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InTeylyipo HOW-TO GUIDE

NAME OF PROCESS

Purchasing New Equipment

Use Case / Objectives

This process is for adding new equipment to the database so it can be tracked, maintained,
and made available for rental or sale. It captures key details such as category, class
description, rates, and locations to ensure accurate inventory visibility and system
availability.

Configuration, Training, and Reporting

This document assumes you know how to perform basic Search functionality to find
information in the system (i.e., F4 search). The steps for this are not included within this
document.

Field definitions for applicable tasks are available in the Reference Glossary. To view
these definitions either click on the screen name in the task or scroll to the end of the
documentation to view the Glossary.

Menu options to access:

Main Operations > Equipment File Maintenance
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HOW-TO GUIDE

Purchasing New Equipment

Process Steps

1. Log into the Roleplay Environment using your credentials.
2. Click on the Purchasing Operations menu.
3. In the Purchase Order Functions section, click Create PO.
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ch These Tasks

Clear Found Equipment File

Load Open Contract Equipment
Equipment Tag Range Entry

Found Equipment Entry

Minimum Stock Level Entry

Physical Count Shests

Update Quantity On Hand: Item Count
Count Entry

Count Compare/Update

Reprint Count Sheets

Inventory Adjustments.

item

Truck Stock

Cycle Information

Cycle Exception Days

Cycle Code File

Equipment Cat/Class Master Cycle Codes
Equipment Cat/Class Loc Cycle Codes
Parts/Merchandise Cycle Codes
Create/Ciose Cycles

Equipment Found By Tag#/Contract
Equipment Found By Equipment
Shortages Report

Overages Report

Missing Tag Report

Minimum Stock Level Shortage
Missing From Location Report
Wireless Audit Count Report

Create Bulk Count Records

Save Current Quantities

Bulk Count Entry

Bulk Count Compare/Update

Bulk Missing Tag Report

Cycle Count Entry - Equipment

Cycle Count Entry - Parts/Merchandise
Equipment Cycle Count Report
Parts/Merchandise Cycle Count Report

Open Contract Report

Open Contract by Job Location
Open Contract by Item

Count Sheet Edit by Document #
Count Sheet Edit by Item

Tag Edit by Tag #

Tag Edit by Cat/Class

Tag Edit by Rental #

ng Reporls
Reorder Report By Warehouse
Reorder Report By Vendor

Purchase Order Report

Requisition Report

Bar Code Maintenance

Print Bar Code Labels

Bar Code Label Maintenance

Bar Code Label Location Maintenance
Stock Status Report

No Activity Report

Eams/Turns Report

Inventory Transfer Report

Inventory Pick List

Item Sales Usage Report

PO Inquiry

Inventory Adjustments
One Step PO
Requisitions
Transfers

Location Selection

Ll 1RVINE (RMDMO)
La

Receipts
Receipts By PO # Inquiry
Receipts By Item Inquiry
> Transfer Request
Receipt Adjustment
Sales to Rental Transfer

ltem Search

ltem Master File

Item Location File

Vendor Master

Vendor Comments Maintenance

Vendor Comments Follow-Up

b Equipment Configuration File

} Change Vendor By PO
Fleet Options Description Maint
Fleet Options By Cat/Class
Fleet Options Pricing

Item Submission

4. The Create PO screen populates.
a. Press enter.

Create PO

Type in the Vendor # or press F4 to search.

Create PO

6/13/25 13:11:05

Create P.0.

Sys: DEMO V12
Cmp: RM Loc: [DMO']
Mode Create

Display Functions

@ 0 ©
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5. Fill out the relevant fields on the PO Header Information screen. These might include
Reference #, Ship via, Ordered from, and PO Comments.
a. Press enter twice once all the information is entered.

Create PO

Create PO

6/13/25 13:16:45 P.0. Header Information Sys: DEMO V12 Display Functions
Cmp: RM Loc: DMO

Currency: USD Mode Create o ° o

Reference #: | Print PO: N Fax/Email N  Taxable: || Tax %: ]

Vendor #: 6 ALt address#: Shp to: [DMO | or cust/con #: [ ] _
or D/L Info: | ||

T e, TRVINE ] )

10 S. MAIN ST. 1234 WAIN STREET | _
] Fsomhad

PEORIA IL 90811 TRVINE | CAl 92614

Phone: BN 818-555-1212 Phone: 949-224-6300 _

Buyer's name: LYNDSEY DUFF | Terms: INET 10 _

Request date: _6/13/25 Promsd: Material: |

ship via: | Fo.8.: [Fe1 Vendocanenance ]

D0DDOOmE

Create PO

Create PO

6/13/25 13:22:14 P.0. Header Information Sys: DEMO V12 Display Functions
Cmp: RM Loc: DMO

Currency: USD| Mode Create ° ° o

Reference #: 123456789 Print PO: N Fax/Email N Taxable: ¥ Tax %: | 1

Vendor #: 6 ALt address#: [ | Shp to: DMO | or cust/con #: _
or D/L Info:
ot e, TRvINE ) ST
10 S. MAIN ST. 123G PAIN STREET | (F12 Previoss
J Fsomhad

PEORIA IL 90811 TRVINE | CAl 92614
Phone: BN 818-555-1212 Phone: 949-224-6300 _
Buyer's name: LYNDSEY DUFF | Terms: INET 10 | _
Request date: Promsd: | 6/15/25 Material: RE
o vine . GO FRETET TR ; [
Ordered from: SHOP | for YARD _
PO comments: [T] must sign for delivery

[ Will not accept if damaged “

[
[
O [
[
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6. The PO Detail screen is where the item (equipment) will be added to the purchase
order.
a. If the item already exists in the Item Master with a PME code of E (for
equipment), type it in the item number field along with the order quantity.
b. If you’re creating new equipment for the first time, click on F22 Item
Maintenance/Inauirv to set it up.

Create PO ® D
Create PO
6/13/25 13:26:25 P.0. Detail Sys: DEMO V12 D|5p|ay Functions
Cmp: RM Loc: DMO
Currency: USD Mode Create
Vendor #: 6 CAT INC. Prt bar codes: N 0 ° 0
Default discounts: | |[ || | Always: N _
1=Search 2=Detail 3=Item inq 4=Qtys S=Msgs 6=Sales hstry 7=P0 hstry B8=Rerent 9=Edit Req
0 Item Number —Ord gty Loc RC $S UM ___ Unit Cost __ OQTOH _Extended cost _
. ) = s
0 i = = FosTgaten
O ] | [
] | =D O [FloToggecost
——FF L
o ] | @D D
B ] ] -
i =50 5 P
] ] (- ]
; = — IS Requstons
D =00 B oo
O ] | EE B e
] | (. ] ——
t | =E =@ L T—
: ==013 8 Fovorwmom
Bottom
Totats: 00 Weignt: oo [FE0Addem

Enter P.0. items to order.

