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InTejiylipo HOW-TO GUIDE

NAME OF PROCESS

Setting Up & Mapping Customer Cycle Bills

Use Case / Objectives

This article will explain how to set up contracts to cycle bill for a variety of conditions as well as
explain each cycle billing code and how each code functions

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 > Rental File > Customer Master File Maintenance
Main Operations > Rental File > Customer Job File Maintenance
Main Operations > Rental > Create Rental

Main Operations > Rental > Update Rental
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Cycle Billing Codes Explained

This section outlines cycle bill code functionality and the different programs that affect cycle
bill code setup and behavior.

Create/Update Rental

1. In RentalMan, cycle bill codes are used to determine the billing schedule of a rental
contract. Cycle bill codes are set up at the contract level to maximize billing
flexibility, but defaults can be set at either the job or customer level to facilitate
contract writing. NOTE: Changing the default cycle billing code in either the customer
job file or the customer master file will not affect existing open contracts.

2. Cyle Bill contracts normally bill through 8:00am on the last day of the billing period as
determined by the cycle bill code.

3. Contracts can also be set to ADVANCE BILL, which will cause the contract to bill at the
start of the billing period (when the contract is opened). This is useful or desirable for
some long-term billing cycles (annual or semi-annual) or for providing an invoice
number under a deadline to ensure timely payment. Most advance cycle billings are
done at the contract level but can also be set as a default at the Customer Job level.
Alternatively, the control record ADVBLL can be set to default to the Advance Bill
method.

Setting Cycle Bill Codes

1. From the Main Operations menu, select Create Rental from the Rental section.

/’  Create Rental <—

{51  Update Rental

2. Select your customer and job location then press Enter so the Create Rental Customer
Information screen displays.

Create Rental

5/25/25 17:56:09 Create Rental Customer Information Sys: . N N
tpr Loc: Display Functions

Customer #: 4364 Avail credit: 1 Cur: USD

Billing Infornation Shipping Information Additionsl Information

Name: - | Nane: Last Trans: 3/11/26 Trans: 8
Addr 1: Addr 1: LTD Rental: 28579.60

Addr 23 . o Addr 2: IOV Last Rental: AUGER MOTOR 20-23MT 2.5"
City:  ABBEVILLE state: LA City: ABBEVILLE state: LA

zip/Ph: 78511 337-893-6397 zip/Ph: 70510 337-400-0479

Job Loc/ #:  RBBEVILLE | / RBBEVILLE ]
P.O. Mumber: [ Repi: CHRIS SNOW  Cty: [ ]
Est Return: | — 0sA: [

Ordered By: [ | signature: [ ]

Delivery: [N/ By: [ | Date: [5/26/28 Code: DELIVERY | Amt: [ |

Pickup: mey: [ ] Code: [PICKUP Amt: [ ]
Taxes: Rnt: Y Sls: ¥ Tax Dist: 191130010
Delivery Instructions: [ ]

[

[

[
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3. Press F5 on your keyboard or click on F5 Billing in the Display Functions menu to open
the Billing Functions pop-up window.

Billing Functions
Press Enter when done or F12 to disregard changes.

Advance bill this inveice . . : [J (Y/N/ )
Prorate this invoice L ey
Cycle billing period . . . . : A

Prt Rates/No Rates/Summ/Totals: [Y| (Y/N/5/T)
Contract price # . . . . . . : [ |

Maint rates included (I/E). . :

Cycle Bill Sales Item . . . . : [¥ (Y/Nf )
Term days rental . . . . . . :

4. Type in the cycle billing code that corresponds to the desired billing schedule in the
Cycle billing period. NOTE: To see a list of valid codes, with your cursor in the field,
press F4 to open the RentalMan Help pop-up window.

NOTE: The cycle billing code entered here will override any default from either the Customer
Master record or a Customer Job File.

Updating Cycle Bill Codes

1. Once a contract is created, the Cycle Billing Code can be changed in the Update
Rental program (Main Operations > Rental > Update Rental).

¢  Create Rental

5} Update Rental h

NOTE: The Cycle Billing Code can be changed until the first time the contract bills. Once the
contract bills, the Cycle Billing Code field will not be available to change.

