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Introduction to the System

RTPro is a complete inventory tracking system that allows you to track Barcoded and non-Barcoded rental
inventory items, print rental contracts, print checkout and check-in sheets, create and print invoices, and
track your accounts receivables.

RTPro is a GUI (graphic user interface) rental package. It is coded with Delphi 2005. The database is
Microsoft SQL Server 2000, 2005 or 2008. This guide describes how to use RTPro and shows how to use
its features to begin tracking your inventory. It is recommended that you review this User’s Guide before
using RTPro.

System Requirements

RTPro is a multi-user system that runs on Windows platforms. RTPro works on Windows
2000/XP/Vista/Windows 7.

Client Workstation

Hardware: Intel®Pentium® dual-core processor 1.80GHz or equivalent. 1GB of RAM, 20+ GB hard drive.
Operating System: 2000/XP/Vista/Windows 7 (XP recommended)
Sound Card with speakers (used for audible confirmations during Checkin/checkout process)

Server Hardware Requirements

Hardware: Intel® Quad-Core Xeon processor with 4GB of RAM and RAID 5.
Operating System: Windows 2000/2003 Server/2008 Server.

SQL Server: Microsoft SQL Server 2000/2005/2008 Standard or Enterprise Edition.

Server Disk Space Requirements

On average RTPro database requires about 1GB disk space to start with and it grows about 0.5GB each
year. If you are storing images of your equipment, then you need to allocate an additional 1GB for images
to the initial disk space. If you use the Revision feature of RTPro, you need to allocate another 1GB to the
initial disk space.

If you have a training or test database on the same server, then double the amount of disk space given
above.
Call us at (888) 595-8041 ext (1), if you need further analysis of your system and disk requirements.

Installing and starting RTPro software

Before installing RTPro, make sure that you meet the system requirements listed in “System requirements”.
Read the ReadMe document on the RTPro CD-ROM for any late-breaking information.

To install and start RTPro

Run Setup from CD ROM and follow the relevant instructions.

Resources for learning RTPro software

Use these resources to learn about RTPro quickly:

RTPro Help
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RTPro help is available on-line when RTPro is running. Click on the Help icon from the Main Menu to
gain access to all the available topics for RTPro. This could help with questions, basic or advanced, as the
first source when you are looking for help with RTPro. You can also press F1 key to access the help.

Using manuals of RTPro

RTPro includes a user manual to help you learn RTPro. Like many other software products, there may be a
learning curve with understanding the software. However, knowing the software and what it can do could
quickly enable you to use it effectively.

Contacting Support

Email is the preferred way to report issues and ask a question. You can also contact us from 8:00 am to
5:00 pm Pacific Standard Time at our toll free number (888)595-8041 ext. (1) to talk to our support staff.

If you have a sample report or a screen shot of the program that needs to be sent to us, the suggested way is
to attach it to an email. If that is not possible, then send it via fax. Our toll free fax# is (888)595-8042.

What'’s unique about RTPro software

RTPro is an inventory tracking system designed for the entertainment rental industry. We have designed
the program with the following ideas: ease of use, graphical buttons, and short-cut keys. In addition, we
have a list of robust features exclusively for RTPro.

Ease of Use
You can use RTPro with both mouse control and short-cut keys.

Graphical Buttons

RTPro has graphically identifiable buttons to correspond to the operation to perform. The point and click
method is consistent throughout the program. In the Main Menu screen, each button is labeled with a
graphic icon and the corresponding text label. A floating label is displayed when the cursor is placed on top
of the icon.

Short-cut Keys
RTPro has pre-defined short-cut keys to get to the most common used functions. This has been developed
to increase efficiency as well to help users who are not savvy with a Windows interface.

Barcode validation
It gives the ability to validate the prefix of barcodes used to improve misreads from hardware (i.e. Barcode
scanners).

User-definable Billing Schedules
Create multiple billing schedules and save them as templates. Apply different billing schedules to different
orders. This gives you a flexible billing schedule based on different circumstances or deals.

Customizable System

Setup your system based on default values or customize your system. System setup allows you to modify
printed values on customer documents such as invoices, checkout sheets, and reports. Modify system
values throughout the system to fit your specific business needs.

Customizable Screens

Within RTPro, many screens display data in a grid listing. All grid listings can modify per workstation.
Columns on the grid can be expanded or shrunk, dragged and dropped. The design of the grid listing will be
saved per workstation. This is great for designing listings, which are appropriate for each user's job
description.

Security
Block different levels from using specific functions such as changing prices, canceling items off an order,
and deleting orders.

Auto-fill
When entering data on specific fields, Auto-fill will fill the closest value of a table.
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Retire Inventory Items
Retire items from inventories that are un-rentable due to damage or un-usable. It will take these inventories
out of the “live” rentable inventory and place them into the retired inventory file.

Track Items in Repair
Track items in repair by vendor. Also, track cost of repair and expected return. It will give you the ability to
maximize the use of inventory items for rentals by knowing which items are out for repair.

Flexible Checkin/Checkout

Checkout items easily. Inventory items could be easily checked out as a Barcoded, Noncoded and as a
Menubook item. Check in items across a Parent company, Production/Show, a single order, Master or
across the entire system.

Robust Reporting capabilities
Numerous reports are available for helping you to trace items, repairs, customer information, billing,
invoicing, and revenue.

Customized Reports
From any grid, listing data can be filtered and listings could be printed in portrait or landscape format. All
listings could be saved in PDF, HTML, XML, Excel and Word format as well.

Email Any Report

Reports can be sent through most email software. If RTPro does not work with your email package, we
suggest saving the report in the PDF format and then attaching it to the email you’re sending to your
customer.
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Welcome to RTPro software

RTPro has many features to help you get up and running quickly. Read this chapter to get tips on short-cut
keys and how the system is laid out. In addition, this chapter will describe how to use on-line help to get
answers about the system quickly.

RTPro is the premier rental inventory tracker system that tracks both Barcoded and non-Barcoded items for
the rental Costume and Property Industry. Rental activity can be tracked across Parent Companies,
Productions, Orders, Master Companies and Contacts.

RTPro makes it easy to track rental inventory. It is flexible to track both Barcoded and non-Barcoded items.
Barcoded items are items that have a unique barcode label attached to the item. This is the best way to track
an item because the unique barcode label distinguishes the item easily in the system. The unique barcode
can easily be tracked. Non-Barcoded items are items that do not have a unique barcode. These items are
usually tracked by quantity. A non-Barcoded item is usually an item that cannot physically have a barcode
label or it is not worth tracking the individual piece. This would be, for example, glass items, paper items,
or items with a low value that it does not really benefit having a barcode attached. One benefit of RTPro is
the speed and ease of scanning a barcode. RTPro has an option which will allow you to setup a menubook
barcode which is associated with the non-Barcoded item. The menubook can be scanned and a quantity
entered. This would represent the bulk non-Barcoded items.

Barcodes are a very important part with RTPro. A barcode identifies you and your property. A barcode can
have your company name, equipment code description, perhaps your shop’s phone number. Finding the
right barcode for your business is essential for security, durability, and integration with RTPro. A barcode
should be permanent. If a barcode can be removed, you have the potential of losing your item. Next, a
barcode should be durable. Barcodes should last through cleanings, weather conditions, heat and normal
wear-and-tear. A good barcode should be durable for proper reads by scanning guns. Finally, a barcode is
essential to the integration of RTPro. With the proper barcode, scanning items in and out will be very easy.
If a barcode fails, then it should NOT be entered manually. For a rental business, manually entering in a
barcode is unacceptable. Therefore, selection of the proper barcode is essential to a seamless integration
with RTPro software.

RTPro has included many state-of-the-art features such as imaging, field lookups, flexible billing
schedules, and robust screen designs. We have spent countless hours developing a powerful system to
handle your rental businesses. We are proud of our designed system and we would like to see your
feedback. Your feedback will help improve our system in the future as we revolutionize the rental industry
with RTPro. Thank you for your support!

Understanding the Main Menu layout

RTPro has designed the program interface with the following ideas in mind: ease of use, graphical buttons,
and short-cut keys. In the following chapters, each module’s menu layout, graphical buttons, and short-cut
keys will be described in detail.
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Conventions

Most of the screens in Rental Tracker Pro consists of a toolbar of icons that access frequently used
functions. Place the cursor on top of each icon to get a description of that specific function. There are also
icons across the toolbar for frequently used functions within that module.

Using the toolbar

Each screen has a graphical toolbar of commonly used functions. Below is a description of the Main Menu
toolbar. From the Main Menu there are a few graphical icons that allow quick access to a function.

Pa
Pr

vV
=
=l

The system will prompt for a barcode.

The barcode can be scanned or manually entered. If the Barcode is found in inventory, the
Barcoded inventory screen will display.

This button displays all Parent records in a listing.

This button displays all the Production records in a listing.
This button displays all the Vendor records in a listing.

This button displays all the Contact records in a listing.
This will bring up an email program, such as outlook. If your workstation has an internet
connection, email to Rental Tracker could be sent easily.

Common Functions

Within Rental Tracker Pro there are icons which are consistent in functionality throughout.

The icon allows adding a record. The information screen will appear.
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Shortcut Key: CTRL N

The icon performs deleting a record. The system will prompt for confirmation when a record is
deleted. Rental Tracker Pro only allows deleting of records if the record has not been used somewhere else
in the system.

Shortcut Key: CTRL DEL

il

This icon allows editing of a record. When clicked on the record, the information screen will appear.
Edits can then be made to the record.

W
. This is the save icon. When the icon is pressed the record and any edits to the record are saved.

Shortcut Key: F10 or click on the s when closing out of the screen, or click on the right corner exit icon.

This will cancel add or edit process. If in the add mode the record will not be saved. If in the edit
mode the edit will be canceled.

This is the refresh icon. When pressed the entire screen will refresh back to what it was prior to
editing the information.

| The 3 dots are called the ellipse. The ellipse is the lookup icon. If clicked a listing of records will
appear. If in the parent screen and the ellipse is pressed a list of all the parents will appear. If in the
production screen the production listing will appear.
Inactive? [ | . . . . . . .
A record can be made inactive. To make a record inactive click on the inactive box and a
check mark will appear. Only certain areas have the inactive icon. On the production screen if the inactive
is check marked then there cannot be orders added to the production and certain functions will not be
allowed. The system will notify the user if the unavailable option is selected. The message will read
“Production has been marked inactive, please see management”. An example of using the Inactive status is
perhaps when you need to talk to someone working on the production, perhaps you need an additional PO
or need the correct billing address. To mark a record as active, click on the edit icon, click on the inactive
box and the check mark will be removed and then save the record.

= This is the notes icon. When selected an unlimited notes area will appear. Notes can be added to the
record. If notes are attached to a record a notes icon will appear on the bottom right —hand corner of the
screen. To view the notes for a record, click on the notes icon on the upper section of the screen.

= The printer icon will print out a report. Where the printer icon is displayed there is a specific report
available relating to the screen. For example the printer icon within the checkout screen, prints a checkout
report. From the parent listing screen the icon will print a parent listing report.
Shortcut key: CTRL P

+

“" The magnifying glass displays the detail of the record selected. The icon is only accessible on

listings. A listing is a scrollable display of records. One line per record shows on a listing. There is a
pointer on the left side of the record. The record pointer looks like (F). When the magnifying icon is
pressed the full detail of the record appears.

Shortcut key: CTRL D

Note: On all lookups program allows the user to do a partial search on the Name or Description by
clicking on the magnifying glass icon.

W This is the filter icon. Filtering can be very helpful when researching data. Filtering allows for
searching for particular records. When the filter icon is selected, RTPro will prompt for the field values of
the search. RTPro will then filter out only the data which meets the filter criteria and display the records on
the screen.
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* The flashlight icon is a locate function. If you need to locate a certain record of records the function is
helpful.
When the locate icon is clicked the locate screen will appear. Shortcut key: CTRL F

Locate Field Value 3| The search characters should
~Field Value be entered in the field walue.
I *
) If, wpper..and, lower case
[pRe=chiTme should be checked within the,
[T Case-sensitive < seatch, click on the. case:
" Exact Match
" Pastial Match ﬂﬁmh There are options to find an
i Patial Match Anpwhere — | exact match, pattial match at
."Eield‘:s : beginning and partial match
| _I atiywhere.
Marne -
- ‘H""“‘--H_,_ﬁ The field to search should be
First Hext X Cancel | selected.
—

7

Fields — Use the drop-down arrow and choose which field to search.
First — Finds the first occurrence in the database matching the search characters.

Next — occurrence listed in the database matching the search characters.

Il Incremental search is also an option by using the Shortcut key F2.

At the top of some RTPro screens is a search prompt. A search entry can be entered in the box and RTPro
will search for the record within the displayed data. An example of the feature: within the checkout screen
the data displayed is all the rental checked out items for an order. If the user was searching for a barcode
within the order the barcode could be entered in the search prompt. The system will position the record
pointer to the match if a match is found.

9 Clicking this button will bring up application help about current screen.
Shortcut key: F1

i Clicking this button will save changed data and close screen.
Shortcut: ALT - F4

Multiple Instances

RTPro allows users to launch more than one instances of it at the same time. This ability helps users who
want to work with the different parts of the application at the same time.

Using the on-Line help

RTPro includes an on-line help that is useful in answering many common questions on how to perform a
specific function as well as context sensitive help that can explain field values. On-line help can be
accessed from any screen by pressing F1. In addition, from the Main Menu, you can click on the Help
Button to access the on-line help.

The on-line help is broken down into two main windows. The first window is the Main window and
positioned on the left-hand side. The Main window contains help topics and is used to navigate throughout
the help system. The secondary window is a smaller window, and positioned on the right hand side. The
secondary window contains procedures and instructions.

This on-line help system is similar to the Windows help system. You can bring up the Help Topics’
window and search for help topics through books as well as the index. This on-line help is a valuable
resource for getting answers to many of your questions.
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Standard Functions

Display Listings (Grid)

There are several locations within RTPro where a listing of data is displayed.

1
* = a Mame o Addess L | o | st LI
T Code * 1 HNF?WMW I3 Je H.H
- B15 k. Fairoaks 815 M. Fainaks Paza
by D List rairesh bublon o Fasize Cohimn by ?551? Gokden Valey § listrbution 26516 Golden Valey Road #2( Sars
00 I cliding on edges. | 3485 Petersen Roag 24051 Petersen Boad
ALRD |&§ Poweer Destibf  frcess 1340 Commerce Shed haooe 1340 Co
AC] Cusant row indisater Liion Grp E quipment BAES Kewen dve. o Ecquapment
ADVAD ladvanced Devid oo Senvices 267 WU, Alameda Aved | on e o,

At the top of each column the label of the column is defined.

If the label is in Green the data is sorted in the column. In the above sample the data is sorted alphabetically
by Package/Item Description.

To change the sort sequence, position the cursor on the label to sort. Not all columns can be sorted. In the
above example the data can be sorted on the barcode column. The data would then be in an alphanumeric
sequence.

RTPro has ability to sort data on a grid using multiple labels. Hold Ctrl key and click on the label of each
column that you wish to have sorted data.

Columns can be shortened or expanded by placing the cursor on the vertical line separator and dragging the
cursor left to shorten or right to expand.

Columns can also be dragged to different positions on the screen. To drag a column, position the cursor on
the column label, hold down the left mouse button and drag the column to another position.