If you clicked on F22 Item Maintenance, proceed to the steps below. Otherwise skip to
step 12.

c. Ensure you’re in Add mode on the Sales Inventory Maintenance screen. Type in
the Item Number and Stock Class (press F4 while in the stock class field to

search).
Create PO
Create PO
6/13/25 13:48:18 sales Inventory Maintenance Sys: DEMO V12 Display Functions
Cmp: RM Loc: DMO
Ttem number: Hode [T ° ° 0

Stock Class: CAT |

5|Page



InTelilipo HOW-TO GUIDE

7. Type in all relevant details in the fields on the Sales Inventory Maintenance screen.
NOTE: For equipment, adjust the P/M/E code to E as represented in the screenshot for
task 8a.

Create PO

Create PO

6/13/25 13:49:57 Sales Inventory Maintenance Sys: DEMO V12 Dlsplay Functions
Cmp: RM Loc: DMO

Item number: 987654321 Hode ° ° o
Stock class: CAT  CAT ENGINES s ;
Stock status: | P/M/E code: P

[
Description: [ i

Search word: — Last cost update: [
MFG item#: [087654321 uPC: [ ] cd: [
6/L category: 100 Pricing at Cmp(N)/Whs(W)/Loc(Y): []
Tax product#: [ | Optional: used to auto calculate cost

Last/current cost: | ¢ USD/ Based on: || (L/R) % of L/R: | |
List price: L Optional: used to calculate R/P/D prices

Regular price: R <- Based on: [ (C/L) % of C/L: ]
Preferred price: <--- Based on: || (C/L/R) % of C/L/R:

Dealer price: [ <--- Based on: || (C/L/R/M) % of C/L/R: | ]
Usual vendor: [ Omit from ENB: ||
1st U/M: EA 2nd UM/qty: (] 3rd UM/qty: |

Rental cat/class: [ [ ][]

serialized (Y/N): W Taxable (Y/N): Y  Discountable (Y/N): ¥
Inventoried (Y/N): Y] Commissionable (Y/N): ¥ Expected profit %: [ |
Inventory class: | Cost overhead %: | Com % in/out: | ]
Freight %: [ | Excise tax %: [ Material code:

Complete information and press Enter to continue.

a. The completed information might look like the screen below. For information
about each field, please visit the reference glossary.
b. Press enter twice to continue.

Creata PO 0
Cieate PO
6/16/25 11:37:45 Sales Inventory Maintenance Sys: DEMO V12 g .
tope & iinoe TG Display Functions
Item number: 987654321 Mode ° ° o
Stock class: CAT CAT ENGINES a a
Stock status: S0 .
Search vord: GENERATOR Last cost update: 6/16/25
MFG item#: 987654321 upC: cd: UP _
G/L category: Pricing at Cmp(N)/Whs(W)/Loc(Y):
Tox products: tptiona: [Fotseen T
Last/current cost: 5600.000 C USD Based on: [| (L/R) % of L/R: _
List price: 5000.000 L 0 H
Regular price: 5000.000 R <- Based on: | (C/L) % of C/L: Sales Histon
Preferred price: <--- Based on: | (C/L/R) % of C/L/R:
Dealer price: 5000.000 <--- Based on: | (C/L/R/M) % of C/L/R: order
Usual vendor: 6 CAT INC. Omit from ENB:
1t u/m: B anguwaty: L sauwey: [FoB Harweny
Rental cat/class: 1 a2 12KW GENERATOR m
Serialized (Y/N): N Taxable (Y/N): Y Discountable (Y/N): Y
Inventoried (Y/N): Y Commissionable (Y/N): Y Expected profit %: | _
Inventory class: | Cost overhead %: Com % in/out:
Freight %: Excise tax %: Material code: m
Review changes. Press Enter to add record. m
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8. Type a 1in the O (options) column for each location record.
a. Press enter. The locations will be greyed out to confirm selection.
b. Press enter once more to continue.

G o =
G 0
6/16/25 11:51:30 Ttem Location Set-up Sys: DEMO V12 e
cnp: RH Loc: DO Display Functions
Item number: 987654321 CAT Hode 0 o Q
Description: CAT DIESEL GENERATOR

ions: 1-Create item location record

Name 0 Loc  Name

AT RENTALMAN CORP _ LGB LONG BEACH
RAZ BRAZIL LOCATION LSV DP NICOLI

R BIRMINGHAM LOCATION MAS DETROIT

MO IRVINE RAMI SWEDEN

URO EURO LOCATION RG3 IRVINE

[XEB LOCATION NAME TEST DEMO LOCATION

TN RENTALMAN FOUNTAIN VALLEY TES2 DEMO LOCATION
HT DP NICOLI CORP _ 8049 SAN MARCOS
0U HOUSTON

TB HUNTINGTON BEACH

OIEERTEERS=C S

lSelect locations for which you want Item Location records bui‘l.t.l

9. You’ll be returned to the Sales Inventory Maintenance screen.
a. Click the red X or FO3 Exit in the Display Functions toolbar to proceed to the
Purchase Order screen.

6/16/25 11:55:43 Sales Inventory Maintenance Sys: DEMO V12
Cmp: RM Loc: DMO
Item number: Hode

Stock Class:

Display Functions

© o (0

10. In the PO Detail screen, type in the equipment item number.
a. Press enter.

6/16/25 12:04:09 P.0. Detail Sys: DEMO V12
Cmp: RM Loc: DMO
Currency: USD Mode Create
Vendor #: 6 CAT INC. Prt bar codes: N
Default discounts: || Always: N
1= = =P0 hstry 8=Rerent 9=Edit Req

Item Number

0 Oord gty Loc RC SS UM Unit Cost _QTOH Extended cost
(9876543211 S0 5000.000

I
|
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11. The Work with PO Detail screen populates.
a. If the system requires the Eqp type, press F4 in the field to search.

Crosta PO

6/16/25 12:09:21

Rcd type/option:
Item number:

Order quantity:

Shipped Date:
Ave monthly usg.:
Reorder point:
Ship to location:
Reason Code: |
Usr Fieldl:

| CAT DIESEL GENERATOR

987654321
Manufacturer ID#: 987654321
1.00]

Pricing schedule: Item class:

Unit cost: 5000.000 Extd cost:
Discounts: | Total disc:
Vendor #: 6 CAT INC.

Date promised:

Qty available:

Reorder quantity:
DMO  Cust/Cons:

Drop ship: N Equip #:

Messages:

Stock

Purchase unit:
Stock status:

5000.00 Upd lst: N
Taxable(Y/N):

|

1

Job #:

1

Work with P.0. Detail

class: CA

S0 Usage % mdfy: |

Work code: |
G/L #:
Months usage: 3
Customer B/0:
Qty on order:

Equipment type is required. Enter equipment type to cnntinue,l

]
12400001001000

Creale PO

Eqp type: [F

EA Conv fde

Sys: DEMO V12
Cmp: RM Loc: DMO
Mode Create

More...

