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all Hire Tutorial

all Hire - The Hire Software Solution

all Hire is flexible, easy to use and ideal for any size of hire company

Introduction

all Hire gives you all the information you need to run your hire company.
From stock availability, client history, quotation and contract to delivery and
resource scheduling to invoice information and management reporting.

From taking the first call from a customer and entering the details into

all Hire, a full history of the job is built up. You will know instantly when
quoting for items whether or not they are available and can quickly see
what alternatives can be offered if not.

Once the job is entered, the hard work is done. It can be followed up,
change it to a booking and produce all the necessary paperwork, including
deposit and main invoices, without having to re-enter the information.

This also forms the basis of the picking list and delivery/collection notes.
When alterations need to be made, they can be done quickly, stock
checked automatically and revised paperwork/email confirmation sent
effortlessly. Any alterations are stored against the job so that it is clear
when and who made the changes.

The all Hire Tutorial will guide through the basics of the all Hire software i
from an overview of the Active Jobs Chart and existing orders to creating a
new enquiry, checking stock availability, producing documentation,
confirming the order and invoicing the job.

If you have any queries, require any assistance, or would like to arrange a

demonstration, please don6t hesitate

all Hire will save you time and support all of your hire business needs
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v 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.

This gives you the log on screen where the User Name and Password should be
preset. If they are not, please give us a call.

UserName  |[¥FEE:

Password i
|

The data will automatically point to where the demonstration data is. Should you
decide to purchase, we will help you set this up to point to your data as part of the
installation.
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' Main Toolbar

When you log in the main toolbar will appear.

@ - @ 8 [ et  manacer
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This toolbar is where you will access any other screens you may want to see,
whether it is to create a job, alter a stock item or view scheduling or reports.

We will work through some of the buttons in this tutorial and you can look the others
up in the main manual, (or simply click on them to see what they bring up), at your
leisure.

The company name (in this case Demo Data) will be displayed at the top left of the
screen. It is possible to have more than one company and you would alternate
between them here. You also set which one you would like to open as default by

selecting that company then pressing the H icon to the right.

To the right of the EXIT button is the name of the user who is logged on. All
changes are recorded under this user name, so, if you decide to go ahead, it is a
good idea to set up user names for all of the people who will work on the system so
you know who has done what, but weol |l

It is worth noting that all of the main programs (represented by the buttons on the
Main Toolbar), run as separate windows. This means that you can have the stock
availability screen open while you are in a job booking it, or be looking up all of the
jobs at an event while creating a new one.

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 a screen you use a lot, such as the stock availability, open on one screen and
be working on something else on the other.

Also the majority of the screens used within the program are fully customisable.
This means that 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 is explained in the full manual).

st

ck
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| Active Jobs Chart

The active jobs chart gives an overall picture of what is happening in a particular
period. Itis useful to get a quick overview of what jobs are going out / coming back
in a period. It may also be useful to give your warehouse staff access to this for
planning purposes.

e
New Hire Job Eng Cross| 0/5 Bl InUse] Inc Archived = = 2 | |
Add new hirejob From [11/10/2009 | For Days [

2003 % | 3Jan | Feb | Mar| Apr May Jun | Jul | Aug| Sep | Oct Nov Dec

Drag a column header here to group by that column

Davis DAVD3 =1
Jenes Recmitment HIOo 07| I I | [ | [ | | | [
Brown Mi C HIO01 007 | =
Jones Riecruitment A HJO01 004 O | =<0 | | | | =
Daniels M J HJ001006 | —
T S Solutians Lid HI001008 | I . i
e MR Er e HIOOT 002 | o o
Thomas Mrs T HIO0T 011 | [ | | -] ] o
o v 1andnd T 1 T I I 1
| I L]

It gives you a colour coded view of what jobs will be going out / returning within a
date range. This can be particularly useful when planning as it gives a clear, visual
representation of what is happening over any given period, where jobs clash, and

whether they can be moved.
——

It can be accessed by pressing the B button on the main toolbar.

1 Build / Delivery

== Finish of build but before customer use
B |, use

= Finish of use but before start of clear
/T Clear / Return

By default you wil!/| see todayds da.t(¥ou
may have to scroll right to see all of the days.) If you want to change the dates use
the drop down arrows next to the date and day fields and then press the

L button. The arrows s - below this button will move the
data displayed forward or backwards by 1 week. You can also select a specific
month by pressing the ones listed above the graph. This will automatically process
the data for that month.

and
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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 i 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 Eng button. The same applies to cross hires / purchase orders Cross and

out of service jobs. £

The information shown on the left of the chart, (Customer Name and Job Reference
by default), is fully customisable depending on what you find it useful to see. For
example, some companies like to see the Event Information here.
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' Creating a New Job

When a customer calls, you will want to record their details in order to be able to
send them a Quotation / Order Confirmation or other relevant paperwork. You will
also need to check Stock Availability. All of this can be done by creating a New
Job. (There are other ways of checking availability before creating a job, but we will
look at these later.)

