
Projects Tab and Project Functionality 

 
Projects are only visible if the Projects option in Operational #183 is enabled. 
 
There are three main tabs in the Booking Grid. The tabs are located just above the scope bar at the bottom of the Booking Grid 
window. The third tab, Projects, displays all projects in the system. Projects are a means to group bookings together for a single 
event or show. 
 
Create a Project 

 
In the projects tab click New Project. The project code is a unique identifier and allows bookings to be assigned to the project. The 
project description will be used on various reports throughout the system. The calendar dates are a general guideline that operators 
can use when assigning bookings to the project, these dates will not be used on the assigned bookings. Venue information is also a 
general guideline, individual bookings can have their own venue.  
 
Click OK to save the project. Upon saving, a prompt will ask you to assign a booking to the project right away. Clicking Yes will open 
a new booking with the project code and project description automatically entered in the Other Details tab. 
 
You don't have to assign a booking right away. The project will still be saved in the system and available for later use. 
 

 



Project Reporting 

 
There are various reports available in the Projects tab. These reports will total all bookings within the project and breakdown the 
totals based on the report you select. 
 

 
 
 
For example, the Project Totals report is quick and simple for easy calculations. It displays the total amount of each booking within 
the project as well as any sub rentals or purchase orders that are associated with the project. 
 
 

 



Project Quotes and Project Invoices 

 
The Project Quote and Project Invoice options use a custom template. You can create your own custom template by using the insert 
field module in Word. Due to the complexity of the information being displayed, insert fields for a project template are somewhat 
limited. A listing of available insert fields can be found in the Template Insert Fields folder in the knowledgebase. Below is an 
example Project Quote. 
 

 



Discounts and Taxes 
 
When printing quotes and invoices, you can choose to either use project discounts and taxes or booking discounts and taxes. The 
system generates a single piece of paperwork for your client with totals from all booking in the project. 
 
The project discounts are setup in the project properties and will override all booking discounts. The project taxes will come from 
the customer that you choose to invoice; you select this customer before printing the invoice. The customer's default taxes will 
override any taxes selected in the individual bookings. 
 
If you select the option to use booking discounts and taxes in your printout, the system will use the discounts and taxes from 
each booking assigned to the project. 
 

 
 



Project Batch Printing 

 
A Batch Print can be run on any projects that are setup as Bookings Individually Invoiced. The Batch Print option invoices each 
booking in the project and saves the operator time of tracking down each booking individually.  
 
Right click a project and select Batch Print Invoices. Select either a Standard or a Custom Invoice. If applicable, tick the option to 
Re-Invoice previously invoiced bookings. Re-Invoicing will credit the previous invoice and issue a new one. Click OK to print. 
 

 