Display Functions

© © ©

b. Type a 7 next to the option that best describes the type.
c. Press enter to select.

Croate PO,
6/16/25 12:09:21

Red type/option:

Shipped Date:
Ave monthly usg.:
Reorder point:
Ship to location:
Reason Code:

Usr Fieldl:

Drop ship: N

CAT DIESEL GENERATOR

Item number: 987654321
Manufacturer ID#: 987654321

Order quantity: _ 1.00

Pricing schedule: Item class:

Unit cost: 5000.000 Extd cost:
Discounts: Total disc:
Vendor #: 6 CAT INC.

. Date promised:

Qty available:
Reorder quantity:
D10 Cust/Con#:
Equip #:

Messages:

{{FKY:POCRTT2000}}

Stock

Purchase unit:
Stock status:

Work with P.0. Detail

class: CAT Cfg #:
Egp type:
EA Conv factor:

S0 Usage % mdfy:

5000.00 Upd 1st: N

Taxable(Y/N): _ Work code: _

Job #:

G/L #: __1240000100
Months usage: 3
Customer B/O:

Qty on order:

Equipment type is required. Enter equipment type to continue.

g
&

Sys: DEMO V12
Cmp: RM Loc: DMO
Mode Create

1=Select

10”5 C e

Equipment Types

Description
CONSIGNED
CUSTOMER OWNED
FLOORED

LEASE

5

NEW

—“ondzfmnoop

o n!uIAL ASSET

RENTAL

SUB LEASED

TRADE IN

Bottom

More...

Display Functions

© 0 ©

d. Press enter once more to return to the PO Detail screen.
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12. The item information will populate. Verify order quantity and unit cost.
a. Press enter to create the PO.

comaro
Gicaie 70
6/16/25 12:13:48 P.0. Detail Sys: DEMO V12 i i
Gub: M (L65E DMO Display Functions
Currency: USD Mode Create
Vendor #: & CAT INC. Prt bar codes: N ° ° 0
Default discounts: | L Always: N =
1=Search 2=Detail 3=Item ing 4=Qtys 5=Msgs 6=Sales hstry 7=P0 hstry B8=Rerent 9=Edit Reg _
0 Item Number Ord gty Loc RC SS UM Unit Cost __ QTOH _Extended cost
~ 987654321 1.06 DMO| |50 A 5000.860 s000.000 |FO3EXt
| | | ] s ST
l ] FO4. Search
=2 8 e
| ]
==l R
C [ ) |
¥ — Pt Fodunod
: =a O Pz povows
=E B [RERCIEE |
| L]
[ ]
l = Focuroney
Bottom
Totas: 1,60 Weight: s.000.00  |Fi7ReRent
Press Enter to create P.0O.
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Receiving an Equipment Purchase Order

Process Steps

1. Log into the Roleplay Environment using your credentials.
2. Click on the Purchasing Operations menu.
3. In the Receiving and Transfers section, click on Receipts.

Location Selection

IRVINE (RM/DMO) v

® 0

Q  Search These Tasks

4 Clear Found Equipment File Open Contract Report

% Load Open Contract Equipment =] Open Contract by Job Location PO # Inguiry
5 Equipment Tag Range Entry Open Contract by Item Receipts By llem Inquiry
% Found Equipment Entry ! Count Sheet Edit by Document 4 ? Transfer Request
> Minimum Stock Level Entry Count Sheet Edit by item } Receipt Adjustment
} Physical Coun! Sheets Tag Ecit by Tag # Ssles to Rental Transfer
2 Update Quantity On Hand: ltem Count ! Tog Edit by Cat/Class
> Count Entry Tag Edit by Rental #
% Count Compare/Update lenance/Inquiry
2 Reprint Count Sheets > ltem Search
3 Inventory Adjustments p 2 Item Master File
2 tem } Reorder Repori By Warehouse >3 ltem Localion File
¢ Truck Stock 2 Reorder Report By Vendor 3 Vendor Masler
> Cycle Information ? Purchase Order Report ! Vendor Comments Maintenance
} Cycle Exception Days ? Requisition Report } Vendor Camments Fallow-Up
? Cycle Code File ; Bar Code Maintenance % Equipment Configuration File
 Equipment CalClass Master Cycle Codes Print Bar Code Labels Change Vendor By PO
% Equipment CatiClass Loc Cydle Codes } Bar Code Label Mainlensnce 4 Fieet Oplions Description Maint
& PartsiMerchandise Cycle Codes : Bar Code Label Location Maintenance > Fleet Options By CatClass
7 CreateiClose Cycles Stack Status Report 3 Fieet Options Pricing
% Equipment Found By TaghiContract } NoActivily Report
% Equipment Found By Equipment ! Eams{Turns Report
} Shortages Report > Inventory Transfer Report e
2 Overages Report Inventory Pick List >3 item Submission
} Missing Tag Report Item Sales Usage Report

3 Minimum Stock Level Shortage

4. Type in the PO number or search by pressing F4 on your keyboard. You can also F04
Search by Purchase Order Number in the Display Functions toolbar.
a. Verify the receipt date and time are accurate.
b. Press enter.

6/16/25 12:23:53 Receive Inventory Sys: DEMO V12
Cmp: RM Loc: DMO
DEMO

Display Functions

[ P.0. number: 7796 l

Receipt date: 6/16/25 [12:23:00
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5. In the quantity field, type in the quantity that is received. If your company requires it,
type in the Delivery # if there is a reference.
a. Press enter.

Resaits
Receipix

6/16/25 12:28:06 Receipt Inventory Information Sys: DEMO V12 ] g

curr:  USD cwe: mn Loc: o DiSPlay Functions

P.0. #: 7796 Vendor: 6 CAT INC. 0 ° °
— H .00

Print: N Print Tag: [] Bar Code Y/N: N .80
Type option, press Enter.

1=Search 2=Equipment detail rial numbers

Opt Item # M _ Description Cost

_ 987654321 CAT DIESEL GENERATOR 5000.6800

6. The Equipment Master Information screen populates. Type in all relevant fields for the
equipment file. Be sure to select the type of depreciation method. For more information
about depreciation field definitions, see the reference glossary.

Receipts ® N
Roosipts.
6/16/25 12:35:04 Equipment Master Information Sys: DEMO V12 2 2
Ean: R oy, B Display Functions

P.0. #: 7796 o o o
Item number: 987654321
Stock class: CAT
Manufacturer ID: 987654321 UPC #: cd: uP FRER
Description: CAT DIESEL GENERATOR
Cat/class/sub: 1 12 Cfg#: | !
Equip #: 9419 Type: N
Make:
Model: Model year: 25
Serial #:
Mile/Hour code: (M/H) Depreciation method: ||
Current Mi/Hr: Depreciation life: 36

Tax depreciation method:
Warranty exp date: Tax depreciation life:
Replacement value: 5000.00 USD AMT depreciation method:
Salvage value: 250.00 AMT depreciation life:
Tax salvage value: TX4 depreciation method:
AMT salvage value: TX4 depreciation life:
TX4 salvage value: TXS depreciation method:
TX5 salvage value: TXS depreciation life:

a. The completed information might look like the below.