If you still have the Active Jobs Chart open you can click on the v

button on the left. If not, click on the icon ' from the main toolbar.

Hire Job Find

New Hire Job Drag a column header here to group by that
Add new hirejob E

Job Types To Indude

Eng Cross|| O/S

Include
Archived Search

Look At Arpwhere v
v Mame
| Reference <Noc
Address
v Postcode
Telho
Mew Hire Job
This opens the hire job find screen and you can click on the Add new hirejob

button from here.

(This screen is also the one you use to find existing jobs which we will look at later.)
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. As with the job chart the information that is shown on the

summary screen can be changed to show any that you feel relevant, such as Event
Information or perhaps you want to see the email address.
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Briecbaned e Bl T b L "TERSTTIE & o, (e
e [re=RER 205

| summary | Details Costings Dacs Invoicing Availabity Purchase Orders Reports Loads DateAllocations [&] & |

| JobValuestNotes | Userlist _StockNotes Job Changes Messages (1) Nan Conformance

£ | Status [ACTIVE - | 10b Notes | Required &0rdered
0
Crecit it

Date|User| Details

Hon et Deposits Held - [NNNNINNENE - |-

Information

MPO34627

Telto
Total Hire 0.00 <No data to
Value display>

Total Weight |0.00

The screens can be accessed in any order to fill in information, but logically we 6 r e

| Details |

going to start by clicking on the tab. You will now see a new set of Tabs

on the second level.

]GeneraIDetaiIs| Delivery Details  References  Contract Infformation  Special Instructions  Invoicing  Main Items  Adjustments

10
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' General Details Tab

G | Detail . . .
The | """ P25 tap is the usual place to start as this contains most of the

information about the job such as Job Reference, Customer Details, Dates and
Delivery Information.

K4 = > T T S

The first area of note is:

Job Reference | | TMPO34627 Job Type |EnquIRY -

The Reference will automatically pick the next sequential number and give it a TMP
prefix (temporary). The Reference will follow the job from start to finish and is
usually quoted on ALL paperwork. You have several options regarding this
reference.

1) Use the TMP number that has been issued
2) Press the aabBseens button to issue the next proper sequential
number
3) Overtype it with a reference of your own.
. Job Reference . .
In this case, press to issue the next number as this is the normal

practice.

11
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The job type will usually be ENQUIRY (Quotation) or FIRM BOOKING, but can be
changed using the drop down arrow to any of the following.

Job Type

FIRM BOOKIMNG
CRO55 HIRE
OUT QF SERVICE

The normal uses for these types are:

Enquiry: Used for the initial contact with the customer, through the quotation to the
point the job is booked. (Stock is checked against other Bookings at this stage.)

Firm Booking: Used when the job is confirmed as this also books the stock so that
any over bookings will be flagged up for action.

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 equipment that is being cleaned .
altered / repaired that you do not want anyone to be able to book until it is
serviceable again.

As we are creating a Quotation, leave it set to ENQUIRY.

12
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' Contact Information

The next area to fill in is the contact details. It is important here to get the details
correct as this will be the information used on the majority of your paper work.

Contact
MName Initials

Address

Post Code Fax No.

Telephone Mo. Mobile No.
Contact Name E-Mail

Salutation

If you do not have the details of this customer 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. HOWEVER, if you do not create a contact then you will not be able to track
all the enquiries, invoices, etc that are linked to the specific client, so we
recommend this.

Best practice is always to assign a contact, creating a new one if necessary. If you
prefer, you can create the contact as an Enquiry and not a Customer until they have
entered into a contract with you. These are simply different categories of customer
that can be used for reporting, and you may not feel that you need to distinguish
between them at all. We are not going to go into this too deeply at this point -
creating a new contact is covered in the main manual.

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

Contact L .
button, typing in all or part of their name, address, contact name

etc., pressing SEARCH and then double clicking on the one you wish to select.

You can also click the 123 abcd efg etc. buttons to the right of the screen to
show you a list of all contacts beginning with the selected letter. For this example,
click on the abcd to the right of the screen and double click on Anderson, Joanne.