Most of the listings cannot display all data on the screen. There is possibly more data to the right of the
screen. To view additional data to the right of the screen, click on the right arrow on the bottom of the
screen, or drag the square to the right.

Within several listings what is displayed on the grid can be printed. To print the grid, click on the File
menu at the top of the screen and then select print grid.

Grid Colors

User with proper security rights can right click on any color in the legend section of the grid and reassign a
new color to it. Program will display the color selection dialog and let user to visually select the desired
color. The assign of new colors are per entire system and individual users can't change the grid colors on
their workstations.

[ Empty [ RetPart & Eilled [ Closed -
O Active [ Returned [ FetBiled  Show Al [EELEEERuINY 0 Returned |
an Status Pickup Date F‘.Emcéeadte Order Type F‘a_ EEZZ [at
Empty 7/20/2010  7/25/2010 Rental ACC o Ciled ]
Active 7/16/2010 | 7/22/2010 Rental ACC ,
ach Room  Empty 7/16/2010  7/22/2010 Rental acc ~ hctive ]
Active 7/16/2010  |7/22/2010 Rental s
Active 7/16/2010  7/22/2010 Rental acc  RetBiled
e Y FHal N Tl N Darntsl AT IR D amil=r Eill

Printing Grid Data
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In some grids, there is an option to choose paper orientation [Fun ARt e o x|

when printing. In these grids, before print, system will
prompt for Landscape or Portrait orientation. Printing in a Crientation
Landscape orientation may allow more columns to be

printed. You can see how many columns will print in each () Landscape

orientation at the bottom of this screen.

Note: you may print desired columns by moving them to
first positions of grid. | ok [ cancel || @ Help

Exporting Grid Data

Most of the grids also can export data to Excel, XML, HTML and Text. In this case, all columns will
export. To export, choose proper Menu item by right clicking on grid or clicking on main menu of screen.
There is another option available to copy grid data to clipboard as HTML.

Printing Reports

When the report function is selected, a report setup will appear X
and systems default printer selected. ’—Seleded Printer
Users have the option to send the printout to the selected | ““®=FPF ‘

printer or preview the printout on the screen. The Setup option = -Report Destination
allows selecting a different printer if your shop is setup with | © Erinter
multiple sharable printers. 9P Cancel |
User can specify number of copies and if the copies should be | © £ [
collated or duplex. Not all printers will handle the collating | Fermat: e Snapshot Fiis (10 - | ﬂl
feature.

—Option:
Copies [T Suppress Tiles & Headers

I1 [~ Duplex ¥ Callste

Multiple Selection

— selectList - |
= .
*= In many cases in RTPro, you may select  Productions Displayi Code [v]Dess [v]|Show Hik [ |

multiple records. For example, many reports in
. . . 17 (Awery P, Tr -

RTPro use this useful option. The Select List Screen |\acen oomnasocsesing 3

. . . . N N . 24 (20TH Cenbury Fox)

is divided into two sections. Left window displays |asrocz tec) niversal stusias)

. . . SO0DAYSCOF (S00 Days OF Summer)

stored records in RTPro and the right one displays |t (academy wards )

BARONANGEL (angella Aaron)

selected records. Use (>) button to select a record SBATEELIZA (Eledbath bsto) (¢

. . -
and (>>) button to select all records. This dialog |ABEOTTHICH (Michsel w. abbotty [»]
K T ABCPHOTO (ABC TV)

ABCPROMOTI (ASC PROMOTIONS,

allows you to display records by Code, Description %cioncn ?ih e
ABDOORCSE Abdoc)

or bOth ABELEWILLL Wm Abele)

ABENHEIMED (Edwards Ted Abenheim)

ABERCROMEI (Michasl Abercrombée)

ABINSAYADE (Adehwisa V. Abinsay)

ABMAMARIE (MARIE ABMA)

ABOITIZMAR (Marisa Aboitiz)

ABRAHAMIEN (Jennifer Abrahanm)

ABSCLUTELY (Abschutely Productions)

ABTDIETER (Dieter Abt)

[ o [[X concel [0 e

Report List

Report list is an option for most of the report screens that display a list of all items in a grid before
attempting to print a report sheet.
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Image Viewer

Image viewer is a place that users have few options to add any modification to the image of inventory items
such as rotating, zoom in/out, etc.

Suspending RTPro

Suspending RTPro (ALWAYS END YOUR SESSION) x|
To end your session but keep RTPro active: -
Exit all windows until you return to the Main Menu. Click Rbpro is Suspended, Enter vour User Name
the "Lock" icon in "Exit" module. Login Screen appears. and Passward.

RTPro will be suspended until User Name and Password

entered. Iser Mame : _

Password : | |

|J oK Hx Cancel ”@) Help |

Item Condition

On the Check Out/In screens, system will ask the condition of x|

barcoded items that are needed to be checked out/in. The
condition of these items can be selected from the Condition Enter Checkiout
Lookup table. Condition

|¢' oK ” XK Cancel ” ©) Help |

Enter Item Condition - x|

Enter Checkin
Condition

|¢' oK ” XK Cancel ” ©) Help |

Main Menu Options

Under each of the menus, there are several functions.

File Menu

Database Utilities
Import/ Export

Import
Data records can be exported from RTPro or Imported to. This should only be used with RTPro Assistance.
Contact Rental Tracker for more details.

Export
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For exporting data of tables, highlight table name in available tables list and Click ">" button. The table
name will appear under Tables to Update. Repeat process for each table to be included in the export. To
include all the tables click on the ">>" and all the tables will be listed under the Tables to Update area.
You also can remove tables from Tables to update list by clicking "<" or "<<" buttons.

The tables can be sent to one file or RTPro can create one file per table.

Choose location and file name to save exported SQL file to. The default file is RTPro.SQL and it will be
saved in RTPro folder in Client.

By clicking the Start Scripting button, application will create SQL file and export table data. A status bar
indicates the progress of the export. Click on the Close button to exit.

Ulmpurt / Export Screen - RTPro Demo Company - |EI|5|

File Help

@ [*

Byvailable Tables: Tables to Lpdate:

AR - !
BRTHMN (#) Create one File
ARTANTMP . i

avLlog |- () Create ohe File per T able
BatchBC

BCITEM EI |C:'I,RTPrDEIIIEIE'l,DEIphiEDDS'l,Output'l, |

briternz
||3 Start Scripting |
BSCODES

beitem3

BSORDER | EL Wiew Dekails |
BSPROD

BSSETUP
CATEGORY
CHARGES -
CIRCH Scripking Tahble:
COLOR
COMDITH j Total Records;

Files to Generate

Wiew File

0%

Beep Settings
& . i - X
@b RTPro can play sounds when scanning Beep Setting Screen - RTPro Demo Co x|

barcodes. These sounds indicate if a barcode scan is Current Beep Sounds
good or bad. Each workstation can customize its own
sound. Currently 20 different sounds are installed in
RTPro. User can preview these sounds and choose
the desired sound. Sound Selection Lisk
On the Beep Setting Screen, the current settings can

be previewed. The current sound number appears in Good Besp v | | @D Preview

the sound selection area when entering this Screen.

To preview the current beep, click on the Good Beep Bad Beep v | | @D Preview

or Bad Beep and selected sound will play.

|0 Bad Beep |

To preview other sounds, click on the @3‘ next to
the good or bad beep preview. A list of possible
choices will appear. Select one of the choices and
then click on preview button. The sound will play.

Click Apply button, to apply new selected sounds.

The sound uses standard windows WAYV files. If you are familiar with WAV files, you can set application
to play your own wav files instead of standard ones. You can save your WAV file into RTPro/wav folder

replacing one of the current files named [.WAV ~20.WAV.

|\/ ok ||x Qancel| Apply € Help

Getting Started | © 2011 Rental Tracker, Inc.



Note: The bigger the wav file, the longer the user must wait before scanning the next barcode.

Camera Setting

For taking photos of your equipment, you should setup a camera or imaging device. To do this, you
should first install your camera on client and make sure it is working correctly then go to Camera Selection
menu. In a new window, you should see a list of installed cameras or imaging devices that are currently
installed on your system. Choose the one that you want to use and click Ok.

Scanner Setting
In this item, you can ghoose your barcode reader from a |[EFEramr=arar=rs x|
predefined scanner list. You can setup your scanner
port. You can send inventory data to your scanner, if Scanner Modal |Key|:u:uaru:| wedge Scanner v|
your scanner has a buffer and can support this feature.

iZaom Park 1

Baudr.ate S7a00 A
Parity MNone

Stop bit:

I
[u1}
=3
@

P

€) Help

Download Batch Scanner

The function is only available with batch download scanners, which is programmed by Rental Tracker Inc.
The batch function allows importing data from batch scanner to a workstation. The feature comes in handy
when rental items are located away from the shop and computer. The items can scan using a batch scanner
and then the information can be downloaded to the workstation later. See Batch Barcoded Screen for more
information.

Active Sync Settings
This screen will list all the scanners that are [Tttt titas i x|
installed into the system. Here, users can
synchronize RTPro with listed Scanners.

Installed CE Scanners

[C9000G Lser ]

[ ] s¥nchronize Files
MCo000G_Lisers

Briefcase Path { My Documents b, ... 0
[tMCan00G_Lissrz| - |

Hesek Anply

I o

ey

| |x Cancel | |t_j) Help

Select Download File
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This screen will list all the files that YIRSz E
contain batch data comes from ~~——71 ——
scanners. So, user can select a file | Downloded Batch files

from the list and press Ok, then 224 e \Administratorify DocumentsiMC9000G_User1Download, b=t
program opens the file into the Batch a «== VAdminiskr abori My DocumentsiMC90005  User 2\ Download, bxk
Barcoded Screen. This screen is

accessible for users that have
scanners with windows CE installed.
(For Example, Symbol MC9000G).
Note: The number of files should be
more than one.

|J oK, ||x Cancel ” ) Help

Users Currently in RTPro

This function can be extremely helpful many times. If you need to see who is currently using RTPro, click
the option, and listed, will be all the users in the system. For example, this could be helpful when
performing a backup, as all users must be out of RTPro in order to backup your RTPro files.

Edit Menu

Change Password

The system will prompt for the current password, a new password, and to retype the new password. The
change will then take effect.

If a password is forgotten, then a user with access to the user setup must reset the password. To reset the
password, select the user, click on edit, and type a new temporary password. The user should then enter
into RTPro with the temporary password and change their password. The Passwords are encrypted and not
even Rental Tracker Staff will know your password. Refer to Chapter 3 Setting up Users and Security.

View Menu

There are several options available, such as, accessing the barcode search screen, the parent listing, the
production listing, the contact listing and sales person listing.

Accessing Barcode

ol Enter Barcode box will help you look for a barcode number which is available in your inventory. Enter

a barcode number and press enter. "Barcoded Rental Inventory Entry Screen" will appear and you may
observe the barcoded item in detail.

Help Menu
Contents
@ Displays help on-line. You can choose this icon by pressing F1 on main menu.

About Rental Tracker Pro

The authorized serial number will be displayed along with the number of user licenses purchased.

Rental Tracker, Inc. Contact Information
The Current Rental Tracker address, phone numbers and employee email addresses listed.

www.RentalTracker.com
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If you have an internet connection established on the workstation, by clicking on this option you will be
sent to Rental Tracker website.

Email to Rental Tracker
=l

This will bring up an email program, such as outlook. If your workstation has an internet connection,
email to Rental Tracker could be sent easily.
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Chapter

Setting up RTPro




Administration Module

Rental Tracker Pro has some system values to allow you to tailor the system. This feature allows you to
customize your check-in / checkout sheet with your business information, customize how rental values are
calculated, customize some features with the check-in / checkout process, and define some calculations for
billing and invoicing.

R PaPrvesS ol

Using the Management Menu toolbar
Below is a description of the Management Menu toolbar. To access the management menu, click on the
Administration button from the Main Menu.

Security / Setup

System Setup

This is the system setup option. There are several default settings which must be setup before using
Rental Tracker Pro. These system values are useful in tailoring the system to fit your specific business.
Please read this section completely before making or creating any new system changes. System changes
affect the way the entire system will perform.

Company Tab

Company Name & Company Address

This is your shops name and address. The Company name and address will print in the header area on
customer reports. Reports where the company name and address will appear on are the Checkout Sheet,
Check-in Sheet, Outstanding Items Report, and the Invoice documents.

The Phone and Fax Numbers
This is your shops phone and fax. These fields will also print on the customer reports.

Company Code
This field is used by Rental Tracker to identify a customer and customization codes for a customer.

Year Start and Month Start
The Year Start and Month Start fields are used within the Accounts Receivable module. When a Month
Starts then the previous month is considered closed out.

Company Open on Saturday

Based upon this field the order header’s approval date and expected return date on the order information
screen may change. If your company is not open on Saturday and the order’s approval date or expected
ending date falls on a Saturday then the date will be extended out one day. The approval date and expected
ending date is the only date effected by the field. If your shop does not want to give customers extra
approval dates then do not click on this field.

Company Open on Sunday

Based upon this field the order header's expected return date on the order information screen may change.
If your company is not open on Sunday and the order’s expected ending date falls on a Sunday then the
date will be extended out one day. The expected ending date is the only date effected by this field. If your
shop does not want to give customers extra approval dates then do not click on this field.

Barcode Prefix

RTPro has logic written in the application to check for the accuracy of a barcode. When the barcode is
scanned the system will validate if the first two digits of the barcode match to the digits entered in the
prefix field. The barcode prefix used by your shop should be entered. There can be multiple prefixes used.
To specify multiple prefixes, use a comma between. Example 40,20,22

Fixed Barcode Size of 8
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If your shop uses barcode labels which are a fixed length eight digits then this field should be checked. This
allows for extra validation when a barcode is read by the scanner. The system will not accept a barcode less
than eight digits in length. The system will omit a bad beep indicating an invalid read. Rental Tracker
recommends eight digits for assisting with validation of barcode scanning.

Password Expires in (Days)

If user passwords should expired after xx days enter in the number of days. If you wish to not have
passwords expire then enter in a 0.

Use AKA

This is an optional field, which can be used within the Inventory module. The AKA field was created to
store an additional number associated with the inventory item. This is not the barcode number. Perhaps
there is an etched number or a number written on the item. Items can be searched by the AKA field from
the check out screen, check-in screen and when filtering inventory. To use the AKA field check the box.

Use Deal / Deal Size

This field is optional and is used when productions are created. The Production Codes can be system
assigned. A length of the production code can also be specified. If this option is used they should be
assigned by the system and the deal type table and deal range table should be setup within the file
maintenance module. The deal type table and deal range table is under the rental menu. Here is an example
of using the deal option. There can be deal types created such as inter-company or outside rentals. If inter-
company productions should be assigned a number by the system from a certain range of numbers, then
this can be accomplished by using this option.

Use R.A.

R.A. stands for Rental Agreement. Rental Agreements can be stored on the Order header level. If your
department wishes to track rental agreement numbers then this option can be used. To enter in a Rental
Agreement see the Order Information Screen.

Use Managing Department

This field allows tracking multiple departments within your shop. If your shop, for example, has a Property
Department and a Drapery Department and the departments are treated independently from each other then
this option could be helpful. There are various options within RTPro which will allow filtering data by a
managing department.

Use Extended Approval

An extended approval is similar to a restocking charge resulting from items being turned in within an
approval period. An extended approval is a charge applied to rental items returned within a specified date
range.

