
 

 

Returning Checked out Items 
 

Last Modified: November 15, 2019  Page 1 of 19 
 

 

Availability in RentalPoint is determined based on warehouse out and in dates (and heading out and in dates) of a booking.  Checking 
out and returning gear to a booking tracks stock movement within your company.   
 
There are several parameters that affect availability and return functionality and it would be in your interest to check the settings of 
these parameters.  See section 1 for more information.   
 
Returning gear to a booking can be straight forward if all items are returned. However, you may also need to write off some 
unreturned gear, return gear late or extend some gear for a longer rental period.  This article illustrates the options available in 
RentalPoint when returning gear to a booking. 
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1. Parameters that Effect Availability and Returns 
 

1. Operational # 6 - Equipment Availability Checking. This parameter can control:  
a. Whether ‘Checkout Affects Availability’. With this option enabled, the availability of items will change to reflect the 

actual time they were checked out (instead of the scheduled date). Also, the booking dates will be changed to 
match the date of checkout if a final checkout is done before the booking is scheduled to go out.  

b. ‘Early Return Affects Pickup Date’. With this option enabled, the ‘Pickup For Return’ date of a booking will be 
updated when a Final Return is completed earlier than the scheduled date.   

c. ‘Late returns are unavailable until returned’. All items that have not been returned by the scheduled return date 
will be unavailable until they are actually returned.  

d. ‘First Come First Serve Reservation’. The availability of equipment will be reserved in the order it was booked. With 
this parameter disabled, if bookings have overlapping dates the first booking to be checked out will receive the 
product.  

e. ‘Fixed Cross Rental Assignments.’ Cross rentals only count towards the booking they are assigned to. If no booking 
is assigned, it will still count towards the overall availability. 

2. Invoicing #28 – Print Goods Returned Box 
3. Invoicing #31 – Print Out and Returned Columns 
4. Invoicing #38 – Can Invoice Before Return 
5. Operational #7 – Default Delivery and Return Times 
6. Operational #29 – Set Default Return Date 
7. Operational #31 – Disable Late Return Charge Prompt 
8. Operational #119 – Change Booking Status on First Return 
9. Pricing #48 – Pricing Basis for Losses 
10. Barcode Parameter #2 – ‘Asset Tracking Options’, must be in use in order to use Project Return Option 
11. Barcode #40 – Allow/Prevent Return of lost items to stock 
12. Barcode #42 – Return assets before entering them into maintenance 

2. Find out what is checked out on a booking 
 

Right click on a booking and view checkout session information
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You could also look at the equipment grid of the booking 

 
 
Lost items will show under the Equipment Out tab, since they were sold on the booking and will be permanently ‘out’ 

 
 
They will also show under the ‘Losses’ tab making it easier to identify all losses to a booking 
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3. Basic Return 

When returning items. Right click on the booking, click ‘work’ and ‘return booking’ OR click the icon on the 

main menu and choose your return option from there. 

Scan any barcode items via the ‘Enter Barcodes’ tab, then complete the ‘returned qty’ for all other gear as needed. 

Assuming all gear has been returned, check the ‘Final Return’ box and save.  This will ensure that the booking status 

changes to ‘Returned’.  Check the table of contents for other operations you may need to perform on checked out items. 
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4. Return Assets Direct to Maintenance 
 

Assets found faulty or damaged while on-site can be returned directly to maintenance.   

First ensure Barcode Parameter 42 is set to ‘No’ indicating 
that you are allowing a maintenance record to be entered 
for an asset while it is still checked out to a booking. 
 

 
 

Then while the asset is still checked out to the booking….. 

 

 
Enter a maintenance record for the asset via the 
products menu. 

 
The maintenance entry form will indicate that this is a ‘Return 
direct to maintenance’ pending return from the booking it is out 
on.  
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Since the maintenance record is not active (pending 
return of asset), you won’t see the asset on the 
maintenance grid.  You’ll need to run the ‘Report - 
Returns direct to maintenance’ report to see any 
pending maintenance records. 
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When returning the asset, you can modify the maintenance record by clicking the ‘Damaged’ button OR just check it in 

as normal …. 

