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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.

2. Stock Availability . Hire Job Amend

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.

T55 V8 Login =

UserMame  [MANAGER ~ | 8 Lol

Pazsword s ; .
ﬁ E =it

To set the path for the data click on the T| icon to the right of the user name.

Server IP Address

Data Path |£:420084data

Local File

(T8

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
b

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 summary screen 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 el icon to the right.
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W TS5 V8
@ [Marquee Demo e @ 8l a e MANAGER
& o
17/06/2012 «| | 0¥ Process
v allHire Type Date Ref Name Information
Messages In 0
Contacts
Messages Sent 0
Echo
Jobs Starting 0
Purchase || [J] Jobs Ending 1
Orders
S 17/08/2012  HIOD1074 Hail East of England Showground Peterborough
g Stock (= Jobs In-use 4
17/06/2012  HI001074 Hail East of England Showground Peterborough
Events & 18/06/2012  HI001072 Prince 5 Bedford Street City Centre Exeter
ens 18/06/2012  HI001085 Thomas East of England Showground Peterbarough
- B [18/05/2012 | HI001086 Oldman East of England Showaround Peterborough
-
Contact Reminders 0
I:J_% Reports Expiry Hire Jobs 0
2 Hire Jobs - Reminders 2
" [30e/012  Hoootoms Hail Check f-payment has deared before going to site
W 1308/2012  HI0D1067 George dlient to meet on site @7am ,check still available
Hire Jobs Loads Defined But Altered 0
< ]Summary‘mdmse&das‘thahmMmCmm|Danaged5md<Lﬁt‘Entﬁ1la|SalesLedgﬂ‘
09:21:39 14/06/2011 TSS Website  Support Connection _ ftp site
Here you can see summary of todayos

starting, ending or in use. Also you can see if there are any contact reminders, hire
job 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.

v Job
e Contact

Enquiry

Purchase Order

g Stock
@ Event & Venue

§ / Final Account

dat a,
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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).

Donét forg Anpwhere [ box ik you nieezl to search the entire field.

W Tssve = | E
ﬁ IMarquee Demo 'I G- Ed 8| = @ ﬁ Exit MANAGER
H Summary QJ Ef\iﬁiml@ R&Zﬁ::g ﬁs‘,"%ffm Avssﬁarl:;ty In:!:;ng T

Search

B e
e Contacts

Job Types To Include

Returns

123

STARTDATE LASTDATH

Drag a column header here to group by that column

# COMPANYIDNO REFERENCE FIRSTDATEOFUSE NAME ADDRESS

Maquee Demo | HJODIOBE | 16/08/2012 Oldman| 150 Walsall Road | 16/08/2012 | 17/06/2012
d ‘west Bromwich
‘ Echo o Bimirgham
lnclun.ie search Marquee Demo HJ001083 23/08/2012 Peel |Woodsmans Mews 22/06/2012  23/06/2012
N Archived London
Purchase :
Sm £ Lok At synbere [ | [MAGUEsDeme  HUOIOTZ 1EE/2012 Frince Elﬁecdl;rsjueet THE2Z 16622
| Name Exgter "
=
¥ Reference
" Do
Jobfileevent
I
Venues
-rs
T 7l Final Order By |Reference e
(7= [
- 4 List Recent Jobs
= LimtResultsTo  [100
Ll Reports S 0|
-yz
Jan | Feb | Mar | Apr | May | Jun | Jul | Aug | Sep | Oct | MNov || Dec 2011
27
09:24:32 14/06/2011 1SS Website  Support Connection _ fip site

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

. Limit Results To 100
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.

v| Limit Dates
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"
A

“  Active Jobs Chart

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

B A 4
period. It can be accessed by pressing the W in the section on the
summary screen.

search | igHire chart | Retumns

) ) G 65 o <] [ 5] O onmnren [

ExclInUse | [Inc. Archived | 4= =9 | Jan | Feb |Mar | Apr | May| Jun | Jul | Aug | Sep| Oct |Nov| Dec| 2011 =

Drag & column header here ta group by that column

Jobs Dates
i Name Reference HINETT [14/06 15/06 16/06 17/06 10/06 19/06 20/06 21/06 22/06 23/06 24/06 25/06 26/06 27/06 20/06
Prince bits T A == ][]
: Thomas Mrs T HJODI0EE | £2,018.82 I
_|aiman t1 6. HIODI08E | £747.34 . .
Hail birJ HIODIO74 | £3516.06 .
:Junes brs § HJO01071 £885.10 O =
|DavisMrT TMPO31438) £47955 | — — — —
George Mis§ HIODI067 | £1.52250 [ [
"[Marshatimr B HJO01043 | £4,286.36 O =] I e =
[rwelington tr g HIODIO73 | 263061 =] I .
_|Dariets HJO0I064 | £2,509.52 e = =
_|Peeitiry HIO0I0ES | £1.516.01 || —
Gonse Mis A, HIODIO75 | 264165 [ [
: Fergusan Mr M HJO01051 £601.36 —
_|vennings Mis HJODI053 | £6,394.14 [
JRose et HIODI052 | £630.16

1 Build / Delivery

= Finish of build but before customer use
I use

= Finish of use but before start of clear

= Clear / Return
L1 Enquiry

Customer to collect and return

D' Expiry date set on job (blue border)

By default you wil!/l see todayds date
want to change the dates use the drop down arrows next to the date and day fields

and then press the k& A 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 aldudicn 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
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Cross

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

service jobs. 4

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.

Once you have selected the criteria you most want to see every time you open the

chart then you can click on the ﬁ and save these as the default settings.