2. Type in the Contract # or Equipment # and navigate to the Update Rental Customer
Information screen.

3. Press F5 on your keyboard or click on F5 Billing in the Display Functions menu to open
the Billing Functions pop-up window

4. If the Advance bill this invoice is Y, this field will override a default from the
Customer Job File or control record ADVBLL.
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Billing Functions

P ] nges.
Advance bill this invoice . . : [ (Y/N/
Prorate this 1nvolce . . . . : [¥ (Y/N/ )
Cycle billing period . . . . : A
Prt Rates/No Rates/Summ/Totals: [¥ (Y/N/S/T)
contract price # . . . . . . : [ ]|
Maint rates included (I/E). . :
Cycle Bill Sales Item . . . . : [Y (¥Y/N/)
Term days rental . . . . . . :

Setting a Code in the Customer Master File

1. Click on the Main Operations menu option and in the Rental File section, select the
and Customer Master File Maintenance option.

Rental File

202 Customer Master File Maintenance

“0%  Customer Job File Maintenance

2. Select a customer by typing 2 in the Op field next to the desired customer and pressing
Enter to open the Customer Master Maintenance screen.

Customer Master File Maintenance

3/26/26 18:28:04 Customer Master Maintenance Sys:
cmp: Loc:
Customer #: 4364 Date opened: 1/31/23 Sts: [l Override Price List/Agreement Billing Flags: N Location:
Last maint: 4/07/25 9:23:22 Use LtDisc: [] Mode:
Billing Information Bus Entity : [] NIC code: [ ]
Name : = W W National cd: [[]
Addr 1: [ ] National exp date: [ |
Addr 2: Insurance: ¥ Exp dt:
City/st/zip: [ABBEVILLE ] [76511 ] Tax Dist: Country: [U§
Phone: I ALt phone: [T Fax#: [0 Custemer Type: []
Search word: ! Contact: 1 | User Auth Req: [l
Region: (| Territery: [ | Rep #: | SIC Code: Class:
Credit limit: credit ed: [] Credit mgr: [ ] Agency limit: [ @ sync Limits: [N
PO# required: [ Pre-lien: [N Job # reg: Srve chg: M Prt stmt: [¥ EPA chg: [¥
Taxes(¥/reason) Sales: [V Rentals: M Resale#: [ ]
Damage waiver: [N o/wee [ ] D/W Amt: Exp date: [4fe1/28| Source Code: | —

D/W Rate Rule: [J Env Fee Calc Rule: []
Free delivery: N Free pickup: [N | Cyc bill cd: A Corp link: |
n_Date

Comments
—
/7
—/
—/
[ E—

3. Type in the Cyc bill cd field, pressing F1 to open the RentalMan Help pop-up window
to see a list of valid options if necessary.
NOTE: Setting a default Cycle bill code here will apply that value to any contracts written
for the selected customer as well as any job created for this customer.
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NOTE 2: A default Cycle bill code can also be set in the control record CXCUSM. A code
entered there will automatically default into the Cyc bill cd field when creating a new
customer.

Setting a Code in the Customer Job File

1. From the Main Operations menu, select Customer Job File Maintenance from the
Rental File section.

Rental File

2ok Customer Master File Maintenance -

2ot Customer Job File Maintenance H

2. Select your customer and job location then press Enter so the Customer Job
Maintenance screen displays.

Customer Job File Maintenance

3/26/26 18:41:55 Customer Job Maintenance Sys:
Date added: 7/18/24 cmp: Loc:
Customer#: 4364 Active Job Loc opened:
Billing_Infornation shipping_Infornation
Name 1: vane 1: [ |
Addr 1: L —
Addr 2: Addr 2: | ] lat: [ 1
Long: [
City : ABBEVILLE city : BBBEVILLE |
State: LA zip/PC: 70511 Cntry: US State : zip/PC: Catry: [] County: []
Phone: Fax: Phone : [0 | —
project #: [ | Within city limits: ¥ Tax District: 6/L type: []
Custyob Refs [ ]
Job #: ABBEVILLE Job Location: Map pg/gd: [ [ ]

P.0. Number: [ ]  PO# required: User Auth Req: W Delivery: I (Y/N)
Contact:

[
[@ Type:[] SIC Code: Market segnent: | Source Code: [
sales rep: pro-rate: [] (Y/N) | Cycle bill ca: @
Contract #: [ | Labor Cntrct#: [ | Fax/Email: [] (F/E/A/B/C/N/Q)

osa: [

3. Adefault cycle bill code set at the Job Location level will apply to all contracts for
this specific job and will override the default cycle billing code set at the Customer
Master File level. This option allows for different cycle billing codes for a specific
customer based on the job location.

