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ABOUT THIS GUIDE

This Totally Brilliant Software Getting Started Guide provides a complete introduction to
using TBS and is the recommended starting point for anyone learning to use the
program. It consists of the following chapters:

provides you with a guided tour of the key components of TBS, and explains how they work
together to automate every aspect of your equipment rental business.

describes how to navigate the application more efficiently by highlighting the navigation
functions provided to allow you to quickly move through the system to search and view data
and ensure maximum data integrity.

describes how TBS manages and tracks your client accounts and contacts information. It
shows you how to add clients and contacts, and how to retrieve client information.

shows you how to create stock descriptions, add rental rates, and customize the display of
your stock descriptions.

explains how to create bookings by combining a client record with chosen stock items. It also
describes how to check availability of stock items, arrange to cover stock shortages, and
produce the necessary client paperwork.

describes the functions available to users with system administrator privileges to add
companies, users and groups and define security profiles.

shows how to use the application to send and receive mail within the application, generate
faxes and letters and create mailing lists.

describes the general accounting functions available in TBS as they relate to your rental
company business. These options allow you to manage sales, purchase, cash management
and general ledger data.
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OVERVIEW

TBS is a comprehensive suite of tools designed to manage every aspect of running an
equipment rental and sales business. Because it was developed by professionals with
many years of experience working in the equipment rental business, it has been
designed to naturally follow the way such businesses operate, rather than requiring you
to adapt your business to suit the software.

This overview is designed to give you a guided tour of the key components of TBS, and
explain how they work together to automate every aspect of your business.



Introduction Overview

INTRODUCTION

TBS is a flexible multi-user system that can run on PCs and Macs, or a combination of
the two, to cater for the existing configuration of computers in your company. So for
example you might have a computer running TBS in the sales office, another in the
warehouse, and a third in your accounts department for the Sales Ledger, Purchase
Ledger, and Nominal Ledger. Each user can be given one of a number of levels of
access, to determine which parts of the programs they can use, and within each level of
access there is fine control over the individual functions users can perform.

In addition there are system preferences which can be used to fine tune TBS to cater for
specific requirements of any individual business. This documentation assumes you are
using TBS in its default configuration. We recommend you become fully experienced with
using TBS in its default configuration before changing the system preferences, by which
time you will have the experience to understand the effect of the changes you have
made.

BUILDING BLOCKS

TBS is based on three main lists of information:

B Clients
B Stock
B Bookings

The following diagram illustrates the relationships between these components:

Clients Stock Rental Pool
“ “
Contacts ’
Bookings
Quotation Packing Invoice

Note
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Building blocks

TBS gives you the flexibility
of maintaining stock
descriptions for items
irrespective of whether there
are any items in the rental
pool. This gives you the
freedom of offering items for
rental that you can source
from other suppliers.

Overview

CLIENTS

The Client Screens contains information about the clients and suppliers used by your
business. It makes sense to include clients and suppliers in a single list because in some
cases a company will be both a client and a supplier.

Each client has a Name and Address screen that includes address, telephone, and email
details, financial information such as the turnover, and a list of contacts with information
about each contact such as their position in the company. It also includes a call log,
which is useful for following up sales calls or credit control.

If TBS is used in conjunction with the optional Sales Ledger, Purchase Ledger, and
Nominal Ledger accounting packages, the Name and Addresses screen can also be used
to check the company account details.

SToCK

The second main list of information is the Stock list. This list provides information about
each of the items for rental or sale, including a description, the manufacturer, a stock
type classification, the purchase cost, and the replacement cost.

For each stock description TBS allows you to specify one or more rental rates, with the
flexibility of catering for all the rates calculation systems in common use, such as $100 a
day for a four day week.

Each stock description also includes details of the number of units in the rental pool. For
each stock description you can specify that serial numbers are required, and list the
serial numbers for each item in stock. Where bookings are made for items that require
serial numbers, they can be entered either by scanning a bar code on the item, or by
manually keying the serial number at the warehouse.

Stock descriptions can be linked together to create products that are typically rented as
a system, such as a computer, monitor, keyboard, and mouse. TBS gives you the option
of whether you link specific serial numbers together, or just stock descriptions.

BOOKINGS

A third key list of information is the Bookings list which allows you to set up bookings of
equipment for rental, generate a quotation, confirm the booking, complete the booking,
and finally generate an invoice.

Each booking consists of client's details, together with the contact and payment
information. It then provides a list of the stock items required for the booking. For
flexibility each stock item is associated with an individual delivery and return date, to
reflect the fact that clients will often require equipment to be delivered on different days,
even though it is part of the same booking. This also gives you the flexibility to add
extra items to the booking sheet part way through the booking period.

Creating a booking is simply a matter of specifying the client, and then adding stock
items to the booking list. Once items have been added, you can check their availability
for the proposed booking period.

Unlike the traditional wall-planner method of managing equipment rentals, with TBS
each item with a particular stock description is considered equivalent until a specific
serial number is assigned to the booking at the warehouse. So there is no need to juggle
items of equipment between bookings to maximize their usage; TBS handles this
automatically.

The Booking screen includes a folders option, which allows you to classify the items into
folders such as lighting, audio equipment, stage construction. This makes it easier to
organize large bookings, and allows you to produce quotations and/or invoices with
subtotals for each category, or showing only the category totals.
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Setting up TBS

Contact your system
administrator if you do not
have access to the features
highlighted in this guide.

Overview

Bookings can include:

B Chargeable items, e.g., amplifiers.
B Non-chargeable items, e.g., cases and mains cables.
B Non-item charges, e.g., fees for custom work.

OTHER FEATURES

In addition to handling the main company, stock, and booking information involved in
equipment rental, TBS also helps you automate every other aspect of running equipment
rental and sales business, including; printing carnets for shipping equipment between
countries; maintaining a vehicle pool; maintaining PAT tests and printing PAT test
reports; printing customer invoices; and even generating Christmas card lists!

SETTING UP TBS

The first stage in setting up TBS in a new company will be to set up the client and stock
lists with information about your customers and your equipment stock respectively.

Client information can be imported from a range of external systems, such as an
accounts system or a contact manager. Likewise the stock information can be imported
from an accounts package, such as a stock control package. Alternatively, either list can
be populated by manually keying directly into TBS.

In addition to entering the clients and stock lists, which will be unique to any specific
company, there are a number of other lists used by TBS which are totally configurable,
but which will generally take a standard range of values. TBS is supplied with a
demonstration database with all these lists already populated, and it is recommended
that you start from the demonstration database, by clearing the clients and stock lists,
but retaining the other lists of information as a starting point for your own installation.

USING THIS GUIDE

This guide is organized in such a way as to introduce a concept followed by a short
exercise to get you familiar with the application. This guide assumes you have security
privileges to each of the features highlighted in the exercises and that you are using the
demonstration database.
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Workflow

Overview

WORKFLOW

Setup Dialogs

Dialogs appear to
prompt you to setup
missing information.
Multiple tabs allow you
to work in multiple
records simultaneously
without having to
abandon your work.

This guide describes the main tasks that you need to understand for day to day use of
TBS. The following lists some of the common functions TBS users perform:

Retrieving the client details from the TBS database, or if a new client, entering in
the new details.

Checking if the equipment that the client requires is available.

Creating a booking to select the items required for rental, check their availability,
and enter how long each item is required.

Sending the client a quotation, and if confirmed, print out a confirmation of booking,
noting the delivery and collection contact and address.

Checking items according to their requirements and sending them with an
accompanying delivery note.

Re-entering returned goods.

Invoicing to the client.

TBS has been designed in such a manner to provide flexibility in how you track and
manage renting equipment to your clients. You are not required to do any of these
functions in a prescribed order. For example, if you create a booking for a client who
does not exist in the system, you can create the new client record without having to exit
the booking record.
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NAVIGATION AND COMMON FUNCTIONS

TBS has a common set of navigation and functions that appear throughout the

application. Understanding these tools can make TBS easier to use. This section covers
the following:

Searching data records

Using multiple windows
Improving screen real estate
Accessing edit functions
Understanding field highlighting
Using spell check



Performing Searches Navigation and Common Functions

PERFORMING SEARCHES

TBS provides many ways of searching for data in the system. Throughout the system,
you will find the following search options:

B  Quick Search
B Detailed Find
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Performing Searches

USING QUICK SEARCH

Navigation and Common Functions

The Quick Search E option appears at the top of most panels where lists of data are
available. Use a quick search to find data based on search criteria in one of the fields for

that record type.

The quick search function is similar throughout the system. Each provides 3 fields to use

in the search including:

B Field name
B Operator
B Search criteria

Depending on the type of data you are searching, additional filters may be included in
the search to allow you to search based on other critera such as including or excluding
specific categories or status information.

Conduct a Quick Search

Select one of the fields
for the type of record
you are searching.
Select the operator to
use for the search.

Enter the search criteria.

Click the Quick Search
button.

Account 1 j Iis ;I ¥ A
Account T Acocount On Stop | Supervized
<Actve
Address line 1 ﬂ
Addrezs line 2
Addrezs line 3
Address ine 4
Alt Phore
Client Code ﬂ
< Conditional I ﬂ
Faw Mo
I nratinn
—
IEIient M ame 2 Iu:u:untains ;I I 5
Sub Type begin: with O Stop Supervized
does contain ;I
s
hot equal ko
greater than or equal ko
lezz than or equal to
rull LI
ruat rll I vl
IEIient Marne = Iu:u:untains 3 |t
Sub Type Aocount Stop
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Performing Searches

The list of operators (e.g.,
begins with, contains, is,
not) and the search criteria
fields update based on the
field type you select in the
first drop down list.

For example, text fields such
as Client Name, allow you
to search based on a string
of characters in a name.
Boolean (true or false) fields
such as Account, allow you
to search based on a value of
true or false such as whether
an account is active
(checked for true) or
inactive (unchecked for
false).

Navigation and Common Functions

USING DETAILED FIND

The Find option appears throughout the system and allows you to conduct more detailed
searches of the data. The following lists the benefits of using the detailed find option:

B Expand or narrow your search criteria by searching on ALL or ANY of the criteria.
B Save commonly used searches.
B Add multiple line items to your search.

When you select to perform a detailed search, you have the following options:

Return only results that match each of the search criteria.

Return results that include any of the search criteria.

Select new search criteria.

Base search on the most recent search criteria used.

Save the search criteria for commonly used searches.
Rename a previously saved search.

Delete the selected saved search.

Delete all saved searches.

Conduct a Detailed Find

[y

Click the Find button.

2. Select all or any
criteria.

3. Select the field name to
base the search.

4. Select the operator.

Enter the search criteria.

6. Click the + button to
add more lines to
narrow the search, if
necessary.

7. Repeat steps 2-6 as
necessary.

8. Click the Search button
to display the search
results.

9. Select Save Search As
if you would like to use
these search parameters
again.

10. Enter a Search Name

and click OK.

o
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Performing Searches Navigation and Common Functions

VIEWING SEARCH RESULTS
The Search results from the Quick Search or Detailed Find method display in a panel at

Click on a column header to the top of the screen. You then have the following options:

sort the results in ascending
order by that column. Click

- B View the number of records returned.
the column header again to . . . -
sort the results in descending B Sort the results in ascending or descending order by a specific column.
order. B Filter search results by adding addition sorting columns.
B Minimize the search results panel.
B Click on a row in the search results to display the corresponding edit screen below.
CTRL + click on a column
header to add a secondary
sort to the results. Use this
method for as many sub-
sorting options as necessary.
Search Results Client M ame 1 kain Phone Client Code Location Type
X . AB Accoustic +1 212 883 3377 ASHOD Urited States Truck Hire
1. View search results in A Televisions +1 216 642 1000 ASHOZ United States Photographer
the panel at the top of ABC & Rental 212-555-0000 ABAO02 Urited States Direct Clignt
the screen. By default,
the list sorts in
ascending order based Jl
on the first column 4 Records & Client Mame & Location & Type & Sub Type  « Clier

2. Click on any column
header to sort the
results in ascending
order. Click again to sort
in descending order.

3. CTRL + click a second
column header to sort
the results within the
original sort order. CTRL
+ click again to sort in
descending order.

4. View the bottom of the
panel for the number of
records returned and the
sort order of each
selected column.

5. Use the mouse to
minimize or expand the
panel. Place the mouse
on the double line just
below the search
results. Then, click and
drag to change its size.

6. Click a row to display its
edit screen.

Main Phone Client Cade

Client M arme

rited States
il lmitad Chatas

©1 016 £42 1000 SRS HOR

i1 2.BRR.ONNN EJ\QAHH‘D

AB Televizsions
AR AV Plawtal
i

Mirark Chant

IFecords & Client Mame  a Location & Type & Sub Tppe & Cler

5 Lt

+

(] lignt |C0ntacts I Attachmenlsl MNaotes I Other Infol Client Communications | Faxes/Letters

bl Save 9 Cancel <) Rever

Client Mame IP.B Accoustics

Address line 1 |IDU Massachusetts Ave

Address line 2 |Suite 100

&ddress line 3 |

Address line 4 IWashington

Zip Code [39999

Main Phane |+1 212 639 3377
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Using Multiple Windows Navigation and Common Functions

The Shift + click option to
invoke multiple windows
causes the window to be
rebuilt each time which may
be slower than invoking a
new main window.

USING MULTIPLE WINDOWS

As you work in TBS, you may be called upon to work in multiple areas of the application
simultaneously. TBS provides access to multiple windows within the application to allow
you to toggle windows without having to close out of one area before accessing another.

If you have multiple windows open, you can toggle back and forth by manually moving
the windows around, or by accessing the Windows menu. Invoke multiple windows in
one of the following ways:

B TBS menu to invoke the main window
B SHIFT + click to invoke a specific window

Multiple Windows

1. Select the TBS menu,
then Main Window (or
CTRL + M) to invoke a
new Main Window.

2. CTRL + click an item
from the left menu tree
to invoke a specific
window.

3. Select the Window
menu and the numbered
item for the specific
window to display that
window.

4. Select the Window
menu, then the
Windows... option to
display a Windows
dialog that displays the
open windows.

5. Click on the desired
window to display it.

TBs ‘Window Help

i Hel
Main Window ol 1 | Window  telp
L : Clase Top Chrl+W

Close Cthers

Close all
5 = 1
BFHE 5 Accounts J : Print Top
[#h_ - Bookings Screens |
- |T 1 TBS - Main 'Window sblamesd Addresses

=14 Client Screens 2 TBS

9 Mames & Addresses 1 3 TBS - Cont#

-1l Contacts 2 ] Windows. .,
- 4& Cliert Bank. Detail

g Credit Accounts

~[asc} Taw Exemptions

TES - Main Window - Mames & Addresses d fes I
TBS - Job Details
Cancel |

-y Clignt Insurance Details :TES - Contacts
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Maximizing Screen Real Estate

Place the cursor on the
double line just below the
search results panel and drag
to resize.

