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RentalPoint Invoicing Options

1. How Can I Customize The Way My Invoice Looks?

Depending on how your company operates there are two options for invoice format

e Standard Invoice - hard coded documents that are available to all customers. These have very few customizable
options.

e Custom Invoice - invoices are rich text files (.rtf) that can be edited in Microsoft Word. These documents are fully
customizable within the limits of our insert field module.

e Please contact customer support (support@rentp.com) for more details on either of the above options.

2. Where can I see my Invoices in RentalPoint?

A viewable list of the Invoices that have been created can be seen against the customer account via the ‘Invoices and
Payments’ option off the ACTIONS menu, when on the bookings screen.

A copy of the actual invoice for a booking can be found automatically attached to the booking on the attachments tab of an
open booking.

3. What Output Formats are Available When Printing Invoices?

When documents are produced in RentalPoint they are ‘attached’ to the booking using a RentalPointPDF print driver. These
documents can then be accessed for viewing/printing if desired (this functionality is in versions 10.1.0.23 and higher). You
must therefore have RentalPointPDF print driver installed in order to successfully produce documents in later versions of
RentalPoint.

Documents can be:
o Emailed as PDF / Emailed as a RTF file
o Saved as Word Document (RTF format) / Saved as PDF
o  Printed directly to the printer

4. Invoicing Parameters

Rentalpoint offers invoicing parameters as a means to customize both the look of your company invoices AND the way in
which they are produced. These parameters would have been set up during the Implementation Process in accordance with
the way you run your business. Please review the invoicing parameters available so that you are aware of the many
invoicing options available HOWEVER some parameters should NOT be changed without consulting your Accounts
Department (or RentalPoint Supportvia support@rentp.com ) so that you are aware of how the parameter change may
affect your business.

See http://rentp.com/KnowledgebasePDFs/Invoicing Parameters.pdf for more details on Invoicing Parameters. Also check
the following parameters:

Accounts Parameter #5 - Archive old paid invoices after...

Custom Printing Parameter #18 — Project Invoice Totals

Terminology - Invoice Date / Tax Point

Operational #66 — Change Booking Status on printing Invoice or Delivery Sheet
Operational #61 - Print Package Items on Invoice

Operational #11 - Show Invoiced warning when opening a booking

Operational #16 - Long Term Rate Settings

Operational #39 - Default Long Term Rental Period

Pricing Parameter 8 - Long Term Rate Displayed As (not to be changed once products are entered)
Pricing Parameter 6 - Long Term Qualifying Period

Pricing #66 - Cycle Bill Weekends
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5. Knowing What Bookings are Overdue for Invoicing/Need to be Re-Invoiced

Right Click on the booking Grid and choose option to ‘Show Bookings to Re-Invoice’

€ Return Barcgsles

¥ _Beetith Sales Items
&  View Checkout Session Information
=} Enter Losses and Breakages
¥ Direct Asset Transfer Hotel Sore
™2 Shortages
) Cancel Shift+Del
i Delete
Duplicate Alt+F1
Audio V
Print L4 i
B Attachments
5 Unlock Booking .
e Quick Look F2 The
Wersion Info
%, Audit Trail Alt+F10
Price Overrides

% Show | Open Assigned

ACTIONS MENU
=] Show Bookings to Re-inwvoice

OPTION
Show Bookings with Unassigned Technicians

y

Labour Forecast

. wenue tes
Update Booking Status

LJ Invoices and Payments
£ Credit a Long term

[F1 Apply Late Fees

&4 Security Deposit Options

& Combine Bookings

E clos=e
[&] an dab&
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=]

Reminders For Overdue Items *—@ﬂu

| Owerdue For Project Inveicing I Bookings To Be Re-Invaoiced I Long term To Be Invoiced |
| Overdue Unconfirmed Bookings I Overdue For Checkout I Owerdue For Return | Overdue For Invoicing

Booking Humber | Organisation Booking Taken By | Booking Value | Warehous | Warehous | Salespers

I TEST3200005 Test Customer 0.00|13/11/13

NOTE: If Invoicing Parameter #47 is enabled to 'keep the same invoice number when re-
invoicing then RentalPoint will re-use the SAME invoice number and NO credits will be issued.
[ Otherwise RentalPoint will generate a credit for the old invoice and create a new invoice with
a new invoice number.