If an order is setup for approvals and extended approvals then the logic would look as follows:

An order is setup with a pickup date of 08/01/00 and has an approval date of 08/02/00. If there are items
returned within the pickup and approval date then a restocking charge will be charged and not a rental
charge. If there was an extended approval setup for 08/03/00 then an additional extended approval charge
would apply if items are returned on the extended approval date. See Order Information Screen.

Use City/State/Zip
When you want to use city/state/zip in your addressing system, you should check this box. (Example:
When adding new parent, if you checked this box, system will ask you for relevant city/state/zip.)

Require Job Type
By checking this item, all orders should have their Job Type defined. This option will force user to choose
Job Type of order before saving it.

Auto Logout
Program will automatically close if the system is set to be logged out after a specified time.

Use Strong Password

If checked, users should use strong password while entering into the system. To make a strong password
you should meet some requirements which are displayed in front of Use Strong Password check box.
Strong password improves your system's security.

Enable Splash Screen
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If this option is enabled, before entering into the system a screen appears to show the Terms and Conditions
of the company.

Use Image

Check this box if imaging will be used. Rental Tracker Pro supports imaging. Inventory items and Non-
barcoded items can be linked to an image. Rental Tracker Pro is compatible with most TWAIN compliant
scanners and digital cameras.

Image Path
If imaging is used the directory path where the images will be stored should be entered. All the RTPro
users should have access to the image path.

Image save quality

When images are saved each image takes up disk space. There is an image compression feature, which can
be set. The compression recommended is 50%. The setting can be adjusted to suit your needs. The lower,
the compression percentage the higher, the image quality.

Email Body Is HTML
When this box is checked, RTPro shows HTML editor while sending email inside RTPro so email body
will be considered as HTML. When box is not checked, email body will be plain text.

Default Tab
The default values help speed up the data entry process. A default value populates a field on an entry
screen. The values once populated on an entry screen can be overwritten and changed.

Default Order Type

When a new order is created the order type will default in from the specified default value. There are four
possible values: Hold, Hiatus, Rental and Loan.

A Hold Order is an order that is not leaving the department. The customer perhaps needs to reserve items,
the items can be placed on the hold order. A Hold order cannot be billed. A Hold order cannot have items
checked in.

A Hiatus Order is an order where activity has stopped. Billing calculations stop when an order is placed on
Hiatus.

A Rental Order is the recommended default value. A Rental Order is a regular order. There can be items
checked in and checked out. There can be damage and loss charges on a Rental Order. Rental charges can
be billed across the order.

A Loan Order is an order that will not be billed for the rental charges. A loan can have items checked out
and checked in. Loss and Damage charges can be billed on a Loan Order.

Default Billable Type

When a new order is created the billable type will default in from the specified default value. This field
dictates how billing will be handled for the order. There are three possible values: Regular Bill, No charge
Rental, No Further Rental, No Charge, No Further Bill.

A Regular Bill is an Order that will be billed for rental charges based upon the billing schedule. This is the
recommended default.

A No Charge Rental is an order which will not be billed for Rentals. All other types of charges are billable,
such as Loss, Damages, and Miscellaneous charges.

A No Further Rental is an order which will have no further rental billing calculated.

A No Charge Order is an order which will never have bill created against for any type of charge.

A No Further Bill order is an order that will have no further bill created for any type of charge.

Default Production Type

The Production Type is defaulted in when a new production is created. There is a user definable table for
Production Types. An example of a Production Type would be Feature, Commercial or perhaps TV. Refer
to the Production Type Table for further details.

Default Rental Period

The Rental Period defaults in when a new order is created. The possible choices are Weekly or Production.
A customized billing schedule can be setup for each. If there is only one standard billing schedule for your
shop, the default billing schedule should be named either weekly or production. The default Rental Period
should be the standard billing schedule name.
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Default Tax Type
The Tax Type defaults in on the Production Header Screen. There is a tax table which can be maintained
within the file maintenance module. Refer to the Tax Type section for further details.

Default Contact Type

A contact type defaults in on the Production Header Screen. The contact type then defaults over from the
production header to the order header screen. An example of a contact type would be a Prop Master or Set
Dressing order.

Default Managing Department
The Managing Department will default over to the production header to the order header screen. An
example of a managing department could be Property or Costume or Drapery.

Weekly Default Days to Return

When an Order is created there is an expected to return date field on the Order header screen. If the Rental
Period is Weekly then the Weekly Default Days to Return will be added to the Pickup Date and update the
Expected Return Date.

Production Default Days to Return

When an Order is created there is an expected to return date field on the Order header screen. If the Rental
Period is Production then the Production Default Days to Return will be added to the Pickup Date and
update the Expected Return Date.

Gender Label

There is a table, which can be customized to suit your department's needs. The table is used within
inventory. The label of the table can be modified to have more meaning to your shop. For a Costume Shop
the label could be ‘Gender’. Within the ‘Gender’ table there can be different values such as, Mens, Women,
Unisex, Child, etc. There are several reports, which can be separated by Gender. On a customer Checkout
Sheet which list all the items checked out to an order can be separated by gender. For a Property shop the
label could be ‘Department’. An example of the departments would be Fixtures, Hand Props, Furniture,
Floor 1, Floor 3, etc.

Circa Label

There is a table, which can be customized to suit your department's needs. The table is used within
inventory. The label of the table can be modified to have more meaning to your shop. For a Costume Shop
the label could be ‘Circa’. Within the ‘Circa’ table there can be different values such as 1900s, 1800s,
Modern, Character, etc. The values can be used to create a price driven database. For example the category
table can be setup with:

Gender - Men’s circa- 1920s Category- Shirt Long Sleeve for 35.00 rental rate

Gender - Men’s circa- 1990’s Category- Shirt Long Sleeve for 20.00 rental rate.

For a Property shop the label could be ‘Main Category’’. An example of the Main Categories would be
Sofa, Table, and Artificial Food. Examples of how categories could be set up are:

Department — Fixtures Main Category — Lamps Category — Table Lamp

Department — Furniture Main Category — Sofa Category — Futon Sofa

The Circa/ Main Category does not appear on any customer reports. The field is used for filter information,
locating items and driving prices (optional).

Default the Weekly Rate from the Production Rate?

When inventory items are entered into the system the weekly rate can be populated when the production
rate is entered. To use this feature click on the box next to the ‘Default the Weekly Rate from the
Production Rate’ label. After checking the box a percentage must be entered. This is the percentage of the
Production rate that will be used to default in the weekly rate.

Default the Production Rate from the Weekly Rate?

When inventory items are entered into the system the production rate can be populated when the weekly
rate is entered. To use this feature click on the box next to the ‘Default the Production Rate from the
Weekly Rate’ label. After checking the box a percentage must be entered. This is the percentage of the
Weekly rate that will be used to default in the production rate.

Default the Replacement Price from
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When inventory items are entered into the system the replacement value of the item is prompted. The
replacement price can be defaulted in. The replacement price is a percentage of either the weekly rate or the
production rate. For example, if the weekly rate is $10.00 and the replacement value should be $100.00
then the percentage should be 1000%.

Default the Cleaning Cost from
When inventory items are entered into the system the cleaning cost for the item is prompted. Cleaning cost
can be defaulted in by a percentage of the weekly or the production.

Calculate Cleaning based on Total Rental Price of the Order?

Select this box if the cleaning cost should be based on the total rental price of the entire order. If this box is
checked, then select the percentage that the value should be multiplied by. This percentage will be
multiplied against the entire order to calculate the cleaning costs.

Default the Weekly Rate from the Replacement Price

When inventory items are entered into the system the weekly rate can be populated when the replacement
value is entered. To use this feature click on the box next to the ‘Default the Weekly Rate from the
Replacement Price’ label. After checking the box a percentage must be entered. This is the percentage of
the Replacement rate that will be used to default in the weekly rate.

Display Insurance Expired Warning when creating a new order

On the Production Header screen there is an insurance expiration date. When an order is created the system
will warn the user the insurance has expired. The system will not stop the user from continuing it is just a
warning. To use this feature checkmark the box.

Default New Packages to Bill Individual
When packages are created there is the ability to charge either the package rate or the individual items rate.
The default should be used to set the typical type of packages.

Default Lookup by Production Title
When the Production listing is displayed through Order Processing the default sort can be by production
title. If this is not checked the default sort will be by production code.

Default Lookup by Parent Name
When the Parent listing is displayed through Order Processing the default can be by parent name. If this is
not checked then the default sort will be by parent code.

Next Package Id
This setting is used for inventory. This number should be set one time and the number should be set to 1.
Rental Tracker Pro will increment the package ID every time a new package is added to inventory.

Next Order Number
This number should be set onetime. The recommended number is 100000. When a new rental order is
created the number will be incremented.

Next Noncode Number
This is a setting used when adding non-coded items to a rental checkout. The number should be set to 1.
Rental Tracker Pro will increment.

Next Preview Number
This number should be set one time. This will make it easier to identify the next preview numbers.

Next Draft Number
This number should be set one time. This will make it easier to identify the next draft numbers.

Next Invoice Number
This number should be set one time. The number should be significantly different then the Next Order
Number field. This will make it easier to identify the invoice numbers on various reports.

Next Invoice Batch Number

This number should be set to 1. The system will maintain the number. This is used for batch creation of
invoices. Fixed Barcode Size of 8 — If your shop uses barcode labels which are a fixed length eight digits
then this field should be checked. This allows for extra validation when a barcode is read by the scanner.
The system will not except a barcode less then eight digits in length. The system will omit a bad beep
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indicating an invalid read. Rental Tracker recommends eight digits for assisting with validation of barcode
scanning.

Next Menubook Number
This setting is used when adding Menu Book to rental category table. The number should be set to 1.
Rental Tracker Pro will increment.

Printout Header
RTPro allows the logo and Name/Address header information to be customized for Order and Invoice
printouts. User can assign either BMP or RTF file as header of order/ invoice.

CheckOut Tab

Checkout Sheet Footer

This is a free-form text area where text can be entered that will print on a checkout sheet. The information
entered can be your shops terms and conditions. The information entered can be customized by font type
and size. We recommend tabs not be used within the text area.

Number of Copies to Print
The number of copies usually printed for a checkout sheet can be entered. Values can range from 1 — 5

Separate Checkout Contract
If checked, program prints checkout footer in the new page at the end of checkout sheet report.

Separate Checkout Sheet By Gender
When this option is used the checkout sheets will separate items by the gender. As described under ‘Gender
Label’ this could be the separation of pages by department.

Record and Print Staff that Checkout the Order

Rental Tracker Pro stores the user’s information when logging into the system. There could be, however,
cases when there is more than one person working on a rental checkout. If ‘Record and Print Staff that
Checkout the Order’ is used then at the time the user enters into the checkout process the user will be
prompted ‘Enter in initials of staff involved in this checkout’. The initials entered will print on the checkout
sheets.

Print Order Description on the Checkout/Checkin Printouts
On the order header screen there is a location to enter in the description of the order. If this option is used
the description will print out on the checkout and check-in sheets.

Print Preview of Billing
At the time a checkout sheet is printed there is an option to print a preview of the 1st billing for the order.

Print Total Rental On the Checkout Printout
At the time a checkout sheet is printed the total rental rate of all the items can be printed.

Print Total Replacement On the Checkout Printout
At the time a checkout sheet is printed the total replacement value rate of all the items can be printed.

Print Total Cleaning On the Checkout Printout

At the time a checkout sheet is printed the total Cleaning Cost of all the items can be printed. This would
reflect if all the items were returned not cleaned a cleaning cost would be charged. The cleaning cost is
stored on the rental transaction.

Print Total Restocking On the Checkout Printout
At the time a checkout sheet is printed the total possible restocking amount for all items can be printed.
This would reflect if the items are returned within approval the restocking charge would apply.

Warn for Incomplete Packages at Checkout and Checkin

A package is a group of items which are linked together. For example a Suit consisting of a jacket, vest and
pants. If the package is not scanned completely the system can omit a bad beep warning the user the
package was not completely checked out.

Round up to nearest
This default is used with the price change feature within checkouts. The value defaults over to price change
function. The default also carries over to the print menu within the checkout sheet print.
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Checkout Contact Required

When this option is marked in system setup, checkout contact will be required to be entered when a new
production has been added. The checkout contact is the customer contact that is responsible for the items.
The checkout contact will print on the various customer reports.

Prompt for Checkout Condition
This option will prompt user to choose the condition of checkout through the Rental Checkout Screen.
Type of conditions can be selected from the lookup.

Print Tax on Checkout Sheet
If checked, tax amount will be printed on the rental checkout sheet.

Checkin Tab

Check-in Sheet Footer
This is a free-form text area where text can be entered that will print on a check-in sheet. The information
entered can be customized by font type and size. We recommend tabs not be used within the text area.

Number of Copies to Print
The number of copies usually printed for a check-in sheet can be entered. Values can range from 1 — 5.

Prompt for Check-in Condition
This option will prompt user to choose the condition of check-in through the Rental Check-in Screen. Type
of conditions can be selected from the lookup.

Reports Tab

Shade Percentage
The top header section on customer reports is printed shaded. The shading can be adjusted. Darker shading
does not go through very well when reports are faxed.

Description Print Order

The fields that are identified on inventory records print out on customer reports when an item is rented.
Rental Tracker Pro allows customizing the sequence of the fields and excluding and including fields on the
reports. The first column identifies all the fields included on the printouts and in the sequence in which they
will print.

To exclude a field click on the field in the include column and the field will be highlighted in blue. Next,
click on the Exclude button. The field will move to the exclude area.

To include a field click on the field in the exclude column and the field will be highlighted in blue. Next,
click on the Include button. The field will move to the include area.

To change the sequence on the fields printed click on the field in the include column and either click on the
move up or move down button. The field will be moved either up one or down one on the listing.

Save Access Violation Errors in Database
If this box is checked, the system will save Access Violation errors in database automatically.

Billing Tab

1st Billing Cycle, Extended Rentals Label, Restocking Label, Cleaning Label, Loss Label,
Damage Label

Within the billing module as charges are calculated the charges will be put into the appropriate charge
bucket. Rental Tracker allows customizing the labels for each bucket. The defined labels will be used on
screens and printouts.

Fixed Bucket Miscellaneous 1 — 5

Rental Tracker allows defining an additional 5 fixed buckets. All fixed buckets entered will default in on an
invoice when created. If your shop normally has fixed type of charges this could be helpful. An example is
‘Shipping’. When an invoice is created the Shipping label will appear on the invoice header screen
reminding users the shipping charges should be entered.

General Ledger
If the Accounts Receivable module is used, then the General Ledger can be associated with each bucket. A
pull down list is available.
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Taxable
The taxable indicator specifies if the bucket should have taxes added to the calculation.
Please Note If tax is indicated on a bucket the tax rate must be setup for individual productions.

Billing 2 Tab

Only Bill Locked Orders

If all orders should be locked before releasing the order for billing then the box should be checked. If this
option is used, then at the point an order is locked no additional items can be checked out to the order. At
the time the order is locked the order is then released for billing.

Cleaning Across All Items
If your shop normally charges a one time fee across all the items checked out to an order then the box
should be checked. This is a default to the order level. The default can be changed at the order level.

Roll Back PO to Orders?
When a PO is input on the Invoice header screen the PO can be rolled back to all orders linked to the
Invoice.

Restocking Percent / Restocking Amount

If your shop charges a restocking fee and items are returned within an approval date range then a value
should be entered. The value can either be a Restocking percentage of the rental rate per piece or a dollar
amount per piece. The default value can be changed on the order level.