4. You can also set the Advance Bill option at the Job Location level by pressing or

clicking the F11 Billing option.
e

Billing Functions Rate Calc Overrides
I isregard changes.

I Advance bill this inwoice. . .: [] I Subtract Saturdays. . . . .: []
Prorate this invoice B Subtract Sundays. . . . . .:[]
Print rates on contract . . .:[] Sub Sat/Sun after month . .: []
Cycle Bill Sales Item : [0 Prorate monthly days . . .: []
Term days rental . . . . . . .: [ | Monthly divisor . . . . . .: []
Term days sales. . . . . . . .:[ | Prorate weekly days . . . .: []

Customer Discount Weekly divisor . . . . . .:[]
Default sales discount . . . .: [ | Daily divisor . . . . . . .: []
Default rental discount. . . .: [ | Use weekly rate after month: []

Billing Defaults
Invoice Due Date Code........ H |
Payment Code........oouveunnn.t [

Billing Code..ueeinunnennnnnn : [0
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5. Any default set at the Job Location level will also override the control record ADVBLL
billing code.

Available CYCLE BILL CODE Explanations

CODE | DESCRIPTION FUNCTION
2 Bi-weekly A bill is produced every 2 weeks from the date out
A 28 Day Cycle A bill is produced every 28 days (13 cycles per year) from the date out
B 30 Day Cycle A bill is produced every 30 days from the date out
C Calendar Bill A bill is produced for the monthly rate once a month on the day of the
original start date, i.e.; if the date out is January 15 then the next bill date
will be February 15
D Daily Bill A bill is produced every day for the daily rate
E Exact Day A bill is produced for the monthly rate on a specified day of the month.
Billing The first invoice will be pro-rated
F Semi-Monthly | A bill is produced on the 15" and last day of each month for twice the
weekly rate plus the daily rate
| Exact Day A bill is produced on a specific day of the month for the monthly rate plus
Billing Over 1 the daily rate times the number of days in the month over 28. The first
Month invoice is pro-rated
N Never Bill The system will not produce cycle bills for this contract
Q Quarterly A bill is produced every 3 months for 3 times the monthly rate
Billing
S Semi-Annual A bill is produced every 6 months for 6 times the monthly rate
Billing
T 30 Day per A bill is produced for the monthly rate on the last day of the month. If less
Month Billing than a full month is charged, then the bill will be prorated
w Weekly Billing | A bill is produced for the weekly rate every week from the date out
X User-Defined Entering this code opens a schedule field. The contract will cycle according
to the user-defined schedule entered. Note: this requires setup by an
InTempo Support person
Y Yearly Billing A bill is produced every 12 months for 12 times the monthly rate

NOTE: Cycle Bill Codes I and E calculate the first invoice by dividing the monthly rate by the
monthly divisor as set in the system location file and multiplying the result by the number of
billable days in the first billing period.

Cycle Bill Code T prorates by dividing the monthly rate by 30 then multiplying the result by the
number of days billed.
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Control Records that have settings for Cycle Billing Codes

1.

CXCUSM - Use this control record to set a default cycle bill code for the customer
master file. You can also set a default day to bill when specifying E or | as the default
cycle bill code.

CYCBL1 - Use this control record to require a day to bill when using cycle bill codes E
or |. If this is set to N, then the day to bill will be defaulted based on the start date of
the contract.

RACCB1 - Use this control record to cause cycle bill codes E, I, and F to charge a full
day for the last day of the billing period. If this is set to N, then the last day will not
be charged.

RAINV3 - Use this control record to cause contracts to invoice when they hit the
money. The bill through dates will be consistent with the billing cycle, but the invoice
will age as of the date it is produced.

UDBSCM - Use this control record to set default values for billing events when creating
a user-defined billing schedule through schedule maintenance.

CXCUS3 - Use this control record to set a default user-defined billing schedule to
populate the schedule field any time X is entered as the billing code.
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Cycle Bills Not Emailing

Process Steps

In some instances, your cycle bills will not email. Many times, this is caused by the Customer
Master Record being set correctly but the Customer Job record is set incorrectly.

1. Log into the Roleplay environment and select the Main Operations menu option.
2. Click on the Customer Master File Maintenance option in the Rental File section.