Rocaips. ]
6/16/25 12:45:13 Equipment Master Information Sys: DEMO V12 i H
B locs G Display Functions

P.0. #: 7796 ° ° o
Item number: 987654321
Stock class: CAT
Manufacturer ID: 987654321 UPC #: Cd: up
Description: CAT DIESEL GENERATOR
Cat/class/sub: 1 12 cfg#: |
Equip #: 9419 Type: N New
Make: CAT
Model: RP12600E Model year: 25
Serial #: 36584972456211
Mile/Hour code: H (M/H) Depreciation method: §
Current Mi/Hr: 5.000 Depreciation life: 36

Tax depreciation method:
Warranty exp date: 6/16/26 Tax depreciation life: |
Replacement value: 5000.00 USD AMT depreciation method: S
Salvage value: 250.60 AMT depreciation life: ]
Tax salvage value: TX4 depreciation method:
AMT salvage value: TX4 depreciation life: |
TX4 salvage value: TXS depreciation method:
TXS salvage value: TXS depreciation life: |
Review changes and press Enter to continue.
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7. You’ll be returned to the Receipt Inventory Information screen.
a. Press enter.

Recalgts

Recript

6/16/25 12:28:06 Receipt Inventory Information Sys: DEMO V12 i H

Curr: uso Cmp: RM Loc: DMO DlSpIay FunCtlonS

P.0. #: 7796 Vendor: 6 CAT INC. 0 ° o
Material code: RE Received qty: .00

Print: N Print Tag: [ Bar Code Y/N: N Deliv #: 91020304 Received amt: .00

Type option, press Enter.

1=Search 2=Equipment detail 3=Serial numbers

Opt Item # Qty_ _UM Description Cost

_ 987654321 1.00 | EA CAT DIESEL GENERATOR 5000.000

8. The equipment will be received.
a. The Equipment Maintenance screen will populate to enter further details about
the equipment.
b. Here it might be beneficial to add the Yard, Weight, Condition, and any
Comments.
c. Press enter to add the equipment record.

Recepis ° N
Racaipis
6/16/25 12:47:00 Equipment Maintenance Sys: DEMO V12 - -
oo B Loo: i Display Functions
Equipment #: 9419 Alternate equip #: Converted From #: Hode
Resv/Item #: 10010012 12KW GENERATOR Q ° o
Current status: A AVAILABLE Type: 6 CONSIGNED »
Make: CAT Model: RP12000E Model year: 25 Cfg#: _
Serial #: 136584972456211 Tax Product#:
Eup link: FoEa

Tax rental: ¥ (Y/N) Tax sales (Y/N): ¥ G/L typ: | Mtrl cd:
Assigned loc: DMO Current loc: DMO_ Last loc: | Yard: _
Date acquired: | 6/16/25 Vendor acqrd: 6 P.O. #: 7796
Date in rental: | | Warranty date: 6/16/26 Last trns date: Weight: |
Mi/Hr code: H (M/H/U) Curr Mi/Hr: 5.000 | Old Mi/Hr: Condition:
Mi/Hr code 2: | (M/H/U)  Curr Mi/HP 2: | Owd Mi/Hr 2:
Split rent code: | Permanent transfer: Off road: Y Key#:

—Regular ____ low ____ High ___ Special Cur
Sell price: 5000.00 | usp.
Sold amount: | Disp dt: For sale: N Nm lst: |
Last maint date: Comment: | |Heading 1 |H
Date in shop: | | Put in shop by: | ading 2 |He
Last service: Service contract: N ding 3 —
Misc: Offsite:

Complete equipment information and press Enter to continue.

9. You’ll be returned to the Purchasing Operations menu.
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Reference Glossary

Field Definitions for Tasks

PO Header Information

Currency - Enter or accept the currency specific to this purchase order.

Reference Number - If applicable, enter a special notation that can be used for reporting
or querying purposes.

Print/Reprint PO - Indicate whether you want to print the purchase order once it is
created. The default setting for this field is set in control record POCRT1. When in PO
Maintenance or PO Inquiry, you have the option to reprint the purchase order.

Fax PO - Indicate whether you want to fax or e-mail the purchase order once it is
created. If you enterY, the Fax/E-mail Window displays at the end of the
transaction. The default setting for this field is set in control record POCRT1.

Taxable - Indicate whether the items on the purchase order are taxable. The default
setting for this field is set in control record POCRT1. You can override this setting at
the line item level.

Tax Percentage - For taxable purchase orders, enter the appropriate tax percentage the
vendor will charge.

Vendor Number - Displays the number, name, address, phone number, and fax number
for the vendor on the purchase order.

Alternate Address Number - If applicable, enter the number assigned to alternate
vendor address you want to use for this purchase order. Alternate addresses are set up
in the vendor master record.

Ship To - Enter or accept the location to which the items on the purchase order will
ship. The location name and address appear below, and you can change them. If you
are ordering re-rent equipment or items for a specific customer or drop shipping items
or equipment directly to a customer, complete the Customer/Contract Number field
as well.

Customer/Contract Number - If you are ordering re-rent equipment or items for a
specific customer or contract, or you are entering a re-rent purchase order for a charge
customer, enter the number of the customer or the customer's rental contract for
shipping purposes.

Driver's License Information - If you are entering a re-rent purchase order for a cash
customer, enter the customer's driver's license state and number.

Ship To Name and Address - If applicable, modify the name and address where the
purchase order items are to be shipped. This information defaults when you enter the
Ship To location or the customer information, but you can change it for this purchase
order.

Buyer's Name - Enter or accept the name of the buyer associated with this purchase
order. You can set a default buyer name in control record POCRT1.
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e Terms - Enter or accept the vendor's payment terms in days. The value defaults from
the vendor's master record, but it can be changed.

e Request Date - Enter or accept the date that you want delivery of the purchase order
items. The default is today's date plus the number of lead time days set in the vendor
master record.

e Promised - Enter the date that the vendor promised delivery. Use control
record POCRT4 to make this field mandatory.

e Discount Days - Enter or accept the number of days the vendor allows for payment where
they will still offer a discount on the invoice.

e Discount Percentage - Enter or accept the percentage of the discount the vendor gives
when their invoice is paid within the Discount Days.

e Material - Enter a code that represents the type of purchase order you are
entering. This code is type MT in the Miscellaneous Reason Code file. Use the code to
filter records in the PO Search screen and when running various purchasing reports.
Material code RR is reserved specifically for re-rent purchase orders.

e Ship Via - Enter or accept the shipper information. The default can come from control
record POCRT1.

e Freight on Board (FOB) - Enter the freight on board code for the purchase order. The
code represents when you (the purchaser) accept responsibility for the items being
delivered.

e Ordered from/for - Enter the contact at the vendor with whom you placed the
order. Enter the name of the person or customer for whom you placed the order.

e PO Comments - Enter comments for this purchase order. Based on how your purchase
order print program is set up, the comments might or might not print on the purchase
order. You can also use the first two-character field to enter a code (type PO in the
Miscellaneous Reason Code file) that populates the field with commonly used
comments.