Minimum Rental Charge

If your shop charges a minimum rental amount when an invoice is produced then this option could be
helpful. The logic behind this option is at the time an order is billed if the 1st time billing amount is less
than the minimum rental then the rental amount will be adjusted to equal the minimum rental amount.

Grace Days

There are times when items are returned a day after a billing cycle and the items for the order will be
charged an extended billing. If your shop wishes to give customers an extra day(s) to return items before
the items will be charged for an additional rental then this option can be used. The number of days entered
carries across all orders in the system. The grace date starts the day after the last billing period for the
order. If items are returned within the grace period an extended rental will not apply to the items.

Use General Ledger
The box should be checked if the Accounts Receivable module is used.

Default Terms
The Terms should be entered if the Accounts Receivable module is used. The term can be taken from a pull
down list. The value can be changed on the order level.

Invoice Tab

Invoice Footer

This is a free-form text area where text can be entered that will print on an Invoice document. The
information entered can be customized by font type and size. We recommend tabs not be used within the
text area.

Number of Copies to Print
The number of invoice documents usually printed, can be entered. Values can range from 1 — 5.

Invoice Label
The term ‘Invoice’ can be changed to suit your department’s needs. The label will be used throughout the
system. For Example some shops may use the term ‘Invoice Support Document’ or ‘Support Document’.

Print Replacement on Backup Document
If this field is check marked then the item replacement rate will print on the backup document.

Print Quantity On Backup Document
If this field is check marked then the total number of items billed on the invoice will print on the backup
document. The quantity will print per order and will be a sum of each unique item billed.

Print Total for each Order On Backup Document
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If this field is checked the total amount of each order will print on the backup document.

Sort Backup document by Barcode

When this option is checked, program will print the records in the Invoice Backup Document (Detail) in the
order of barcode. If your shop uses sets and instant packages then the sets and instant packages will be
broken up and separate in barcode order.

Use Upload
RTPro has an invoice export function, which can be customized to export data .If your shop will be using
the invoice export, then checkmark this indicator.

Upload Next Batch#
This is the batch number used when uploading. All uploads in one session will mark with this batch no.
This batch no. will increment automatically for each upload.

Upload Format

This field indicates the program, which you want to export RTPro data to it. Currently uploads for "Quick
Books" is available. If you are interested in exporting invoice information to another accounting package
please contact Rental Tracker.

Invoice File 1 — File 5 Upload

Rental Tracker Pro has an invoice export function which can be customized to export out data. If your shop
uses the invoice export feature, then the ‘Invoice File Upload’ field stores the path of where the export file
will be copied.

AR Tab

AR Footer

This is a free-form text area where text can be entered that will print on an accounts receivable statement.
The information entered can be your shops terms and conditions. The information entered can be
customized by font type and size. We recommend tabs not be used within the text area.

Show Payments in AR Statement
The payment detail will print on the customer statements. Otherwise, only the invoices and remaining
balances will print.

Labor Tab

Labor Fringe Percentage
Only applies if the Labor Module is used. If additional fringe charges should be applied on the labor
amounts, then a percentage of labor charge to calculate should be entered.

Labor Administration Percentage
Only applies if the Labor Module is used. If additional administration charges should be applied on the
labor amounts then a percentage of labor charge to calculate should be entered.

Black Time

When an employee clocks in to work prior to the 1st ticket there is a time period which is a black time
which is not linked to the ticket. This time can be prep time to gather the materials and information prior to
scanning the 1st ticket. The black time can be applied to the 1st employee’s ticket of the day. To specify the
black time allowed towards the 1st ticket enters in the time on the black time field.

Black Ticket
Similar to Black Time but the time prior to the 1st ticket scanned will be applied to a ticket.

Labor Auto Add Ticket

The system can be setup to have RTPro create tickets with limited information when timecards are entered.
On the timecard entry screen there is a ticket field which allows applying time towards a ticket. If the ticket
should be created by the system with the basic information, otherwise when a ticket is entered on the
timecard screen which does not exist on file, the ticket screen will display and allow the user to enter in the
information.

Default Timecard Status
There are 2 statuses for timecards. They are ‘entered’ or ‘reviewed’. If your shop requires timecards to be
reviewed then the status should be ‘entered’.
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Last Pre-Review

This is the last date the timecards have been reviewed.

Web Setup
Use Website

If this box is checked, RTPro interacts with company website to sync inventory items with website, manage

online orders and ...

Company Setup Tab

Company Name and address information that should be displayed on website will be filled here.

Email Setting Tab

RTPro website supports multiple website for different departments; For example a company can have one
website for Costume department and another one for Property department. General information for

different websites will be entered here.

[ Heml Body?

| Register User Emai Body

| Reset Password Link Email Body

| Resst Password Email Body

Create Order Emai Body

Accepting Message

|
|
| Decining Message 1
|

Dechning Message 2

Compariy Email Receivers

= = a

(5] Email Location =
b

L«1

Vo | [X conel | [@) tep

Location Detail
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LOFation . £ Location Detail - T o =] e |
This should match the website name - -

provided by RTPro for each location. + — | e
Description Locaton | |
Small description for website location. Diescription I |
DE Name | |
DB. Name . Ciampansy Hams I ]
This is the SQL database name for this
location. For example RTPro, RTProC, Compasy Address | |
RTProP or ... [ ]
Company Name, Address, Phone, | |
Fax and Website I J
These fields will be printed on website Fhane | |
reports for each location. Fax I |
Website | |

v ok | [X cancel |

Email
Rental Tracker website sends email to website users and website managers on different conditions.
Company can design the emails and format of email is not fixed so email design can be changed.

Html Body?
This check box determines if the email body should be HTML or plain text.

Register User Email Body
When new user registers, website automatically sends an email including user name and password to
registered user. Email body can be designed here.

Reset password Link Email Body
When user change password, a verification link will be sent to user. Email body can be designed here.

Accepting Message
When company review website order posted by user online, if the order is accepted, this email will be sent
to user. Email will be preview on screen before sending to can be changed.

Declining Message 1
When company decline posted order, RTPro let user to select either decline message 1 or 2 to be sent to
user. This is the default body for message 1.

Declining Message 2
When company decline posted order, RTPro let user to select either decline message 1 or 2 to be sent to
user. This is the default body for message 2.

Company Email Receivers
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This is the list of emails for company =101 x|
staff that will receive emails from

website when an action happens on @& ¢ > P M+ = v X | # P
website. For example when new order
is submitted by user.

[:Email Receiver Detail -

Receivers with no location will receive the Emails from all locations,

Emai| |

Location _ i |

Iﬂ" ok ||x Car'u:ell

Search Tab

Fields To Search

Website users can search for items by a keyword like Sofa or Western Boot. RTPro provides Full Text
search feature using different fields. The fields that should be used for full text search can be selected here.
Simply move the desired fields to left and press apply when done. This may take several minutes. Full-
Text Status will be displayed on screen. When it shows Enabled, means synchronization process is done.

Enable Full-Text
If Full Text feature is disabled on database, this button will enable that.
Description Print Order

In this section, users can define the description of items that will be shown on website. Add desired fields
to left and press Apply. This may take several minutes. When it shows Enabled, means synchronization
process is done.
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BE& -
Barcode
Circa
Colorl
Colorz
Color3
Colord
Colws
Condition
Description |

IE E | apply | [ EnebleFul-Text |

Full-Text Status: | Disabled

(@] (] [o] [¢]

Description Print Ordar
Circa
Category

BES -
Colorl
Colorz
Color3
Colord
Colors b
Condition

Description

Dirfenzianl

Dirension2 ;l

[®][*] [+] [#]

() (8] (s |

Vo | [X concel | [@) teb

Misc Tab
Result Per Page

This is the default page size when users search something on website. If not set, website will automatically
assign 10.

Log Exception
If checked, website will automatically log the errors happening on website.

Next Order #
Next Order number for online orders coming from website.

Translation Table

Within RTPro, screen labels can be changed. This feature allows for customizing words or phrases to make
them more significant to your shop. An example of changing a screen name would be changing the label
“Production” to “Customer”. Translation changes affect screen labels and reports as specified, wherever the
previous entry appeared.

To change a screen label

Click on the +. The Translation Setup Screen will appear.

Enter in the original label name. This original label name should be spelled exactly as seen on the screen.
Enter in the translation name.
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Checkmark Partial Match, if you would like the system to change any occurrence of the word in any
phrases. For example, if you would like the word ‘“Production” changed to “Customer,” in “Production
Type” checkmark “partial match” and put translation for Product as Customer. If partial match is not
selected then "Production Type" will not change.

Note: Screen icons that defined as an abbreviation can also be changed.

Note: Translation is case sensitive and user should care about case of words.

User Setup

L Rental Tracker Pro is a multi-user system. It will allow you to create ID's for multiple people to use
the system. This will give you control on what features and functions an individual can perform using
Rental Tracker Pro. Initially, when a new user is created, they are given FULL rights throughout the
system. The reason they were given this ability is because there are many functions within the system that
the typical user may not understand how to use. As each person’s job function is defined, their security can
then be modified to fit the business.

When clicking on the user icon a list of all the users who are authorized to enter into Rental Tracker Pro
will be displayed on a listing.

Fields defined on the User screen are:

Code identifies the individual employee. Most of the time, it is the user’s first name.

User Name should be the user’s first and last name.

Department/Gender field was intended to restrict user access to other departments. This relates to the
Gender/Department field on the category database within file maintenance. If this option is used then a user
will be restricted from checking in or out items from another department/gender. The logic also applies to
adding inventory items.

UUser Setup Screen - i [m]
File Search ‘iew Record Help

TYEl 2 KiE

Uzer Mame

o B Inactive
Y oo o O BIE

Lagin
Dake

Password
Change Date

ALEX Alexandra Raiano 4124/ 2005 5:06:00 PM
ALMA Alra Magana WOMEM 4124/ 2005 5:06:00 M
P |aManDa amanda WOMER 4/24) 2005 S:06:00 PM

AURORA Burara S/9/2005 9:13:00 AM|1/28/2003
BECKY Rebecca Rossiter 5192003 9:43:00 AM 1/23/2008
BETHAMNY Bethany Bernhard WOMERN 4242005 §:06:00 PM
BILL Bill Burchette 5/9/2003 9:03:00 AM 1/28/2008 hd
L | I I »
-4 Browse

To Add a new user

Setting up RTPro | © 2011 Rental Tracker, Inc.



Click on the +. User Detail Screen - |

The User Detail Screen will appear.

Enter in a User Code. This is the code the user will |UserCode Pl

enter when logging into Rental Tracker Pro. Most of _ | |
the time it is the user's first name. Marne Retype Password

Enter in the user name. This should be the user's first | | | |
and last name. ———— -

Select the department for the user. This is optional and ERATmE L

will restrict the type of access. | - | | Force Pass Change
Next have the user enter in a password. As the
password is entered it will not be viewable.

Save the record. (Refer to Saving a Record)

Inactive — If the user should no longer have access to | 7 o | | X
RTPro the user code should be made inactive. The =

user cannot be deleted if any records have been written
by them

Force Pass Change — if this is checkmarked then the
next time the user logs in, the user will be forced to
change their password.

Lask Login
Last Password Change 10,21 /2008

Cancel | |t_.!.| Help

Setting Access Rights for Users

To permit or prohibit a user right click on the user name through the User Setup Screen. A pop-up menu
will appear and choose Set Rights.

In the opening screen, you have options to:

Grant All Rights x|

User will have complete access to all areas within

RTPro. Seleck

Grant No Rights () Grant Al Rights

User will have no access in RTPro. () Grant Ma Rights

Copy Rights from Another User () Copy Rights fram another User

User will have Rights to have access like the user that is

selected form the User/Profile Lookup. et _3
2] 2 LIser

Note: There is an extra field in “Set Rights for User”
that can give all defined rights for a user to the selected
one.

|/ (4 ||x Cancel ||t_.i,1 Help |

NOTE: When a user is initially setup, the user will have access to ALL modules. This will give them the
ability to have access to the modules throughout the system until the Security Administrator determines
which modules they should only have access to.

Security Setup

% Security is very important in protecting confidential information. Therefore, Rental Tracker Pro has a
security module to block people from accessing specific sections of the program they are not authorized to
perform (i.e. changing the weekly rental rate of an inventory item). This section will detail how to adjust
user security.
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uﬁecuritv Setup Screen - - ||:||5|
File “iew Help
o S| @i
=- RFF'VC' Setup User Access far
[=]- Main Page Controls
- Database Ukils
) Permitked Users: Prohibited Users:
- Beep Setting
"y ADMIM ALIRORA -
- Vigw Barcode ALEx BECKY
e ALMA BILL
- Wiew Parenk AMAMDA BOBEI
- Wigw Production BETHARMY CAITIE
- Viaw Vandar EDDIE CARMENL
- Yiew Contact 1D CHRISTIMA
o ) RTI COSTUMER,
=0 .ﬁ.::lmlnlstratlun Module 7 ERIN
- Adminiskration - Security ‘z\ FRAMNE
[l Administration - Tables GABE
[ Administration - Biling Schedule E’ gl'cgl-
Bl ddrinistration - Mave HARRY
[+ Maintenance Module JEFF
[#]- Inventory Module JUAR
[+~ Order Processing Module E\ EEEF
H- Shppping Zart Module LINDA
- Point of Sale Module LINDBE
[+~ Billing Module LORI
- Accounting Recievable Maodule LUIZ
[#]- Labor Module MEREDITH
ORIT
[+~ Reports Module PIE
[~ History Module ROBAIR b
- Incative Property Change Right RYAN
SHAMNETTA lI

There are several layers of security checks. To view the details of the security tree double click on the +
within a listed module. The tree will expand. If a + is listed there are more security lines under the heading.
If there is a — then there are no more security checks under the heading. On the right side of the screen the
system displays which users are permitted or prohibited from using the function.

To prohibit a user from using a feature
Click on the user’s code on the Permitted area.
Next click on the > The user’s name will be moved to the prohibited side.

To permit a user to use a feature

Click on the user’s code on the Prohibited area.

Next click on the < The user’s name will be moved to the permitted side.
The >> moves all users listed on the permitted side to the prohibited side.
The << moves all users listed on the prohibited side to the permitted side.

Note: Use “Refresh the Tree” icon from the toolbar to clear the screen.
New Security in Version #

There is an option under View menu of Security Setup Screen called "New Security in Version #'. When
this menu item is checked, program displays the new Security features in the latest version in a red bold
font. This way user can easily detect new security items and assign proper rights to users.

Tables

Master

Setting up RTPro | © 2011 Rental Tracker, Inc.



Master is the top level in customer group. Each master can include many parents, but it is not necessary for
parents to have a master. You can add or edit on Master List screen. Enter the code and the name of the
new Master.

Parent

Pa Displays all the Parent records in a listing. Parent records can be added, edited and deleted through the

parent listing. The Parent is used to define a 3-level hierarchy structure. The Parent level is the top level of
a 3 hierarchy structure. It is useful to define a Parent because it allows for reporting based on another level
of depth. If a 2 level hierarchy is desired the parent code should be left blank on the production header
screen.

Managing Parent Company records

+
Parent records can be added by clicking on icon. To edit existing records you can double click on
F
them or select record and click on icon. If you want to delete a parent record, you should ensure that
the record was not used in productions otherwise, the system will not allow the deletion.

Parent Field Descriptions:

Parent Code — A unique code must be assigned to a parent record. The code should be meaningful and
easy for users to identify. Through the system users will be able to sort and filter data based upon the Parent
Code. This field is required.