Navigation and Common Functions

MAXIMIZING SCREEN REAL ESTATE

As you work in TBS, you can maximize or minimize certain panels in order to view a
specific area in more detail. Within most areas of the application, you can do one of the
following to maximize your view:

B Resize search results panel

B Hide left menu panel

B Maximize new window

RESIZING SEARCH RESULTS PANEL
Most screens within TBS include a panel at the top to display the search results when
searching data related to the current section of the application. Directly below the search
results panel is the edit panel for the selected search result, or a new record.

You can resize the results panel to view more of the results, or minimize this to view a
broader area of the edit panel.

Search Results Panel

1. Place the cursor on the
double line just below
the search results panel.

2. Drag up to minimize the
panel.

3. Drag down to maximize
the panel.

AB Televisions i+1 216 6421000 i Enited States i Photographer
.M:ir A4 Plantal i 91 2.BRR.NNNN FARANNT i Inibad Chatas Miract Cliant
4
JRecords & Client Mame & Location & Type & Sub Tppe  a Clier

@ Mew

1k

7 MewCopy J1 Delete I ~» Find . Piint

™ Inc Archived ?

Clienit M arme:

Client Mame

B Televisions
Ababouinée
Abacus
Abacus itz Theatre Compary
ABAMIX RECORDING STUDIO
Abandon

Abbey Road Studios (ERI) Lid
Abbey Sound Studios

Ai]hﬂu Widen | imited

4

i+12
i+1 212 8383044
i+1 2134651101
f+1 212 930 4265
§+1 212977 5151
(+1 212977 7700
i+1 213 461-3211
i+1 213 463 2363
i1 M3 ARF AT

Main Phane

0

LASPO0T
LASPOT
455001
ITHE1T
LA5501
LASTOO3
LASTO04
LASTIN

Client Code

Location

nited States
nited States
nited States
nited States
nited States
{Urited States
i Urited States
:United States
i nited Kinndnm

{ Photographer
i Digcounted Client
iDirect Client
Menue

éBank

i Direct Client
iWenue

SWerue

MRnue

27 Recaords

a4 Client Narme
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Maximizing Screen Real Estate Navigation and Common Functions

HIDING LEFT MENU PANEL

The left menu panel provides a tree view and quick access to the functions within the
application. When you are working in a specific screen, you may need to maximize your
view of that data.

You can select to hide the left menu panel to maximize the current edit panel using the
arrow icon on the menu panel. Once you finish modifying the record, you can display it
again to navigate other parts of the application.

Left Menu Panel

Click the left arrow icon
to hide the menu panel.
Click the right arrow
icon to display the menu
panel.

Eﬂ-ﬁ-ﬂccaunts
[ Bookings Screens

I:—]ﬂ Clignt Screens

I Contacts

i Clert Bark Details

g Credit Accounts
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Maximizing Screen Real Estate

Access the TBS menu, then
select Main Window to
invoke a new window. Or,
SHIFT + click on an option
from the left menu to invoke
a specific window.

Navigation and Common Functions

MAXIMIZING NEW WINDOW

When you select to open multiple windows (refer to section Using Multiple Windows
page 11 for more information), you can maximize the new window to full screen mode.

Maximize New Window

1. Click the maximize icon
in the header of the new
window.

Il TB5 - Names & Addresses

Ej" ew Mew Copy g Delete [ o Find s Print E=part Masdm
I Account ;I I iz ;I W L
Il Client Hame tdain Phone Cliert Code Location Type of client

+1 216 B42 1000

AR-0000

1 213 454 1155

ABC Sound ATCO1
ABL LK Ltd +1 2138512233 AUDO3
ABS BELLISSIMA +44 171 528 9462 AlDO2
ABS Cazes +1 213951 0415 AUDM
.t‘-\blsolute I anagement +1 2139605529 AUTOZ |
4

267 Recaords

United Kingdom
Lrite ]

Urited Kingdaorn
Urited Kingdaorn
United Kingdarn
United Kingdam
United Kingdam

Photographer

[ ient

AV Rental Compary

Sound Conmpary

Supplier

Direct Client

Hardware Supplier _ILI
3

Client |Eontacls|Attachments| Notesl Other Infol Cligrt Communicationsl Faxes.-’Lellersl Credit &ccounts | Client Insurance Del§ EE

L

Zip Code 11111

| Save  ¥) Cancel Fiesert Reports
-

Client Mame I.C\BC &Y Rertal Location IE

Address line 1 |112 Iain St, Tvpe of client IE

Address line 2 ISuite 233 Sub Type IE

Address line 3 INew Yark Tax Rate Desc ﬁ

Address line 4 IN‘r’ Tax rate IE

Use Currency OF rll
»
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Accessing Edit Functions

The New Copy function
copies the values in the
currently selected panel. For
example, if you create a new
copy of a client record, only
the data on the Client tab is
copied. The exception to the
New Copy function is with
Bookings. A new copy of a
Booking includes every panel
except the Allocations.

The Commands menu
shows the shortcut keys
available to each function.

Totally Brilliant Software Tutorial

Navigation and Common Functions

ACCESSING EDIT FUNCTIONS

The edit functions are available from the Commands menu and the edit panels within
TBS as appropriate. The commands include:

Save data and keep edit panel open.

Save data and close edit panel.

Change field entries back to original values since the last save.

Exit current screen or function without saving changes.

Modify the selected record.

Present a blank panel to add a new record.

Present new record with values copied from the selected record. Then modify unique values.

Delete the currently selected record.

Conduct a detailed find to search for records that match the search criteria. Refer to
section Using Detailed Find on page 9 for more information.

Conduct a search to return all of the records for the current topic.

Print the current record to one of the print formats available.

Select all records to perform functions such as print or export all of the selected records.
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Accessing Edit Functions

Navigation and Common Functions

ACCESSING EDIT FUNCTIONS
The following section illustrates the ways to access the edit functions.

Edit Commands

Select the Commands
menu to show a list of
available commands and
their shortcut keys.
Click the button at the
top of the edit panel for
the appropriate
command.
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Understanding Field Highlighting

In a lookup field, indicated by
a red outline, enter
characters followed by a ? to
lookup all of the values for
that field that contain that
string of characters.

For example, if you type ab?
in the Client Name field, the
application returns a list of
results that may include the
following:

m ABC Equipment Rental

B Smith Cable

Navigation and Common Functions

UNDERSTANDING FIELD HIGHLIGHTING

The edit fields in TBS make use of field highlighting to indicate to the user the formatting
or functions available to that field. The outline of a field is highlighted when you enter
the field. The following lists the highlighting rules throughout the application:

Lookup field. Use a ? to lookup values for this field.
Optional field.

Entry is converted to ALL CAPS.

Some lookup fields may prompt you to enter a value into the associated lookup table
when you enter a value into a lookup field that does not already exist in the database.
For example, the Location field on the Client screen guides you to a separate entry panel
to add a new entry to the lookup table.

Field Highlighting

1. A blue outline indicates
an optional field.

2. A red outline indicates a
lookup field.

3. A dashed outline
indicates the characters
in the field are
converted to ALL CAPS.
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1 'F‘hone [+1 212 463 2963

Invoice Client

fiddress line 1 | Client Mame

The Abyzs'

Address line 2 | A0

AB Accoustics

AB Televizions

Address line 4 |Ababavinés

Abacus

Zip Code | Abacus Arts Theatre Compary
~ |ABAMI= RECORDING STUDIO
Lacation Abandon

Abbey Road Studios [ERI] Ltd
Abbey Sound Studios

sice Client Code A hhan Widan |iritad
Mew | Mew Copy |

2 l Delivery Client Marne |
Add1

109-115 Elackfriar: Road
10633 Riverzide Drive
100 Maszachusetts Ave
108 Falace Road

100 Faubourg St Antoine
102 Grafton Road

100 Owford Street
100,Rue D Faubaurg St Antaineg
101 Arch Street

101 Whippz Cross Road
101 Fue Du Mont Cenis

1M Avaroas lazm loirda

Address line 3

Main Phone
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Using Spell Check

Select F7 when in a field to
invoke spell checker on an
individual field.

Select Shift + F7 before
leaving a window to invoke
spell checker to validate all of
the fields in that window.

Navigation and Common Functions

USING SPELL CHECK

TBS provides a spell checker to ensure better accuracy of the data stored in the
application. The spell checker includes a number of options to allow you to control how
and when to validate the spelling of the data in the individual fields or an entire window.
The spell checker includes the following options:

Check individual field

Check entire window

Ignore certain formats such as mixed case or ALL CAPS

Include status and suggestions such as repeated words or phonetic suggestions
Control the speed and accuracy of the spell checker functionality

Check words against one or more customizable dictionaries

Add dictionaries

Specify language such as American or British English (e.g., customize vs.
customise)

Spell Checker

1. Select Spell Checker >
Options, or ALT + F7,
to set the spell checker
options.

2. Review the options to
set preferences and click
OK.

3. Select Spell Checker >
Check Field, or F7, to
validate the spelling in
the current field.

4. Select Spell Checker >
Check Window, or
SHIFT + F7, to validate
the spelling in all the
fields in the current
window.

5. Review the spell checker
Suggestions and click
the Change button to
change the word to the
correct spelling.

Spell Checker Dptions

r lgnare Options Accuracy
[ lanore capitalized words [e.q. Canadal; = Fast but less accurate
W lanore al-caps words (2.0, ASAP) 1 % Moderately fast and accurate
W lanore words with numbers (2.0, YWind5) = Slow but very accurate

™ lagniore words with mixed case (2.0, SupeBase]

W lagnore damain names (2.9, =yz.com) Dictionaries... |
Fiezet lanores |

- Spell Checker Options

W Report doubled wards (2.0, the the)
[T Caze sensitive
W Phoretic suggestiong

W Typographical suggestions
™ Suogest split wards
W Auto comect

Fevert : | Cancel 3 Ok "

2
d
il Client

Mat in dictionary

m St ;I lgrore |
Igriore Al |
;l Suggest |

Suggestions

I aine 5 Change

Change &l |
;l Options... |
Add words ta

USERDICTLX - L
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Using Spell Check

Open multiple dictionaries if
necessary to use in validating
field entries.

If you select to open multiple
dictionaries, specify to which
dictionary new words are
added when users select to
add new words.

Navigation and Common Functions

USING SPELL CHECKER DICTIONARIES

The spell checker includes multiple dictionaries to allow you to validate the spelling of
field entries. By default, the dictionary used for validation is a standard dictionary that
allows users to add new words unique to a system. The other dictionaries validate
spellings of such entries as HTML codes and specific ASCII characters.

You can also select to validate entries in American English or British English.

Spell Checker Dictionaries

1.

Select Spell Checker >
Dictionaries, or click
the Dictionaries button
from the Spell Checker
Options dialog.

Select a dictionary from
the Available list and
click the <<Open
button to add it to the
Open list to use in field
entry validation.

Select a dictionary from
the Open list and click
the Close>> button to
remove it from the
Open list. The
dictionary will no longer
be used for field entry
validation.

Specify which dictionary
new words will be added
to if multiple dictionaries
are open.

Specify which language
to use in the validation.
Click Add to add a new
word to the dictionary
when using the spell
checker on an edit
panel.

Custom Dictionaries

Open

Custom Dictionaries I

Open

Suggestions

Available twvailable
2 < ope & USERDIC.TLX & HTHLTL Close 5> & USERDIC.TLX
AT TR A SCOENT TLH & OW/RITETLY s ACCENT.TLY
& DWRITE.TLY < Delets 5 Delelds>
<< Edit Edit >>
= New =l = (= =
4
Add words to: USERDIC.TLx .I Add words to: USERDIC.TL? '|
Language: émerican English .I Close Language: American Engish _|' | 5 I Clase
M Client
Mot in dictionary
112 ourk St =] Jgnare

Ignare All

r'ourk
our

Add words to

USERDIC.TLX 'I

| Change
Change Al
LI Options...

Uhda | Cancel |
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CLIENT INFORMATION

This chapter explains how to organize your client information, and describes how to add,
search, and delete client records from the TBS database. It also shows you how to store
contact information for each client record.



Setting up Client Information

This section steps you
through creating 2 client
accounts. Each account will
be slightly different so it can
be used later when creating a
booking to highlight different
scenarios.

This section highlights one
way to add client data. TBS
provides access to this
function from other areas.

For example, if you create a
booking for a client not yet in
the system, you can add
client data without leaving
the booking record.

Totally Brilliant Software Tutorial

Client Information

SETTING UP CLIENT INFORMATION

Each booking in TBS is associated with a client. A client can have multiple contacts. In
this section you perform the following functions related to setting up clients:

B Create new client
B Add contact
B Create new copy of a client

Once you have setup the client account, you can then enter contacts for the client as
well as information on any of the client panels, such as:

List of contacts, or people you may deal with at each company, stored for each client. Each
client can have multiple contacts.

File attachments associated with a client. Attachments are linked with the client record.
Client notes and directions to the client address.
Delivery distance and additional information about the client.

Phone call details regarding communications that have occurred with the client’s contacts.
Information is date and time-stamped to provide history.

Information formatted for faxes or letters that can be printed in a number of outputs.
Financial details about a client including currency, credit limit and finance information.
Insurance information for the client.

ax exemption status details for the client if applicable.

Sales turnover information for selected client.

Information about the client’s bank(s). Details include account details and bank
name/location.

Record of sales information for the client.

Record of purchase, or cost, information for the client.
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Setting up Client Information

ADDING A NEW CLIENT
This section steps you through creating the first client account that you can use when

creating a booking later in the tutorial. For this client account, add the basic client
information as well as contact information.

Client Information

client Account @ Mew 2 Copy ol Delete [ “ Find . Frint Expart
I IncAchived ? |Account ;I I is
1. Select C"ent Screens Client M ame I ain Phone Client Code Location Type of client Sub Type Aoco
021 Couriers 01827 319808 couoo United Kingdom CourierdTrucking Co. re:
> Names & Addresses 1400E Management 3968861288 2LKm United Kingdam Dizcounted Client e
1st Post 4.939E+11 AKLDT Urited Kingdam Cleaner e
from the left menu 2 Subscribe +392/89404019 ATS0 United Kingdaom Set and Staging Co. e
7'1Ir| Precint Bacardinas |imitad + 371 44 41 AR 98 A1 AN | mited Kinadam Linhtinn Ca e
screen. 1
2 ClICk the New bUttOn 267 Records & Client Mame & Location & Type of client .« Sub Type
3. Enter AAA Equlpm ent Clignt |Enn'a“' | Hrnenlsl Notes | Other Infnl Client Communications | Faxes/Letters | Credit Accounts | Client Insurance Details | Tax Exemptions | Sales Tumnverl Client Bank [
Rental as the Client #% ol = ) Fe
Name and Address Clignt Name IF\AA Equiprent Rental Location | NS -
information . Address ling 1 IIUU Main 5t Type of client IDlrect Client -
4. Click Save. 3 [Address line 2 [Suite 200 Sub Type | -

ddress line 3 INew Wark

Address ling 4 IN‘(’

Zip Code [11111

Main Phone |+1 212 555 3333

Alk Phone I

Fax Mo I

Tax Rate Desc IStandard UK WaT

Tax rate |17.500

Use Currency Of |

Default Currency

Default DeliveryfPickup [~

L

Credit Terms I

ol
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Setting up Client Information Client Information

ADDING CONTACTS

This section steps you through creating contacts for a client account. Contacts are
Each client account can have people who work for the client and can be called upon with questions or issues that arise
multiple contacts. for that account.