— =TT

[=r Open % Quick Look & Invoice 1 record(s) displayed. @ Refresh
Display Preferences Operator Scope Booking Status
Overdue Unconfirmed () All Operators Booking Dates
Overdue for Checkout (@) Operator @ al
Srzrire R R ! O current Date Past WH Out
Overdue For Invelang LTI SR R () Current Date Past WH In
[ Overdue For Project Invoidng @ Al o
Bookings To Be Re-Invoiced ) Location
Long term To Be Invoiced 0 - Sydney E" Display Values In
@) Local Currency () Order Currency
& Print K Close

6. Available Invoicing Options in RentalPoint:

Standard Invoice — This option can be applied to any booking, unless parameters are configured to prevent it.
Cycle Billed Invoice/ Long Term Open Ended Rental

Multi Stage Invoice - Used when the client is invoiced in stages (eg 50% deposit and 50% at later time)
Project Invoice - all bookings under a project can be invoiced together or individually

PLNE

6.1 Standard Invoice

To invoice a booking using this method use one of the following approaches:

e Highlight the booking and hit the F6 key.

e Highlight the booking, right click (or click Action button) and go to Print -> Invoice or Delivery Sheet on the actions
menu

e Choose the option to print the invoice when saving the booking
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Customer Contact  Susan Trolley

Customer
Organsation Far Rentals
Address 52 Lower Bridoe St.
AddLre 2
Suburd Harover
Post code ASN A7
Country Code Area Code
Phore 1 1 256
Phone 2
Fax

Standard Invoice
Options using
Standard Template
and controled by
Invoice Parameters

=

B Y=

Bookang No.  CUSTOMEROO00 PO No.
Total Ivoiced 0.00
Less Payments 0.00
Balance 0.00

8799633

Payment * Cash on delvery -
Evoice date sians | B
Deposit Amount 0.00 AD
MO ;
[¥]Print vt Rate
i || Prices oo Delvery Sheet Amount to Invoice  0.00 AD
o ol Beoking Contact & o
Veroe
Delvery o Ar Canada Center a
Room "5
Steetaddress 34 Sorngwak Place
State M Add Line 2
] Suburb Thimble State  BC
Post code STE 7W6 -
Nmber Extenson Country Code Area Code Humer Eaterncn
fone’d 622 956 3558
Phone 2
Fax
Standard Invoice to : Select a combination of printouts
‘lwm “ POF Emal as POF 1 /| RENTAL CONTRACT [TAX SNVOICE
TAX INVOICE / FILE COPY
gt Printowt-——— : “| TAX DNVOICE { CLIENT COPY
{ o Custom Invoice | "] Custom nvoice Print Invoice
( | Debvery sheet Using Custom Templat
| s Qelvery Sheet ] 4
( ) _| Colection docket
| s Colection Dodket ) SET . |
l % Batch Print Deivery Sheets ] L_shAwier. | [ e |

6.1.1 Re-Printing a Standard Invoice

1. Reprint Standard
Invoice (No new
number generated -

2. NO custom
template used. see
‘Print using custom
template off actions
menu to re-print using
custom tempalte,

Reprinting an invoice can be done either through the attachments area or the reprint option in the Invoicing window (F6).
Reprinting does not create a new invoice humber; it re-prints a saved document, no new invoice humbers are generated or

used.
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6.2 Cycle Billed/Long Term Open Ended Rental Invoices

Cycle billed bookings are bookings with a long term rental where the client is billed periodically based on RentalPoint Cycle Billed
Parameter Settings. Cycle Billing Options are 7days, 14days, 28 days, Monthly, Quarterly

Efj Terminclogy

Hire / Renta

fire [ Cross Rental f Sub Contract

ong Term Open Ended Hire
Unit of Weight Measurement

Urit of Volume Measurement:

Salespersd
Strike [ Wrap

Drivers License

Operational Parameter 16 (see below)