Sales Inventory Maintenance

e [tem number - Displays the item number you want to add, change, or inquire on.
e Stock class -Displays the stock class associated with the item number.
e Status code - Enter or accept the status for the sales item. Valid codes are:
o A - Active
o D - Deleted
o S - Suspended
e Stock status - Enter NS if this sales item is considered a non-stock item that is not
included on reorder reports and physical inventory count sheets. Use the Default Codes
program in Cross Application Maintenance to set up additional user-defined stock
status codes using code SS.
e P/M/E code - Enter the code that represents the type of sales item. Valid codes are:
o P-Part
o M - Merchandise
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o E - Equipment

o Description - Enter a brief description of the item.

e Search word - Enter text that you can use to search for this item on inquiry screens.

e last cost update - Enter or accept the date of the last time the Last Cost field was
updated by the system. This date is automatically populated by the system, so change
it only on an exception basis.

e Manufacturer's item number - Enter the manufacturer's item number assigned to this
sales item.

e UPC - If applicable, enter the UPC number assigned to the item.

e UPC Code - If applicable, enter the code associated with the UPC number. Two codes
are supported, and the default code is UP.

e G/L category - Enter the code that represents the link between this item and the G/L
sales revenue distribution file. The G/L distribution determines the general ledger
account numbers used for revenue, inventory and cost of goods sold when this item is
sold or purchased. This information might be defaulted from the item'’s stock class, and
it might be protected against changes on this screen.

If field ZXYON3 of control record SAITMM is set to Y, this G/L category is
defaulted from the master record of the stock class assigned to this item,
and you cannot change it.

If control record SAITM2 - Use G/L Cat in Stock Master is set to Y, the G/L
category is always defaulted from the stock class assigned to the item,
regardless of any entry made here.

e Pricing at Company/Warehouse/Location - Indicate if the pricing for this item is at the
company (N), warehouse (W), or location (Y) level. If you enter N, the pricing for this
item comes from its master record. If you enter Y, the pricing for this item comes from
the price set at the location where the item is being transacted. If you enter W, the
pricing for this item comes from the location that is set as its warehouse/supplying
location.

Your setting in this field overrides the setting at the location level; however,
if you leave this field blank, the setting at the location level is the default
for this item.

e Tax product number - If you are integrated with a tax software package, and if
applicable, enter the tax product category/number that groups this item for special
taxation.

e Last/current cost - Enter or accept the last or most current cost of this sales item. This
field is automatically updated when the item is received against a purchase order in the
system.

e Currency - Enter or accept the code for the currency in which all monetary amounts on
this screen are displayed/entered.

e Auto calculate cost based on List or Regular - If you want to use the sales item's list or
regular price to automatically calculate its last/current cost, indicate which price to
use: List Price (L) or Regular Price (R).
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e Percentage of List or Regular - If you entered a code in the Based on field, enter the
percentage by which the list or regular price should be multiplied to arrive at the
last/current cost.

e List price - Enter the manufacturer's suggested list price for the item. This amount is
not used for invoicing; it may be used for calculation of cost or selling price based on
the codes assigned for auto calculations.

e Regular price - Enter the retail price normally charged for this item. In the event there
are no discounts or other pricing codes assigned for the transaction, this is the price the
system uses when this item is being sold.

e Auto calculate regular price based on Cost or List - If you want to use the sales item's
cost or list price to automatically calculate its regular (retail) price, indicate which one
to use: List Price (L) or Cost (C).

e Percentage of Cost or List - If you entered a code in the Based on field, enter the
percentage by which the list price or cost should be multiplied to arrive at the regular
(retail) price.

e Preferred price - Enter the price that is used when this item is sold to a customer with
a price code of P in their master record.

e Auto calculate preferred price based on Cost, List, or Regular - If you want to use the
sales item's cost or list price or regular price to automatically calculate its preferred
price, indicate which one to use: List Price (L), Cost (C), or Regular Price (R).

e Percentage of Cost, List, or Regular - If you entered a code in the Based on field, enter
the percentage by which the list price or cost or regular price should be multiplied to
arrive at the preferred price.

e Dealer price - Enter the price that is used when this item is sold to a customer with a
price code of D in their master record.

e Auto calculate dealer price based on Cost, List, Regular, or M - If you want to use the
sales item's cost, list price, regular price or a formula to automatically calculate
its dealer price, indicate which one to use: List Price (L), Cost (C), Regular Price, (R),
or formula (M).

Enter M if you want the system to calculate the Dealer Price based on the
formula: (List + Last Cost) / 2.

e Percentage of Cost, List, or Regular - If you entered a code other than M in the Based
on field, enter the percentage by which the list price or cost or regular price should be
multiplied to arrive at the dealer price.

e Usual vendor - Enter the number of the vendor from whom you usually purchase this
item. This is the vendor used on reorder and analysis reports for this item.

e Omit from ENB - If set to Y, the system will not process this item in the Earned Not
Billed report.

e 1st unit of measure - Enter the code that represents the smallest unit of measure in
which this item is sold, purchased, or stocked.

e 2nd unit of measure - Enter the code that represents the second unit of measure in
which this item is sold, purchased, or stocked.
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e 2nd quantity - Enter the quantity of items in the first unit of measure that is equivalent

to one unit in this second unit of measure.
Example: The first unit of measure is EA for each. The second unit of
measure is BX for box. There are 10 of this item (in eaches) in one box, so
enter 10 in the Quantity field. When this item is sold, purchased, or
counted during inventory, you can enter a unit of measure of BX, and the
actual boxes sold, purchased, or counted, and the system calculates the
amount in eaches based on this quantity.

e 3rd unit of measure - Enter the code that represents the third unit of measure in which
this item is sold, purchased, or stocked.

e 3rd quantity - Enter the quantity of items in the first unit of measure that is equivalent

to one unit in this third unit of measure.
Example: The first unit of measure is EA for each. The third unit of
measure is CS for case. There are 100 of this item (in eaches) in one case,
so enter 100 in the Quantity field. When this item is sold, purchased, or
counted during inventory, you can enter a unit of measure of CS, and the
actual cases sold, purchased, or counted, and the system calculates the
amount in eaches based on this quantity.

e Rental category - If this item is used in your rental fleet as either serialized or bulk
equipment, enter the category for this item. This information is necessary when
completing a sales to rental transaction.