Contact Information Client Contacts |attachmen

1. Click the Contacts tab
from the Names &
Addresses screen.

2. Click the New button.

3. Enter Bill Jones as the
Contact Name and Mames & Addresses Contact

other details as
< el

1
appropriate. k,, Save q Cloze
4. Click Save & Close to

close the contact and

return to the Names & -
3 Zontack Mame IBlII Jones
Addresses screen.
5. Add more contacts if Direct Phone |+1 212 555 GRGA
necessary.

alk Phone I

Direct Fax/alk Phone I

Job Title

[

Email address | |

Other Info I

Special [ Mok vet defined 3 [
MalefFemale [~ Mok vet defined 4 [

Web Password I
Active [
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Setting up Client Information

When you create a new copy
of an existing client, only the
data on the Client panel is
copied over.

If you need to search for the
client you added in the
previous exercise, refer to
section Performing
Searches page 7 for more
information.

CREATING A NEW COPY OF A CLIENT

This section steps you through creating a new client record based on the information of
an existing one. When you select to create a new copy of a client, all the data from the
selected client is copied to a new client record. From here, you can save time creating a
new record by modifying what is unique.

Client Information

Copy Client Information

1. Click the Client tab
from the Names &
Addresses screen of
the client you just
added. Or search for
that client if you have
moved away from this
screen.

2. Click the New Copy
button.

3. Modify the Client Name
and any other details as
required.

4. Click the Save button.

[5 Mew | Mew [opy 2 Elete [ < Find  _. Print Export
™ Inc &rchived ? |C\ientName LI Icon
Client Mame | tain Phone Client Code Lacation Tppe Sub Type
Add Equipment +1 212 555 4444 United States Supplier
As4 Equipment Rental +1 212 585 3333 United States Direct Client
Abd Rental +1 212 555 33333 United Kingdam Direct Client
4]
3 Records

Cliantlcmt
H Save 4 ncel %) Revert

;hmantsl Nntesl Other Info | Client Communications | Faxes/Letters | Credit Accountz | Client [nsurance Detailsl Tax Exemptions | Sales Tumovell Client

3 lient Mame IEBB Equipment

dress line 1 IllUU Main St.

Address line 2 IStE. 200

Address line 3 INew York

Address line 4 INY

zip Cade 11111

Main Phane [+1 212 555 3339

Alk Phone I

Fax o |

Email address I

‘Web site address I

Tax reference I

Location IUnited States

Type of dient ISuppI\er

Sub Type I

Tax Rate Desc IStandard LK waT

Tax rate Il?.SUU

CIEEE

Use Currency OF |

Default Currency I

Default Delivery Pickup [~

ol

Credit Terms |

Supplier Purchase AfC Ref |

Our Suppliers Conkack I

BlEE

External Reference I

Supplier reference I Standard Discount I— ll—
Company Reagistration I Pricing Type I j
Client Code I Use PO's [
Last Invoiced | Statement [~
Account [~ Use Conditonal Discounks [~ Sub Rent [
24 | Page
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STOCK SETUP

TBS divides stock into types (e.g., Amplifiers, Sequencers, Midi Control etc), descriptions
(the model of stock type), and items (specific item). For example you might have one
stock type called CD players, a description for a brand of CD player, and have five of
these particular CD players.

This chapter shows you how to create stock descriptions, add specific stock items, add

rental rates, flag a stock item to be chargeable or non-chargeable and create equivalent
items.



Defining Stock Types Stock Setup

DEFINING STOCK TYPES

[NnoTE: ] Stock types provide a way to group equipment under general categories and functions.
This section steps you For example, stock may fall under a category such as Audio or Lighting. Each of those
through creating 2 stock categories may contain stock grouped for that function. For example, Audio stock types
types. Each stock type . . )

highlights different scenarios can contain any number of stock items such as microphones, headphones and

when you create bookings in amplifiers.
later exercises.

These sections take a top-down approach to adding stock to the application:

B Create stock types
B Add descriptions to stock types
B Add specific items to stock descriptions

You can resize the panels on
the Stock Types screen to
see a section more clearly.
See section Resizing
Search Results Panel page
12 for more information.
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Defining Stock Types

Stock Setup

DEFINING STOCK TYPES

The

Stock Types screen is laid out in sections to allow you to drill down on specific

information about each stock type in the system. The top panel shows the stock type
categories (e.g., AUDIO, LIGHTING, VISUAL, etc.).

Select a specific category to view the stock descriptions (e.g., the AUDIO category may
contain descriptions for equipment such as cables, microphones and speakers) for that
category in the middle panel.

Finally, when you click on a single description, the edit panel below shows the detailed
information about the stock description (e.g., description, quantity, whether the item is
chargeable or non-chargeable or whether serial numbers should be used to track items
issued on a booking).

Review Stock Information

1.

Select Stock Screens >
Stock Types from the
left menu.

Perform a search in the
top panel to return a list
of stock types.

Click on a Stock Type
from the search results.
Review the results of
stock descriptions in the
next panel.

Click on a Stock
Description from the
search results.

Review the details of the
stock description.
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B TBS - Main Window - Stock Types

= Edit [ MNew 7 NewCopy g Delete I s Find .. Print Export
[ Inc Archived
Category Order Stock Type Accounting Type Sales Account Description
ALDIO 20 Cables Rental Equiprment Diirect Client
ALDIO 110 Amplifie’&E 3 Fiental Equipment Diirect Client
ALNIN 170 [ = Rantal Foinmant Nirart Cliant
<] —
137 Records & Category . Order .« Stock Type
[;3 Mew | Mew Copy gl Delste [ ~» Find . Print Expart
I Ihc Archived
Sort Order Manufacturer Stack Description Gty in poal Ser. Mos Category
FENDER TwiN 12" GUITAR AMP 5 0 es AUDIO
TRACE ELLIOTT BASS COMBO 0 es AUDIO
| 1n MR N12 TERFN AP IEIER 1n War ALIDIN
4
11 Records & SortOrder & Manufacturer s Stock Description

Stock Description |St0c:k F'ric:esl Stock \temsl Stock Kitsl Equivalent ltems | Stock Pictures | Sales Stocks | Stock Motes | Attachments | Alernate Suppliers

| Save ¥) Cancel Fewvert
Manufackurer I
6
Stock Description IFENDER TWIM 12" GUITAR AMP
)

Stock Description {Sales) IFENDER TWIN 12" GUIT

<E <E

Stock Description {MFrs) IFENDER TWIN 12" GUITAR AMP

Sort Order l—
Country of Origin l—
by in pool ID—
Replacement Cost W
Buy In Price l—
Custorms Value l—

Categary [ALDIO

Stock Type IAmp\iFiers

Accounting Type IRentaI Equipment

Location I

Ll ] ]+ L

Technical Type I
Mon Chargeable Ttem [

Use Serial Nos [

Daily Cost I
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Defining Stock Types Stock Setup

ADDING STOCK TYPE #1

This section steps you through creating new stock types. Each of the stock types you

The first stock type you add create will be referenced throughout the exercises.
will be Headphones.

Stock Types W 1BS - Main Window - Stock Types

1. Select Stock Screens >
Stock Types from the
left menu.

2. Click the New button.

3. Select AUDIO as the

Category. 5 hes Stock Tope |
4. Enter Headphones as
the Stock Type. av?\& Close %) Cancel
5. Click Save & Close to
return to the Stock
Types screen. ategary |.ﬁ.LIDIO

tock Tvpe |Head|:|hc|nes|

Order |252

Default Depreciation Rate IEI.DEI
Defaulk Depreciation 3y skem I

Accounting Type I - |

Sales Account Descripkion I

Price Type I d

Active v
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The first stock type you add
will be a Desktop computer.

In later exercises, you create

Defining Stock Types

a stock kit to group items

that need to be included as a

package when booked for a

ADDING STOCK TYPE #2

In this exercise create another stock type. By creating multiple stock types, these
exercises will illustrate different scenarios when you create a booking later.

Stock Setup

job.
Stock Types M TEB5S - Main Window - Stock Type =]
Stock Types Stock
1. Select Stock Screens > 5 !
Stock Types from the b SavedClose I”Ce'
left menu. I
2. Click the New button. J Category |COMPUTERS
3. Enter COMPUTERS as 4 Iﬁtock Type [Deskiop
the Category. order [1362 [§
4. Enter Desktop as the
Stock Type. Default Depreciation Rate IDDD—
5. Click Save & Close to Default Depreciation System l—
return to the Stock Accourting Type | ;l
Types screen. Sales Account Description I
6. Repeat steps 2 -5 to Price Type | |
the following stock aciive |7

types:

Category = COMPUTERS
Stock Type = Monitors

Category = COMPUTERS
Stock Type = Cables
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Defining Stock Descriptions Stock Setup

When you define stock
descriptions, it is important
to make sure the User
Serial Nos checkbox is
selected for chargeable
items.

Tracking items by serial
number helps to minimize
inventory errors when
allocating stock for delivery.

DEFINING STOCK DESCRIPTIONS

Stock descriptions include the detailed description (the model of stock type) and
individual items (specific item with barcodes and serial numbers). For example you
might have one stock type called CD players, a description for a brand of CD player, and
have five of these particular CD players.

This section consists of exercises to illustrate the following concepts:

B Equivalent stock
B Chargeable/Non-chargeable stock

ADDING STOCK DESCRIPTION #1

This section shows you how to create stock descriptions, add rental rates, and customize
the display of your stock descriptions. This section steps you through creating new stock
descriptions. Add stock descriptions to the system from the following areas:

B Stock Types screen
B Stock Descriptions screen

Stock Descriptions

1. Select Stock Screens >
Stock Types from the
left menu.

2. Search for the stock
type AUDIO >
Headphones you created
in @ previous exercise.

3. Click on the stock type
in the search results.

4. Click the New button in
the panel just below the
search results to add a
stock description.

5. Enter ACME
HEADPHONES in the
Stock Description
field.

6. Note that the Stock
Description values for
Sales and Manufacturing
copy from the main
stock description.
Change these values if
necessary.

7. Make sure the Use
Serial Nos checkbox is
selected.

8. Click Save.

M TEB5 - Main Window - Stock Types

______ Edt [ Mew | MewCopy ) Delste [ “a Find o Print Z= Export
[ Inc Archived 7 |Category ;I r
Category Order Stock Type Accounting Type Sales Account Descrip
ALDID 235 P4 Kits Fiental Equipment Diirect Client
ALDID 240 Telephone interfaces Fiental Equipment Diirect Client
AUDIO 2580 ‘wired microph Fiental Equipment Diirect Client
AUDID 251 Headphones 3 Fiental Equipment Diirect Client
Kl
19 Records
@ New | 4 wiCopy gl Delete [ s Find Export [ -~ Full5creen
[ IncArchived 7 ['wananty Days ;I r
Sort Order M anufacturer Stock Description Fiental pool Sales Oty | Use Serial Moz

1 |

Stack Description IS ck F'ric:esl Stack Itemsl Stack Kitsl Equivalent Itemsl Stack Picturesl Sales Stocksl Stock Notes | Aftachments | Alternate Suy

H Save | 8 ncel %) Revert

Manufackurer I ‘ | Use Serialbos @ | 7

Stock Description IACME HEADPHOMNES

Skock Description (Sales) |ACME HEADPHOMES

=]
L0

Stack Description (Mfrs) IACME HEADPHOMES
Sort Order I Categary IAUDIO - |

Country of Origin I Stack Type IHeadphones L
Rental pool I Accounting Type IRentaI Equipment L
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Defining Stock Descriptions

ADDING STOCK DESCRIPTION #2

Stock Setup

This section steps you through adding a stock description from the Stock Descriptions

screen.

Stock Descriptions

Select Stock Screens >
Stock Descriptions
from the left menu.
Click the New button.
Enter DESKTOP XPS as
the Stock Description
field.

Select COMPUTERS as
the Category.

Select Desktop as the
Stock Type.

Make sure the Use
Serial Nos checkbox is
selected.

Click the Save button.

M TBS - Main Window - Stock Descriptions

2 HewCopy g Delste [ . Find

PFrirt

C—

™ Inca

Sort Order

bd anufacturer Stock Description

Rental pool Salez Oty

Usze Serial Nog

|

Stack Desc”?“ﬂlﬁlock Frices | Stock Itemsl Stock, Kitsl Equivalent Itemsl Stock F'icturesl Sales Stocksl Stock Motes | Attachments | Alkernate Suy
H Save| J ncel %) Revert
Manufacturer | | lse SetialMos [ | O

Stock Description [DESKTOP %P5 | 3
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Skock Description {5ales) |DESKTOP #PS ||;!
Stock Description (MFrs) IDESKTOP ¥PS ‘:!
sotorder [ _ ) Category [compuTERS 2
S
Country of Qrigin l— 5 Stack Tvpe IDesktop | =
Rental pool l— inting Type IRentaI Equipment -
Replacement Cost l— Locakion | T
Buy In Price I— Technical Type I j
Customs Yalue l— Mon Chargeable Trem [~
Daily Cost l—
Ttem Weight I—l— Sales Orly [
Width I—IF Use Sales Transactions [
Depth |—|H \Warranky Diays l—
Height I—W Eatnings [~
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Defining Stock Descriptions Stock Setup

ADDING STOCK DESCRIPTION #3

This section steps you through adding a stock description that will be linked to another
stock description.

Stock Descriptions

Select Stock Screens >
Stock Descriptions
from the left menu.
Click the New button.
Enter 20” FLAT SCREEN
the Stock Description
field.

Select COMPUTERS as
the Category.

Select Monitors as the
Stock Type.

Make sure the Use
Serial Nos checkbox is
selected.

Click the Save button.