Report Titles <-See Terminology settings for how your
Hire Booking Hardcopy Titie Booking Hardcopy |~ company can describe Cycle Billed Invoices
Sub hire Asset Test History Report P.A.T. Test History |+
Lmﬂi d — Other parameters to check are
ong renf - ..
Opentire Addess e 2 Suburb - e  Pricing Parameter 8
pen ren
CErTEm || agfesines aty - e  Pricing Parameter 6

ire E
LT rental tate/Province State/Prov - ° Pricing Parameter 66
Cycle billed
Postal code [ Zip code Post code - [}
Salesperson m .
= | speling Depreciation i e  Operational Parameter 39

(@) British (@) Diminishing

Drivers License hd @ Uus () Straight-Line

By default RentalPoint bills in Advance for the rental/hire of equipment BUT a booking can be set to bill in arrears

via the ‘other details’ tab of the bookin

g. Then Check your Settings for Operational Parameter 16 below
| e—

[ &d Modify booking

Out 19/11/13 0800 In: open ended

00021

00003

Location

0 - Sydney

| customer | calendar | Equipment | venue | Notes | Payments | attachments | Other Details

Project Details
Project Code

Project Description

Project Manager Code

Project Manager Mame

Contracted Prices
@) Variable Price
[ rental Price Locked at
[ Labour Locked at

[C] Freight Locked at

Monthly Cyde Eiling
@) In Advance ?27?

() In Arrears

0.00

2175.00
4993.00

0.00

7891.40

Security Deposit

Salesperson
Salesperson Cods

Salesperson Mam

Booking Last Modif
REMTALPOINT S5

Booking Originally !
ME

0 - Sydney

Expected attendees

Event Type
Source [ Campaign

Forecasted % of v

Q Long term parmeters
P

i

Enable the Long term option
Montly Biling Options

(@) Start billing the 1st of the month
(prorata invoice is raised from the delivery date to the last day of the month)
(e.g. Firstinvoice starts June 23rd, second invoice starts July 1st)

(") start billing from the delivery date of the booking
(pro-rata invoice on the last invoice only)
(e.qg. Firstinvoice starts June 23rd, second invaice starts July 23rd)

(") Select the above options for each booking

{Each monthly billed booking can be assigned a start date of the 1st
day of the month or the delivery date)
Default option

(@ Start biling 1st of the month Start biling on the delivery date
[] Can enter an expected return date

Allows an expected return date to be entered for long term rentals,

which will then appear on the day book to be returned on that date.
[ Bill 28 days at the monthly rate

Causes 28 day billed bookings to use the monthly charge. This is useful if
you wish to have 13 biling periods a year but still use the monthly rate.

[] use 'Stop billing date’

Allows a date to stop invoicing a booking to be entered
that's earlier than the date the booking is returned.

[]Zero prices on partial return

Arrears Billing

Mumber of days before the "Bill-to”™
date to bill a Monthly charged booking
Bill |0

(0-15) I
For example; with # of days set to 3
and a booking that need to be billed for
the month of October the booking will
be billed on Oct 28 instead of Oct 31

Days Ahead

‘When partially returning a Long term
booking, the price of the returned
equipment will be removed from the next
invoice.

e Arrears Billing - If Cycle Billing is set to Arrears above then you can use the “Arrears Billing” option on the Long Term
parameters window to actually bill them 7 days before when they need to be charged. Use this function to bill your client
for what they have used, but instead of billing them on 1% November for the use in October, you can bill on the 24" October
(7 days before the actual bill date), for the month of October. Thus by the 1 November, there bill for October is actually
due and the month has past, so the amount is due.

¢ 'Can have an expected return date’ Shows the booking on the day book, when that date comes up. Thus we can then
give the client a call to check if they want the equipment picked up or will keep on using it. Can be useful to set the booking
to this date for example when a client says yes to a 6 month rental/hire of the equipment. A few days before the 6" month
is over, you give them a call to check if they want the equipment picked up or if they need the equipment longer.

o 'Bill 28 days at the monthly rate’ is as it says billing every 4 weeks, so you get 13 billing periods per year rather than 12

monthly periods.

e ‘Use Stop billing date’, allow you to tell the system to stop billing after date 'x’ even though the equipment hasn’t come

back yet.

e ‘Zero prices of partial return’, as the equipment is partially returned the invoice amount of the booking goes down. This
should be default to ON for most systems.