You can also alter what fields are displayed at the left of the screen by going to
maintenance, search fields define, hire chart and dragging any fields you want from
the right to the left hand side(remember that the more fields you add the less you
will see of the actual chart without having to scroll the screen).

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.

2
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.

Drag a column header here to group by that column

Jobs
E Reference Event - |
I Green Helen 002014 002014 Booking

0020547 0020547 [Enauiry |

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 | grouped by the type so the
chart will display all the bookings together and all the enquiries together.

Jaobs

Reference Ewent

Green Helen 0020547  |0020547 |
Andrews T 001027 |

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 summary screen, this opens the hire job find
screen.
Zwp Mew Hire Job

On the search screen you need to click on the Addnewhirziob. pytton

¥ e = | ) ]|
éﬂ) [Marquee pemo e d 8 2w e MANAGER

— BT T | | | e

. Search | HigHire Chart  Retums
allHire )

Drag a column header here to group by that column

= COMPANYIDND REFERENCE FIRSTDATEOFUSE NAME ADDRESS STARTDATE LASTDATEOFUSE JOB
HJO0108E 16/08/2012 Oldman 150w/ alsall Road  16/068/2012  17/08/2012 Ny

» Job Types To Indude
e Contacts

e ] croc

Marquee Demo

“west Bromwich
Include b Marquee Demo HJOO1063 23/06/2012 Peel |Woodsmans Mews 22/06/2012 23/06/2012 313
Archivee el London

- . pe—

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.

") Hire Job Amend

[ ciose | cancel | TMPOEZ?

Summary | Defails Costings Docs Inwoicing Availabiity Purchase Orders Reports Loads (6%

JobValues&Notes | Userlist StockNotes Changes Item Changes Messages(l) Repair/Amend

£| St [ACTIVE - Job Notss
[}
Crecit Lirat
[Dste]us=Detai]
Information

O
L] |name
L] |mitais
| |address
|| |postcode
| |contact
| |®|remo )
| |rotelHire vahue [0.00 T
[ | Total Insurance |0.00 display>
L] [rowinet .00
| [otelvat 0.00
| |rotelnv Raised [0.00
| |eventstart loo/oojo000
[| [Eventend 00/00/0000
| [rotelweight 0.0
| [AccManager
L] |site Maneger

) . . L Detail
The screens can be filled in any order but logically start by clicking on the sl

tab. By doing this you get a new set of tabs on the second level.
10
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General Details | Delivery Details  References  Contract Information  Special Instructions ~ Invoicing  Main Items  Adjustments

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

Job Reference | [TMP034627 Job Type |gnguimy -

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.

Job Type

FIRM BOOKING
CROS5 HIRE
OUT OF SERVICE

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.

Job Copy
To create a new job by copying the details/stock from an existing one you first open
a new job, next right click at the top

Save Main Iterns _Adjustrnent Items Layouts
LCopy Job

Print Screen

This will open the job search screen to allow you to find the one that you want to
copy.

11
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Once you select the required job you are then given the options of what data you
want to copy over, just tick the required boxes and press ok.

i 1
™ Copy Job Details SRS

HJO07009 : Cazsie's Catenng

Set Al Clardl  Feset

v| Event

W al Deta
Invaoicing
Job Dates

v| contact details

v delivery

¥| job name & address

v Copy Hire Items ltems () Add Ta Existing
Copy Adjustrent [temz Feplace Existing
Copy Out & In Dates On [tems

The fields like event are pre set but can be altered if there are any other fields that
you need to add to the copy routine. Go to the maintenance section shown below.
Here you can alter the copied fields by dragging the new field from the right hand
column to the middle and pressing the update button.

ﬁ Eile Defaults b Copy Fields J lob
-
| |
W Copy Fields (= = ]
O @ JOBFILE
contact details Name  [Job Dates w| Default
delivery
Event ) Fields T Copy Avvailable Fislds
General Details
Invoicing COLLECTIONTYPE ACCESS -
DELIVERYTYPE ACCMAN ==
job name & address EARLYCOLLECTIONTIME ACCOUNT
4| EARLYDELIVERYTIME ACCOUNTCONTACT
ENDDATE ACCOUNTFAXNO
ENDOFBUILD 4| ACCOUNTTELND
FIRSTDATECFLUSE ADDRESS
LASTDATECFUSE ARCHIVEDSTATUS
STARTDATE ARTGRASS
STARTOFREMOVAL ASSIGMEDTO il
AESTENERTAN AME

12
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If you have copied the job from last year in its entirety then it is likely that you will
need to increase the pricing. To do this, go to the main items tab then click on the
screen splitter at the left hand side.

) Here you will see the following option to increase the prices.

Hire ltem Price Change

Select Al Clear Selection

Adiust Selected By Percentage

| Apply Percentage

Aduzt Selected By Fixed Amount

Apply Fived Y alue
Set Price Band
Frize Band A Apply Price Band
Make sure the items that you wish to increase/decrease are highlighted then either

put a percentage amount or a fixed amount in the relevant box and press the
appropriate button to update the prices.

Pre
R Z0300 Y EABMBOTBL 1.2m » 30m Frame Marquee 1 A& 1.050.00 1.00
|vory Pleated Lining Roof and ivarg wall:. 1 A 78000 1.00
Mavy Blue Swags 1A 19.00 1.00
Wooden Floor 1A B30.000 1.00
Blue Carpet 1A 387.00 1.00
With 5% increase applied
V] WA 20300 IVEABMBIMEL 12m % 30m Frame M arguee 14 110250 1.00
n " |vor Pleated Lining Roof and ivoy walls. 1 & T87.50 1.00
u . Mavy Blue Swags 14 19.95 1.00
n Wwiooden Floor 14 BE61.501.00
u Blue Carpet 14 406,35 1.00
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