Parent Name — This is the name of the parent company. This field is required.

Parent Address — This field will default over to a production when a new production is added for the
parent.

Phone — Enter phone number of the parent company here.

Discount Percentage — The discount percentage represents a rental rate discount. The discount will
default over to a production when a new production is added for the parent. If a discount percentage is to be
applied across all productions for the parent then this can be helpful. The discount percentage can be
adjusted at the production level if needed.

AR combined — Only applies if the Accounts Receivable module is used. If statements are to be printed
across a parent and not necessarily a production then the box should be checked.

Notes — Any additional notes can be added to the parent. The parent screen displays additional
information. Information displayed is the Month to Date Revenue, Year to Date Revenue, and Cumulative
Revenue. The revenue amounts are based upon all the productions for the parent. The calculations are from
all the confirmed invoice charges, for all the productions for the parent. Also identified on the screen is the
date last of activity for the production.

Production

4 Displays all the Production records in a listing. Production records can be added, edited and deleted
through the production listing.
The Production is the 2nd level of the 3-level hierarchy structure. This level is required. This level is the
basically the production information necessary to track orders from. Productions may be active, inactive or
closed and their color will change based on legend above the screen.

Managing Production records

Production records can be added by clicking on icon. To edit existing records you can double click on

F

them or select record and click on icon. If you want to delete a production record, you should ensure
that record was not used in orders or invoices.
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@ This is the Billing Schedule function. Allows creating a custom billing schedule for the production.

)ij New orders can be added from the Production header screen by clicking on this option. Refer to the
“Creating a new Order” section in this chapter.

A list of all Purchase Orders attached to the production will be listed. Through this option Purchase
Orders listing Purchase Orders can be added, edited, or deleted. To attach a PO (Purchase Order) to an
order this must be done on the order header screen.

= Any additional notes can be added to the production. If production has notes on file then a red box
will appear on right of screen showing there is a note.
If there is a note for this production, a red box will appear in right of this screen named Production Notes. If
this production has parent notes, a red box for it will appear there too.
If production has Blanket Deposit, a red box on right of screen will appear.

Create/Edit Production record

There are two ways to create a new production:

1. Click on plus icon from the Production List in Administration module.

2. You can create a new production through the “Order Processing Screen”. In order to add a new
production for a parent, first select a parent then use plus icon to create a production. System will ask to
confirm creating Production, select yes. "Production Entry Screen" will open. The following fields are
available.

Note: You can add a new production without selecting parent.

Production Field Description:

Parent — The parent code will default in if the parent code is displayed on the bottom parent field. The
parent code is optional. To select a parent if the parent code is blank and if the production should be linked
to a parent click on the ellipse. The parent listing will display and the parent can be selected by positioning
the bar on the corrected record and clicking on OK.

Production Code — A unique code must be assigned to each production. This is a required field. The
code should be meaningful and easy for users to identify the production. . Through the system users will be
able to sort and filter data based upon the Production Code.

Please Note: If your shop deals with episodic TV shows and your shop wishes to track activity for each
episodic then the episode number should be incorporated in the production code. For example the show
“Sabrina the Teenage Witch” could have the code SABRINO0100. 01 standing for the episode number and
00 standing for the year.

Production Title — This field is required. A recommendation is the production title not start with the
word The, An or A. The reason is a production can be searched for by the production title. It will be harder
for the users to type and search for records when The, An or A is used.

Billing Name & Address - The billing name and address will default from the parent record if a parent
is attached to the production. The billing name and address appears on customer reports such as; checkout
sheets, check-in sheets, outstanding sheets, and invoice documents. If a billing name and address defaults
from the parent the information can be edited.

Production Type — A production type can be entered or selected from the pull down list.
Shipping Address — The shipping address will printout on customer checkout sheets and on invoice

documents.
Production Status — Possible choices are Open or Closed. The system will “ﬁf&ﬁ*

only allow closing a production if all orders attached to the production are closed.
A closed order is an order which has all rental items returned and billing is
complete.

Payment Type — The payment types are a user definable listing. Examples of payment types would be
Cash, Check, Credit Card. There are several reports which allow printing information for a payment type.

Certificate of Insurance Area
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Certificate of Insurance, Insurance Company, Expiration, Amount, Policy# — These fields are
all related to insurance certificates. The fields are optional. A report is available identifying what
production has an expired certificate of insurance.

Salesperson — This field is used to track the salesperson in your shop which should be given credit for
the production. This is not necessarily the person who created the production record. Rental Tracker Pro
stores the user who created the production record. The field is intended to track who gets credit for bringing
in business to your shop.

PO required — If orders created for the production should have a purchase order then the box should be
marked. The system will identify to the users when an order is created that a PO should be required. This is
a reference and does not stop the user from renting out items to an order.

Managing Department — The managing department is an optional field. To setup RTPro to use the
managing department field, see System Setup Screen. In System Setup screen, the managing department
can be used if there is more than one department in the shop. Numerous reports allow separating data by
managing departments. Examples of managing departments are Property, Costume, Drapery, etc..

Customizations for Universal — The managing department affects the printout on the invoice (RDO)
and on the Orbit report.

Cleaning Across All Items — This option is mostly used in Costume shops. If customer should be
charged a onetime cleaning fee across all the items rented, regardless of how the items were returned then
the box should be checked. The cleaning calculation is based upon the items cleaning cost price.

Discount Percentage — This value defaults in from the Parent record. This field will default over to the
order records. The discount percentage applies to rental charges. The discount will be identified on
customer checkout sheets and invoice calculations. The discount percentage applies to all rental charges
across all billing cycles.

Charge Type — The charge type can be entered or selected from the table. The charge type can be
identified on the production screen. An example of the charge type would be Rentals, Sales, Labor or
perhaps Rentals & Labor.

Restocking Percentage / Restocking Amount — The restocking percentage / restocking amount will
default over to new orders added for the production. The restocking logic and calculations are at the order
level. A restocking charge is if an item is returned within the approval date stated on the order header, then
a rental rate will not apply but a restocking charge will apply. The charge can either be a percentage of the
rental rate or a dollar amount per piece.

Tax Type — A tax type can be entered or selected from the table. For details regarding the tax type table
refer to Tax Type Table

Accounting Contact /Contact Notes— These fields are intended to store the account contact
information, such as, the contact name and phone numbers.

Checkout Contact — This is the person responsible for the rental items. This person would be a prop
master, set decorator or costumer. The checkout contact defaults over to all new orders created for the
production. If the contact changes from one order to the next then perhaps the checkout contact should not
be added to the production screen. The contact field is a table driven field. To select a contact click on the
ellipse (...). If the contact is not on the list, the contact can be added from the contact listing. Click on the
ADD button on the contact listing.

Job Type — The Job Type can be used to identify what the order is for. Examples of job types are Set
Dressing, Property, Labor or Costume.

Credit Approved / Credit Thru — These are reference fields. If the credit thru expires the system will
not stop users from creating orders.

Expected Wrap Date — This field defaults in from the creation date plus the number of days expected to
wrap. The number of days expected to wrap is stored in system setup.

Terms — This is payment terms. The terms are used within the accounts receivable module. The terms are
used to determine the aging of invoices for a production.

Under the Setup / List Menu
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Billing Schedule

This function allows creating a custom billing schedule for the production. The function is identical to the
billing schedule icon.

Labor

Labor — The function is only available if the Labor module is used. The labor function allows setting up
billable rates for labor types of charges. An example would be Alterations could be charged at $35.00 and
hour, versus manufacturing garments could be at $20.00 an hour. When clicking on the Labor option a
listing of all the labor charge types entered for the production will appear. At the top of the screen are two
fields. One is Administration Charge Percentage and the next is the Rate Type. The Administration Charge
Percentage is an additional amount which should be charged to each hour performed. This is to handle the
additional overhead associated with each hour of labor worked. The Rate Type determines how to bill the
charges. The possible choices are:

Actual — Only the billable hours will be charged. No administration or fringe will apply.

Actual + Fringe — The billable hours will be charged allow with the Fringe. The fringe is a percentage
applied per billable hour. The percentage is established in System Setup under the Labor tab.

Actual + Fringe + Administration — the billable hours will be charged allow with the fringe and
administration cost. The administration cost is the percentage specified in the “Administration Charge
Percentage”. This will be a percentage added to each billable hour.

Adding a Billable Charge Type

From the Production Header Screen click on the Labor Menu. Next click on the Labor option. A list of the
labor charges established for the production will be displayed in a listing. Click on the + icon. The
Production Labor Setting Screen will appear. Prompted are the following:

Job Type — This is the type of work performed. Click on the lookup for the possible choices. To add
choices to the Job Type Refer to the Labor Module.

Regular Rate — The regular rate will be charged for each regular hour worked. An Employee’s time is
entered within the Labor Module.

Overtime Rate — The rate will be charged for each overtime hour worked. An Employee’s time is entered
within the Labor Module.

Double Time Rate- The rate will be charged for each double time hour worked. An Employee’s time is
entered within the Labor Module.

Flat Rate — A flat onetime charge will be billed for the type of job performed.

Labor Charge

The timecard entry screen will appear. Timecards across a production can be viewed. Timecards can be
viewed across a date range, employee id, or ticket id.

Labor Tickets

The job tickets entered across a production can be viewed. Job tickets can be listed across a date range.

PO Listing

A list of all Purchase Orders attached to the production will be listed. Through the Purchase Orders listing
Purchase Orders can be added, edited, or deleted. To attach a PO (Purchase Order) to an order this must be
done on the order header screen.

Deposit Listing

A list of all Deposits attached to the production will be listed. Through the Deposit listing, Deposits can be
added, edited, or deleted. To add a Deposit to an order this must be done on the order header screen.

Deal Type Entry Screen
When a user tries to add a new production, the "Deal Type Entry Screen" will appear if "Use Deal"
checkbox is checked in System Setup. Here, deal type can be selected from a lookup table.

Agreement

An agreement is an arrangement your department has made with a customer. There are 3 types of
agreements. The types are FLAT or Depleting Deposit. An agreement can be created for an entire
production or on an order level. The logic behind an agreement is the system can track the activity against
agreement amount. Multiple Agreements can be setup.
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History Menu

Restore From History

If a Production has been closed and moved to history, the production can be restored to a live production by
using this option.

Vendor

Displays all the Vendor records in a listing. Vendor records can be added, edited and deleted through
the vendor listing. The Vendor List is used to determine where inventory items were acquired. The Vendor
List is useful to track commonly used vendors from which inventory items are purchased from.

Managing Vendor records

Vendor records can be added by clicking on icon. To edit Existing records you can double click on
F Y

them or select record and click on icon. If you want to delete a vendor record, you should ensure

Vendor record did not use in Inventory Items.

Vendor List Field Description:

Code - Enter a code that will easily identify the vendor. This is alphanumeric field and is 10 character in
length.

Name - Enter the vendor’s name. This is a 30-character field.

Inactive - Check this field if you would like to make this user inactive. Checking this field on will not
allow using the vendor record on any entry screens.

Address (1-4) - Enter the address of the Vendor. The address can be up to 4 lines.

Contact - Enter a contact person’s name for this vendor. Usually, this is a person that you normally deal
with.

Phone - Enter the phone number of the contact person.
Fax — Enter the fax number of the contact person.
Tax-ID — Enter the Tax-ID for this vendor. This field is important to track taxes from purchases.

Notes — Enter additional notes for this record. These are internal comments and will not print on any
customer reports.

Contact

Displays all the Contact person's records in a listing. Contact records can be added, edited and
deleted through the contact listing.
The Contact List is used to link a contact person on orders. This contact person is used to track who
checked out items on an order and can be used to determine who is responsible the order. This would be
Costumer, Set Decorator, Prop Master, etc.. The revenue generated by contact and the orders linked to the
contact are available in the system.

Managing Contact records

+
Contact records can be added by clicking on icon. To edit Existing records you can double click on

il
them or select record and click on
contact record was not used.

Contact List Field Description:

Code — Enter a code that will easily identify the contact. This is alphanumeric field and is 10 characters in
length.

icon. If you want to delete a contact record, you should ensure
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Contact Name - Enter the contact person’s name. This is a 30 character field.
Job Title - Enter the contact person’s job title.

Inactive — Check this field if you would like to make this user inactive. Checking this field will not allow
using the contact on entry screens.

Address (1-4) Enter the address of the Contact person. The address can be up to 4 lines.
Phone — Enter the contact person’s phone number.

Fax — Enter the contact person’s fax number.

Pager — Enter the contact person’s pager number.

Notes — Enter additional notes for this record. These are internal comments and will not print on any
customer reports.

Sales Person

Displays all the Sales person records in a listing. Sales person records can be added, edited and
deleted through the Sales listing. The Salesperson List is used to track the person in your shop who gets
credit for the revenue generated against orders and productions.

Managing Sales Person records

+
Sales Person records can be added by clicking on icon. To edit Existing records you can double click
il
on them or select record and click on
ensure Sales Person record was not used.

icon. If you want to delete a Sales Person record, you should

Salesperson List Field Description:

Code — Enter a code that will easily identify the salesperson. This is alphanumeric field and is 10
characters in length.

Name — Enter the salesperson’s name. This is a 30 character field.

Notes — Enter additional notes for this record. These are internal comments and will not print on any
customer reports.

Billing Schedule

A billing schedule is used to define billing periods. Rental Tracker Pro has incorporated the use of
templates to create flexible billing schedules across multiple orders.

Billing Schedule Codes

Codes can be defined to identify the different types of billing schedules. There should be a billing schedule
labeled WEEKLY and if your shop uses rental period production then there should be a billing schedule
labeled PRODUCTION. Other types of codes could be STUDENT or EMPLOYEE. When the billing
schedule code is created the following fields are prompted:

Code — This is the code which will identify the billing schedule.
Description — This is the full description of the billing schedule.

Billing Schedule Action — The field handles how to continue with billing an order. Possible choices are
Loop or Stop.

Loop means to repeat the billing cycle if there are charges due for the next billing cycle.

If Stop then no rental charges will be calculated after the specified cycle.

Cycle# - This field relates to the Billing Schedule Action. The cycle specified is the loop or stop cycle.
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Billing Schedule Templates

Once the billing codes have been setup, you will next need to setup the actual billing schedule templates.
These templates will be applied to orders for billing. (For example: Cycle 1 — Defined as 10 days billed at
100% of the weekly rate. Cycle 2 — Defined as next 10 days billed at 50% of the weekly rate. Cycle 3 —
Repeat of Cycle 2 until items are returned)

Creating a template
The following fields are prompted:

Code — The billing schedule codes.

Cycle — The billing cycle period. There can be no gaps within the cycle numbers for a given billing
schedule.

Number of Days — This is the number of days for the cycle.

Bill Type — Identifies the charge rate type to be used for the cycle. The choices are weekly, production or
difference. The weekly and production rental rates calculate off of the rental checkout transaction records.
The difference is the amount difference from the weekly to production.

Percentage — This is the percentage of the Bill Type rate specified.
Move

Move Order To Another Production

This option allows moving an entire order to another production. Orders which do not have an invoice
created can be moved. If an order is moved all the rental transactions will also be moved. The system will
prompt for the order number and the Production, the selected order should be moved to. This function is
helpful when orders are accidentally created under the wrong production.