Main Operations

Q [search These Tasks

/  Create Rental - b Equipmentimages - % Iss
Ch  Equipment Relocation 5} Signed Rental Contracts - ustomer Job File Mainienance 21 Ret
€ Update Rental Q. Intempo Condition Report Inquiry (=) Cash Customer Master File Maintenance & Ex
1] Partial Rental Retum Q. Equipment Inquiry 4 Category/Class File Maintenance > PO
5] Full Rental Retun Q  Parts and Merchanaise Inquiry b  Equipment CaliClass Location Maintenance > Bul
& Exchange Equipment @ Charge Customer Inquiry (»  Equipment File Maintenance % To
54 Update Deposit Q. Cash Customer Inquiry (b  Equipment Rental Rates Maintenance % Inv

3. On the Customer Master Maintenance screen, locate the desired customer and type 2
in the Op field next the desired customer and press Enter.

3/24/26 18:18:03 _> Customer Master Maintenance

Type option, press Enter to continve:

2=Edit 5=View 9=Insurance 19=Document Distribution 22=Tax Inquiry More....
I [ ]

Op Customer Status Name

(| 9939 A A MORFIN TRUCKING, LLC

(| 6031 A A-DEL CONST- MACHINE ACCOUNT

(] 4922 A A-M-G TRUCKING, LLC

(] 5468 A AAA RECYCLING- MACHINE ACCOUNT

(] 2814 A ABLE TOOL & RENTAL

(] 3060 A ABSOLUTE PIPELINE INTEGRITY

1 A ACADIAN CONTRACTORS, INC.

(] A ACADIANA SECURTIY PLUS

(] ACME LIFT COMPANY, LLC.

(] ADAMS AGG - MACHINE ACCOUNT

(] ADVANCE BREAKER- MACHINE ACCT

(] ADVANCED GEOSOLUTIONS INC

(] AG PARTS

O AG-CON, LLC

(| AG-PRO LLC- MACHINE ACCOUNT

4. On the Customer Master Details screen, press or click F17 Additional Information.
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5. The Additional Customer Information pop-up window opens.

Additional Customer Information
Press Enter when done or F12 to disregard changes.
Rate number: | | Rate code: |
Member Since: [ |
A/R G/L Account: [ Allow job site trf: [] (Y/N)
ASTERION Detail File: [] (Y/N/ )
Inspection Due Term: ]
Email:
Auto Fax or Email: [] (F/E/A/B/C/N/Q - see help desc.)
Inc Comm Rpt (Y/N): O Alt cus#: [ ]
Rep % of comm: [ | Contract type: [ ]
Risk: [ ] Risk Date [ |
Registrar#: | | Siret#: | | Group: [
Delivery Zone
Exemption Expiration
Heading U3
Heading U4

o o |

Enter additional customer information.

6. There are two items that are mandatory on this screen to be able to email cycle bills
to the customer. The first and most important item is a valid email address in the
Email field.

ASTERION Detail File: [] C(Y/N/ )

Inspection Due Term: ]

Email: [ e——

Auto Fax or Email: [] (F/E/A/B/C/N/Q - see help desc.)

Inc Comm Rpt (Y/N): [] ALt cus#: [ |

—

7. The second item that is necessary is the Auto Fax or Email code.

Inspection Due Term: [ ]

Inc Comm Rpt (Y/N): [] Alt cus#t: [ |

8. With your cursor in the Auto Fax or Email field, press F1 to see the available options.

RentalMan® Help
This field is the customer auto fax/email invoice flag. (CMAFOE)
F2=Extended help F3/F12=Exit F8=Control Record Fl4=Print help

Valid fields are: = Fax to 1
= Email to 1
= Fax to 1 and 2

Email t0 1 and 2 <fe———
Fax/Email to 2
don't fax or email
Print and Email 2

Tode L & 7 Oescriptions
1=(Rental return, Equipment Sales, P/M sales, Work Order, Manual Invoice)
2=(Cycle Billing Email or Fax) *see note below

F
E
A
B
C
N
Q

Fanesy:
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9. For Cycle Billings, the proper code is B. This will email cycle billings as well as Rental
Returns, Equipment Sales, P/M Sales, Work Orders, and Manual Invoices. NOTE: For
Rental Returns, Equipment Sales, P/M Sales, Work Orders, and Manual Invoices the
Auto Email function will only happen when there is an amount on these transactions.