RentalPoint Invoicing Options
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RentalPoint Invoicing Options

A booking is marked for Cycle/Long Term Billing via the Customer Tab of the Booking
Modify booking

Out 18/11/13 0800 In 18/12/130900 0002100003 \ Location |0 - Sydney E“ o save X cancel
Customer |Caleﬂdar I Equipment | Venue | Notes I Payments | Attachments I Other Details I Status | Followupl
Invoice To 4
e Customer Booking Type M—E
C Cod _ Rental Type  Hire
ustomer Code | 00021 rFiEind | |5 Search @ Normal  Sale i
Lo term 7 Set Booking Type to Long
Organisation |Jack Mortan < Account Detailong term 14 Term/ chle Billed here
Long term 23
I Steet Address  Postal addiess = FPayments
Long term Quarterly

Street 123 Jtest \,_Curent 0.0

Suburb 30 days 119119

City Hew Part Richey 5tale/PfDV| FL Industry Type 60 days

Country Fost code 12345 =]

e | % days+
Country Code  Area Code Mumber Extension :
Fhone1 | G | Fan otens Total Due
e [ Dial &rea Code
. - I 1 [ 1T 1T ——

The Warehouse Out Date can be set but the Warehouse In date is
Madify booking

Out 19/11/13 0800 In: open ended | Location |0 - Sydney [~]
Calendar | Equipment | Venug I Motes I Payments | Attachments I Other Details | Status I Followupl

0002100003

Warehouse In Date and Time

1412479 | 19th December 2013

Warehouse Out Date and Time

= 19th Movernber 2013

Sun | Mon | Tue | wed | Thu | Fi | Sat | Sun | Mon | Tue |'wed | Thu | Fi | Sat |
1 2 1 2 3 4 5 & 7

3 4 ] B 7 g 3 g 3 10 11 12 13 14

10 1 12 13 14 15 16 15 16 17 18 19 20 21

17 18 19 20 21 22 23 22 23 24 25 2B 27 28

24 25 26 27 28 29 an 29 an a1
[ @Yeal " e tanth ]’ Monthe " Year e l ear tanth | Fanth ear
wharehouse Out Time 0300 wharehouse In Time 0900

3 0] )

[ R W

RentalPoint Invoicing Options
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RentalPoint Invoicing Options

6.2.1 Where to find the Print Cycle Billed Option?

o  Print Cycle Billed option (depending on your terminology this may read Print Long Term etc.) in the Others main
menu (see screenshot on next page)

o Reports -> Reminders for Overdue Items

o Reports -> Status of Cycle Billed Bookings

ﬁ RentalPointV10 Enterprise ‘

Actions Reports  Crystal Reports  Assets  Setup | Others | Help

Q Bookings &, Enter Currency Conversion Rate
B EC - a@n € = Printlongtem DENe VYR
— -
] » /2013 | 09:00
i sing e
shortages || = printer [defaultprinter] @ Weekly * 2015 os:00 (oG
_ () Fortnight! 2013
i @ Word Processor LA v
] ) 4 Weekly y 2015
Customers () Email as PDF ® Monthly /2015 | 06!
_ - Ctrl+F3 2013 | 22:00
T © ToFile () Quarterly i
|- J l“l : Btors /2013
|! —r= » 12015
Products Py Ctrl+Alt+0
2015
3 3

Ve Fri |01/11/2013 09:00 Fri | 08/11/2013
nues

[+] step through Thu | 11/04/2013 | 08:00 Open
21/04/2015 |06:00 |Sun | 26/04/2015

[ A
Schedule

= Location

— Bmciiney hd Fri | 21/08/2015 07:00 Sat | 22/08/2015
VETEID Thu [ 26/09/2013 [08:00 [Mon | 30/05/2013

Fri | 21/08/2015 07:00 Sat | 22/08/2015
/l Fri | 21/08/2015 07:00 Sat | 22/08/2015

POs Maon | 15/10/2012 | 07:00 31122079

jIH sl Confirmed

6.2.2 What does Print Cycle Billed/Long Term Invoices do?

This feature searches for all your cycle billed bookings based on the criteria selected.
e  The system will loop through the bookings and prompt you to print the invoice or skip it.
e If the booking is in B (Booked) or in O (Out) status and you run the Print Cycle Billed option, the booking will
display for invoicing. Once it's in R status (returned) it should not show on the print routine.