@ Contact Find

@ New Contact
Contact Types To Indude

son (B |,

Find

Drag a column header here to group by that column

Andersoni@hotmail.co.uk Anderson|Joanne

Andiews | Tim Andrews

apwhere v Search

Bowper |Paul Bowyer s

vl Aocountiel

¥ Name

¥ Contactrame
Paymethod
Important

Brown | Cailes B.owlnBE‘ "

13
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This will take you back to the General Detais screen of the job with most of the
contact information filled in for you.

Contact | ACCO37060 aAnderson

MName |Anderscln Initials

Address 30 Kestrel Close
Chipping Sodbury
Bristol

Post Code |BSST" BB | Fax Mo, | |

Telephone Mo. ||31454 312654 | Mobile No. | |

Contact Hame |Joanne anderson | E-Mail |Fmdersonj@hotmai|.cn.uk |

Salutation |Mrs Anderson |

The name field should be used for the customer& surname or the company name.
The initials field should be used for the customer6 dnitials 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 (i e t he part after

14
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' Event Information

The event information can be used to link multiple jobs to one event, (e.g. a Show
or exhibition where you have multiple customers). It means that you can run
various reports from the system to see information like revenue by event or to print
all load lists for jobs linked to that event. It also allows you to look back and use the
information for marketing for the next show.

Event ‘

Event Title | |

To link a job to an existing event or creating a new one then you can search for it by

clicking on the Bxeot button.
Double clicking on an event will select it and return you to the previous job details

*9 Event Find [E=EERsc
\ New Event Drag a column header here to group by that column 123
<& pdd new event

; £ Company REFERENCE MAME L abed
Find l:l Marquee Demao |SS0008 Showmans Show 2008 Me
He efghi
Search Tt
1 W Jkdm
Search Anpwhere v Marquee Demo |SOE0D08 South Of England Autumn Show | Tk
v Reference .\An; nopq
v Mame -
W Address Marquee Demo (HI001014 Thomas 1 retuy
Pasteode W L
Br
= wxyz
I [« | []
Mew Event
screen or you can click on the 7 = Add newevent button to create a new one.

If the event link is not relevant then you can just type information about the job in
the box below, e 40Y birthday party for John Millsd o r 6 W Rledeption for
100 guests at Mill Cottage on Saturday 15" J u | y  ZrBisdcardthen be shown on
your client paper work such as the quotation, contract, invoice, etc. (Many
companies that deal with a caterer who may have multiple jobs on at one time like
to use the reference provided by the caterer here for quick reference and ease of
finding the job.)

For the purposes of this example you should just type some details in the
Event Title box.

15
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v Job Dates

The Job dates are some of the most important things on the screen as they are
what govern when the stock is booked from and to. They also are used to generate
multiple reports to do with load items, invoicing, scheduling etc.

Even if you only have rough dates at the moment enter those in; the greater the
accuracy of the dates the more accurate your stock check.

Most marquee companies assume delivery the Wednesday prior to the weekend of
the event and collection the Tuesday after to cover the longest likely period. If the
client decides to go ahead then you can worry about more accurate dates.

Catering Equipment / Furniture hirers may find the delivery and first date of use and
the Last date of wuse and start of clear/ end
Delivery Type Delivery -
Start Date - End of Build -

Delivery Time

First Use - Last Use -
Collection Type |cglection -
Start of Clear - End Date -

Collection Time

When you enter the start date and then tab / click out of the box all the other dates
will automatically be filled with the same date To alter these dates use the drop
down arrow at the right of the relevant box to give you the calendar.

4 October » 4 2009 »
M TW TF 5§ 5
012 3 4
5 e ?-1011
12 13 14 15 16 17 18
1920 21 22 23 24 25
% 27 28 29 30 31

You can alter the month or year by using the arrows at the top. Select the date you
require and the calendar will close and fill in the date field for you.

16



The dates are used as follows:

Delivery Type

Start Date

End of Build

Delivery Time

First Use

Last Use

Collection Type

Start of Clear

End Date

Collection Time

all Hire Tutorial

You have the option of selecting either
6Del i (pewyoud or 6 Col (be the
customer) by using the drop down arrow.

The date you will start building on site or that
the customer will collect from you.

The date you will have all the equipment on site
and ready to use. Set this the same as the
start date if the customer is collecting.

Enter any information you wish. E.g. earliest
start time is 10am and latest finish is 6pm.

The first date that the customer wants to use
the equipment.