e Rental class - If this item is used in your rental fleet as either serialized or bulk
equipment, enter the class. This information is necessary when completing a sales to
rental transaction.

e Rental sub-class - If this item is used in your rental fleet as either serialized or bulk
equipment, enter a maintenance sub-class for it.

o Serialized - Indicate whether you track this item individually with unique serial
numbers. When you set this to Y, you must enter serial numbers when selling, receiving,
or transferring this item. You can also use Serial Number Maintenance to add or change
sales item serial numbers.

e Taxable - Indicate whether you apply tax to this item when you sell it. If the customer
to whom you are selling the item is marked as non-taxable, this setting is ignored.

e Discountable - Indicate whether this item is discountable. If set to N, this setting
overrides discounts set in the customer master file and sales item discounts set in Sales
Item Discount Maintenance. This setting does not disallow manually entered discounts.

e Inventoried - Indicate whether you track this item in inventory. If set to Y, a sales item
location record is required for each location that stocks this item. The quantity on hand
is automatically updated in the system for items that are marked as Inventoried.

If the sales item is considered a kit, set this field to N, unless the Use
Inventoried kits opt field is set to Y in control record SAKITM.

e Commissionable - Indicate whether sales of this item are calculated for sales

representative commissions.
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Expected profit percentage - Enter the profit percentage you expect to achieve when
this item is sold. You can set the system to warn you during a sales transaction if this
profit percentage is not met. Run the Inventory Profit Analysis report to review the
profit percentage on sales transactions.

Inventory class - Enter a user-defined code to classify the item for query and analysis
purposes. If you do not know the code, press F4 to search for it.

Cost overhead percentage - If applicable, enter the percentage to add to this item’s cost
when the cost is displayed. The inflated cost is displayed for users with security
code Z01 in their user profile. Users with security code Z02 will see the item's actual
cost.

Commission percentage inside - If applicable, enter the percentage used to calculate
split commissions for inside sales representatives.

Commission percentage outside - If applicable, enter the percentage used to calculate
split commissions for outside sales representatives.

Freight percentage - Enter the percentage of the sale price of the item to charge for
freight.

Excise tax percentage - Enter the percentage of excise tax to charge for this item.
Material code - Enter the code that classifies this item for VAT taxation purposes.

Work with PO Detail

Record Type/Option - This field is only applicable when using the Auto Create
PO program. It displays R for items being requisitioned or a P for items being purchased,
but you can change it.

Item Number - Displays the number of the item on the purchase order.

Stock Class - Displays the stock class of the item.

Manufacturer ID Number - Displays the manufacturer's number for the item.

Order Quantity - Enter or accept the quantity you are ordering in the purchase unit of
measure.

Purchase Unit - Enter or accept the purchasing unit of measure for the item.
Conversion Factor - Displays the conversion factor set up in the item master or item
location record between the purchasing unit of measure and the inventory unit of
measure. If this field is blank, no conversion factor exists in the item master or item
location record, or the purchasing unit of measure you entered is not listed in either of
those records.

Pricing Schedule - Displays the code for the vendor's price schedule that includes
purchase pricing information for this item.

For more information, see Price Definition Maintenance and Update Items

from Vendor Price List.

Item Class - Displays the item's class from the master record. This is a user-defined
category used for query and analysis purposes.

Stock Status - Displays the item's stock status from the master record. This is generally
a user-defined code that signifies how an item is inventoried; however, there are several
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codes that have reserved usage in the system: NS=non-stock, CO=close-out, CH=convert
history, and Sl=substitute always.

e Usage Percentage Modifier - Enter a percentage to add to the calculated amount when

the system recalculates the item's reorder point based on usage.
Example: An item’'s reorder point is set at 100. When the reorder point is
recalculated based on a number of months of usage, the calculated amount
is 110. A percentage modifier of 10% is entered here. That would change
the reorder point to 121, which is calculated this way: 110 x 10%=11 and
110 + 11=121.

e Unit Cost - Enter or accept the cost for one unit of the item. This defaults from the item
master record, but it can be changed.

e [Extended Cost - Displays the calculated extended cost of the item, which is the Order
Quantity x Unit Cost.

e Update List Price - Indicate whether to update the list price of the item in its master
record when the purchase order is created. If you enter Y, all fields in the item master
and item location records that are based on list price are also updated. This includes
the Last/Current Cost, Regular Price, Preferred Price, and Dealer Price.

e Discounts - Enter up to three discount percentages to apply to items that are entered

on the purchase order AFTER you enter the discounts. For example, if there are two
items for which you do not want to calculate discounts, enter those two items on the
purchase order, and then enter your first discount to apply to items subsequently
entered on the purchase order. If you enter additional discounts after the first one, and
then you enter more items on the purchase order, all the previously entered discounts
apply to those items.
Example: Item 4524 is entered on the purchase order. Then a default
discount of 10% is entered, and the next item 8883 is entered. Finally, a
second default discount of 10% is entered, and the final item 1016 is
entered. ltem 4524 has no discount applied to it. Item 8883 has a 10%
discount applied to it. Item 1016 has a 19% discount applied to it. The
system discounts the cost of item 1016 by 10%, and then it applies a 10%
discount to that discounted cost for a total of a 19% discount off the original
cost.

e Total Discount - Displays the total discount percentage applied to the cost of the item.

e Tax Override - Indicate the override for taxing this item. For example, if the purchase
order is marked as taxable, and this item should not be taxed, enter N to override the
tax indicator at the header of the purchase order.

e Work Code - Enter a user-defined code that designates any work/repairs related to this
item. To create work codes, press F4 in this field, and then press F6 to create a new
code. Use control record POCRT8 to make this field mandatory.

e Vendor Number - Displays the number and name for the vendor on the purchase order.

e General Ledger Number - Enter or accept the general ledger account number to be
debited when the item is paid for. Use control record POCRT2 to set the default for
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this field to blank, so that the user has to enter the G/L account number; otherwise,
the account number comes from the G/L Category set in the item's master record.