M TES - Main Window - Stock Descriptions

4] & Mew| 2 HewCopy g Delete [ “ Find  _i Frint Expart
C— I Incdy
Sort Order Manufacturer Stock Description Rental pool Sales Qty| Use Serial Moz
DESKTOP %PS 0.00 Yes

1

& Sort Order & Manufacturer & Stock Descriptic

Stock Description IS ck Pricesl Stock Itemsl Stock Kitsl Equivalent Itemsl Stack F‘icturesl Sales Stocksl Stack Motes | Attachments I Altemnate Su

H Save | 7 ncel %) Revert

Marnufacturer I : | Use Serialos [ | 6

Skock Description |2D" FLAT SCREENM 3
Stock Description (Sales) |2D" FLAT SCREEN

f

Stack Description (MFrs) |2D" FLAT SCREEN 4

Sotorder [ Categary [COMPUTERS ;l
Country of Origin l— 5 Stock Type IMonitors -
Rental pool I— ounting Type IRentaI Equipment -
Replacement Cost l— Lacation I -
Buy In Price l— Technical Type I d
Customs Yalue l— Mon Chargeable Item [~
Daily Cost l—
Tkerm WWeight l—l— Sales orly [~
‘Width I—IK Use Sales Transactions [~
Depth I—IK Warranty Days l—
Height: I—IW Earnings [

Totally Brilliant Software Tutorial 32| Page



Defining Stock Descriptions

Non-chargeable items will
display on the delivery
paperwork as it is necessary
they are included in the
order.

However, non-chargeable

items do not display on the
invoice sent to the customer.

ADDING STOCK DESCRIPTION #4

Stock Setup

This section steps you through adding a stock description that will be linked to another
stock description and will be flagged as non-chargeable.

Stock Descriptions

1. Select Stock Screens >
Stock Descriptions
from the left menu.

2. Click the New button.
3. Enter POWER CORD the
Stock Description

field.

4. Select COMPUTERS as
the Category.

5. Select Cables as the
Stock Type.

6. De-select the Use
Serial Nos checkbox if
it is selected. It is not
necessary to track a
specific power cord in a
delivery.

7. Click the Non
Chargeable checkbox.

8. Click the Save button.

M TBS - Main Window - Stock Descriptions

= E MNew| 2 w Copy gl Delete I 4+ Find
L— [~ Inc A
Sort Order M anufacturer Stock Description Fiental poal Sales Qty | Use Serial Moz
20" FLAT SCREEM 0.0 Tes
DESKTOP =<P5 0.0 es
1]
2Records  a Sort Order & Manufacturer  « Stock Des

 Save i) FRevert

8 hizel

Stack Description IS ock F'lic:esl Stock Itemsl Stock Kits | Equivalent Itemsl Stock F'ic:turesl Sales Stocksl Stock Motes I Altachments | Alternate Suy

Manufacturer I

Use Serial Mos [~ 6

Skock Description IPOWER CorRD | 3

Stack Description (Sales) [POWER CORD

Skock Description (MFfrs) IPOWER CORD

Sork Order I—
Counkry of Origin I—
Rental pool I—
Replacement Cost I—

0o

-]

Category [COMPUTERS

Stock Type ICabIes v
nting Type IRentaI Equiprnent -

Location |
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EBuy In Price I— Technical Type I d
Custams Yalue I— Mon Chargeable Item v | 7
Doaily Cost I—
Ttem ‘Weight I—I— Sales Qrly [
‘width I—IK Use Sales Transackions [~
Depth |—|W Warranty Days l—
Height I—IK Earmings [
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Defining Stock Items

In the previous exercise, you
added 2 different
headphones and created
them as equivalent items.

In this exercise, you will add
stock item records for each
of the headphones to add a
quantity for each item. The 2
quantities will be added
together when someone
creates a booking for these
headphones thereby
increasing the availability.

Stock Setup

DEFINING STOCK ITEMS

All stock items are allocated to a stock description. For example a particular CD player
would be allocated to the stock description which stores that model nhumber. The Stock
Descriptions window shows you how many of these particular model number CD players
you have in your current rental pool.

This section describes how to keep track of your individual stock items and add new
items to existing stock descriptions. It also shows you how to link associated items
together.

ADDING STOCK ITEM #1

This section consists of exercises to create stock items to increase the quantity of stock
in the rental pool.

Stock Items

1. Select Stock Screens >
Stock Descriptions
from the left menu.

2. Search for the ACME
HEADPHONES.

3. Click on the stock
description in the search
results.

4. Click the Stock Items
tab.

5. Click the New button.

6. Enter 1 as the
Quantity.

7. Note that the Barcode
and Serial Number
update automatically.
Change these if
necessary.

8. Click the Save button.

Totally Brilliant Software Tutorial

M 1BS - Main Window - Stock Descriptions

= E Mew | NewCopy I Delste [ A Find . Print
I Inc Archived ? ICalag
Sort Order b anufacturer Stock Description Rental poal Sales Gty | Use Senial Nos | Category
4 SPEAKER PA Sv5TH PLATE 0o AUDIO
ACME HEADPHONES| 3 | oo ez AUDIO
AKG C451 0.a0 Yes AUDIO
| ALLEM & HEATH GL2200 24CH MIING DESK 0o Yesx AUDIO
4
427 Records = Sort Order  » Manufacturer .« Stock Description
Stock Descriptionl Stook Piices Stock ltems | 4 isl Equirvalent Items | Stock Picturesl Sales Stocks I Stock Mates AttachmentsIAllemale Supplielsl Purchasze B
Edit E‘ Mew| 5 v Copy MIE I <+ Find Frirt Export I < FulScreen
I Inc Archived ? IStock D
Guantity | Stock Desciiption Barcode Serial Number Comment Home Dept | Owner Dept
|
Stock [tem | can Al ivesILinked Itemsl Technical Details | Stock Motes | PAT Test Results Atlachmenlsl Stock Eamingsl Stock Purchase Infol
b save| 8 [encel ) Revert
EI Barcode |1026 Purchase Price I
Serial Mumber |1026 Exchange Rate II.DD
| 6 I Quankiky Il Req Murn I
Stock Checked [T I I Purchase Date I
PAT Test Passed [ Feset PAT | Criginal Supplier I
Date of last PAT Test I Repair required [~ I
Current Job Mumber I ; Depreciation Syskem I
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Defining Stock Items

The price list for stock items
is separate from the stock
item definition as TBS allows
you to define multiple lists of
prices.

The separate price list
provides flexibility to define
separate prices for
equipment for unique
situations such as pricing per
customer, length of job,
conference pricing or 3™
party pricing, etc.

ADDING STOCK PRICE

Stock Setup

This section steps you through adding a price to the stock item. The price is the amount
charged to the client renting the item. A later exercise will demonstrate how the price is
reflected on the invoice for billing purposes.

Add Stock Price

1. Click the Stock Prices

tab.

Click the New button.

3. Enter 10.0000 as the
Charge Rate.

4. Enter 4 as the
Days/week.

5. Click the Save & Close
button.

b2

M TBS - Main Window - Stock Descriptions

H E‘New

7 MewCopy gl Delete

[ ~» Find . Print = Export

Sort Order Manufacturer

Stock Description

Fiental pg

<

4 SPEAKER PA SYSTEM TEMPLATE

ACME HEADPHOMES

ARG C451

ALLEM & HEATH GLZ2200 24CH MIXING DESK.

427 Records &S

Stoc iption Stock Prices| 1 mslStock KitlequivaIentItems Stock Pictures | Sales Stocks
2 1B HNew L!WBE Jl Delete [ . Find Piint

Curr r Charge Fate,

H Stock Descriptions  Stock Price |

k! SavekClse| 5 ricel

Manufacturer I

Stack Description IACME HEADPHOMES

Deparktment Mame IMain Deparkment

Currency |$
Charge Rate IID.DDD

Unit of Sale I

Pricing Type I
Markdown I_
Exclude on Delivery [
Default v
Active W
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Defining Stock Items

NOTE:
When you create a booking

in the system, serial numbers
allow you to monitor a
specific stock item more
precisely.

Stock Setup

ADDING STOCK ITEM #2

This section steps you through creating a stock item with a serial number.

Stock Items

Select Stock Screens >
Stock Descriptions
from the left menu.
Search for the DESKTOP
XPS.

Click on the stock
description in the search
results.

Click the Stock Items
tab.

Click the New button.
Enter 1 as the
Quantity.

Click the Save button.

B TBS - Main Window - Stock Descriptions

ﬂ @ Mew | MewCopy g1 Delete [ “» Find  _, Print Export
™ Inc Archived ? |Stock [
Sort Order W anufacturer Stock Dezcription Fiental pool Sales Oty| Use Serial Nos | Category

CHRISTIE VIVID) SKTOP PROJECTOR 0.00 e WIDED AND DATA|

DESKTOR®PS | 3 0.00 ES COMPUTERS

DESKTOP, P4 D1 HZ, 2GE Ratd. 250HD 0.00 s COMPUTERS

| LOGITECH USE DESKTOP MICROPHONE 4 0.00 e COMPUTERS

4
ERecords = Sot Order = Manufacturer . Stock Description

Stack. Descriptionl Stock Prices Stock ltems
== K

4 tsI Equivalent ltems | Stock Piclurasl Sales Stocksl Stock Motes AttachmentsIAItemale Suppliersl Purchase E

1 Copy

Edi [ Newl 5
C—

Fritit

mete [ -+ Find

Export I .. FullScreen

I Inc Archived ? ISIuck Dd

(uantity | Stock Description

Barcode Serial Mumber Comment Home Dept | Owner Dept

- Barcode - Location

H Save | J ncel %) Revert

Stack ltem | cah A ivesl Linked \tamslTechmcaI Details | Stock Motes | PAT Test Results AttachmentslStDck Eamingsl Stock Purchage Infol

Barcode IIDZS

Purchase Price

Serial Murnber @

| Exchange Rate [1.00

Quankity Il

Req Mum |

Stock Checked [T I
PAT Test Passed [

I Purchasz Date I
ResatPAT |

Qriginal Supplisr I

Date of last PAT Test |

Mo Current Job ™

Current Job Murnber I ‘

Repair required [~

Depreciation Syskem

Deorediation Rate
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Defining Stock Items Stock Setup

ADDING STOCK PRICE

This section steps you through adding a price to the stock item. The price is the amount
charged to the client renting the item. A later exercise will demonstrate how the price is
reflected on the invoice for billing purposes.

W TB5S - Main Window - Stock Descriptions

Add Stock Price ﬂ [;,3 Mew | MNewCopy 4 Delete [ s Find . Print Export
Click the Stock Prices Sort Order  anufacturer Stock Description Fental pg
tab. DESKTOF#FS
Click the New button.
Enter 100.0000 as the A
Charge Rate.
Enter 7 as the - il 0
DayS/Week. Stack Description Stock Prices 1 msl Stack Kitsl E quivalent Itemsl Stack Picturesl Sales Stocks
Click the Save & Close 2 Me: NMJ gl Delete [ S Find Frint 52 Ewport
button. T Charge ateI [rayz/wesk I Unit of Sale I [refault |DepartmentName

B TB5 - Main Window - Stock Price

ﬂ Stock Descriptions  Stock Price |

k: Save & Close| 5 hcel

Manufackurer I

Stock Description IDESKTOP APS

Departrnent Mame IMain Department _vI {

CUrrency I$—

3 Charge Rate IW

4 Daysiweek

Urik of Sale I—

Pricing Type I _vI {
Markdown I—

Exclude on Delivery [~

Default [

Active [
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Defining Stock Items

ADDING STOCK ITEM #3

Stock Setup

This section steps you through creating a stock item that will be linked to another item.

When you create a booking
in the system, you can check
to see if there are any
associated items with that
stock.

For example, when a client
rents a computer, a power
cord, mouse and keyboard
can be grouped so the items
are delivered together.

[l 78S - Main Window - Stock Descriptions

Stock Items

ﬂ @ Mew | Mew Copy 41 Delete [ < Find . Print Erport

1. Select Stock Screens > I Inc Auchived ? {Stack |

Stock Descri ptions Sort Order I anufacturer Stock Description Fental pool Sales Oty | Use Senal Moz | Categoy

from the left menu. :FLIGHT CASE FOR ENTER ] 0.00: MIDED AND DATA]

iNEC 207 LCD TOUCH SCREEN 0.00; Yes VIDED AMD DATAS
2. Search for the 20”7 FLAT | {RCL FOR 20" PRESENTER 3 0.0 /IDED AND DATA
4

SCREEN.

3. Click on the stock 7 Records & So Order & Manufachurer . Stock Description

description in the search

Stack Descnpllonl Stock Prices Stock Items
 Prices

4 isl Equivalent [tems | Stock Pictures I Sales Stocks I Stock Motes AttachmenlsIA\tamate Suppllersl Purchase E

4 Save| 7 ncel ' Hevert

results. Edit @ New| 5 v Copy wale [ “» Find . Print = Export I ..~ FullScreen
4. Click the Stock Items "— I Inc Archived 2 [Stock D

tab. Quantity | Stock Description Barcode Serial Mumber Comment Home Dept | Owner Dept

. 1i20" FLAT SCREEN 1027 1027 Al halN

5. Click the New button.
6. Enter 1 as the

Quantity. N |
7. Click the Save button.

 Barcode . Location
Stack lbem |Scan Arc ivasILinked\temsITechn\caIDataiIs Stock Motes | PAT Test Results AttachmenlslStock EamingslStock Purchaselnfol

Barcode |1027

Setial Murnber IIDZT

| 6 I Quantityll

Stock Checked [T I

PAT Test Passed [ Rlesst PAT

Date of last PAT Test |

Current Job Number I ;

Mo Current Job ™

Purchase Price I
Exchange Rate II.DD

Req Kum I

Purchase Date I

Criginal Supplier I

Repair required [~

Depreciation System I

Deoreciation Rate |
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Defining Stock Items

ADDING STOCK PRICE

This section steps you through adding a price to the stock item.

Stock Setup

Add Stock Price

Click the Stock Prices
tab.

Click the New button.
Enter 50.0000 as the
Charge Rate.

Enter 7 as the
Days/week.

Click the Save & Close
button.

M TBS - Main Window - Stock Descriptions

ﬂ [gBNew

1 MNew Copy gl Delete [ ~» Find  _s Print Ex=pait

Sort Order Manufacturer Stock Description

LIGHT CASE FOR 20" PRESEMTER
iWEC 20" LCD TOUCH SCREEM

Fiental pg

ﬂ Stock Descriptions  Stock Price |

| {RCU FOR 20" PRESENTER 3
4
7 Fecords .« Sol
Stoc| iption Stock Prices | 1 mslStock KitlequivaIentItems Stock Pictures | Sales Stocks
2 |5 Mew /LWJ J Delete [ . Find Print
Cuin d Charge Fia - — —

k: SavekCloze | 5

hiel

Manufacturer I

Stock Description IZD" FLAT SCREER

Deparkment Mame IMain Deparkment

Currency |$—
Charge Rate W
Daysweek

Unit of Sale l—

Pricing Type I
Markdown l—
Exclude on Delivery [
Default |
Active [V
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Defining Stock Items

ADDING STOCK ITEM #4

Stock Setup

NG This section steps you through creating a non-chargeable stock item that will be linked

When you create a booking to another item.
in the system, there may be

stock items that are linked to

the main item that are non-

chargeable.