RentalPoint Invoicing Options Last Revised: August 2" 2016 Page 8 of 15
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1 @ Long term

Booking Mo.
Customer
Delivery Date
Mot billed yet

will Bill Te

Long term for 09/02f/07 {inc) to 16/02/07 {ex)

— [

CAIRMSIMNOOO0S

16/02/07

Proceed With Billing This Booking

> Cancel

.. =

6.3 Multi Stage Invoices

Multi Stage Invoices are used when the customer is billed in stages (eg. 50% on order and 50% on delivery).

functionality is driven by parameter settings in RentalPoint and can be set up as follows:

This

e Enable Invoicing Parameter #46 to allow multiple stage invoicing (these options are only visible in the booking when

the parameter is enabled)

° Once the above parameter is enabled simply edit the booking and click the payments tab and follow steps 1,2,3 below.

° If this customer will have many bookings with the same invoice stages then set up the payment terms under
the financial tab of the customer record. Once you have done this you can hit 'default' in the payment terms of the
booking to load the default terms from the customer record without having to set them up each time.

6.3.1 Adding an Invoice Stage

Out 24/11/130800 I 19/12/130600 0002300003 Location |0~ Sy - — 3
; ( Setup Payment Terms .
Customer | Catortar | Easpeers [ vere | totes | Pavments | asachmens | Other Detals | s1ans | Fe - - =
Paymert | % 4 Click to toggle
Payment Terms | d N aMount and
e X ) i — e
Payment Optors
Prompt for Payment on Invaarg -
Payment Method Surcharge %
v ! 000
1 B
Ivoxe Stage Name Amout
I Baarve
T Wik S1age Irmacng
o bt ol Price Mrus Pre payments Aemount Mot Agpied
. 2. :
[ rore >} ~] & Detan 5497.80 0.00 L S 750
i L Clickto sdd stages v | [ ot | [ ocen]
_— —

RentalPoint Invoicing Options
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Once the stages have been added they will show up in the booking

RentalPoint Invoicing Options

Out 21/11/13 0800 In 19/12/130900 0002100003

Locaton |0 -Sydney ~
| Customes | Calendar | Equpment | verue | Notes | Payments | Attachments | Other Detais | stats | Folowwo |

Payment
Payment Terms
0 day account
Payment Opbons
Prompt for Payment on Invoicng
Payment Method

-

Tetms for Mubtiple Stage Invong

50.00%/50.00% -

Shows HOW the booking
is set up for invoicing

6.3.4 Invoice a Booking Stage

Choose the 'Print I

Deliv

nvoice or
3-03-2016 |0 Th

| New »
& Find » 5-05-2016 09:00 | Tue |31-05-2016 | 18:00
r rgsiﬂﬂﬂ . 6-2016 11:01|Thu |02-06: 1259
S work g 1-06-2016 1201 |Thu |02-06 9
2% Admin 5 Wed 08-06-2016 1201 Thu 03-06-2016 1159
Financials »hustin  Thu 09-06-2016 1200/Fri|10-06-201612.00
W
Print [Fast Report]l * & Invoic Batch o
(e T EERREDO I
oo + S Booking Hardcopy F5
* 4l Log Qut Custom [Using a Template] cirisF1o |10
$UEH, INC Custom Batch (Using a Template] oo
Teronto to 1- New York & Packing List Cul+p o
eromto 101 - Hew ore 23 Packing List Showing All Equipment Sent Out oo
QD Collection Dacket Crl+AltsD

New Yorkto 0 - Toronto (€ Return Receipt
28742 2 Batch [Delivery Sheets andjor Collection Dockets]
Zorna, Lp, S Print Product Documents

1749827428742 £ Purchase Order CrlsAItsP

- - &) Booking Statistics Report -
JNNING TENTS Maintenance Casts Report 30
PUSH, INC B Crew Schedule crlsaitss [

test L] Custom Crew Schedule o0
) Technician Show Sheet

test

Click the ‘Select Stage to Invoice Button below’

[@Print Invoice or Delivery sheet

Boaking No.