The last date that the customer wants to use
the equipment.

You have the option of selecting either
6Col | eyt iyaun & r
customer) by using the drop down arrow.

The date you will start to remove the equipment
from site. Set this the same as the end date if
the customer is returning.

The date you will have all the equipment
removed from site or that the customer will
return it to you.

Enter any information you wish. E.g. earliest
start time is 10am and latest finish is 6pm.

Fill in some dates for this job using a weekend within the next month.

17
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' Optional Information

Contact information can be entered on the top right hand side of the screen, but
only if required.

Entered By - Contact -
Order No. Order Date -
First Contact [12/10/2009 w | Mext Contact 257102009 -

The entered by and contact are drop down selections to show who initially entered
the details and which person will be handling the contract. These sorts of details
again can be used to filter reports if needed. (You can alter the names in the list if
you go ahead with the software.)

Order no. and Order Date are the reference from the client used to book the job if
they supplied one and the date they placed the order. As this is still a Quotation,
t her e 6 s torilbthisrineattite moment.

First contact date wild/l be entered automatic
changed if required.

Next contact date is set by default to be 14 days from today. If you do not need to
contact them again you can clear this field or if you wish to alter the date you can
also do that. The next contact date is used on a report to give you a list of clients
that you need to get in touch with.

18
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' Venue / Delivery Information
Venue information is used in the same way as the Event information, except that
this links all jobs done at one site and is not restricted by dates. For example, if you
deliver to a particular hotel, gallery, exhibition hall, etc. several times a year for

different clients, you can store the basic information about the venue for use again
later.

Venue

By pressing the venue button you can create a new venue or pick an existing one
from your previous sites. We wondét use t hehisexamplee button

Next you need to enter the Delivery Information (or Site Address if you prefer).

Delivery Information

Name Initials
Address
Post Code Fax No.
Tel No. Mabile No.
Site Contact
Instructions
Delivery £ [g.og Collection £ [g,pg
. MName . . . .
Pressing the button will bring up a list of any available addresses

already associated with the job or with the customer i you can double click on the
Type (e.g. Job Address) to select one.

19
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s ik

Select | Cancel

[ Type | |
Job Address Datchet Automotive

Event Wedding of Fred & Mary
Venue Rovyal Hotel in Bristol
Contact Datchet Automotive

Alternatively, you can type a different address in manually. Do whichever you
prefer now.

There is also a free type Hhostoreany udefnle bot t
information or instructions about this delivery. This is usually printed on the
Delivery Note, so ités worth remembering thsa

Delivery and collection charges can also be entered here if you use them. (There is
no need to separate them as they are usually combined on the paperwork.
However, if you would like to show them separately you can.)

20
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' Optional Marketing Information

At the bottom of the page are two additional fields that you can fill in if you will find
them useful.

Source  |wERSITE - |

Event TYpe  pPRIVATE PARTY - |

Source is the Source of Enquiry and gives you a drop down list (you can set what is
in here) to choose from.

Event Type categorises into Private Party, Wedding, Corporate, etc., but again, you
can amend the options.

If these are not useful to you, you can change them to include information that is
relevant or they can be removed should you decide to go ahead with the software.

21
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' Main ltems

Having filled in all of the relevant information on this screen, we need to move to the
Main Items Tab. This is where the stock that is required on the job is booked. As
well as being used for availability checking, it also provides the basis for quotes,
confirmations, invoice and delivery notes, so presentation is important.

To help you enter the items you require you have a choice of tabs in the bottom left
corner, each with a different set of items on. These can be set up to suit your stock,
but there are some demonstration ones here you can use. The simplest way to
select an item is to click on the button relating to it. Some of these may ask
questions when you press them i just fill in the required information. If you choose
a marquee and it asks for length type in the number but with NO m or ft symbols.

Pricing can be automatic or manual or a mixture of both. If you pick an item but
want to change the price, simply wyoueeed ype
it to then fill it in, or if it has a price but you would prefer to give an overall price then

set the price to 0 and you can add a line for the total at the end.

Pick a selection of items using the buttons.

If you know what you are looking fora nd ¢ a n éou cangress the ,  button

to the right of the toolbars. This will then open the stock find screen and allow you

to search for an item. Once youdve f oudoubletlibkentoerdire y o u
to select it.

Ifyouwanttoaddaheadi ng or overtype some [/ all/l of

click into the Description box and change it.

Once you have selected the item it will automatically assign a quantity of one; if
you wish to change this you can do so at any time.

22
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