is not required to reselech teeery time the
report is run. Each user can create an unlimitedbar of templates in any FACTS report.

Once templates are created, users can edit thdete dikeem or change their properties.

In the Template Properties window, the name ofgptate may be changed, it may be set it as theiduhl’'s default
template for that report, a default printer forttteanplate may be selected, beginning and endirg feeds may be
selected or deselected, and report margins mayoloified. The system remembers the last nine teteplased and
displays them at the bottom of the Templates menéafter access.

Both user-specific and system templates are spdoifihe report in which they are created. Furihfarmation on
Templates can be found in the FACTS Help Topiceubding Report Templates

Help

Contents and Index — Equipment Rental User’s Guide to be completed &edssible in the future.
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User Inputs

The following inputs are involved in removing pasjuipment rental invoices:

1. Beginning Customer

Enter the beginning customer for which to updaeeARTIVE flag. The icon, the F1 key, or CR defaultsRtRST
(the first ER customer on file). The icon or the F2 key allows a search through valRiFental customers.

2. Ending Customer

Enter the ending customer for which to update t®TWE flag. The icon, the F1 key, or CR defaultsitéST
(the last ER customer on file). The icon or the F2 key allows a search through valRiRental customers.

3. Cut off Date

Enter the Customer Date Opened to update throwgb‘ icon, the F1 key, or CR defaultsht®©® CUTOFF.
4. OK

When the fields are input with the desired inforimat use théOK button to begin running the program.

5. Cancel

Use this button to exit the program without runnamy of the processes.

Template

Used to display information only. The descriptigitl indicate the Template, if any, that has bebnsen.
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