Use control record POCRT3 to indicate whether the G/L account number

comes from the ship-to location or from the location creating the purchase

order (which might be different in a centralized purchasing
environment). If you enter an associated equipment number for this item

in the Equipment Number field on this screen, you can set control

record POCRT3 to get the G/L account number from the revenue
distribution file as the Repair Expense account.

e Date Requested - Enter the date that you want delivery of the purchase order items.
The default is blank with the assumption that it will be the same as the date on the
purchase order header, but you can enter a different date just for this line item.

o Date Promised - Enter the date that the vendor promised delivery. The default is blank
with the assumption that it will be the same as the date on the purchase order header,
but you can enter a different date just for this line item.

e Months Usage - Enter or accept the number of months used to calculate the average
monthly usage for the item. This defaults from the item master or item location record.

e Average Monthly Usage - Displays the calculated average monthly usage for the item.

e Quantity Available - Displays the quantity available for this item in all locations.

e Customer Back Order - Displays the quantity of the item that is on back order with
customers.

e Reorder Point - If the item is set to be ordered based on a reorder point, that quantity
is displayed. It defaults from the item master or item location record.

e Reorder Quantity - If the item is set to be ordered based on a reorder point, the quantity
to reorder is displayed. It defaults from the item master or item location record.

e Quantity on Order - Displays the quantity of the item that is currently on order.

e Ship To - Enter or accept the location to which the items on the purchase order will
ship. If you are ordering items or re-rent equipment for a customer, complete
the Customer/Contract Number field as well.

e Customer/Contract Number - If you are ordering items for a specific customer or
contract, or you are entering a re-rent purchase order for a charge customer, enter the
number of the customer or the customer's rental contract for shipping purposes.

e Job Number - If you are purchasing items for a specific customer job or drop shipping
items to a job, enter the job number. If you enter a customer contract number in the
previous field, the associated job number defaults in this field, but you can change it.

e Drop Ship - If you want the vendor to ship the item directly to a customer or a customer
job, enter Y. Enter N to have the vendor ship the items to the Ship-to Location you
have indicated on the purchase order.

e Equipment Number - If applicable, enter the number of the equipment for which you
are ordering this part. If you enter an associated equipment number for this item, you
can set control record POCRT3 to get the G/L account number from the revenue
distribution file as the Repair Expense account.
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e Messages - Enter messages for this item. Based on how your purchase order print
program is set up, the messages might or might not print on the purchase order. You
can also use the first two-character field to enter a code (type PO in the Miscellaneous
Reason Code file) that populates the field with commonly used comments/messages.

Equipment Master Information

e Purchase Order Number - Displays the number of the purchase order you are receiving.

e [tem Number - Displays the number for the item that was received.

e Stock class - Displays the stock class in which the item falls.

e Manufacturer's number - Displays the manufacturer's number assigned to the item.

e UPC number - If applicable, this field displays the UPC number assigned to the item.

e UPC Code - Displays the code associated with the UPC number. Two codes are supported,
and the default code is UP.

e Description - Displays a description of the item that was received.

e Category/Class/Sub - Displays the code for the category, class, and sub-class to which
this piece of equipment belongs. Categories and classes are set up in Category/Class
Maintenance.

e Configuration Number - If applicable, enter the number of the configuration to which

this equipment is associated.
If the Upd specs w/feature codes field in control record REAQM3 is set
to Y, the information associated with the entered configuration is copied to
the specification file for this piece of equipment when this receipt is
complete. Use F14 (Shift + F2) to review the configuration details.

e Equipment number - Your system might be set up to automatically assign the equipment
number. [f so, it displays in this field, and it cannot be changed. If your system is not
set up to automatically assign the number, you must assign it here.

e Type - Enter the code that represents the type for this equipment. You can set the Dft
equip type field in control record RARCPT to default a code in this field. It is
recommended that you default this code to N for New.

e Make - Enter the make (manufacturer's type) for the equipment. For example, Case.

e Model - Enter the manufacturer's model for the equipment. For example, Cutter 1000.

e Model year - Enter or accept the year that model was manufactured.

e Serial number - Enter the unique serial number assigned to this piece of equipment.

e Depreciation Method - Enter the code that represents the method of depreciation you
employ for this equipment for accounting purposes.

e Miles/Hours code - Indicate how to charge for usage of this equipment once it has been
exchanged or returned from rental. Valid codes include:

o M - Mileage
o H - Hours
o U - Usage
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e Depreciation life - Enter the life of the equipment in months for accounting depreciation
purposes.

e Current Miles/Hours - Enter the current meter reading for this equipment based on its
Miles/Hours code. This field is automatically populated when you enter this information
during a rental return or exchange or when entering a work order for maintenance.

e Tax depreciation method - Enter the code that represents the method of depreciation
you employ for this equipment for taxation purposes.

e Prompt charge - Enter or accept the code that tells the system to prompt the user for
fuel or other charges during a rental return or when closing a rental contract. This
defaults from the category/class associated with this equipment.

e Tax depreciation life - Enter the life of the equipment in months for tax depreciation
purposes.

e Warranty expiration date - Enter the date that the warranty expires for this piece of
equipment.

o AMT Depreciation Method - Enter the code that represents the method of depreciation
you employ for alternative minimum tax purposes.

e Replacement value - Enter or accept the amount it would cost to replace this
equipment. This information is useful if the equipment is lost or damaged.

e AMT depreciation life - Enter the life of the equipment in months for alternative
minimum tax depreciation purposes.

o TX4 depreciation method - Enter the code that represents the method of depreciation
you employ for TX4 tax purposes.

e TX4 depreciation life - Enter the life of the equipment in months for TX4 depreciation
purposes.

o TX5 depreciation method - Enter the code that represents the method of depreciation
you employ for TX5 tax purposes.

e TX5 depreciation life - Enter the life of the equipment in months for TX5 depreciation
purposes.

e Salvage value - Displays the book salvage value for the equipment. Salvage value is the
estimated value of the equipment at the end of its useful life.

e Tax salvage value - Displays the salvage value of the equipment that you use for taxation
purposes.

o AMT salvage value - Displays the salvage value of the equipment that you use for
alternative minimum taxation purposes.

e TX4 salvage value - Displays the salvage value of the equipment that you use for TX4
taxation purposes

e TX5 salvage value - Displays the salvage value of the equipment that you use for TX5
taxation purposes
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Equipment Maintenance

Equipment number - Displays the unique number of the equipment you are adding or
updating.
Alternate equipment number - Enter an alternate unique number for the equipment
(perhaps from a legacy software system). You can use this number to retrieve this piece
of equipment during transaction entry.
Category - Enter the code for the category to which this piece of equipment belongs.
Categories and classes are set up in Category/Class Maintenance.
Class - Enter the code for the class to which this piece of equipment belongs. Categories
and classes are set up in Category/Class Maintenance.
Sub - Enter the code for the sub-class to which this piece of equipment belongs. You can
use the sub-class as a code that represents the vendor from which you purchased the
equipment.
Current status - Indicate the current status of the equipment. This status is
automatically updated by the system, and you can manually change it here or
in Equipment Status Change. Valid codes include:

o A - Available
D - Down - Long Term
N - Down - Short Term
R - Down - Wash Rack
I - In Transit
J - Junked
M - Missing
O - On Rent
P
K
U
v
S
-
E

- On Rental Purchase

- On Truck

- Pick-up

- Returned to Vendor

- Sold

- Stolen
nter the code that represents the type of equipment. Valid codes include:
C - Customer Owned
F - Floored
G - Consignment
L - Lease
N - New
0]
R
S

O 0O O OO0 00 O O O O O ©

—
3
o)

- Non-rental Asset
- Rental
- Sub-leased
o T-Tradeln
Make - Enter the make (manufacturer's type) for the equipment. For example, Case.
Model - Enter the manufacturer's model for the equipment. For example, Cutter 1000.