Move Production To Another Parent

This option allows moving an entire production to another parent. Productions can be moved at any point.
If a production is moved all the rental orders, all the invoices, all the deposits, Purchase Orders and rental
transactions will also be moved. The system will prompt for the production and the parent, the selected
production should be moved to.

Move Closed Productions To History

This option moves Productions which have been marked as closed to the history area. Over a period of time
as Productions are added to the system the production listing increases in records, making the data cluttered
with old productions. Productions can be closed. Once closed, the closed productions can be moved to
history. The moved productions will not be referenced on any active productions listings. The moved
productions will be viewable from the history module. When a production is moved to history, all data
related to the production is moved to history. This includes orders, invoice, deposits, notes, purchase
orders, and rental transactions.

Misc.

Mark Orders as No Further Bill

This option will mark the status of orders for a production as no further bill. When using this option orders
related to a production will not be billed any more. If you try to bill an order from order processing screen,
you will get the following message: (Error: Billable status of this order is marked as No Charge or No
Further Bill). You can choose your desired production from the lookup table.
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Picture File Utility

Picture File Utility screen will search for the pictures that their barcoded or noncoded items are not used in

the system or items with misplaced picture and pictures which do not have thumbnail.

In the Files tab you can see the invalid images that are used in the system. Also, the error message of each
file can be seen through the Reason column. There is a right click menu to select Misplaced, Barcoded,

Noncoded or Not on File items. You can do some actions on these files like copy, cut or delete them.
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File Maintenance Module

In order to begin entering inventory items into Rental Tracker Pro, the description tables must be setup in
advance. It is essential that these tables be setup completely because they will be used to describe inventory
items. The descriptions should be short, but meaningful to you and your customers. In addition, the
category table can be used to provide a price guideline for the data entry staff. Below is the File
Maintenance Menu and toolbar. These visual icons are a shortcut to some of the tables. Under the Rental
and Types option are several tables.

File BEental Twpes LUtlities Macra Help

W B B § | GL| o

"¥ Category Table The category table contains all the types of inventory items which can be entered into
the system. The category table is one of the most important tables used in RTPro. Much thought should be
put into designing the Category table. The category table can be setup to drive prices for items and to allow
separating items on checkout sheets.

& Displays all the color records in a listing. Color records can be added, edited and deleted through the
color listing.

Displays all the material records in a listing. Material records can be added, edited and deleted
through the material listing.

Displays all the pattern and style records in a listing. Pattern and style records can be added, edited
and deleted through the pattern listing.

Displays all the General Ledger records in a listing. General Ledger records can be added, edited and
deleted through the gender ledger listing.

Table and functionality consistencies

CODES throughout the system are always alphanumeric and 10 characters in length. Codes should be
meaningful when created. The code does not printout on any customer reports.

DESCRIPTIONS are always 30 characters in length. The description is printed on customer reports.

Rental

The Gender/Department, circa/Main and Category tables are used within the inventory section when
creating barcoded inventory items. There is a relationship between the 3 tables Gender/Department,
circa/Main and Category. Please read the following before deciding how your tables should be setup. You
will see how the Gender/Department and circa/Main and Category tables are used together within the
Creating Inventory Items.

Category Table

" Lategory Table The category table contains all the types of inventory items which can be entered into
the system. The category table is one of the most important tables used in RTPro. Much thought should be
put into designing the Category table. The category table can be setup to drive prices for items and to allow
separating items on checkout sheets.

When a Category is entered there are 3 codes which make up a category. They are Gender/Department,

Circa/Main and Category Code.
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Cu Gender Circa Code Dezcrption
P [FURMITURE |TABLE COFFEE Coffee T able
MEM 15005 BaLDRIC Baldric
MEM 15005 BELT Belt
Table Fields

Gender/Department — The possible choices are viewable when clicking on the ellipse. If the choice is
already known by typing in the code, the system is designed to auto-populate the field. In other words as
soon as the user starts typing the system positions to the closest occurrence of the code. For example, if M
is typed the system positions to MEN.

Circa/Main — The choice can be selected or typed in.

Code — The code should be meaningful and should describe the type of item. On the inventory screen the
code will be typed in when barcoded inventory items are entered.

Description — The description is what the item is. The description prints out on all customer reports. The
description should thoroughly describe the item. Examples for Costume are: Shirt Short Sleeve, Dress Day,
Dress Evening. Examples for Property

are: Loveseat, Arm Chair, China Cabinet, Dinner Plate.

GL Account — This field is required if the Account Receivable module is used. The GL account for this
type of item will default in on an inventory record when an inventory record is added. The GL account
determines what revenue bucket rental charges should

go to for this particular type of item.

Barcode — If the type of item should only be used for barcoded items and never for non-barcoded items
then the box should be checked. To check the box click with the mouse on the field or use the spacebar, a
check mark will appear.

Weekly Low, Weekly High — If there is a weekly range of prices for the type of item, the low price and
high price can be setup. The higher price will default in when an inventory item is entered. The price range
can be viewed from the inventory screen.

The weekly low price is an optional field. The Weekly High price is required. Even if your shop does not
need prices defaulted in, the system requires a weekly high price. An amount should be entered, perhaps
1.00 be place in the weekly high price field. At the time inventory items are entered the weekly high will
default over and users should be trained to edit the prices on the inventory level. The users should be
trained to always adjust 0.00 prices. A 1.00 is easier to identify on certain reports in the event the price edit
was overlooked.

Production Low, Production High — If there is a production range of prices for the type of item the
low price and high price can be setup. The higher price will default in when an inventory item is entered.
The price range can be viewed from the inventory screen. The production low price is an optional field.
The production high price is required. At the time inventory items are entered the production high will
default over and users should be trained to edit the prices on the inventory level. The users should be
trained to always adjust 0.00 prices.

Clean Low, Clean High — These are optional fields. If your shop charges cleaning cost for items if the
items are returned not cleaned then this field can be very helpful. The system will default over the higher
price when inventory items are entered.

Non-coded Quantity — This is an optional field. If your shop would like to store how many non
barcoded items you have for a certain category then the quantity can be entered. There is no logic behind
the amount. The system does not check for the availability of an item nor give statistical information.
Location — This is an optional field. If a certain type of item is located in a designated area within your
shop, then the location can be entered. The location will default in to the inventory record when a record is
entered.

Approval — This is an optional field. The definition of an approval is if an item is returned within a certain
amount of time then a rental rate will not be charged and an approval/restocking charge will be charged. To
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setup a rental order with an approval date, see creating a Rental Order for details. If a certain type of item
cannot be given an approval period then this box should be check marked. If the box is check marked then
the rental rate for these types of items will always be charged and never the approval rate. If your shop
never allows approvals for any items the field can be ignored and when rental orders are created, the order
can be specified with no approval.

Menu Book — If Menu Book should be used in the system, press on (+) icon closes to this field. Program
will populate the next menu book number with prefix MB automatically.

Don’t show on Website — If Website feature is used, this field determines if the items belong to this
category should be displayed on website or not.

Update Prices
All prices for the selected category can be updated through the Update Price Screen. You can select this
option under Update Prices menu.

Rental Inventory Records

In this screen the price of rental items belong to a category can be updated. First select an item from the list,
and then enter the new prices. You can find this screen under Update Prices menu or simply press F5
through the Category Entry Screen.

Rental Package Records

The price of each package belongs to a category can be updated. Select your desired package from the list,
and then enter the new prices. You can find this screen under Update Prices menu or simply press F6
through the Category Entry Screen.

Print Category Table
Category table can be printed using printer icon through the Category Entry Screen. Users have options to
include prices in the report and separate the printout by Gender and circa.

Print Menu Book
If menu book is defined in Category Table, it can be printed using "Print Menu Book" option. Users have
option to print each circa on a separate page.

Circa Table

This table can be designed to help defined the types of items within the system. The title for this table can
be changed within system setup. Refer to System Setup for changing the label title. The values for this table
never printout on customer reports. These values are strictly used within the department to help guide the
user to make appropriate choices. For Costume the table can be setup as the circa (era of clothing).
Examples would be 1500s, 1990s, Modern, and Character. The reason why the costume shop might use the
table this way is perhaps a 1500’s Mens Shirt is a different price then a 1990s Mens Shirt, therefore using
this type of setup could help the users determine the prices of certain items. For the Property department the
table could be used differently. The table can be setup as the Main Category. Examples would be Tables,
Chairs, and Dinnerware.

The Circa/Main Table consist of two fields Code and Code Description.

Color Table

This table stores all the possible colors which can be used to describe an inventory item. The table consists
of a code and description. It is recommended that if Light, Med, Dark colors are used that the codes be
setup for example as follows:

Code Description

BLUE Blue

BLUED Dark Blue

BLUELT Light Blue

GREEN Green

GREENDK Dark Green

GREENLT Light Green
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The reason for this method is when filtering inventory it will be easier to select ranges of the filter. For
example, in filtering, if you would like to see how many blue dresses you have the filter on the color would
be from BLUE through BLUELT.

Material Table

This table stores all the possible materials that can be used to describe an inventory item. The table consists
of a code and description. Examples of materials are cotton, silk, plastic, and glass.

Pattern Table

This table stores all the possible patterns which can be used to describe an inventory item. The table
consists of a code and description. The pattern table can also store styles. Examples of patterns are
contemporary, abstract, pinstripe, floral.

Gender Codes

This table contains values which can be used to help describe an inventory item. The label for the table can
be customized to suit your shop. Refer to System Setup for changing the label title. For a Costume shop the
label might be titled GENDER and for a Property shop the label might be Department. Examples of
Genders values would be Mens, Women, Children, and Unisex. Examples of Department values would be
Furniture, Hand Props, Fixtures, and Rugs. The system can be setup to separate items when printing out on
some customer reports. For example on the checkout sheets the items can be grouped and printed out by
Gender. So for Costume all the Men’s items would print together and all the Women’s would print
together. For Property all the Hand Prop items would print together and all the Furniture items would be
printed together.

The Gender Table consists of three fields Code, Description and GL Account.

Condition of Item Codes

The Condition of item is used when an inventory item has been entered. This is useful to determine the
condition of items when screening for a particular type of an item.

Condition of Item Field Description:

Code - Enter a code that will easily identify the condition of an item. This is alphanumeric field and is 10
characters in length.

Description - Enter a description for this condition. This is a 30-character field.

Inactive - Check this field if you would like to make this condition of item inactive. Checking this field
will not allow using the record on any entry screen.

Notes - Enter additional notes for this record. These are internal comments and will not print on any
customer reports.

Misc. Charge Table

The miscellaneous charge table contains all the types of miscellaneous items which can be entered into the
system. The miscellaneous charges are applied to an order through the MISC option on the order
processing screen.

No Charge Days Table

No Charge Days are free days given to a customer when billing occurs. For example if your shop is closed
on Christmas then a free day is given to a customer. So if the billing was for 1 week then the customer gets
1 week plus one day for the rental.
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Job Type Table

This table consists of a code and description. The table is used within the production header which defaults
to the order header screen. The job type can be used to specify what type of job an order is. Example would
be Set Dressing, Costume, Property, Special Effects, Labor, etc.

Types

General Ledger Table

Table used if the Accounts Receivable module is used. The General Ledger table stores the chart of
accounts. The table consists of a code and description. Examples of General Ledgers are Men’s Rentals,
Women’s Rentals, Loss, Damages, Freight, and Alterations.

Tax Codes

The Tax Codes are used to define the type of tax that can be applied to an order. The tax rates can also be
used to define Canadian taxes. Multiple Tax Rates can be supported and setup in Rental Tracker Pro.

Tax Codes Field Description:

Code - Enter a code that will easily identify the general ledger account. This is alphanumeric and is 10
characters in length.

Description - Enter a description for this condition. This is a 30-character field.

Rental Rate is the tax rate for rentals. The tax rate will be applied to the rental charges.
Sales Rate is the tax rate for sales. Sales items are items checked in as a loss.

Rental Rate 2 is for countries that support a double rental tax rate, such as GST and PST.
Sales Rate 2 is for countries which support a double sales tax rate, GST and PST.

Rental Tax on Tax - If tax rate 2 should be applied after the rental tax amount from tax one has been
added to the rental charges.

Sales Tax on Tax - If tax rate 2 should be applied after the sales tax amount from tax one has been added
to the sale charges.

Pay Type Codes

This table should store all the valid types of payments. The table consists of a code and description.
Examples of payment types would be Cash, Company Check, COD, and Credit Card. When productions
are entered into the system, the payment type is prompted. The payment type is rolled over from the
production to the order header and to the invoice header.

Terms Table

Table used if the Accounts Receivable module is used. The table consists of a code and description.
Examples of terms are Net 30, Net 60.

Managing Department

The table consists of a code and a description. The table is intended for uses in a multi-departmental
department. Through out the system data can be viewed and reports can be printed across a managing
department. Examples would be Property, Drapery, and Costume.

Production Type Codes
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The Production Types are used to describe the type of production. The production type is used to determine
the number of approval days before billing would start.

Production Type Field Description:

Code — Enter a code that will easily identify the production type codes. This is alphanumeric and is 10
characters in length.

Description — Enter a description for this production type. This is a 30 character field.
Approval Days — Enter the number of days before this order begins its billing period.

Inactive - Check this field if you would like to make this production type inactive. Checking this field will
not allow the use of the record.

Notes - Enter additional notes for this record. These are internal comments and will not print on any
customer reports.

Charge Type Codes

The fields on the Charge Type table are:

Code identifies the charge type.

Description of the charge type.

Charge Type the possible choices are Rentals, Labor and Rentals & Labor.

The charge type is used within the PO entry screen. The charge type is used as a reference to note what
type of charges the PO is to be used for. There is validation within the Labor module. Timecards and tickets
cannot use a PO which is specified as Rentals only.

Utilities
All options under utilities should be used with Rental Tracker Staff assistance.

Delete Previews
This item will delete all Previews that you have in your system. Enter the "AS of Date" and then press Ok.

Macro

There are two fields on the macro setup table, key and substitute text. Macros are used within the free form
description field on the inventory screen. When a macro is typed in on the inventory description field the
system will replace the macro with the substitute text of the macro. Macros can be helpful to maintain
consistency.

Examples of macros are:

Key Substitute Text

Sleve Sleeve

PIt Pleated

Cuf Cuff

Etchd Etched

Anytime a user types in the key followed by a space on the inventory description field the system will
replace with the substitute text. This helps with misspelling and inconsistencies on data entry.

File Maintenance | © 2011 Rental Tracker, Inc.



60 File Maintenance | © 2011 Rental Tracker, Inc.



Chapter

Inventory




Inventory Module

The Inventory module contains all the barcoded inventory items. Barcoded inventory items are items that
have a unique asset barcode label permanently affixed to the item. These labels are used to identify the
items in the system. In addition, barcoded and non-barcoded items in repair and barcoded and non-
barcoded items that have been retired are maintained within the inventory module.

Rental Menu

Barcoded Rental Inventory Screen

ol When clicking on this icon, the Barcoded Rental Inventory Entry Screen will display.

Entering in Barcoded Inventory Items

There are two ways to enter inventory. One way is through the Inventory menu and other is through Order
Processing. This section will show you how to enter inventory, edit inventory, and view inventory through
the Inventory Menu.

Searching for a Barcoded Item

When entering into the barcoded inventory information screen the system will be positioned at the top
search field. The search field will be highlighted in green. To check if an item exist or to check on the
status of an item, the barcoded item can be scanned or manually entered in on the search field.