 

Once the asset is returned to the warehouse, RentalPoint will automatically activate the maintenance record.  
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5. Return of Unused Equipment 
 

Unused gear may be returned to a booking BEFORE the return date of the booking.  If today’s date is greater than 

the return date of the booking, you will not be able to process this type of return. 

When returning gear BEFORE the return date of the booking, access via the same steps as basic return in section 3 

above.  RentalPoint will prompt for early return information based on the date of the return. 

Click YES for unused equipment 

 

Click OK 

 

Scan and return gear as per basic return in section 3 above. 

6. Return, Find from barcode 
Access via WorkReturn [Find from Barcode] 

Scan the barcode of the item in order to FIND the booking the item is checked out on. 

 

The booking will be located and RentalPoint will open a checkout window for that booking.  You will then have to scan 

the barcode again in order to return it to the booking.   



 

 

Returning Checked out Items 
 

Last Modified: November 15, 2019  Page 9 of 19 
 

7. Open Return (Also multiple operators returning to same booking) 
RentalPoint will allow users to return barcoded items to a group of bookings via ‘Open Return’ option (from booking 

gridWorkopen return) 

Many operators can use ‘Open Return’ in order to return gear to the same booking at the same time. 

For multi-location systems, scanned assets will be updated to the current location (see 7.1 for more details) 

 Out assets will be returned and updated to the current location 

 ‘in-warehouse’ assets will be updated to the current location 

Add all bookings to the list that are involved in the return and click OK. 

 

Then scan all items being returned and the return will be applied to the correct booking.  Upon saving the return, you 

can apply returns of non-barcode tracked items, via the check box highlighted below. 

 

 

Open returns are tracked via ‘Open Return Audit Trail’ 



 

 

Returning Checked out Items 
 

Last Modified: November 15, 2019  Page 10 of 19 
 

 

7.1 Asset Location Change on Scanning 
For multi-location systems, the Open Return functionality can be used to scan multiple ‘in warehouse’ assets to a new 

warehouse location without the need to have them out on a booking or a transfer.  

All assets scanned in the Open Return will be updated to the current warehouse location even if they already have a 

status of ‘in warehouse’ 

 Assets ‘Out’ on a booking will be returned and updated to the current warehouse location 

 Assets that are ‘In-warehouse’ will be updated to the current warehouse location 

 The asset warehouse location change will show in the Asset Movement Trail Report.  (Asset Audit trail will show 

changes to asset ‘Home’ location.  

Right click on any out booking, click work and ‘open return’.  The booking you choose will not be affected if you are not 

returning anything to it. 

Original Asset Location 

 

Open Return from New York for example, will require user to confirm location 

 

Scan all assets that need to be returned/scanned to a new location 
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User will receive warnings about asset return and location change 

 

 

Asset location is updated and asset is returned if out. 
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8. Enter Losses and Breakages / Write-offs 
 

If a customer loses an item or returns it broken, you can apply a sale charge to the booking either instead of or in 

addition to the rental price. 

To access, click  from the return window.  Depending on your parameters the system may prompt the 

operator to select whether they want to charge only the sale price or the sale + rental price. (Note : Pricing parameter 

#48 will allow you to set the pricing options for losses) 

The losses and breakages window will display all the equipment in the booking along with the barcode that was sent 

out. To display only items that have not yet been returned select the Items Not Returned view. 

Enter a quantity in the Lost/Broken column for the affected piece of equipment and click OK. 
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The booking will open and the items marked as losses will appear below the new Losses and Breakages heading as sale 

items. If only the sale price is going to be charged, the original rental line is removed, and if sale + rental is charged then 

the rental line remains. 

Save the booking at this point to confirm the changes. The items entered as losses will be marked as sold and the overall 

stock quantity will be reduced. If the item is asset tracked the asset will be marked as sold. 

 

Since only the SALE price is being charged, the ‘enq’ line will need to be cleared before saving.  The purpose of 

this line is to show the user where the item is being removed from on the booking.  Click  to clear the 

line. 
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Alternatively, if both the rental and sale price were being charged, both lines would stay on the booking. 

9. Return Sales Item or Item that was ‘Written off’ but now returned 
 

 

Option 1: ‘Prevent Return of Asset to Stock’ – Use this option to prevent items that have been ‘written off’ or sold 

against a booking they were lost on from being put back into service.  

