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   all Hire - General Information  

 
All of the main programs run as separate windows, this means that you can have 
the stock availability screen open while you are in a job booking it. You will see this 
displayed on the windows® toolbar as a series of different programs.  
 

 
 
 
 
This is also advantageous if you are using dual monitors as you can constantly 
keep the stock availability open on one screen and do the booking on the other. 
 
Also the majority of the screens used within the program are fully customisable. 
So if there are any fields that you do not use on the default screens they can be 
removed. Or alternatively if you want to add a different field in that you feel is 
relevant then you can do so (this will be explained later in the manual). 
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   Initial Log On 
 

Open the program by clicking the icon on your desktop or through your; start 
menu, program files, TSS, TSS2008 then TSSV8.exe. 
 
You then get the log on screen. Enter your user name and password (if they are not 
preset). If you do not have one ask your system administrator to set one up for you. 

 

 
 

To set the path for the data click on the icon. 
 

 
 
If the data is on the local machine you can leave the server IP address blank and 
just fill in data path, if the data is on a server then enter the IP address of the server 

and the data path on the server. Once you have entered the data click on the  
icon to save the information. 
 
When you log in the toolbar will appear. 
 

 
 
Your company name will be displayed at the top left of the screen. If you have more 
than one company you can alternate between them here.  
 
You also set which one you would like to open as default by selecting that 

company then pressing the    icon to the right. 
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Clicking on the  icon will then bring the summary screen up; you can set this 
to automatically open by clicking on the drop down arrow at the right of this icon and 

ticking the  box that is shown. 
 

 
 
Here you can see a summary of todayôs data, showing what jobs you have that are 
starting, ending or in use. Also you can see if there are any contact reminders or 
internal messages to deal with (we will cover these later in the manual).  

 
You also have other tabs on this screen giving you screens such as reports. 
 
The search screens can be found by selecting the relevant icon. 
 

 Job 

 Contact  

 Enquiry 

 Purchase Order 

 Stock 

 Event 

 Venue 

 Nominal 

 
All of the search screens are similar in that you get the search criteria shown on the 
left hand side. The fields here can be altered to suit your company needs (This is 
covered later in the manual).  
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Donôt forget to tick the  box if you need to search the entire field. 
 

 
 
There is usually a limit box on the search as well so be aware of this if you are not 

seeing as many results as you would expect  
 
The other limiter is on the purchase order search; it has a date limiter on by default 
and will only show orders that are for a forward date or up to a month prior. 
 
To remove this limit just take the tick out of the box and search again. 
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   Active Jobs Chart 

 
The active jobs chart gives an overall picture of what is happening in a particular 

period. It can be accessed by pressing the  from the main toolbar. 
 

 Build / Delivery 

 Finish of build but before customer use 

 In Use 

 Finish of use but before start of clear 

Clear / Return 
 
By default you will see todayôs date and the next 31 days filled in at the top. If you 
want to change the dates use the drop down arrows next to the date and day fields 

and then press the  button.  

The arrows  below this button will move the data displayed forward or 
backwards by 1 week. You can also select by a month by pressing one of the ones 
listed above the graph, this will automatically process the data for that month.  
 
By default, only the jobs which are firm bookings and start to build or clear within 
the period are shown on the chart. If you wish to see the jobs that are in use as well 

press the  button. The buttons that show as orange are the criteria that 
are currently selected, so if you should want to see enquiries on the chart press the 

 button. The same applies to cross hires / purchase orders  and out of 

service jobs.  
 
Clicking on this icon gives you the option to turn on or off other columns to be 
displayed on the left of the screen. The main two being type and event. 

 
 
 
 
 

 
This then would show the following columns  
on the left of the chart. 
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To open any of the jobs within the chart, simply double click anywhere on the bar 
relating to that job. 

To refresh the screen at any time press the  button. 

To print the screen, press the  icon at the top of the screen. It will print exactly 
what is displayed on screen at the time. 
 

 
 
If you wish to group the chart by any of the columns on the left hold the left mouse 
button down on the relevant header and drag it to the area at the top. 
 
This will then group by that column. In this example I grouped by the type so the 
chart will display all the bookings together and all the enquiries together. 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
Each section can then be expanded by clicking on the + next to the type heading. 
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   Creating a New Job 

Click on the icon  from the main toolbar, this opens the hire job find screen. 

On the search screen you need to click on the  button 
 

 
 
You will now be on the summary screen of a new job. 
The summary on the left of the screen will be automatically filled in after you put the 
information into the job. 
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The screens can be filled in any order but logically start by clicking on the  
tab. By doing this you get a new set of tabs on the second level. 
 