PO No.

Total Invoiced
Less Payments

Balance

Sheet’ option from the Booking Menu

[x]

[Select Standard Document Printouts
[¥ TAX INVOICE/HIRE AGREEMENT

I TAX INVOICE / FILE COPY
I TAX INVOICE / CLIENT COPY
[ Delivery sheet

I™ collection docket

[~standard Document Prinfine Ontions——1

Rayment 30 day account -

Invoice date s

Deposit Amount AUD
Invoice Amount AUD

Select Stage to Invoice ..

I Print Unit Rate on Standard Invoice

I™ Prices on Delivery Sheet

[Standard Document Destinatio

EE PDF
@ Email as PDF

Select Custom Document Printouts

I Custom Tnvoice Using a Terplate (dick Ok/Print to select template) ‘

Custorner Contact

[ EE

Beokng Cortad._ [ERRRRRII | =] |

[~ Customer [Venue
adine 3 I || srectaire: SonARONTSTREENEST
post cose [
ot I Heen e
e [
R Identify Batch Delivery Blank Form
Re-Print Invoice L
Less <« OlfPrint X Close

RentalPoint Invoicing Options

Last Revised: August 2" 2016

See here for what
stages are invoiced
against what invoice
number

< f—

Invoe Stages
Irrecece Staoe Petcont | Amount Invorced | Irvoics No.|
N Frst stage 50.00% 2748.90 No
second stage 50.00% 2748.90 No
v
Surcharge %
0.00
Balance
Total Price Mnus Pre-payments Balawrce
Defadt $457.80 0.00 [ &£ Enter a Prepayment | |5997.30
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8 print Invoice or Delivery sheet

Booking No Stage Mame

I Stage Amount | Invoiced Amount |

First Stage
PO No.
Second Stage

E— | o
a
A

Total Invoiced

2,748.90 0.00
2,748.90 0.00

Less Payments

Click here to choose
stages youwant toi

Balance

Payment 30 day account -

Invoice date
Deposit Amount

Invoice Amount

the
nvoice

5
and BSIEAMIDNS to
showtheinvoice

Supportif you need

cutoner coze. | | | |

R |

Booking Contact

I Customer L —
organsatin veieyro (I«
cess Roem I
acdine 2 s zcoress [—

Phone 1 | Show in Maps
poes [ R
R Identify Batch Delivery Blank Form
Re-Print Invoice 5
Less << Ok/Print K Close

6.3.5 Changing a Stage AFTER Invoicing

RentalPoint Invoicing Options

Note: In order to see the
STAGE amount on the
invoice output document,
you will need to use a
custom template with insert
fields &stgNameC& and
&StgAmtDN& to show the
stage invoice name and
stage invoice Amount
respectively. Please contact
support@rentp.com if you
need assistance modifying
your custom template.

e A stage may NOT be changed if the stage has been invoiced or if the invoice has been paid
e To fix an error with a stage amount, the user must first REVERSE any payment against the invoice AND

CREDIT out the invoice

To Modify an UNINVOICED stage, you may access from the booking. Alternatively when you attempt to
invoice the booking, if the stage amounts do not equal the booking total, then Rentalpoint will automatically