Non-chargeable items are
items that are required for
the stock to function properly
but are not included in the
billing. It is important to
track non-chargeable items
since it is important that they
still get delivered and
returned from a booking.

M TBS - Main Window - Stock Descriptions
Stock Items

ﬂ [,3 Mew | Mew Copy 41 Delete [ o Find . Print

1. Select Stock Screens >

[T Inc Archived ? |Stnck 0

Stock DeSCriptiOnS Sort Order Manufacturer PSSD\ZEE?SESE Rental pool SalesDE.!SyD Ser. Nog CE;:E'OUI{,I[EHS
from the left menu.

2. Search for the POWER 4
CORD.

3. CIle on the StOCk 2Records - Sort Order . Manufacturer = Stock Description
description in the Se€a I'Ch Stock Description | Stock Prices  Stock ltems 4 Itsl Equivalent ltems | Stack F‘iclurasl Sales Stncksl Stock Mates AtlachmentsIA\temata Supp\iersl Purchase E
results. Edi E Mew| 5 v oy ‘-meta [ s Find Exprt [ - Full Screen

4. Click the Stock Items F— [ IncArchived ? [Stock Dd
tab. Quantity | Stack Description Barcode Serial Mumber Comment Home Dept | Owner Dept

5. Click the New button.

6. Enter 1 as the
Quantity. . |

7. Click the Save button.

 Barcode - Location
| Stock ltem |San Archives | Linked ltems | Technical Detals | Stask Notes | PAT Test Resuls | itachments| Stock Eamings | Stock Puchase Info |
I B save 9 Cancel 9 Revet
Barcode |1023 Purchase Price I—
erial Mumber |1023 Exchange Rate IIDD—
‘Quantity Il— Req Mum I
ock Checked [T I I Purchase Datel
PAT Test Passed [ Fiezet PAT | Criginal Supplier | |
Date of last PAT Test " Repair required [~ l—
Current Job Mumber I— : Depreciation System I—
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Defining Stock Items

Items linked in a kit provide
the necessary information to
those who will be packing the
items to make sure all
necessary items are
delivered to and returned
from a booking.

The Stock Kit definition
screen allows you to mark a
chargeable item non-
chargeable when it is
included as part of a kit. To
make a kit item non-
chargeable check the Non-
charge checkbox.

CREATING STOCK KITS

Stock Setup

In the previous exercises, you added the following stock items to the system:

B Computer
B Monitor
B Power cord

In this exercise, you will link the items together in a kit so that when a client rents the
computer, the monitor and power cord can be delivered and tracked with it.

Linked Items

1. Select Stock Screens >
Stock Descriptions
from the left menu.

2. Search for the DESKTOP
XPS.

3. Click on the stock
description in the search
results.

4. Click the Stock Kits
tab.

5. Click the New button.

6. Enter 20” FLAT SCREEN
as the Stock
Description.

7. Make sure the Non
charge checkbox is
selected. This ensures
there is no separate
charge for this item
when included as part of
a kit.

8. Click the Save & Close
button.

9. Repeat steps 5 - 6 to
add the POWER CORD to
the kit.

W TBS - Main Window - Stock Descriptions

E Mew

[ NewCopy g0 Delete

[ .+ Find

=+ Frint

Sart Order I anufacturer

Stock Description

4

APPLE MAC G5 2.6GHZ DESKTOP COMPUTER
CHRISTIE WIWID
DESKTOP %PS

DESKTOF.P4D

3 SKTOP PROJECTOR
GHZ. 2GE Rak. 250HD

E Recqg

kanck Descriptionl Stack F'ricesl Stock ltems Stock Kits

4 i‘xtltemslStock Pictures | 9

[ 2 Find

Print

I 5 E Mew 41 Delete
[Li

i3 L

M TBS - Main Window - Stock Kit

ﬂ Stock Descriptions  Stock Kit |

6 Stock Description

—
k-" Save & Cloze | 7 Encel
 —

Manufackurer I

Stock Description IDESKTOP #P3

Quantity to add I 1

Manufackurer I

20" FLAT SCREEN 300'W
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Add initially [~ Mok o Del'y [~
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BOOKINGS

This chapter guides you through the process of creating and managing bookings. Use
this information to become familiar with using the system to create bookings, edit
existing booking details, sub rent equipment in case of equipment shortages and
generate paperwork for the client.



New Booking

Click the yellow arrow in the
Delivery Address Lookup
section of the Job Details
screen copies the values
from the Invoice Client
Lookup section if these are
the same.

The information for
maintaining client records is
covered in section Setting
up Client Information page

Bookings

NEwW BOOKING

To create a booking, you combine a client record with a stock description. You then
check the availability of the stock items, allocate items to a job and produce the
necessary paperwork.

This exercise guides you through creating a booking. The high level steps for creating a
booking include:

Perform a client lookup to link to the equipment booking.
Check availability of stock.

Confirm booking.

Produce confirmation paperwork for the client.

LINKING TO A CLIENT

Each booking record must be tied to a client. When you create a new booking, you can
use a lookup feature to search the clients stored in the database. If the client does not

21.
exist in the system, you can add it without leaving the Bookings section.
A Ml TBS - Main Window - Job Details
Create bOOklng Gl 2 new| 2 Bevwicopy Edit [ & Delete [ q Pritt vt Plarboad €, LastWiewed.Job
C— N
- ™ allpepts [~ Exclude Quates I Inc Archived 7| Invoice Client -
1' SeIeCt BOOkIngS > J°b Job Number | Invaice Client Retun Detault D... | Defivery Default ... | Physical Status Accts Status | Production Reference | Reference Our.Job Contact
Details from the left
menu.
2. Click the New button at
| |
the top of the Job -
Details screen.
3. Lookup the client (AAA Job Delaﬂs| 15| Baokings ltems | 1tem Allosations | Amend Dietails ] Stack Allacation Problems | Case info | Attachments| Job Notes | Slient PO's | Insurance Charges |
Equipment Rental) by b Save| 7 foncel 99 Reven | o Lok G Unock | o FullSereen
entering apa rtial name Job Mumber [ Hek value | 0.00 Tax Value| 000 Gross Value 00 | [ Invoice Dep
. . . Invoice Client Laokup Delivery Address Lookup | 5 Collection Address Laokup
in the Invoice Client Invoice Client [aA4 Equipment Rental | 3 4 Delivery Client Name [AAA Equipment Rental g Collection Client Name
drop down list followed Address line 1 [100 Main 5t Address Line 1 [100 Main St Address Line 1
by a 2 tO narrow the ||St AddresslinezlsuwteZDD AddressLineZlSuiteZDD Address Line 2
f client Address line 3 [fiew vork Address Line 3 [New vark Address Line 3
or clients. Address lins 4 [fv Address Lins 4 [ Address Line 4
4. SeleCt Bill Jones Zip Code: |11111 Zip Code {11111 X Zip Cods
(entered in section Location [United States Location | Location
. Main Phone [+1 212 555 3333 4 Main Phone [+1 212 555 3333 < Main Phone
Addmg Contacts page Inwoice Client Code 4 Client Code Client Cods
23) frOm the Invoice Inwaice Contact ‘BI"EHESl 4 I - Delivery Contact _-I Return Contact
Contact drop down list. Crdered By _-| Delivery Default Date [MOY-3-2008 = Default Rental Start [uov-4-2008 =
5 Click the yelll:(;w arrow Awaiting PO [ Return Defaul Date [MOV-5-2008 = Default Renkal End [NOV-4-2008 i)
icon in the Delivery
Address Lookup section
to copy the Invoice
Client field values.
6. Review the default dates
for the equipment
rental.
7. Click the Save button.

Totally Brilliant Software Tutorial

43 | Page



New Booking Bookings

CHECK AVAILABILITY

Before you can allocate stock to a client for a specified date range, you must first check

Fields with a red outline allow the available of that item(s). To check the availability of a stock item:
you to perform a lookup of

values for that field. You can .
enter search criteria, such as ™ Select the Bookings Items tab.

ABC, followed by a ? to B Add the stock details such as Quantity and Item Description.
conduct a search of all values B Check the availability.

for that field that include that
sequence of characters.

The information for
maintaining stock items is
covered in section Defining
Stock Items page 34.

- Fied Pree ] Tpon |t Plebosd B, Liat Viewsdlob Special Feporty

Check availability

b

e T Mlbeps [ £ T Inc Archived 7{Ecns [ =1 [seets vt =] [ =
Click the Booking e e o G | |t (e, et i
Items tab.
Click the New button. s i 5y
Enter 1 as the Qty. —

=

Select ACME ol bt 10764 - AMA Ecuipeast Flenial shoving ol s

o i | ok Pl B [ Jis | 1 I i |
HEADPHONES as the = s.l.nu < smH o Showil o | & 3 NnD& | W [ﬂm | e P | o Conm Thisdch Specii| Finpots
Stock Description. = mlm.uu DR (1es Dascription Pyl St el Eatn n e Ut Bk \’E w: m_-
T R e B | e et (2 o S LR

Notice the Accts Status MO s oy P sl o
165, Chack Salacted ke
drop down list defaults ot M.
to Quotation. Once you LR R
confirm the job, this 9 e st
11" unveturn Selscted..
value changes to O Poord i
Confirmed. . ok Dt

Click the Save button.
Select All stock items a |
to check availability.
Click the Special button
and select Check
Availability with Local
Stock.

Click OK when the
Display Options dialog
displays.

10. Click OK when
Availability dialog shows
selection is ok.

n
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New Booking

CONFIRM JoOB

Bookings

Each booking must be confirmed to reserve the selected stock items and take them out

of the rental pool for the time period of the booking.

Confirm Booking

Click the Confirm This
Job button from the
Booking Items tab.

Click Yes at the Do you
want to change this
quotation to a confirmed
booking? dialog.

Click Yes at the Check
all lines for linked items?
dialog.

Note that the Accts
Status drop down
changes to Confirmed.
Note that the Rate drop
down changes to the
price you specified in
the Stock Price list for
the stock item.

Click the Save button.

| TB5 - Main Windaw - Job Details

B Mew  MewCopy Edt | @ Dok | o Find o Fint ot =] Planboard € LastViewed Job
™ &lDepts [ Excude Quotes [ Inc Archived ?|Bookings ltem Description
Job Number | Invaice Client Fleturn Defaul D... | Delivery Default.. | Physical Status | Accs Stalus_| Production Reference | Reference Ourdob g
70744 Abb Equipment Fental NO-6-2008; NOV-4-2008;  Unspecified Tuctation System A
< |
 Job Nurber

dob Detals | Job Foiders Bookings Items [tam allocsiions | Amend Detas| Stock Allacation Froblems | Case info

<4 Selestdll < <4 < SeleotNone | © Showal o | 0 Edt [E New 4 Do

<+ Fi

Job Number 10744 - 444 Equipment Rental showing all items:

| et |Job Niotes | Clisrt POYs | Insurarcs Charges |
6 Save ¥) Cancel [ »I 1 I/ Confirm This Job

Oty Ordered Stock Desc_Ttem Description
100 [5  ACMEHEADPHOMES

Physical Status

o et

Irevoice:

Rate lnk Daysink chﬂi
0l

1.

: - 4
Unspechied Confirmed [ 4 Ii & [to000 ‘ 5 !
™ T

Da you want to changs this quotation to  confimed baoking ? Check alll

.

ines for linked items 2
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New Booking (Grouped Items)

NOTE:
In this exercise, you add a
job detail for a client who
does not exist in the system.
You can add the client
information without having to
leave the booking record.

NEW BOOKING (GROUPED ITEMS)

Bookings

In an earlier exercise, you added 3 stock items (DESKTOP XPS, 20” FLAT SCREEN and a
POWER CORD) to the system and set them up to be grouped in a stock kit. This exercise
guides you through creating a booking where the selected equipment has items that
need to be included in the order so they can be prepared for delivery and billing to the

client.

Create Booking (linked
items)

1. Create a new Job Detail.

2. Add ABC Equipment
Rental as the Invoice
Client.

3. Select to Setup a client
record for the new
client. The system
presents the Client
screen.

4. Add the Address
information and change
the Location to United
States if appropriate.

5. Click Save & Close to
save the new client
information and return
to the Job Details
screen.

6. Click Save to save job
details.

A new record can be setup

No Match Found

No match was found for "ABC Equipment Rertal”

Inwoice Client Lookup

Il Delive

Irvvoi

D ;

Job Detais Client |

Save & Close

5 Iave ) Cancel ¥ Revat

—
Client: Name [ABC Equipment Rental

Address line 1 |200 Park Ave
B Address ling 2 | Suite 200
Addvess Ine 3 [rew rork
addresslned oy
#pcode [
MainPhone [212-333-3333 |

Location [T =l

Typs of clert [Dirsct Clent - |

st _-l

Tax Rate Desc IW_-I
Taxrate [17500

Use Currency OF _.I
Defaukcurrency [
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New Booking (Grouped Items) Bookings

CREATE BOOKING

Now that you have created the client record, you can add the booking details for that
client.

W TBS - Main Window - Job Details

Create booking (linked

it ) ﬂ E Mew | MewCopy . Edit [ 4 Delete [ S Find o Print EE Esport = Planboard € LastWiewed Job
iems
I™ allpepts [ Exclude Quates | Inc Archived 7| Bookings Item Des
) . Job Mumber | Invoice Client Return Default D Delivery Default ... | Physical Status Accts Status | Production Reference | Reference
1. Click the Booking 0745 {ABC Equipment Rertal NOV-6-2008 NOV-4-2008,  Unspecified Tuatation
Items tab 10744 A48 Equipment Rental NOY-B-2008 MNOW-4-2008  Unspecified Confirmed
2. Click the New button.
3. Enter DESKTOP XPS as z
the Item Description.
4. Click the Save button. 2Recarde = dob Number
5- C||Ck the Select A" Job Number 10745 - ABC Equipment Rental showing all items
button. bDeta\IsIJob Folders Bookings ltems alionslAmend DatailslSlockAIIocalion PrublamsICase inlolAttachment Job NotesICIient PD'sl\nsu ;nge_ﬁtalgesl
6. CIle the Special button 5 4 SelectAll < Select Chargeable™ g™ Select Unspecified <3¢ Select None [ @ Showal o [ E 2 MNew 00 Deld 4 4 Save
d I t Ch k Qty Ordered Stock Desc  Item Description Physical Status Accts Sta'U# Invoice Rate Unit  Dar
and selec ec L.oo [  DESKTOR xpi] 3 I |Unspeciﬁed JIQuotatmn J Ird |100.DDU j day 7
Availability with Local
Stock.

