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1. Background 
Throughout the software there are several fields that indicate the progress or stage that a 

booking is in such as the “Progress status” and ”Stat” on the booking window as below – 

 

Above the “stat” column shows that 1 booking has been returned and invoiced. 

There is also a field inside the booking that shows the “Complete” status when a booking is ready to 

invoice. 

 

2. Purpose 
To provide the user with a single point that shows the progress a booking is currently at, and 
allow additional steps to be added and changed. 
 
 
 
 

 The following help document refers to Rentalpoint v11.3 and higher 
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3. Workflow location 
The Workflow shows in a column on the booking grid as below - 

 

The workflow steps shown above are for the warehouse. 

4. Daybook Schedule 
The workflow also displays on the schedule daybook. 

 

Before it will display the workflow required needs to be selected from the “Display Options”,  

see below - 

 

The column that the workflow is displayed in can be selected by clicking the “Daybook 

Column Order” button.   The workflow can be updated by right clicking the booking and the 

workflow column,   then selecting ‘Update workflow’ from the menu. 

After updating a workflow step, click the refresh button to display the update. 
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5. Workflow types 
Companies normally organize their people into departments such as Sales, Warehouse, 

Logistics and Accounts.  Each of these departments may have a different workflow.  A 

workflow is a series of steps that are performed on the booking and are usually completed in 

order. The steps represent the stage that the booking is in at any time. For example - 

Workflow steps in the Warehouse department may be Prep, Pull, Checkout in Progress, 

Checkout Complete, Return in Progress, Return Complete, Closed. The workflow step may be 

different for each department. 

Operators may be associated with one or more departments/workflows, the booking grid 

will display multiple workflows at a time.   Each operator has a primary workflow set in their 

operator record. The operator has access to many workflows, their primary workflow is 

displayed first on the booking grid,  followed by their other works flows in a continuous 

string with a (colon) : separating each.   Only workflows that the operator has access to are 

shown. 

For example if an operator is linked to the “accounts” workflow then the booking grid will 

show the workflow steps for the accounts workflow,  as below – 
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6. Updating Workflow Steps 
 

This operator privilege allows/prevents operators from changing the current workflow status. 

This way operators can be added to workflows so they can see the current status but will be 

prevented from changing it.  

 

 

Updating a workflow step is a manual operation that the user can do at any time,   within the 

booking on the “Status” tab as below – 

 

There is also a right click option in the booking grid to update the workflow, ensure you right 

click on the workflow field of the booking grid to see the option – 
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7. Setting up Workflows 
In the “operator” set up, an operator group needs to be allowed access by checking the box 

in the “Setup and utilities” tab. 

In the setup menu in the “parameters” option then in the “custom viewing”, “User interface” 

tab window,  check the box for Workflows – 

 

Then close and re-open the software. 

On the setup menu there is a menu option to set up Workflows. 

In this window new workflows may be added or disabled. 
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In the workflow setup window show on the last page,  there are sample workflows for Sales, 

Financial, Warehouse, Crew, Cross rentals and purchase orders.    When this window is first 

opened, the window will be blank. New workflows can be added. 

i.  Adding a new workflow 

After clicking the “Add workflow” button the following window will appear – 

 

To save time there are workflow templates that may be added by clicking the “Add workflow 

from template” button, then by selecting a workflow from the template a complete same list 

may be added. 

Alternatively you may type in workflow names and short names, the short names are used on 

the booking grid. 

You may disable workflows later by editing them and unchecking the box. 
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ii. Add Workflow steps 

 

Add new steps by clicking the “add step” button,  then type in the new step name, short 

name and select a colour (color is US/Canadian spelling). 

 

The colour selected will be used to show the step on the booking grid,  but only if the 

operator is linked to one workflow. 

Avoid adding new workflow steps after the system has been in use for some time as 

new workflow steps may change the workflow step for all steps below it’s insertion point. 
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iii.  Add Operators 

Add operators to the workflow by clicking the “add operator” button or the add group 

button. 

The operators linked to each workflow will display in the window – 

 

 

 

 

 

 

 

 

 