: rom:t xou to correct xour sta=es.
RP Modify booking

Qut 02/08/16 1530 In 03/08/16 0930 MYTESTO0014 Lo

<cation |0 - Toronto E|

Customer ‘ Calendar | Equipment ‘ Notes |mr[ Other Details ‘ Status ‘Payr‘nem; ‘Crew | Location ‘ Followup ‘
Payment rInvoice Stage:
Payment Terms Invoice Stage |Percent ‘Amount ‘Involced|[nvowce Nc“lnvolced
| 30 day account |3| First Stage 50,00% 274830 No
Payment Options Second Stage 50.00% 2748.30 No

|Pr0mpt for Payment on Imsoicing E

Payment Method Surcharge %

| oo

B8 setup Payment Terms

Balance
Total Price

Terms for Multiple Stage Invoicing

—— IR T

Minus Pre-payments n
First Stage

50.00%,/50.00% B -Iii Defaultl

Click tojmodify stages

Bl =l & ) X

Credit Card Information

Name

Address Line 1

Address Line 2

Suburb

State

Post cade

Card Name

Card Number |_

2748.30

Invoice Stage Name

L]

ID No.

Amount

Expiry Date D /D

MM VY Amount Not Applied

RentalPoint Invoicing Options

Total

Click here to edit
highlighted stage

5497.80

[ New | = Edit | it Delete

Rl

K Close

Last Revised: August 2" 2016
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6.3.6 Printing/Re-Printing a Multi Stage Invoice:

e In order to see the STAGE name and amount the invoice you are printing, you will need to use specific custom template
insert fields (&srtNameC& and &StgAmtDN&), if you are unsure of how to do this please contact RentalPoint Support for

assistance (support@rentp.com).

e You cannot re-print an invoice stage (via 'print using custom template'). However you can find each stage invoice on
the attachments tab of the booking and could print from there.

RentalPoint Invoicing Options Last Revised: August 2" 2016 Page 12 of 15
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6.4 Project Invoicing

See screen shots below for step by step instructions on how to invoice a project.

NOTE:
e Bookings are attached to a project by entering a project code in the ‘other details’ tab of the booking.

e When invoicing a project, taxes from the customer being invoiced will override any and all taxes entered on the

RentalPoint Invoicing Options

booking within the project. See below for screenshots

. Project Invoicing Options
o Bookings Individually Invoiced - the user would like to individually print an invoice for each booking

separately. In this case each booking can be invoiced as outlined in invoicing options 1-4 above.

o  One Invoice for Project - One project invoice is produced to send to the client.

6.4.1 Choose how the project should be invoiced....

ﬁ Project &
Project |
) venue (@ Delivery Address
Project Description |
Expected Attendees Hame lz“
Address
r Suburb
Bookings in Project Invoiced
(@) Bookings Individually Invoiced City StatefProv
. Country Post code
(") One Invoice for Praject =
Contact 0 = (& X
NOTE: When inveicing a Project, taxes from the
customer heing invoiced will override any and all taxes Country CodeArea Code Number Extension
b, ntered on the bookings within the Project. Phone 1 ‘ ‘ | | | | ‘
Calendar Phone 2 | ‘ ‘ | | | | ‘
warehouse offflpate | 16/11/12 || [ Fax | | | | [ |
Show Startigh Dae | 1e/11/12 | = A Discounts
Salesperson
Show EndifgDate § |17/11/12 | =
il Rental Discount Rate |D.DD ‘ |DE -DEMO lz“
Warehouse fn Dale | 17/11/12 S Coordinator
Sales Discount Rate |D.DD ‘ |DE -DEMO IE“
Days Using

Project Invoice Settings

6.4.2 Right click on the project and click 'Print Project Invoice’....
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| renm@IFoINTV.IY

Actions Reports Crystal Reports Assets Setup  Others Help

\/\ Bookings
ChBeramd a0 RTIESEBRSSEE

4 24 Projects

% o~ efs - -01/01/1980 to 01/01/1980
,.[0 1112 -Royal Easter Show 2000 -02/10/2001 to 0/10/2001
Shortages (0] 123412 -TEST - 17/11/2010 to 18/11/2010
) [0 12345 - - 21/06/2013 to 22/06/2013

[ 123456 - - 11/11/2013 o 18/11/2013
D 9239  -First year sg Aoteniannc . aotasiann.