7. Click OK when the
Display Options dialog
displays.

8. Click OK when
Availability dialog shows
selection is ok.
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New Booking (Grouped Items)

CHECK AVAILABILITY
Check the availability of the items.

Bookings

Check Availability

Click the Special button
and select Check
Availability with Local
Stock.

Click OK when the
Display Options dialog
displays.

Click OK when
Availability dialog shows
selection is ok.

= Job

*2|

how Diary For Selected Item...

&2 Check avallability With GldSal Stock. .

Special I Reports

1 Celivery Date

hOW-1-2005 - |

e‘ Check Selected Links. ..

Create Alocations. ..

¥ Show stock Description.. .
. Show Equivalents. .

) Return Selected...

T Unreturn Selected. ..

14} Rearder Lines...

“ir Show Edit Details, .

Default shows max shortage over period from all jobs with related equipment

Show individual job anly [~

Dizplay Options |

Aailability

All ok for your selectior

Cancel 3
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New Booking (Grouped Items)

CONFIRM BOOKING

This exercise steps you through confirming a booking in which multiple stock items are
linked together. This exercise illustrates chargeable and non-chargeable items booked

for the same job.

Bookings

Confirm Booking

Click the Confirm This
Job button from the
Booking Items tab.
Click Yes at the Do you
want to change this
qguotation to a confirmed
booking? dialog.

Click Yes at the Check
all lines for linked items?
dialog.

Note that the linked
items now display on
the Booking Items list.
Note that the Physical
Status drop down
displays as Unspecified.
Note that the Accts
Status drop down
changes to Confirmed.
Note that the Invoice
checkbox is selected for
the DESKTOP XPS, but
not for the 20” FLAT
SCREEN or POWER
CORD. The monitor was
set as non-chargeable
when included in a kit
and the power cord was
set as non-chargeable in
the stock description.
Click the Save button.

+ Conlfirm This Job

W TB5 - Main Window - Job Details

Do you want ko change this quotation to & confirmed baoking 7

Check all lines for linked items ?

3] B Mew 0 NewCopy Edit [ 41 Delats [ . Find o Print Expot =) Planboard #, LastYiewed Job
™ allDepts [~ Exclude Quotes [ Inc.uchived ?|Backings ltem Descriptiol
Job Mumber | Invaice Client Returm Default O Delivery Default Physical Status Arcts Statuz | Production Reference | Reference 1]
10745 ABC Equipment Rental NOV-B-2003 NOV-4-2008;  Unspecified Guotation S
10744 AA4 Equipment Rental MOt-6-2008 MNOW-4-2008;  Unspecified Confirmed S
4 |
2Records -+ Job Mumber

<4 Seleoldl <2 <5 o SekctMons | o Showal o [ Edt @ New [ De

Job Number 10745 - ABC Equipment Rental showing all items

Job Details | Job Folders Bookings ltems |Ilsm Allocations | Amend Delai\sl Stock Allocation Prublsmsl Case inlul :nlsIJUb Hotes I Clint F'D‘sl Insurance Chargssl
8 Save ) Cancel [ . Find [ " Confim T

ity Ordered Stock Desc  Ikem Description I Physical Status Lm;tatus Invoice Rate Unit  Draysiwk,
100 [g DESKTCPPs Unspecified =] [confirmed - = r_w day 7

4 |1.nn |7 Z0°FLAT SCREEN I 5 ~ | [canfirmed I 6 |—| 7 lg = e 7
‘.__h.oo v POWER CORD + | [confirmed [l L_|_Iu < day 7
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New Booking (Grouped Items) Bookings

ALLOCATE ITEMS

[NoTE: As the job start date approaches, it is necessary for the stock items to be allocated to

Once your barcode scanner is the job.
setup in global preferences,

you can scan each item to

automatically record the

information in TBS.

For the purposes of this
exercise, manually enter the
barcode when prompted. To
look up the barcode,
highlight the stock item on
the Item Allocations tab,
click Special and select
Stock Item. Make a note of
each barcode.

Allocate Items "Edl || @ Dok || e Fed o Pk ] Ewot | *] Pbosd & Luivowdih
s T e "
. Jeb Musber | limvimess Cherd AehunOeledD_ | DebrerrDcimd | Prysedl St | AeclaSishn | Producton Hebercs | Ao Dha o it Jerrims Cherd Conke
1. Click the Item o e S o T it O
Allocations tab for the
DESKTOP XPS job. 4 : ®
2. Click the Select All e M ] Mcthn s
= £ mend Specic Case For Selected Lines...
button to select each i $o: N TR AR b Bk e e PR ——
. o Dot | o Fokbors | e i 1 | | | | I | owos| 3 e ady.
item. . SelctMl o Selcilioe | P& ,H1 9 Concd | o Fnd o Shmd ; WP Siow Bk umcrlin,
1. ClICk the Special mm. m Use Serial hos  Alocated Barcode c :woh:.:::mmnn.
button C FE - AR
) [ [ (770 e P oo,
2. Select Allocate by T
Barcode.
3- Enter the ﬂrSt barCOde m f::‘tamm—-nmxﬂ-mummlnmm m i::?w)\m—luhlﬂuw—\ﬁ:-—--ﬂ-ﬂiﬂnmhhnh
and click OK. Repeat e e
until each item is ]: I%—' e F el |
entered B -
A oty Hurnben 10745 - ABC E uapmnent Ry
4. Click OK on the Scan ) il . , R )
Allocations dialog once Skt e e e R R T S L N ]
‘ohy Drdored Biock Dese Nom Doverphion | Physkcd Sahas fetsBohs |
you have added the last W o Semcim o | —
L0d g 30FATSCREEN g |lseeched = |Confrmed
item. T W oW | | e

5. Note that the Use
Serial Nos checkbox is
selected for the
computer and monitor
since you enabled this
when you created the
stock description.

6. Click the Booking
Items tab.

7. Note that the Physical
Status now displays
Specified since specific
items have been
allocated for a job.
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Print Client Paperwork

PRINT CLIENT PAPERWORK

Bookings

This section describes how to print the paperwork required when the items in a booking
have been allocated. Once you have allocated the items, you will then need to generate

the following paperwork:

B Delivery note
B Client invoice

PRINT DELIVERY NOTE

The delivery note lists each of the items that must be included in the delivery to a client
for a specific job. The delivery note is sent to the client as well to indicate all of the
items the client must return when the job has ended.

Print Delivery Note

Click the Job Details
tab for the DESKTOP
XPS job.

Click the Reports
button.

Select Print Delivery
Note.

Specify the destination
printer and print note.
Review the details and
submit to the client with
their order.

Click the Booking Items
tab.

Note the Physical
Status now displays as
Working.

+ Confirm This Job

| Print Quotation. ..

Special Feports| 2

ery Date

-z008 - |

[2005
2008

| Print Confirmation,

F‘rmt

| Print Return 5

| Print Rental Invoice. ..
| Print Sales Invaice...
| Print Credi...

| Ptirt Pro Forma. ..

Report Properties. ..

ABC Equipment Rental
200 Park Ave

jim

S RENTALS

Suite 200
Mew vork
MY
11111
Delivery Note Page Mumber 1
Production Mame
Crder No/Reference: Drelivery Date: MON-5-2008
Delivery Date ROY-4-2008 Job Mumber; 10744
Qty  Description Serial Mumber Start End
Case number 1
1 DESKTOP XPS 1028 1105 11748
1 20" FLAT SCREEM . 1027 11154 118
1 POWER CORD 1023 11148 g

Job Details I Job Folders Eouklngs It

< Selectal <=

Select Chargeabl 33 elect LUnspecifi

Job Number 10745 - ABC E quipment Rigl

ations: I Amend Details | Stock Allocation Pmb\emsl Case info I Attachments I Job MNaotes

wd oy SelctMons | © Showsl o | 0 Edt @

Gty Ordered Stock Desc  Item Description

Physical Status

Accks Status

1.00 [ DESKTORXPS working [ [Corfirmed =
100 [y 20 FLAT SCREEN | 7 Working _+| [confirmed -
100 [ POWER CORD [ — Working | |confirmed =
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Print Client Paperwork

For the purposes of these
exercises, we use the default
setting to bill at the end of
the job as defined in the
Billing Cycle drop down list
on the Job Details screen.

Bookings

RETURN ITEMS

Once a job is complete and the client returns the rental items, you can enter the return
status into the application. When you enter return items, TBS automatically flags the
items as ready for invoicing.

Return Items

1. Click the Booking
Items tab for the
DESKTOP XPS job.

2. Click the Select All

button.

3. Click the Special
button.

4. Select Return
Selected.

Make sure the return
date is no more than 1
day earlier than the
original job end date so
as not to affect the
billing for the job.

6. Note that the Physical
Status displays as
Finished.

7. Note that the Accts
Status displays as
Ready to Invoice.

5. Enter the Return Date.

Job Humbes 10745 - ABC Equement Rlantsl thowng ol dems

u”m‘m 1 1 1 1 1 1 1 1 1
D@xummﬂmum[emno| Edt [T Hew Daete | L) Soe W Cancel | eFed |
Legorpbon o Sabut Adcts Lt
P T " B

K7 Chack 2valabilty With Local Stodk..
WP Chck Avalidaty With Gobdl Sock. .
TR Shows Diary Foe Sedacted Rtem. ..

unk Davsink

Job Murmbet 10745 - ADIC € quipmart iy
= e : ICar o] atmers i o
m cp SeectAl < GelectChagesbh < Selsct Unipschied e | o i o | sta @
Gty Cvidered Stock Desc o el oo | 7 acos st
Enies Efinctive Frbuen [ir [ TEERERAY 10 [ oesToRws s Tobvoe &
W ERAT G i < [Feeimi =
100 @ POWERCORD Frished =] [rehed
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Print Client Paperwork Bookings

PRINT INVOICE
This section describes how to print an invoice once the rental items have been returned

This section highlights how a at the end of a job. Only items marked as chargeable display on an invoice.
stock item with a rental price

may not appear on an invoice

if it is marked non-

chargeable when included in

a stock Kkit.

For example, the 20” FLAT
SCREEN monitor has a rental
rate of $50 per day, but is
included in a stock kit with
the DESKTOP XPS. Only the
charge for the desktop
appears on the invoice since
the monitor and power cord
are required to be delivered
with it.

ok Hurrden 10745 - ABC € qugenend Fendal shoveg ol derss

Print Invoice R B [ Bl | | | e |
g Select il c-smmewuw o Sewceloon | o Showid o | B& B New 4 feen | b fee W Ceel | Bed | menat
H = Orddared Sock. Caic Prpucal Statun Accts Stabus Irwvescm Ralw Ut Charn it
1. Click the Booklng — ® cowoems Freind =] ooty To e 2] R F . e n:m Prit Confimatensc:
Items tab for the T apdkaliaiy et o el R i G nn T Toen Fies i
DESKTOP XPS job.

2. Click the Reports
button.

3. Select Print Rental
Invoice.

ASC Equipment Rental
300 Fatk kew

4. Specify the destination
printer and print invoice.

5. Review the details and
submit to the client.
Note that the DESKTOP
XPS is the only item that
displays. The 20” FLAT
SCREEN was designated
non-chargeable when
included in a stock kit
and the POWER CORD is
always non-chargeable.

Suita 300
Mew ork

NY
i

Rental Inveice
Eraduction Hama

Qier HodRafarence
Dialienry Crate

Gty Descripton

NON-4-3008

Pags Numnar

iwetiice Mumibior
Imiice Date
Job Mumrar

P Oy
3

glat  End

Charge  Total

1
a272

MOV F008
10785

Dt

GENIRAL
1 DESKTOP xP%

100.00
Total for

s s

1 100.00
100,00
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SYSTEM ADMINISTRATION

This chapter explains how to use the functions in the System Administration section to
maintain the settings that affect the entire application. If you have system administrator

rights, you can define and maintain the departments, users, groups and security levels
for the system.



Main Companies

You can define multiple
departments for each
company.

System Administration

MAIN COMPANIES

The Main Companies section allows you to define the profile data for the companies
which will have access to the application. The data includes information such as
company address, website and email address, SMTP settings for outgoing email from the
application and a company logo.

You can then define multiple departments for each company. The department profiles
include information such as department address, currency, exchange rate and tax
information. In addition, users with appropriate access can see the next document
number the application will assign, such as Invoices and Carnets, when the related
document is generated.

A user with appropriate security privileges can assign users to a department in their user
profile, see Users page 58 for information on defining users. A user can also be granted
access to multiple departments in their profile. The user would then select the
department upon logging in to the application. If a user is granted access to multiple
departments, they will see a screen similar to the following before logging in:

Select a Department

Company Farmal Mame Department Currency
i The Small Hotel 3 i
Dermo Company Ltd : The Big Hotel i HOTH :1.0000
Demo Company Ltd iBranch Dffice £ e :1.0000
Demo Company Ltd {Hotels Department £ i HOTL i1.0000
Dermo Company Ltd {Installations Departrent i IMNST :1.0000 :l
L | &

Cancel | Ok, I

This section includes information on how to perform the following functions:

B Define main companies
B Define departments
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Main Companies

DEFINE MAIN COMPANIES
This section describes how to define companies.

System Administration

Define Companies

Select System
Administration > Main
Companies from the
left menu.

Click the New button or
highlight a company and
click Edit.

Add or modify the basic
profile information such
as Name, Address,
Email and SMTP
settings.

Provide additional
details as necessary and
click Save & Close
when finished.

ﬂ Wain Companies Main Campany |
"

Il TB5 - Main Window - Main Company

kj Save k Close| 4 Iave ) Cancel %) Revert

General |Lo 0z |

Company Legal Mame |»°.BC Inc. |

Company Formal lame |.¢\BC Inc.

3 Company Sork Mame: IF\BC

Company [0 IABC [ Default

Address & Conkack Info |1100 Park Ave,
e York, MY
10000

Company Phone [212-555-9939

Comparty Fax [212-222-2222

Comparny Email I

Company Website |

web Server Address I

Web Server Connection Type I

HTTP Path |

HTTF Logan |

HTTP Passwiord I

FTP Path |

FTP Lagon |

FTP Password I

SMTP Server address I

SMTP autharisation 7 [~

SMTP Lagan |

SMTP Password I
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Main Companies

System Administration

DEFINE DEPARTMENTS
This section describes how to define companies.

Define Departments

Select System
Administration > Main
Companies from the
left menu.

Click on the company to
add departments.

Click the New button in
the section below the
departments.