Before a single inventory item is added the fields and functionality of the screen should be understood.
When adding items it is important to scan in the barcode using a barcode scanner versus entering in the
item manually by typing the number in. The reasons are to validate if the barcode is properly printed and to
verify if the barcode is in good condition. There are times when a barcode could be of poor quality and a
scanner may misinterpret or perhaps unreadable by the scanner. In this case the barcode should not be used
and should be destroyed. Another reason is a mistake can be made if the item is typed in.

Inventory Shortcuts keys and icons

When working with the Inventory Information Screen there are a few short cut keys available to navigate
quicker on the screen.

Short-cut Keys

F2 — Position the cursor on the barcode search field
F4 — Positions the cursor on the condition field

F5 — Take Picture

F6 — Positions the cursor to the description field
F7 — Positions the cursor to the barcode field

F8 — Positions the cursor to the replacement field
F9 — Go to Image Screen

F10 — Saves the record.

CTRL N — Add single item

CTRL M - Add Mass Items

CTRL R — Add Repeat Items

CTRL A — Add Package

9 Stop adding records

There are several fields available to describe each barcoded inventory item. Some fields are required and
some fields are optional. When setting up your shop decisions should be made as to what fields should be
required when items are entered. Keep in mind when making the decisions what will be reflected on
customer reports.

Rental Tracker allows through the system setup the ability to customize what fields should be included or
exclude from customer reports and the sequence of the fields printed. Refer to Chapter 2 System Setup
defaults.
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W Rental Tracker allows search inventory and filtering inventory by the descriptive fields stored on the
inventory information screen. If the descriptive fields are used you can for example search for:
Gender - MEN
Period - 1970
Category — PANT
Color 1 —BLUE
Color 2 — Red
Pattern - METALLIC
Material — Vinyl
Description - Bell bottoms

Barcoded Item List

1222 A listing of all the inventory items and the detail of them such as barcode number, Image, etc. that are
matching the filtering criteria will be listed on the screen.

Barcode Inventory Fields and Functions

Gender/Department — The Gender/Department can be entered or click on the & to view the possible
choices. To setup Gender/Department codes Refer to Chapter 4. Field is required.

Circa/Main — The Circa/Main can be entered or click on the = to view the possible choices. To setup
Circa/Main codes Refer to Chapter 4. Field is required. This field never prints out on customer reports.

Category — The category code can be entered. As soon as the first characters of the code are entered the
system will bring up a listing of categories closest to the characters typed in. The categories listed will be
specific to the Gender/Department — Circa/Main. To setup Category codes Refer to Chapter 4. Field is
required.

Color 1 — Color 5 — Up to five colors are supported. The color fields are optional fields. The color code
can be entered or click on the & icon to view the possible choices.

Pattern 1 — Pattern 2 - Up to two patterns are supported. The pattern fields are optional fields. The
pattern code can be entered or click on the & icon to view the possible choices.

Material 1 — Material 2 - Up to two materials are supported. The material fields are optional fields. The
material code can be entered or click on the = icon to view the possible choices.

Dimensions /Size 1 - 3— This is a free form text area. There is no validation on these fields. Examples of
enters would be 46 R or 33” 28”. Field is optional.

GL Account — Required if Accounts Receivable Module used. The GL Account code can be entered or
click on the = icon to view the possible choices.

Label — This is the label of the garment or props. There is no validation on this field. It is a free form text
area. The field is optional.

Period — This is the actual period of the item. This field is different from the Circa field. There is no
validation on this field. It is a 5 character field and is optional.

Condition of Item — The field is optional. The condition code can be entered or click on the & icon to
view the possible choices.

Location — The location field is where the item physically resides in the shops warehouse. This field is
optional. There is no validation on this field. It is a free form text area.

Replacement / Weekly / Production / Cleaning Defaults — Through system setup there are several
options which can be setup to default in the Replacement , Weekly and Production Rates.

Replacement Price - This field stores the value of the inventory item. If the item is rented and is
checked in as a LOSS and marked as bill the customer then replacement price will be charged to the
customer.
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Weekly Rate — The weekly rate will default in based upon the category selected. The Weekly Rate can be
overwritten.

Cleaning Cost — This field stores the cleaning cost of the inventory item. If the item is rented and is
checked in as NOT CLEAN and marked as bill customer for cleaning cost then the cleaning cost will be
charged to the customer.

Production Rate — The production rate will default in based upon the category selected. The Production
Rate can be overwritten.

Vendor —Where the item was purchased can be stored on an item. The Vendor field is optional. The
vendor code can be entered or click on the = icon to view the possible choices.

Purchase Date — This field is optional.
Condition Description - This is an internal description and does not print on customer reports.
Purchase Price — This field is optional.

Acquired From — This field can be used to track where the item originated. If an item was acquired from
a certain show (production) the show name can be entered. If your shop deals with consignment items the
code for the consignment can be entered here. Through the report option reports can be ran to give
statistical information on the acquired from field. Information such as revenue generated. This field is
optional.

Acquired Date — This field is optional.

Don’t show on Website — If Website feature is used, this field determines if this item should be
displayed on website or not.

Free form text box — There is a free text box that the user can enter in unlimited information of the item.
This field can print on customer reports.

Additional Information Displayed on the Inventory Information Screen

Towards the bottom of the inventory screen the system displays the status of an inventory item. The status
can be either InStock, Damaged, or if the item is out on an order the order number will be displayed. The
system also shows the current order, the current production, and when the item is noted to be returned. Also
displayed on the screen is the last order, production and the last date the item was returned. At the bottom
of the Inventory Screen, the system displays the current mode. These modes are Browse, Insert, and Edit.
Browse means that the inventory record is displayed and cannot be edited. Insert means the inventory
record is in add mode. Edit allows you to edit the existing item being displayed. In addition, the bottom of
the inventory screen also shows the date the record was created, who created the record, the date the record
was last revised, and who revised it.

Add Item Menu Options

Add Single Item

+5 This option allows for adding a single item at a time. When selecting the option the system will prompt
for the barcode. The barcode should be scanned in using a barcode scanner. The system will then prompt
for the fields on the inventory screen. Once the appropriate fields are entered the record must be saved. To
save a record, click on the check mark or press the F10 button.

Mass Add

+M This option allows for quickly adding identical items. When selected the system will prompt for all
the inventory fields. Lastly the system will prompt for the barcode. The barcode should be scanned. The
system will automatically save the record and prompt for the next barcode. Fields on the screen cannot be

edited. When finished, click on the stop sign 9
Repeat Add

This option is helpful when adding item which are almost identical. When selected the system will
prompt for all the inventory fields. Lastly the system will prompt for the barcode. Once the barcode is
scanned the system will then prompt ‘Edit this item?’. If changes need to be made select yes. Edit the
necessary fields position back to the barcode field and press enter. The system will again prompt ‘Edit this
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item?’ If correct select No. The system will save the item and then prompt for the next barcode. Repeat the

process. When finished, click on the stop sign 9
Package Add

This option allows for Package Add. A package is defined as a group of items, which are married
together, for example, a suit. Items within a package would be a jacket, vest, and pants. The package add is
used to group items together as a permanent package (set).

Additional Functions

Camy? ™ | . . : .
When the carry mode is selected the entire inventory record will be copied over when

performing a single add. First the original barcode must be entered in on the search field at the top of the

screen. When the single add option is selected the information of the original record will display on the

screen. The only blank field will be the barcode. The new barcode can then be scanned.

Editing a Barcode Item — To edit an item the item must first be displayed on the inventory screen. To

bring up an item, enter in the barcode in the top search field. Once the barcode item is displayed on the

screen click on the edit icon.

F
L The fields can then be edited. Once changes have been made click on the check mark to save or press
F10. When in the edit mode the mode will be identified in the lower left corner of the screen.

Package Menu

Package Menu Options
Under the package menu are several options.

Add a New Package — When adding a package, the system will prompt “Do you want to create a new
package?” When answering Yes, the system will go to the package entry screen.

Package Entry Field Descriptions
Package ID — This number is generated by the system.

Gender/Department — The Gender/Department can be entered or click on the ™ icon to view the
possible choices. To setup Gender/Department codes Refer to Chapter 4.

Circa/Main — The Circa/Main can be entered or click on the 2 icon to view the possible choices. To setup
Circa/Main codes Refer to Chapter 4.

Category — The category code can be entered. As soon as the first characters of the code are entered the
system will bring up a listing of categories closest to the characters typed in. The categories listed will be
specific to the Gender/Department — Circa/Main. To setup Category codes Refer to Chapter 4.

Weekly Rate — The weekly rate will default in based upon the category selected. The Weekly Rate can be
overwritten.

Production Rate — The production rate will default in based upon the category selected. The Production
Rate can be overwritten.

To save the record, click on the check mark or press F10. Next, the system will prompt for first new item of
the package. The items must be items not yet added.

An unlimited number of items can be attached to a package. Once the pieces are added, click on the stop

sign X .

Examples of Packages

Package ID 1234 Package Replacement 1500.00

Package Category Suit Weekly Rate 75.00 Production Rate 120.00
Items within the package:

Barcode Item Category Set Piece

20111111 Coat 1 1

20333333 Vest 12

20444444 Pants 1 3
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20222222 Coat 2 1

20666666 Vest 2 2

20777777 Pants 2 3

In the above example shows a 3 piece suit with 2 multiples of the suit. For Property an example would be a
dining room set consisting of 1 table and 8 chairs.

The items attached to a package are displayed on the right lower section of the inventory screen.

Edit an existing Package - To edit an existing package one item for the package must be scanned in on
the search barcode prompt at the top of the screen. If the item is attached to a package the package area will
display information in the top section of the screen. Next the ‘Edit an existing package’ option should be
selected. The system will display the package information. Edits can then be made. To save the changes
click on the check mark or press F10.

Delete a package — This option dismantles the package. The items attached to the package will be
placed in inventory as single items and the package will be deleted.

Add a new Set to an existing package — Before adding a new set, one item of the set must be entered
in the barcode search prompt located at the top of the screen. The inventory record will display and the
package information will display in the top section of the screen. Next select the “Add a new set to an
existing package”. When selected, the system will fill in the entire screen with all the information for the
first piece of the set. The system will prompt for the barcode. The items to add must be items not added yet
to inventory. There are a few fields which can be edited such as the size. Once saved, the system will
proceed to the next item. The additional set must have all the pieces added. A partial set cannot be added.
On the lower right hand area of the screen, a listing of the items attached will be displayed. All the sets to
the package will also be displayed there.

Add a new Set to an existing package from existing items — Before adding a new set, one item of
the set must be entered in the barcode search prompt located at the top of the screen. The inventory record
will display and the package information will display in the top section of the screen. Next select the “Add
a new set to an existing package from existing items”. When selected, the system will prompt for the
barcode. The items must already be added to inventory as single items. Once saved, the system will
proceed to the next item. The additional set must have all the pieces added. A partial set cannot be added.
On the lower right hand area of the screen, a listing of the items attached will be displayed. All the sets to
the package will also be displayed there.

Please Note when adding a new set from existing items the items must be identical from set to set.
Meaning if a set has 3 pieces then the set added must have 3 identical pieces.

Create Package from existing items — This option allows creating a new package from items which
already exist in the system as single items. The system will prompt for the package information and once
the package information is entered the system will prompt for the barcodes. To stop adding to the package,
click on the Cancel.

Additional Package Options

On the right lower side of the screen is an area which displays items attached to a package. If the cursor is
positioned on any item in the lower section additional options are available. To bring up the additional
options, click on the right mouse option.

Dismantle this Set - If selected the system will place the items attached to the set into inventory as
single items. If more than one set exist only the set the cursor was positioned on will be dismantled.

Add an item to this set — The option is only available if one set exist on the package. This option will
only work for new barcoded items, not existing items. The system will prompt for the new barcode. Next
the system will prompt for the descriptive fields.

Detail of this barcode — The inventory information screen will display for the item the cursor is
positioned on.

Move Piece Up / Move Piece Down — This option only works with a package which has one set. If the
order of the pieces is incorrect for the package the order of the items can be rearrange. To move an item up
or down, position the cursor on item and choose the appropriate function.

Package Information Screen
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This screen displays the information of each barcoded item belongs to a package in a list.

Reassigning a Barcoded Item

To reassign a barcode number the barcode item must first be displayed on the screen. Enter in the barcode
number on the search field at the top of the screen. Once the barcode is displayed on the screen select the
add item on the tool bar. Under the toolbar is the option reassigns barcode. The system will prompt for the
new replacement barcode.

History Menu
Barcode Transaction History - When selecting this option all the orders the barcode item has been
out/in will be displayed on a listing.

UBarcude Items Transaction History - -0 x|

File Search Wiew Record Help

vo 5 (v fee
Cu|  Order# Production Check-out Date | Check-out User | Check-in Date | Check-inUser | Check-in Tvpe (=
» 512428 |DEADWCOODS Z/10/Z006 11:23:00|GAIL 211042006 GAIL Approval

515106 |LOVEINTHET 7125/2006 11:29:00SUSANNA 171042007 GAIL Clean

526340 | ANOLDFASHI 2119/2003 11:14:00 CAITIE 411f2003 CAITIE Clean

525408 |ABBOTTMARE gf14/2005 11:13:00 ADMIN af 16,2005 ADMIN Damage

4 Browse

Revenue — When selected this option  [rEeeS R R O x|

will display the number of times the
items has been rented, rental revenue
generated, restocking revenue generated Barcode 43

and number of weeks rented. Rental Revenue 4750.00

Restocking Revenue

Weeks Rented 34
Times Fenked 4
e o € Help

Batch Edit Barcoded Items

This screen is used in many parts of RTPro and is available when batch barcode scanners are used. In
batch mode, data is scanned into the scanner and can be transferred to application.

Scanned items will be validated and display in a list when downloaded to the application. Any records that
are not valid will display in red. If a row was not valid, reason will display. You can edit or delete scanned
rows then post them.

Action — Upload From File
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This should be used with assistance from Rental Tracker. This will allow a file to be imported into the
batch download screen. The file format must be in the format supplied by Rental Tracker.

Select Existing Batch

There is an option in Batch Download Screen which displays all the existing batch numbers. This option
will list all recorded items for the selected batch number. From Action menu click on "Select Existing
Batch", a dialog box will appear. Enter batch number or select a batch number from a drop down menu.

Download From Scanner - Function imports barcode information from batch scanner to RTPro. If
there is a previous batch downloaded in the system, the system will prompt to overwrite it. If previously
imported data was processed before, answer yes. The scanner must be connected either through a cable or
placed in a base cradle. On the scanner, follow the function keys to download. For the PDT6800 and
PDT3100 scanners from Symbol Technologies Inc. the function key is F5. On the CS100 From Symbol
Technologies Inc. there is no function key, once the cable is connected the information is available for
download. The records on the scanner will displayed on the screen and validated.

Retired Inventory

Retired Inventory allows you to retire a barcoded item from inventory. This will take a barcoded item out
of the barcoded inventory database. This is useful when items have been given away or destroyed and
should not be in the live rental inventory. This module will also allow you to restore the item from the
retired inventory database in case the item was placed in the retired inventory in error.

There are 3 ways items can be retired:

One is through the Inventory Module. There is an option to retire inventory items. To enter into the retired

inventory module click on the @ icon from the Inventory Menu.
Another way to retire inventory items is at the time of checking in items on an order.
The third way is when performing the bill missing rentals option within the Check In Screen.

Retired Inventory Screen
From the Inventory Module the retired inventory screen will appear.