Customers [ 98SALES -Hirepaint | &> Mew Project
[ 935ALES -HirePointd & Open Broject

| AnA -
() !\ii 8 ABCI00 - Infocomn| W Delete Project
Products ~(0 CHIPFSS -Chip festy ey oy proiect Quote

(L] CONFCOMM -Test Pr
[ CONVa994 - Convent Print Project Invoice
-3 QP11 - Batch Print Invoices
{Z] CURRY201 - British C{
([ DIOR - Diors Projed &
= m > (1] EXPOHOME - EXPOHd
(] F12011 -F1Car Rag

Eatch Print Delivery Sheets / Collection Dockets

Attach

;m “ [ FISHSHOW - Fishermq &) Un-attach
ule
~{]) GANSTER. - Ganster f
— faHao - Project Weekly Total
([ HOMEL2 - Home Exp Project Weekly Total (all weeks)
P, {0 JEWELT - Jewel Aus

(I M11125 -Bunny he 75| Project Weekly Total (summary)

/ [ M8573 -NAB Confe| [§] Project Totals

~(J M30533 -Pigme sho| [ project One Day Total
{2 NABNOVSS - Nab Con!

[3P28  -HOTELLW1 - 15/06/2006 to 15/06/2006
o ~[JP30  -Week 2309-datestodate - 15/07/2009 to 15/07/2009
[CaPcss  -PC 99 Show - 09/07/1997 to 10/071997
»-[JPR123 -Project Example - 16/05/2011 to 17/05/2011
Contacts s (] PROG - The Programmer’s Show - 01/01/1380 to 01/01/1980

6.4.3 Choose discount method....

Discount Options

e Use Discount from Project and Taxes from the Customer - Using this option will produce ONE Project Invoice. This
invoice will be attached to the account selected under the ‘Organisation Details to Use’ on the same screen.

¢ Use Discounts and Taxes from Bookings - If you choose discount and taxes from the bookings RentalPoint will produce
an invoice for each booking in the project BUT will merge all these bookings to one piece of paper to send to the client -
there will be no invoice number on the merged document and you will not see the document attached to any customer

record as it is NOT an invoice but a summary of all bookings invoiced under that project. This option is often used to tax
some items in a project and not others.

Click Next to move on and pick an invoice date

Details for Printing Project - PROJECT - Billing Cycle #4 @
Company Details to Use Eill To
WINGS - Wings For Life Foundation - E [ZIsame
WINGS e

Print Options

[7]Use FastReport
Discounts and Taxes
@ Use Discounts From Project and Taxes from Customer Selected Abeve

(@ Use Discounts and Taxes From Bookings

Mote : Selecting 'Use Discounts From Project...’ will apply the project rental dizcount and project sale discount to the
equiptment totals. It will also apply the taxes from the selected customer to the totals, This option overrides any
discounts or taxes an the individual bookings. Select 'Use Discounts and Taxes From Bookings' to keep the individual
booking discounts and taxes and ignore the project discounts and taxes,

¥ Cancel l l Next  —>
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Select the invoice date and click Next to select the template.

Details far Printing Prject - PROJECT - Billing Cycle #4

Invoice Date

E 11th March 2016

sun Mon Tue wred Thu Fri Sat
1 2 3 4 5
6 7 8 9 10 11 12
13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30 31

om]

ows] & weo

Vear & ]

x| [ ]

RentalPoint Invoicing Options

Account Payment o

.
Payment Details | Invoices and Payments | Security Depasits.

Account Balances

90 days+ 60 days 30days Current Total Due Payments (ast 30 days)

(| — | ——

Tag|Invaice # | Date [seq | Amownt[Type [t Credted| CredtDate | Dustanding| Cheque/Cad # [Py Tupe |
13037 29/10/13 00002 11.00 Invoice 6.00
29/10/13 00002 5.00| Payment 1234 Cheque
13038 30/10/13 00001 11.00 Invoice 11.00

11/11/13 00005 Invoice 1,7¢

13050 1,760.00 '60.00
T 7 N S V1 S Y I I

ﬁ Shows as project

invoice on customer

£nd Date;

[Clincude Archived
Sert Transactions By

account
Memo [Project Invoice l  pply I a(ng-app\-,‘ ‘SQRE erse [ B Credit ] ‘@Cm ert ‘
Totals
Payment Amount Amount Applied Settement Discount

r—
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