Add or modify the basic
profile information such
as Name, Address,
Currency, Exchange
Rate, Tax and Next
Document Numbers.
Provide additional
details as necessary and
click Save when
finished.

M TBS - Main Window - Main Companies

H o Edit @ Mew | Mew Copy gl Delste I “ Find . Piint Export
I Inc Archived ? IE
Company Formal Nar=—, | Company Sort Nams Drefault Company Phane Company Fax Company Email
ABC Inc. 2 ABC es 212-555-9939 22-222-2222
Diemo Company Ltd DEMO YYes
Kl
2Records  « Company Formal Mame
@ New| 3 HewCopy g0 Delste [ .+ Find Pririt Expart
Department FEmET Dept Currency Exchange Rate | Exchange Rate Only
1
- Department Name
H Save| 5 [Pancel %) Revert &l Show Other Logos Il-i Delete Displayed Logo

General ||_gg.r
Dept: IAP

Department Mame Inccounts Payable

4 Address 1 [100 W, Park 5t

Address 2 |Manchester

Address 3 INH

Address 4 |

Zip Cade IW
Main Phane W
Faix Number W
Email address |ap@abcinc‘com |
CurrEncy |$— Currency 2 I—
Exchange Rate IW Exchange Rate Only [~
Local Tax IVAT—

Next Booking Mumber IIIDD—
Mext Invoice Mumber |3002—
Mext Credit Number ID—
Mext Sales Stock Trans ID—
Mext Carnet Number
Next Trip Mumber ID—
Registration Mumber I—

Totally Brilliant Software Tutorial

57| Page



Users

Check the System
Administrator checkbox to
give the user full access to
the functions in the
application.

Check the Select
Department on Signon
checkbox to allow the user to
specify which department to
access upon login to the
application. If left unchecked,
the user will only have access
to the department specified
in the Department Name
drop down.

System Administration

USERS

The Users section allows you to define the users of the system along with their basic
profile. The profile includes information each user uses to login to the system such as
their ID and password and displays other information such as their email address, phone
numbers and department name.

For each user, you can add signatures to use in correspondence that users have from
the system, or specify to send internal mail to their external email client.

Define Users

1. Select System
Administration >
Users from the left
menu.

2. Click the New button or
highlight a user and click
Edit.

3. Add or modify the basic
profile information such
as User ID, User
Name, Password and
Email.

4. Check the System
Administrator
checkbox if appropriate
for this user.

5. Ensure the Active
checkbox is selected so
the user can access the
system. Deselect this
box to deactivate a user.

6. Provide additional
details as necessary and
click Save & Close
when finished.

(= Save & Cloze | O ve ) Cancel *) Revert

General |User Freferences I

2

User ID IJACK

User Mame IJack Grinnage

User Sart Name IJACK
System Administrator [~

4 IPassword I**** Set Password
Last Logon Date I

Group Memberships IStandard Users, ACCOUNMTIMNG

Email I
5 active [V
Department Manme IMain Departrient < |

Select Department ©n Signin v

Job Title Iinstallations @ |
Old Skyle Authority Lewvel |2
Phone Extension ID

Home Phone I
Mobile Phone I
Farmal Signature d
=l
<] |
InFarmal Signiature d
=l
<] |

Farward mail ko external email W
Unread Mail [~

Prevent User From Using YWeb Client [~
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Groups System Administration

GROUPS
The Groups section allows you to define the groups to which individual users can be

Add users to groups in the assigned. You can then add users to groups when you define security (see Security
Security section. Define

) 1 page 60).
security rights at the group
level. See Security page 60
for more details.

Define Groups R 3 do oup
1

1. Select System L= b SavetlClose| 5 rcel

Administration >

Groups from the left Group 1D [ACCOUNTING v acive | 4

menu. 3
2. Click the New button or Group Sark Mame |P.CCOLINTING

highlight a group and Group Description |ACCOUNTING

click Edit.
3. Add or modify the group

profile information.
4. Ensure the Active

checkbox is selected.

Deselect this box to
deactivate a group.

5. Provide additional
details as necessary and
click Save & Close
when finished.
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Security System Administration

SECURITY

The Security section allows you to define the access that users have to different
functions within the application. Define security at the group level. You can add a user to
more than one group. Defining security includes the following functions:

B Add users to groups
B Define group security profile
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Security

ADD USERS TO GROUPS

System Administration

You must first assign users to a group for that user to have access to the application.
You can add a user to more than one group if necessary. If a user belongs to more than
one group, that user will have access to the application as defined by the highest level of

security of the groups in which they belong.

Add Users to Groups

B StudioWorks Security Yiewer /Editor

Select System
Administration >

Groups |L|$er$|

Group Members

Security from the left
menu.

Click the group name

from the Groups tab.

gup Windows Security

Click the Add button
from the Group
Members tab.

Click the user(s) to add

to the group. Use CTRL
+ click or SHIFT +
click to select multiple
users.

Click the Add Selected
button when finished.

DELPHIME DELPHINE
SANDRA SAMDRA
STEPHEM STEPHEM
STEVE STEVE
STEVEE STEVEE
Sy=fdmin S5
THOMAS THOMAS
THOMASS THOMASS
<]

32 Records, 5 Selected

Cancel 5 I.l'—‘«jd Selected |

=l
[
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Security

If a user belongs to multiple
groups, that user will have
access as defined by the
highest level of security of
the groups in which they
belong.

The Permissions buttons
(Basic, All, None) allow you
to quickly assign predefined
access profiles for each
function or table.

Basic assign View, Edit,
Delete privileges.

All assign all privileges.
None remove privileges.

DEFINE GROUP SECURITY

System Administration

For each group in the system, you can define the access levels to the functions within
the application. The access users within the group have, determine how they can
manipulate data, if at all, within a specific screen or database table. The following lists
the levels of access you can define for each area in the application.

.+ View data with no edit or delete access.

__ Edit data within individual records, or rows in a table.

[Z Add new records, or rows to a table.

i Delete records, or rows from a table.

L Edit data within multiple records, or rows in a table simultaneously.

Define Security Access

1. Select System
Administration >
Security from the left
menu.

2. Click the group name
from the Groups tab.

3. Click the Module that
includes the screens or
tables to define the
security.

4. Click the Permission
button to assign the
appropriate security
profile. Or —

5. Click on the dash under
the individual permission
icon to assign.

6. Close the Security
window when complete.

W StudioWorks Security Yiewer/Editor

Graups |Users|
Group Mame Group 1D
ACCOUNTING ACCOUNTIMG ;I

Standard Users | 2 STANDARD

Group Members Group Windows Security | Group Schemas Securityl
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TBS General Ledger
TBS General Library Bookings Items [ EBookings Items J&, 5 Basic All Mone
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COMMUNICATIONS

The TBS software includes fully integrated email and fax utilities. This enables you to
print quotes, invoices and other rental paperwork directly to email or fax. You can send

email and faxes to both internal and external recipients if the preferences have been set
up by your administrator.



Mail Communications

MAIL
The Mail section allows you to send email to internal and external users of the system as
If you would like your mail well as read email sent to your internal inbox.

forwarded to your external
email client, update your
user profile to enable the
Forward to external email
setting.

If you do not have security
permission to update this
setting, contact your System
Administrator.
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Mail Communications

SEND EMAIL

This section describes how to send email.

If you would like email a
group of people, you can
send an email to Mailing List
Name.

See Mailing Lists page 68
for more information on
setting up Mailing Lists.

External email address.

Drop down list of internal users. Select an internal user to send an email to the
address specified in their user profile.

Email group to send email to multiple people simultaneously.

M TES - Main Window - Mail

Send Email
[ Sent Mail
1. Select OB B Newl 2 fewCopy g Delets | S Find o Pint Eupot | [ SentMal <| ReceivedMai | @ Moty Me
Communications > — I IncArchived ? [active
- Read Date Sent | Tite From User Name Email Address Ta To User Mame
Mall from the IEft menu. Mo 10 APR 08:MNew Stack [tem Alysia Feiner Delphine S eyrig
i Mo 10 APR 08:Mew Stock [tem Alyzia Reiner Delphine 5 eyrig
2. CIICk the New bUttOn at Mo 10 APF 08:Mew Stock tem Alyzia Reiner Delphine Seyig
the top of the screen. 1]
3. Enter details such as — BZRiecads  ~ Dale Sert
client Contact and - Send Mail 6 ncel [ @5 FBeply o Fowad [ g' Directory s Frint [ u Add Attachment Fremove dttachment Open
’
Ca 1 Ier name Client Name Lookup Contact Name Lookup
X ) . IAAA Equipment Rental IEiI\ Jones ;I
o EPEEh R SRRl o | 3 Caller Mame [Mike Smith Phane Number [+1 212 555 6666
external User(s) to send Conktack: name IB\II Jones Fax Number I
the email. See the table Email Address To |
above for details on the To User Mame IJackGrinnaga _vI AkoSend To |
email recipient Settings. Mailing List Mame I d
5. Add a Title, Message Called T~ Flease call # Urgent W

and other appropriate Title [RE: Invoice #2002

i Message |Please call shout this invoice before we can process order,
details. o =

6. Click the Send Mail
button to send the
email.

Job Murmber I Attachments List I J
PO Number I

Date Sent I Read [© Active [V

Directary Fled In I o

From User Mame ISystEm Administratar
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Mail

RECEIVE EMAIL

This section describes how to receive internal email. You can view email that you have
previously sent or that has been sent to your inbox.

Communications

Receive Email

Select
Communications >

Mail from the left menu.

Click the Sent Mail
button to review
previous emails you
have sent.

Click the Received
Email button to read
emails sent to you.
Click the Reply or
Forward button to take
the appropriate action if
necessary. These
buttons are enabled if
the email was sent to
you.

M TBS - Main Window - Mail

Received Mail
Edit g MNew 7 NewCopy g Delste [ ~» Find . Print Exp| 2 Sent Mail <]l 3 Maotify Me
T I Inc Archived ? IAclive
Read Date Sent| Title From User Mame Ernail Address To Tao User Name
Mo 230CT D3:RE: Review System Administiator mvalentine@ymal.com; mauimaile1129... -
Mo 19 MAR 08: New Stock ltem Alysia Reiner Delphine Seprig
Mo 19 MaR 08 New Stock ltem flysia Reiner Delphine Seprig

—

83 Records

Send sl ) :ami 4

@ Feply

{0 Fonward [ E  Directory = Frink I u Add Attachment ki. j

Client Mame Lookup Conkack Name Lookup

| =]

Caller Name I

Phone Mumber I

Conkack name I

Fax Murnber I

Ermnail Address To I

To User Name IDa\ph\ne Seyrig

- | Alzo Send To

Mailing List Mame I

Called [~ Please Call [~ Urgent [~
Title: [1ew Stock Ttem
Message |Stock code LEMOOZ{7017 Owner OAY Home OAY
Job Murnber l— Attachments List I j
FO Murnber l—
Date Serit |2008-05-12 14:22:25 Read [ Active [
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Faxes/Letters Communications

FAXES/LETTERS

The Faxes/Letters section describes how to generate faxes and letters. Once you add the
Select the Print option to details of the communication, you then choose to output the information in letter format
generate in letter format. or fax format.

Select the Print Fax option
to generate in fax format by
adding information such as

the client’s fax number and

number of pages.

Generate Faxes/Letters Il TBS - Main Window - Faxes/Letters
1 Selact |.-} Eﬁ' Nw 2 ew Copy ﬂ Delete I “ s Find = Print = Print Fax | O
Communications > : :
Faxes/Letters from the SLlys'sT;:aAr;:ninistratm .Ege:tcsoaurzzcs E?;I:tad I;Hrll-:tl:elnvoice #3
left menu. 4]
2. Click the New button. e
3. Enter the recipient’s 1
information as H Save| D Iancel ) Revert
necessary such as —
Client Name, Phone Clietit Manne ICedar House Finandial Services
and Fax Number. 3 Contact IPhiIip Adlam ;I
4. Enter the details of the T Phane Num [02/5460095-7012
communication itself Fax Mum |+1 415 957 3192
such as the Title, Diake Sent IOCT—Z?—ZDDB
Message, Signoff and Title [RE: Invoice #4949
gl other information as Message |Flease review the invoice before order can be processed. This cuskomer requires
required. a 00D upon delivery.
5. Click Save.
6. Click Print to print in 4
letter format. Or, click o
Print Fax to generate in Signoff [Sincerely,
fax format. Pike Smith
Use Signature 1 [~ Acknowledge [
Use Signature 2 [~ Printed [~
Urgent [ Confidential [~

Job Mum I
P Mum I

Fram ISystem Adrninistrator

Tatal Pages Il

Template [
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Mailing Lists

Communications

MAILING LISTS

The Mailing Lists section allows you to define a mail account to send email to a group of
users or external accounts. You can also define who is allowed to access that mail group
when sending mail within TBS.

You define a mailing list in two parts. First, define the name and type of list. Then, add

email recipients to the list. The table below describes the settings on the mailing list edit
panels.

Totally Brilliant Software Tutorial

Specify the department that is allowed to use this list when sending mail from
BS. Any user within that department will see the list name as an option when
they send mail. Leave this field BLANK to allow ALL departments to see the list.

Check this box to make the list accessible from the Mailing List Name field on
the Mail screen.

Check this box to make this list accessible ONLY to the system. TBS users will not

be able to see a list flagged as SYSTEM. Only System Administrators have the
access to set this option.

Email addresses for external email accounts to include in the mailing list. Separate
multiple email addresses with a comma.
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Mailing Lists Communications

CREATE A MAILING LIST

This section describes how to create a mailing list. Depending on how you define the
access to the list, other users can then reference that mailing list name when they send
mail from TBS.

W TBS - Main Window - Mailing Lists

Create Mailing List

elete [ - Print Export [ ) Re

1. Select

Communications > Mailing List Mame Public Sustem
= Delivery To Supervized Account Yes es
Mail from the left menu. Dual Allocation Of Stock :
2. Click the New button. Low Sales Stock Warning W TBS - Main

e . Mew Client Code Creation
3. Enter the Mailing List Mew Stack Item Created
PO Update Required
Name. Project Group Creation 3
4. Select a Department Maling List Narme [Managers |
-
Name to allow users in 4 Depattment Mame: | GEIFIREELT=gW - |
that department to have Public [
access to the mailing list ystem | g
when sending mail. Or,
leave this field blank to Bl TES - Main Window - Mailing Lists
make it available to all Edt [ Mew ) Delste [ - Print Export [ ) Ry
departments.
5. Select the Public Mailing List Mame Public System
checkbox to make the Delivery Ta Supervized Account Yes ez
Dual Allocation OF Stock s s

list available to users
when sending mail.

es TEE

Low Sales Stock \Warning

New Client Code Creation

6. Make sure the System e - =
checkbox is unselected. Kl

7. Click Save & Close. [

8. Select the newly added 9 I;j Mew NewGopy g Delete [ 2 Find P
list. [ —

Intemnal User Mame

9. Click the New button in
the panel below.
Specify the email
recipients. Separate

multiple external

Internal Lser Mame |- -
recipients with a I _I
Internal{External [

H ki' Save & Close | 11 Pancel
L—

10

MMailing List Mame IManagers

10 PExternal Ermail Recipient |email1@democompany.com, emaiIZ@democompany.con'i |

comma.