& o @2
Retiring a Barcoded Inventory Item

Click on the & icon. The system will prompt for a description of why the item is retired. The system will
prompt for the barcode number. When the barcode number is entered the system will remove the item from
the active inventory database and move the item to the retired inventory database. The system will then

continue to prompt for the next barcode to retire. When finished click on the 9

How the system handles items attached to a package
If an item is retired that is attached to a package, the item will be retired and the remaining pieces will
remain in inventory as single items. The package will be dismantled.

Restoring a Barcoded Inventory Item
]
Click on the " icon. This option should be used if an item needs to be restored back into the active file.

The system will prompt for the barcode number and the item will be restored back into the active inventory
database. When items are restored the items are restored as single items, and packages will not be created.

Retiring Non-coded Inventory Items

Click on the @ icon. You will come to the Non-Coded Retired Screen. Enter the quantity and the
description of the non-coded item. A record will then be written to the retired inventory database.
Restoring Non-coded Inventory Items

Click on the g icon to restore non-coded items. You will come to the "Retired Inventory List". Right

click on a row item and select "Restore Non-coded" from the list. When a non-coded inventory items is
restored, the retired record will be removed from the retired inventory database.
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List View

2= Retired Inventory List screen will cover item that has been retired. You can filter this list to see the
desired retired items. Also, the list can be filtered to display all the retired items, Barcoded or only
Noncoded items.

Note: Non-coded items can be restored to live area by selecting "Restore Non-coded" option through the
right-click menu.

Filter Records

W Retired items can be filtered by the descriptive fields stored on the Retired inventory Screen. If the
descriptive fields are used you can for example search for:
Gender — MEN'S
Period - 1970
Category — PANT
Color 1 - BLUE
Color 2 — Red
Pattern - METALLIC
Material — Vinyl
Description - Bell bottoms
All Ttems
Barcoded Items
Noncode Items
A list of retired items will be displayed on the Retired inventory List screen.

Repairs

Rental Tracker Pro allows tracking items in Repair. Throughout the system the term Repair and Damage is
used interchangeably. Items can be marked as damaged and placed in repair from 2 places in the system.

One way is from the Inventory Module by clicking on the & icon.
The other ways to check items into repair is when checking in items on an order.
From the Inventory Module the Repair Screen will appear.
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UREpair Information - o ] [
File Wiew Action Help

NS ErETIERET

Barcode 43 Quankiby

Gender UNISEX

Circa 15005

Cateqory UINI

Package IO Set Fiece

Last Order 528408 Production ABBOTTMARK

Reasan

Expected Date Cut b

Repair Location AAFES A

Repair Cosk $550.00

Dake In 8/16,/2008 Dake Cuk

Billable

Bill begin Bill End

Motes | Broken

4 Browse

Placing an Item in Repair

Click on the ﬁ icon. The system will prompt for the barcode to be placed in repair.

The system will prompt for the following:
Reason — This should be the damaged description.

Expected Out Date — This is the date the item should be repaired by, and when the item will be returned

back into stock.

Repair Location — This is who will repair the item. Under the Report Module there is a repair report

which will print the items in repair with the option to print by a specific location.

Repair Cost — This is the amount that it will cost to repair the item.

Billable — If the item is to be billed to an order the option should be marked. The last order the item was

out on is referenced on the screen. This is the order the item will be billed to.

The system will mark the inventory item as being in repair and the items will no longer be available for

checking out. When finished click on the L% .

Check Out Item From Repair
There are two ways for checking out Barcoded items from repair list.

1. Click on 3 icon from Repair Information screen and press "Yes".

2. Right click on a row item through the Repair List screen and select "Check out of Repair”.

Repair List

== This list shows all items currently in repair.
Note: Items can be checked out of repair, using right click menu.
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Filter records

W To see a list of items that are currently in repair, you can use Filtering Repair Inventory Screen.

Physical Inventory

As you know, taking a physical inventory of all of your rental assets can be a challenge under the best of
circumstances. The RTPro physical inventory program can help with the process, providing tools necessary
to correctly account for all of your rental assets. After a physical count has been taken and all Barcoded and
Noncoded items have been entered, these counts added to the quantities out on orders and in repair, should
account for all of your assets. Those items accounted for will compare against how many owned. To
reconcile any differences, missing items will be retired and extra items will add into your inventory.

NOTE: BE SURE TO BACKUP ALL RECORDS PRIOR TO BEGINNING THE PROCESS.
NOTE: DURING THE PHYSICAL INVENTORY PROCESS, ALL ACTIVITY OUTSIDE OF THE
PHYSICAL INVENTORY PROCESS SHOULD BE STOPPED. THERE SHOULD BE NO
ADDING OF EQUIPMENT CODE, EDITING OF EQUIPMENT CODES, CHECKING OUT AND
IN ITEM, CHECKING ITEMS IN OR OUT OF REPAIR AND RETIREMENT. ALL ACTIVITY
SHOULD STOP UNTIL THE PHYSICAL INVENTORY HAS ENDED.

Note: At anytime during the process, the physical inventory session can end. All selection criteria and any
counts that were entered will be erased as though the process never started. The Physical Inventory reports
for this session will not be available. Please see End Physical Inventory Process later in this chapter for
more details.

Start Physical Inventory Process

From Inventory Menu click on the Physical Inventory PSEEar il x|

drop down tab and select "Start Physical Inventory

Process". If the Start Physical Inventory Process is note:  IF this is the First time you run the

gray and unavailable, it is because another inventory is phrysical Inventory module, please refer to the
in process. That inventory must be completed or Printed manual ar on-line help dacuments.
stopped before being able to start a new inventory.

Pl Start Dialog Box: It is not necessary to take a zender || 'l
physical inventory of all assets at the same time. A

successful inventory can be completed through a series Circa - |

of "cycle counts." You can count certain types of items
during one inventory, and do subsequent inventories
for the remaining types of items. A dialog box will
appear so that you can specify the Gender that you
intend to inventory in this session. The inventory may
be conducted by Gender, Circa, Category Range or a
combination.

All of these fields come from system tables. Enter the code or use the drop down arrow to make a choice
from the lookup screen. If you are doing a complete inventory, leave the field blank and click OK.

|
Caktegary Range |
|

|J (0] 4 ||x Cancel ||¥_J',l Help |

Physical Inventory WorkSheet

After you have selected the criteria for the physical inventory per the dialog box above, printing a Physical
Inventory Worksheet can be a useful tool in the counting process. The worksheet is a list of item types to
count. It is the best way to tally non-Barcoded items, but can also be used as a “checks and balances” for
the Barcoded items. The amount counted by hand can compare to the quantities scanned.

To print the worksheet, click on the Physical Inventory tab and click on Rental Physical Inventory then
select Physical Inventory Worksheet.

Scanning Barcode Items In Shop
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To input Barcoded items, so they are included in the physical inventory count, click on the Physical
Inventory menu and select “Scanning Barcode Items In Shop”. The Physical Inventory Screen will appear.

Physical Inventory Screen
Scanning Barcoded Items in Shop

Ig In the Physical Inventory Screen, click on PI drop down tab and click on “Scanning Barcode Items In
Shop” or click on the “Scanning Barcode Items In Shop” icon in the toolbar.

The prompt will be in the green Barcode # field. Scan or type in each barcode number to count.

If a barcode number is entered and it is not within the parameters of the inventory that have been specified
(see PI Start Dialog Box, above), a message will appear to indicate that: “This item does not belong to this
physical inventory selection.”

Cancel Scanned Barcode Item

Barcodes outside of the physical inventory selection will not count. However, if an acceptable
barcode is entered in error, to cancel it, click the PI drop down tab and click “Cancel Scanned Barcode
Item” or click on the Cancel Scanned Barcode Item icon in the toolbar.

The prompt will be in the red Barcode # field. Scan or type in each barcode number to cancel.

Batch Download from the Scanner Gun

¥ To increase the physical inventory process, RTPro is able to download batch barcodes which are
stored in the scanner. To do this, select Physical Inventory option inside the scanner application and scan
barcodes in the off-line mode. Then, put the scanner on the cradle and send batch data to the program and
finally post the data.

Print List Of Scanned Items

This report will display the Barcode, Description, Current Order number, etc. The total number of items
that are scanned or inputted into the system will display at the bottom of this report.

Print List Of Missing Items

For each type of item within the selected inventory range (see PI Start Dialog Box earlier in this chapter),
RTPro adds the quantity counted to the quantities out on rent and in repair and subtracts them from the
quantity owned. This report will display the differences on any records that have missing items or overages.

Physical Inventory Rejection List

If during the physical inventory process, an item that has been scanned or entered gives an error, the record
is stored in the rejection list. The rejection list can be printed and is helpful when doing research. This
report contains some columns such as Barcode, UserID, Transaction Date and the comments column that
shows the rejection error acquired during the physical inventory process.

End Physical Inventory Process

At anytime before the update inventory process the physical inventory session can be ended. All selection
criteria and any counts that have been entered will be erased as though the process never started. The
Physical Inventory reports for this session will not be available.

If you are working on a small selection of inventory, or if you are not too far into the inventory, the end
process is a convenient way to start over if things are not going correctly. Obviously, if you are deep into a
major inventory, it could be disastrous to end the inventory prematurely. It might be better to use the PI
Review and Update Screen (see above) to include those equipment types that have been reconciled, and
update the portion of the inventory that has been completed before ending the session process.

Whether you have ended your inventory counts, or are starting over, to end the process, click on the
Physical Inventory drop down, and click on End Physical Inventory Process. A Confirm screen will appear
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to remind you about the session you are currently in. Click NO to return to the Inventory Menu. The
inventory and review may continue at any time. Click YES to end the current inventory and to prepare the
system for a new one.
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Chapter

Order Processing




Order Processing Module

The Order Processing Module handles all the rental orders, rental checkout, rental check-ins. This module
allows creating of parent, production, contact and orders records. When entering into the Order Processing
Module the Order Processing Screen will appear.

Understanding The Rental Tracker Hierarchy

Rental Tracker Pro operates on a three-tiered hierarchy.

The first level of the hierarchy is the Parent Level. The next level is the Production Level. The third level is
the Order Level.

Each parent company can have several productions. Each production, by itself can have several orders.

ABCD

Studios

T
Buffy Once
Vampire Again
T T

Order 12345 Order 87656 Order 88777 Order 36455
Description Description Description Description
Lighting Package Stage 11 Truck Package

BackYard Scene

The Parent level is optional while the Production and Order levels are required. The Parent level allows the
user revenue generated by a parent company.

There is a fourth level which is optional. This level is the Contact level and it is linked to orders. A contact
is a person, such as a best boy, gaffer or lead man, responsible for the rental items. Orders can be retrieved
across a contact. There is the ability to look at all the orders the contact has been linked to. A report of the
revenue generated from a contact is also available.

Order Processing Screen

Definitions of Common Functions

Pa + Parent add and edit function. The + is to add a new parent record. The * icon brings up
the full parent information screen and allows editing the parent record.

Fr 4+ a | . . . . . - .
Production add and edit function. The + is to add a new production record. The icon
brings up the full production information screen and allows editing the production record.

Qr + Order add and edit function. The + is to add a new order record. The ' icon brings up the
full order information screen and allows editing the order record.

Out Sends user to the check out rentals screen.

Mizc .
Sends user to the miscellaneous screen.
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In or Pr Ma Pa AN . .
S ends user to the check in rentals screen either by the select master, parent,

production, order, or across the entire system.
| Parent |

J The prompt field shows the current parent the system is on. The ...” brings
up the parent listing.
| Praduction |

J The prompt field shows the current production the system is on. The
‘...” brings up the production listing. If the parent field is filled in and the ... on the production listing is
clicked on, then only the productions for the parent will be listed. This is real helpful when reviewing the
productions across a parent.

|Elr|:|er1¢ |

J The prompt field shows the current order the system is on. The ‘...” brings
up the order listing. If the parent field is filled in and the ... on the order listing is clicked on, then orders
across the parent will be listed. If the production field is filled in and the ... on the order listing is clicked,
then the orders for the production will be listed.

| Contact I

13 bl

J The prompt field shows the current contact the system is on. The
brings up the contact listing. If the contact is filled in and the order listing is selected then all the orders for
the contact will be listed. The parent and production must be empty when entering the contact.

If an order number is entered in on the order prompt field or selected from the order listing the order will be
displayed in the center of the Order Processing screen. Identified is the order number, the parent the order
is attached to, the production the order is attached to and the contact associated on the order. If the mouse is
moved on order, parent, production or contact value the field will turn green. If clicked on, then the detail
for the record will be displayed.

:}Drder Processing Screen - ;Iglil

File Listing Parent Production Contact Order Process  Biling  Help

Pa 4 A|Pf+ A|0f+ A|ElutMisc

In or Pr Ma Pa AII| Q) e

Parent
MNotes

PO
Required

Currently Working On Order
Order 528392

Parent Very Funny Productions, INC

Production | Frank TV

Contact Shanna Knecht

Parent ~ | Production | - | Contack | A | Orderd |2

Identified on the right hand side of the screen is helpful information relating to the order. The information
displayed:

Parent, Production or Order indicator.

PO Required indicator.

Flat Agreement indicator. This is if the order is linked to a Flat Agreement.
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Depleting Deposit indicator. This is if the order is linked to a depleting deposit.
Security deposit indicators if one exist on the production for the order.

The Job Type for the order.

The Order Type for the order.

Functions Available From the Order Processing Screen

Under the File Menu

View Barcode — This option allows searching for a barcode. When the barcode is entered the inventory
screen will appear. This function is great for giving a customer a price for an item.

Close — This option exits out of the order processing screen.
The File Menu also displays the last 5 orders that have been worked on from the workstation. The display
was added to help users keep track of the order which were recently worked on.

Under the Listing Menu
A listing of orders can be displayed. The orders can be listed by the orders status. The options to list the
order are:

Not Billed Orders — The listing will display all orders which have not had a bill attached.
Closed Orders — Closed orders are which have been completely billed and all items are completely
returned.

Not Returned Orders — These are orders which have not had all items returned.
Empty Orders — The listing shows all orders which have no activity.

All Orders — The listing shows all orders.

Under the Parent Menu

Select a Parent — A list of the entire Parent table will be displayed. A parent can be selected. When a
parent is selected the parent code will default into the parent code area at the bottom of the Order
Processing screen.

Locate Parent — Details can be entered to locate a specific parent.

Clear Selection — The parent code at the bottom of the Order Processing screen will be cleared out.
View/Edit Parent — Brings up the Parent Information screen for the parent selected.

New Parent — Allows adding a new parent.

Under the Production Menu

Select a Production — If a parent has not been selected a list of the entire Production table will be
displayed. If a parent has been selected then only the production for the parent will be displayed. A
production can be selected. When a production is selected the production code will default into the
production code area at the bottom of the Order Processing screen.

Locate Production — Details can be entered to locate a specific production.

Clear Selection — The production code at the bottom of the Order Processing screen will be cleared out.
View/Edit Production — Brings up the Production Information screen for the production selected.

New Production — Allows adding a new production.

Under the Contact Menu

Select a Contact — A list of the entire Contact table will be displayed. A contact can be selected. When a
contact is selected the contact code will default into the contact code area at the bottom of the Order
Processing screen.

Locate Contact — Details can be entered to locate a specific contact.
Clear Selection — The contact code at the bottom of the Order Processing screen will be cleared out.
View/Edit Contact — Brings up the Contact Information screen for the contact selected.
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