Option 2: ‘Return Asset to Stock’ – when enabled, scanning a sold, lost, stolen or written off asset in the return window 

will set the asset status to ‘active’.  The secondary parameter setting will determine where the asset can be returned 

1. Only allow return of assets associated with bookings 

a. The asset must have been last checked out on the booking it is being returned to 

2. No, always return to stock 

a. Return to stock regardless of what booking the asset is returned to 

9.1 Items SOLD on Rental bookings 
 

Barcode Parameter #40 explained above affects this functionality 

Items SOLD on Rental bookings either as legitimate sales OR ‘written-off’ due to loss or damage, can be returned via 

‘Return Sales Item’ option on the ‘Work’ menu.
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The stock value will be adjusted/asset restored to available and restock fees (if applied) will be added to the booking.

 

9.2 Items NOT on a booking that are recorded as LOST/STOLEN/SOLD 
 

Barcode Parameter #40 explained above affects this functionality 

Use Barcode Parameter 40 to determine how your company wants to treat disposed assets when found.  This 

functionality refers to assets disposed of (Lost/Missing/SOLD ) while NOT checked out to a booking.   

When Barcode 40 is set, these types of disposed assets can be returned to inventory by scanning them in the return or 

open return windows for any booking.  

 

 

 

Here’s how it works: 

1. Scan the barcode in the return window for any booking/open return 

2. The item will NOT appear in the equipment returned list, instead an error will display indicating that the asset 

will be returned to inventory on save. 

3. When the return session is saved, the Asset will be moved to the warehouse location it is scanned into 

4. NOTE: If the cancel button is clicked the assets will not be returned.  
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The asset movements window shows an entry for the return, indicating that the stolen asset was returned during the 

return session for DT00035 by operator RP.  The location difference is also noted in the description message. 

 

10. Late Returns 
When items are returned late, the user can choose (via Operational Parameter #31) to be prompted for charge against 

late returns. 

 
 

If not charging for late returns, RentalPoint will process the return as normal.  If you want to charge a nominal fee 

for late returns, do not choose the ‘charge for late return’ option.  Instead add an extra line item to your current booking 

(either generic or sundry) showing the price of the late return, then re-invoice the booking. 

If charging extra for late returns, RentalPoint will: 
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 Prompt for a new return date  

 Return the gear still ‘out’ to your current booking 

 Check that same gear out on a new booking (with the next available number) showing the new expected return date. 

 The new booking will show that it is an extension of a previous booking 

 To determine which return / checkout time is applied use the settings in Operational parameter # 31. 

    Actual (current time) – will apply the time from the server 

    Scheduled (booking warehouse in) – will use the scheduled return time from the booking 

 

 
 

11. Project Return 
Available in RentalPoint v11.2.1 and higher versions.  The Project Return Option will open the ‘Open return’ window 

with all the confirmed bookings from the project loaded into the list for return.  This will allow any bookings in the 

project to be returned without the user having to add them manually; it will also prevent warnings associated with 

unselected bookings.  

Parameters… 

 This functionality is only valid with barcode tracking Parameter 2 turned on. 
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Operator Privileges… 

 Operators must have the ‘Can use open return and Project Return’ operator privilege enabled.  

 

 

 

To return a project, first highlight the project, then right click and select ‘Return’ or click the ‘Return’ button at the 

bottom of the screen.  
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12. Extend a Booking 
 

Sometimes user may need to extend some or all gear currently checked out to a booking.   

Parameters controlling this feature are: 

 Barcode Parameter 27 ‘Prompt for Extending Booking on Final Return’ 

 Operational Parameter 22 – ‘Return date for Extension Booking’ 

Access the ‘Extend’ option from the return window in RentalPoint. 

 

 

To extend some or all gear on a checked out booking: 

 Return all gear to the booking that will NOT be extended 

 Then choose the ‘Extend’ option 

 RentalPoint will: 

o Prompt for a new return date  

o Return the gear still ‘out’ to your current booking 

o Check that same gear out on a new booking (with the next available number) showing the new expected 

return date. 

o The new booking will show that it is an extension of a previous booking 

 

 

 

  