Active v
11. Click Save & Close.
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ACCOUNTS

The Accounts section within TBS allows you to manage the accounting needs providing a
comprehensive application to manage a rental business. You may opt to use the
accounting section in TBS to manage transactions related to the sales, purchases and
other financial transactions of your company.



Sales

SALES

Accounts

The Sales functions allow you to track and manage sales transactions within your
company. Use these options to manage general sales accounting related to the

following:

B Aged debt lists

B Sales journals

B Sales account codes
B Sales ledger

You can also generate reports to review sales data in a variety of formats.

R . S | TBS - M; dow - Sales Ledger [_ O] x]
view
EMe ales < Edt | “. Fnd . Pint Expor Special Reports
B Accounls B I~ IncArchived ? [Active =i R
1. Select Accounts > 5 Accourts Dates [ et Name Date] Due Date| Tians Ha| Type | Curency |
& Lb BIANCA GROUF AR5 2008 B Irvvaice % f’
Sales from the left 1 F Sales aund <1273 Jaumal §
5
menu. [ Aged Debt List Credit Nota $
<€} Sales Joumal Irwoice 3 =
. - <] Sales.Joumnal e -
2. Select the option for the
| inf ti t +~ | 5ales Accaunt Cade
sales information to
2 | b Sales Ledger #15 Recards
view. [ B SalesLedger Transe || Edt [ Mew | NewCopy ) Delte | o Piint Expoit Special
3. Select a client. EL Purchases I AlDepts [ Inc Archived ?[2nd Reference =] [contains =] |
. L. Salss 4/cCods | Sales A/ Dess Cliert Name Date Type Trans No
<> Cash Management
4. Review individual sales 7200 Dutput Tax EEC Sound MEYS2008.  Imvoice %6 4|
B General Ledger 4005 Direct Client ABC Sound M&-9-2008: Invoice 926
records. |
B, Bookings Seresns
5. Run reports to view S | | Jj
. 4 3
detailed sales data. </ Communicstions
B+ @ Flepair Soreens =l 2 Records
Sales Ledger Sales Ledger| 4 Privtsd: 2008-10-27 17:22 System A, Page 1ef6
Saveillose ¥) Cancel
Demo Company Litd
Receivahles - Iain Department
Client Mame |ABC Sound
lignt Name Balance Current_1-30 overdue_31-60 averdus_Long overdus
Date [mav-a-2008 =B Date DueDale  TransMo 2ndRef Type Cumency Value O/SValue Setfement  Balance
Type |I
ALABIANGA GROUP 723624 0.00 0.00 0.00 723624 0.00
Valug |-1252.55
O MAR-3-2008  MAR-3-2008 8857 9771 1§ 723624 723624 000 723634
St | ABC Sound 1,657.34 131365 343.69 0.00 0.00 0.00
Transaction {9266
APR-4-2008  MAY-4-2008 0016 10483 1§ 11486 11456 000 11456
2nd Ref [105%8 APR-23-2008  MAY-23-2008 9129 10530 1§ 12984 12884 000 24440
APR-24-2008  MAY-24-2008 9132 10589 | 0§ 3329 3329 000 34363
Due Date |LN-5-2008 = MAY-1-2008  MAY-31-2008 G135 10603 | 0§ 3819 3819 000 3818a
Disputed [~ MAY-1-2008  MAY-31-2008 9198 10810 1§ 15275 15275 000 53453
MAY-2-2008  JUN-1-2008 141 10849 C 0§ -12984  -120.84 000 40479
ezl |2 MAY-S-2008  JUN-5-2008 9266 10598 | 0§ 1,25255 125255 000 165734
Active 7
Aceoustik System 1,065.22 0.00 46244 60278 0.00 0.00
Job Number |10598
CosbockTransto [ MAR-31-2008  APR-30-2008 588 10308 | §  §0278 60278 000 60278
APR--2008  MAY-3-2008 8011 10818 | § 48244 46244 000 106522
Department Mame |Main Department -
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Purchases

PURCHASES

Accounts

The Purchases functions allow you to track and manage purchase transactions within
your company. Use these options to manage general purchase accounting related to the
following:

Items purchased by
Purchase orders
Aged credit lists
Purchase journals
Purchase ledgers

your company

You can also generate reports to review purchase data in a variety of formats.

Review Purchases

Select Accounts >
Purchases from the left
menu.

Select the option for the
purchase information to
view.

Select a client or
purchase item.

Review individual
purchase records.

Run reports to view
detailed purchase data.

5] Order Items

00 s Pisslisations MU
JAN-2-2008 Crescent Moon Studios

25140 Delphine Seyrig
168,00 Jeanrie Noth

< o Edt [ Mew  NewCopy g Delete [ L Fird o Print Export Special Reports
D85 fccaunts - I Inc Archived 7 [Active e = ~
8 Acoounts Dales PIT Humber Drcler Dists | Supplier Mame: Mt Total] Orelsred By Departmsrt Nams
7341 JAHN-2-2008 Brainmorkcs T54 52 Jeannic Hoth Main Depatment =
145 Sales JAN-2-2008 ] fudia Canirol 53413 -
3 Jeannio Hoth Main Department
- Purchases Crescent Mac i Getrubera Main Department

Main Department
Main Department

i 7347 JAN-2-2008:C.LD. 78360 Jeannis Noth Main Department
iz Purehase Qrders 7348 JAN-3-2008; ANALOGY 389.97 Jeannie Noth Main Department
| Eﬂ Aged Credit List 7343 JAN-3-2008:ABC Sound 452,08 Jeannie Noth Main Department
& 7350 JAN-3-2008:AIR FRAMCE Cargo 451.20}Jeannie Noth Main Department
{5 Purchas Joumal 7351 J4H-3-2008 Best Effects 75.20 Delphine Seyrin Main Department
4| | il
! Purchase Account © T emieem
g Purchase Ledger 908 Records
BB Purchase Ledoer Tr. || (@ New Hew Copy Edt | ) Delsts €3 ReceiveGoods | || Save ) Cancel Special
=!I Purchase Constants || Qty Item Description Gty Recetved|Invoiced Gty |Unit Price Charges het Frice Delivery Date
<> Cash M 1.00 Cabls cal 1.00 150,000 150,00 JaN-g-2008 o
1.00 Consumables 1.00 22,000 22,00 AN-6-2008
5 General Ledger 1.00 Control 1.00 590,000 590,00 JAh-6-2008
B/ Bookings Screens 1.00 DMz 1.00 25,000 25.00 JAN-6-2008
1.00 Generics 1.00 540,000 540,00 JAN-6-2008
@ Client Sereens 1.00 LED Fixtures 1.00 1540,000 1540,00 JAN-6-2008
B < Commurications LD Mains Cable 1.00 54,000 54.00 JAN-6-2008
1.00 Mains Distribution 1.00 50,000 50.00 JAN-6-2008
E1 @ Repair Screens
1.00 Rigging 1.00 60,000 60.00 JAN-6-2008
G Stock 5 1.00 Del and Collect 100 175 nnn 175 nn 1aKL_A-2NNA hs
03 Stock Scicens B | >
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Pevie 2w 1021 03 e e Py 1t
Prchiase Orcery Drdesliem | 4
] ot BX Demo Company Lid
- - toms Mot Invoiced hy 26ith October 2008
dordee Chpit 00 Ordsend Roceied Inticod Printon Doscripion Charghti _ UnitPrica _ NolPricn Dosary as
Quaniiy |1.00 by Recrived [
T Purchase i Coda
| | | PO Humess 7381 Ties Elscts
" peer
PP |-t 1090 000 000 Fles desklight seal black- LOMES37 100 640 BA00 OCTHE-2006
it rcn [t st pricn [0
f4.00
Cacoune 3okt
Unked Ta b [~ PO Mume 1573 Capilal Soura Hre L1y
every Dt [10 62008 = Dtery e 200 OO0 100 MANFROTTOTRIPODFOR CAMCORDER 300 1800 A0 JA8-30-2008
—
Pt stat = sihi
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Cash Management

CASH MANAGEMENT

Accounts

The Cash Management section allows you to track and manage data related to the
company’s bank accounts. Use these options to manage general bank account data

related to the following:

B General account information
B Account transactions
B Account reconciliations

You can also generate reports to review account data in a variety of formats.

Review Cash Management

1. Select Accounts >
Cash Management
from the left menu.

2. Select the Bank
Accounts option.

3. Select a bank name.

4. Review bank account
data.

5. Review transaction or
reconciliation data.

6. Run reports to view

detailed purchase data.

M TES - Main Window - Bank Accounts
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<] | Edit [;3 Mew  Mew Copy g1 Delete I < Find i Frint
. $ Accounts ;I Bank Mame Account Ma Currency | Exchange Rate G
o LLOYDS Liopds Bark| 3 £ 1.0000 13
Accounts Dates MNATWEST Mat West &g £ 1.0000 19
FIME ARRO Five Amrows CID £ 1.0000 13
{P- Sales
Kl
L. Purchases
1 t> Cash Management
: Bark Account| 4 Blions | Reconciliation
3 Bank Accounts
2 b Save icel %) Reverb
i General Ledger
[y~ Bookings Screens
Bank Mame
(@ Clisnt Screens
! Account Mame |Lloyds Bank.
LGt cnnunications Account rumber [12345
@ Repair Soieens sart cods [636363536
B Stock Screens Cther info Isome other info
B Systern Administration Swifk Ref I
E]T Media Screens Current Balance ID.DD
Date Reconciled IJ#N—S-ZDD?
St T DS A ottt
PeE———T—
Demo Company Lid
Cashbook Reconciliation Enrmn Company Ltd
Piat Wt E4326275 E5RAA0A4 Bk Acennuts
Dty Descripbion Valsh  Type Check Num ___ Tran Num _2nd Ref RetanciedPasttod Mame  AceountMamd  Cumency  Ruchangs MamanalNC AR Dsscriphon
HOV-17-2004  Depl of Trade & Inds 11000 A IS 0000 H i
FERA 05 AwrTumer e A in 17 | e e Natwest Carantacen
JUN-B-2005  Angman Pradistions Wiz A 356 WATE cheque N v FVEA. NS ATOWSTID : 3 60001 207 e AW CID
JUNB-2005 Antetope Films Lid <8180 § 36 0519 cormedt N ¥
JUL-T-2005 BBC External Serdces 28500 A 400 0504 cheque M v 3 Racordé
ALIG-8-2005  Audio Processing Techno, 12588 L I0TES  cheque N Y
BEP1G:2005 Chapman & Co 1959 A 548 ) N ¥
JAN-20-2006 Chrissie Hynde -38361 A T 1469 N ¥
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General Ledger

GENERAL LEDGER

Accou

nts

Use the General Ledger to manage your general ledger accounts and transactions. The
General Ledger section allows you to:

Search and manage account information
Record transactions

Create journal templates

Add and maintain journal entries

You can also generate reports to review general ledger data in a variety of formats.

Review General Ledger

1.

Select Accounts >
General Ledger from
the left menu.

Select the option for the
general ledger
information to view.
Select a line item to
view detailed
information.

Review individual ledger
records.

Run reports to view
detailed general ledger
data.

M TBS - Main Window - General Ledger Transactions

~» Find . Print Export [ d Show Al Departments %) Refresh Default

. Accounts [T Incérchived 2 |Active

@Ac:uunts Dates Period Transaction Date | Client Mame Walue | Exchange Rate
% Sales 1 FEB-26-2008; Cinema Action 000

2008 1 C FEE-25-2008 E0E03 -124,000.00}1.0000

AL Purchases 2008 1 C FEE-25-2008 E0E03 124,000.00:1.0000

Elin} 1 C FEE-25-2011 ENE10 -2.132.55:1.0000

> Cash M anagement 2008 1 C FEE-25-2008 E0E10 2,132.65:1.0000

1 2008 1 C FER-25-2008; FOE10 -164.38:1.0000

1§ General Ledger 2008 1 C FEE-25-2008 E0E10 164.39:1.0000

2008 1 C FEB-8-2002 & 5 tandby Limited 232 0.00:1.0000

[ == General Ledger Ace 2008 1 C FEB-3-2008i4d Standby Linited 232 0.00:1.0000

2 |22k | Ledger T 2008 1 C FEB-13-2008; Adonis Managment Company 36258 0.00:1.0000

s ASNETEILEger f1ar 2008 1 C FEB-13-2008: Adoris Managment Company 36258 0.00{1.0000

2008 1 C FEB-14-2008: Congervataire Mational Regional 36283 0.00:1.0000

ol Templates 2008 1 E FEB-14-2008: Conservataire National Regional 6289 0.00:1.0000

T General Ledger Jour 2008 1 C FEE-14-2003{EBE Productions 36304 0.00:1.0000
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Primed: S04 1038 W-3TF Spum e
G Afe Code |Laud -
e Deerighion [Fives Aarvvrs O 2 I Demo Company Ltd
,—l 6 ‘Trial Balanee
Nonminal Period : 3 - 2008
Your 200U
GL MG Code Gl Ak Dasc Period Opening Period Balance  Period Ending
Chnet Haarm [Carmrin ot ;!
Vabue |0.00 Sales
R | -2 = 4ma Diseauniid Gliel - Siodge 197, 713.33 16,189 14 EILTTFE
Trpm [P AN0R Discaunlid Clien - Ottuer n.an 3298978 37,080 78
4005 Direct Client 206,920.20 2254026 I AB04E
Ledoer | 4007 Hutals 1 ,860.01 7.660.78 29,549.82
T s Hotal Sales (Hyatty 16,584.13 5,958.00 1154213
Trandadtion |cOc0U . ¥ X
“ 4010 Ko Factosied Salis 737 50 72750
Tonwm Red 4011 Crovs Charges o JBH 0.00 noo
4012 AV Gales - JBH 0.00 000
et Raee | 1000 4008 Sales - Horn East 0.00 000
Trem Descriotion [Studosparss auzn Equipment Sales 0.00 nou
4021 Diliviry Shearges { Trarsporl n.an 58,386 32 52,388 37
Felwerns 4002 Darnage Wapver 0.00 LIT38 211726
Taw Bachde [
A22,814.10 140,831.50 A71,845.70
T Rate Desc [standsrd L val . I
Departrent Hame [Man Departient - I
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