0O 0 O O 0O O O ©O
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e Model year - Enter the year that model was manufactured.

e Configuration number - If applicable, enter or search for the appropriate configuration
number for the equipment. Configurations are different designs for the same
equipment, and they are created in the Equipment Configuration File program in
the Purchasing application.

e Serial number - Enter the unique serial nhumber assigned to this piece of equipment.

e Tax product number - If you are integrated with a tax software package, and if
applicable, enter the tax product category/number that groups this equipment for
special taxation.

e Equipment link - Use this field to set up linked relationships for your equipment. If this
piece of equipment is linked to another main piece of equipment, enter the number for
the main equipment here. When entering transactions for linked equipment, the main
equipment number is the one that is entered.

Equipment links are created for depreciation, rental, transfer, and sales
purposes.

e Tax rental - Indicate whether to tax rental charges on this equipment. This setting
overrides the tax rental code in the rental rate record for the location renting the item.

e Tax sales - Indicate whether to tax sales of this equipment.

e G/L type - Enter the code that represents the general ledger type for this equipment.
Use the code in conjunction with the G/L revenue distribution file to set up different
revenue distribution by equipment number.

e Material code - Enter the code that represents the material type for this equipment
when it is rented. This code can be used to classify the equipment for VAT purposes.

e Assigned location - Enter or accept the location where this equipment was put into
rental availability.

e Current location - Displays the location where the equipment is physically or from where
it was last rented.

e Last location - Enter or accept the location where the equipment was found prior to its
current location.

e Date acquired - Enter or accept the date that you acquired this piece of equipment. If
you are using the Purchasing application, and you entered and received a purchase
order for this equipment, the date of receipt automatically populates this field.

e Vendor acquired - Enter or accept the vendor from whom you acquired this piece of
equipment. If you are using the Purchasing application, and you entered and received
a purchase order for this equipment, the vendor number automatically populates this
field.

e Purchase Order number - Enter or accept the purchase order number on which you
acquired this piece of equipment. If you are using the Purchasing application, and you
entered and received a purchase order for this equipment, that purchase order number
automatically populates this field.

e Date in rental - Enter or accept the date you put this equipment into the rental fleet.
This is automatically filled in for you if you use the sales to rental fleet entry to convert
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a new inventory piece of equipment to rental inventory. This field is required for
equipment of type R.

e Warranty date - Enter the date that the warranty expires for this piece of equipment.

e Last transaction date - The date of the most current transaction for this equipment.
The system automatically populates this field.

e Miles/Hours/Usage code - Indicate how to charge for usage of this equipment once it
has been exchanged or returned from rental. Valid codes include:

o M - Mileage
o H - Hours
o U - Usage (metered)

e Current Miles/Hours/Usage - Enter or accept the current meter reading for this
equipment based on its Miles/Hours/Usage code. This field is automatically populated
when you enter this information during a rental return or exchange or when entering a
work order for maintenance.

e Old Miles/Hours/Usage - Enter or accept the usage (miles/hours/usage) from a replaced
meter. This field is automatically populated during work order entries if you answer Y to
replace a meter. This setting ensures that overall usage for the equipment is kept on
file so that the system will correctly recommend necessary maintenance.

e Miles/Hours/Usage code 2 - Use this field if the equipment has more than one way of
tracking usage; for example, the equipment has an odometer and an hour meter.

e Current Miles/Hours/Usage 2 - Enter or accept the current usage for this equipment
based on its Miles/Hours/Usage code 2. This field is automatically populated when you
enter this information during a rental return or exchange or when entering a work order
for maintenance.

e Old Miles/Hours/Usage 2 - Enter or accept the usage (miles/hours/usage) from a
replaced secondary meter. This field is automatically populated during work order
entries if you answer Y to replace a meter. This setting ensures that overall usage for
the equipment is kept on file so that the system will correctly recommend necessary
maintenance.

o Split rent code - If applicable, enter a user-defined code that indicates how rent for this
equipment is split with another branch or a sub-lessor. You can run the Rental
Equipment Split Rents report by this code to obtain information on how you have split
rental revenue.

e Off road - Indicate whether this equipment can be used off road. This information may
be necessary for licensing or for fuel credit purposes.

e Key number - Enter the number for the key that is used to start or lock this equipment.

e Sell price (Regular) - Enter the actual sales price you want to receive for this equipment
if you sold it.

o Sell price (Low) - Enter the lowest sales price you would want to receive for this
equipment if you sold it.

e Sell price (High) - Enter the highest sales price you would want to receive for this
equipment if you sold it.
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e Sell price (Special) - Enter a special sales price you would want to receive for this
equipment if you sold it. This might be a price that you would use if you sold the
equipment to one of your highest rated customers.

e Currency - Enter or accept the code of the currency associated with the entered sell
prices.

e Sold amount - The system automatically populates this amount when you sell this piece
of equipment.

e Disposal date - The system automatically populates this date when you sell or otherwise
dispose of this piece of equipment.

e For sale - Enter Y to list this piece of equipment on the Web Sales application.
Enter N or leave the field blank if you do not want the equipment listed on Web Sales.
Other codes for this field are user-defined via the FS miscellaneous reason code, and
settings within those codes provide the ability to allow/disallow rental, skip book
depreciation, skip tax depreciation, and allow/disallow sales to rental transfers for the
equipment that is flagged with the FS code. Press F4 for a list of valid codes.

e Name Listing - Enter the NC8/NGP code combination associated with this equipment. If
you do not know the code, press F4 to search for it. NC8/NGP codes are set up
in Equipment Name Listing, and they are used in the European Union to classify
products.

If a purchase order was used to buy the equipment, and that purchase order
was received in the system, the NC8/NGP code defaults in the new
equipment master record from the category/class that was purchased.

e Last maintenance date - If work orders are entered in the system to maintain this
equipment, the date of the most recent maintenance is populated here.

e Comment - Enter a brief comment about the equipment maintenance.

e Date in shop - Enter the date that this equipment was moved to a status of Down and
put into the shop.

e Put in shop by - Enter the name of the person who moved the equipment to the Down

status.

e Last service - Displays the date of the most recent service by the manufacturer of this
equipment.

e Service contract - Indicate if you have a service contract with the

manufacturer/distributor of this equipment.

o Miscellaneous - Enter a user-defined comment to use for search purposes. You can
search for equipment by the contents of this field. This enables you to group equipment
together that might not otherwise be grouped by the system.

e User-defined Field Label - If the Select certain equipment field in control
record EPACHGis set toY, and the Break Misc into 2 fields field in control
record RAEQM3 is also set to Y, this field displays with the label set in that control
record. Enter a decal number for either SMM taxing or EPA charge purposes.
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