 
 

The  tab is the most logical place to start. The first area of note is: 
 

 
 
The Reference will automatically pick the next sequential number and give it a TMP 
prefix (temporary), you can use this number or overtype it with a reference of your 

own. The job type indicates the job status. This can be changed using the drop 
down arrow to any of the following. 

 
 
 
 
 
 
Enquiry: Used for the initial contact with the 

customer, through the quotation to the point the job is booked. 
 
Firm Booking: Used when you have confirmation of the job, also to book the stock 
so that any over bookings will show up. 
 
Cross Hire: Used when you have sub contracted stock in from a third party. Any 
items booked by this type will show as a minus figure on the availability chart, thus 
artificially increasing your stock for that time period. 
 
Out of Service: Used to temporarily remove stock from your available equipment. 
You can create a job of this type if you have some damaged equipment that you do 
not want anyone to be able to book until it has been repaired. 
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 Entering / Creating a Contact 

 
If this is a previous client then you can retrieve the details by pressing the 

 button and searching for their name, address, contact name etc 
then double clicking on the one you wish to select. 
You can also create a new contact from this screen (covered later). 
If you do not have the customer details previously stored and you do not wish to 
create them as a new customer yet, you can just fill in the boxes by free typing in 
them. 
 
The name field should be used for the customers surname or the company name. 
 

 
 
 
The initials field should be used for the customerôs initials AND title, (e.g. Miss J), 
first name if you are on such terms with them (e.g. Joanne) or left blank if a 
company name has been used. 
 
The address and post code fields are the normal correspondence address - the 
invoice and delivery addresses are entered in different areas. 
 
Telephone No, Fax No, Mobile No, and E-mail are entered in the relevant fields. 
 
Contact name is usually the person you are liaising with. 
 
Salutation would be entered as Mr Smith, Mrs Smith, Joanne, being the person to 
whom you would address any correspondence (ie the part after ñDearò in a letter). 
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To create a new contact click on the  button at the top left on the 
contact search screen. 
 
The new contact will then open on the summary screen. 
 

  
 
By default the client is set to enquiry. Here you can change it to either Customer or 
Supplier by clicking on the relevant button. 
 

 
 
You can also set up keywords in the misc file maintenance section that will show 
against each contact. These keywords can be used to help you when you are doing 
mail shots. 
 

 
 
To the right of the summary screen there are 5 other tabs. 
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The contact notes allow you to set reminders against the contact that will 
show up on the main summary screen or just make notes about 
conversations you have had with them. 
 
The mail shot notes will show how many times you have sent mail shots to this 
customer. 
 
The active enquiries will only show any details if you use the ECHO system within 
the program to log your enquiries and quotes, If you do then this will show any 
current enquiries you have listed for the contact. 
 
The hire jobs will show all jobs that you have supplied to this customer. 
Purchase orders will show any orders raised against this contact; they will need to 
be marked as a supplier to be able to allocate orders to them. 
 

The main page that needs filling in is under the  tab. 
 

 
 
Give the new customer/supplier an account code then fill in as many of the other 
details in as you can. 
 
Price band will alter the default price bands against the stock when you create a job 
for this customer. 
 
The additional contacts and address tabs allow you to store more than one record 
against each contact. The additional addresses can be used when selecting 
delivery, purchase order or invoicing addresses within the job. 
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   Entering / Creating an Event 

 

The event is primarily used for grouping of jobs. For example, if you had work at the 
showmanôs show for Oct 2008, for multiple clients, then you could use the event to 
group them. This would enable you to see the revenue earned by this event and not 
just per customer. It can also be used to record more details about the event which 
can then be printed on the customer paperwork, e.g. Wedding of Jane Smith and 
Andrew Brown, to identify this specific job 
 
You can just enter a name in for now if you are putting a temporary job on. 

If you want to enter the full event at this stage, press the  button. 
This will open the event search screen 
 

 
 
To link the job to an existing event type the name in the ófindô box then press 

, (by default the event search only shows ones from up to one 
month ago and any in the future, if you are looking for a previous one remove the 

tick from  and search again). Double click on the event you require 
and the details will be entered into the job screen.  
 

To create a new event press the  button. 
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Fill in the reference. If multiple jobs are not going to be linked to this event then this 
would usually be the same as the job reference you have already created. Next fill 
ónameô with, in this example, Wedding of Jane Smith and Andrew Brown. The other 
details can be filled in as appropriate if you want to. The main fields that need to be 
entered are the two date fields at the bottom of the screen, these apply to the event 
dates only and not the build and clear. 
There are two other tabs on the event. The first will show all the jobs that have been 
linked to this event. 
 

 
 
The second will show the schedules of those jobs in the same format as the óhire 
jobs chart. Any of the linked jobs can be opened from here by double clicking on 
them. 

 

 