10. As an alternative, you can use code Q if you want only Cycle Bills to be automatically
emailed.

11. For both the B and Q codes, control record RACCB1 must also be set with a valid and
current user profile.

12. There is one caveat to this if the customer job record Fax/Email field is E. NOTE: To
navigate to the Customer Job Maintenance screen, click on the Main Operations
menu option and in the Rental File section, click on the Customer Job File
Maintenance option. Type in your Customer #, press Enter, type 1 in the Op field next
to the desired Job Name.

Customer Job File Maintenance

3/24/26 18:58:15 Customer Job Maintenance Sys:
Date added: 7/18/24 Cmp: Bé Loc:
Customer#: 4364 Active Job Loc opened:
Billing Information Shipping Information
Name 1: Name 1: & . |
Addr 1: Addr 1: [ |
Addr 2: Addr 2: [ | Lat: | |
Long: [ ]
City : ABBEVILLE city : [
State: LA =zip/PC: 70511 Cntry: US State : [LA zip/PC: cntry: [] County: [ |
Phone: Fax: Phone : Fax: [ [ ]
Project #: | Within city limits: Tax District: G/L type: []
Cust Job Refi: [ ]
Job #: ABBEVILLE Job Location: [ABBEVILLE ] Map pgfod: [ [ ]
P.0. Number: [ ] PO# required: User Auth Req: N Delivery: M (¥/N)
Contact: E I—
a Type: [] SIC Code: Market segment: (] Source Code: [ |
Sales rep: Pro-rate: [] (Y/N) Cycle bill cd: [A

contract #: [ | Labor Cntrot#: [ | I Fax/Email: [] (F/E/A/B/C/N/Q) I

13. If the Fax/Email field in the Customer Job Record is set to E, cycle bills for the job
will not be sent. If you want all cycle billings for all jobs to be emailed then leave this
jobsite field blank.
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Excluding Default Customer Discounts

Process Steps

When Cycle Bill Code is set to T, any default customer discounts will be overridden. When
this feature is turned on, the program will not apply customer discounts to the contract. The
use of Cycle Bill Code T will result in only the monthly rate populating in the equipment
detail. By not populating the discount percent, minimum, daily, and weekly rate, the
information shown on the screen will provide more clarity to the user that only the monthly
rate is used to calculate invoices.

If the customer has custom discounts in the Equipment Rental Rate Discount File, they will
be applied to the reservation or rental contract when Apply dft disc to cycle T is set to N or
Y'. If a reservation or rental contract has the Cycle Bill Code changed from T to another code,
the default customer discounts will be reapplied to the contract and included in the
calculations for invoicing. The benefit of this modification is to provide more flexibility in
calculating discounts on reservations and rental contracts.

1. Begin by navigating to the Customer Master Maintenance screen for your customer
(Main Operations > Rental File > Customer Master File Maintenance) and set the
Cyc bill cd fieldto T.

3/24/26 19:35:49 Customer Master Maintenance Sys:
Cmp: Loc:
Customer #: 4364 Date opened: 1/31/23 Sts: [ Override Price List/Agreement Billing Flags: N Location:

Last maint: 4/07/25 9:23:22 Use Ltdisc: [] Mode:
Billing_Information Bus Entity : [J NIC code: [ ]
Name: | National cd: []
Addr 1: [ ] National exp date: [ |
Addr 2: [ Insurance: [ Exp dt:
City/st/zip: [ABBEVILLE ] [7851T | Tax Dist: Country: [U§
Phone: 5 i ALt phone: | Fax#: [ Customer Type: []
Search word: S T Contact: ] User Auth Req: [N
Region: — Territory: [ ] Rep #: —/ SIC Code: Class:
Credit limit: [ 1 Credit cd: [] Credit mgr: [ | Agency limit: [ @ Sync Limits: [N
PO# required: [¥ Pre-lien: [N Job # reg: Srvc chg: ¥ Prt stmt: [ EPA chg: [V
Taxes(Y/reason) Sales: [f| Rentals: ¥ Resale#: [ ]
Damage waiver: [N D/w s [ D/W Amt: Exp date: Source Code: |
D/W Rate Rule: [] Env Fee Calc Rule: []
Free delivery: [N Free pickup: [N ——— Corp link: | —
conments EXp Date
[ E—
[ E—
[ E—
[ E—
—

NOTE: To make this work, control record RAEDR2 and field Apply dft disc to cycle T needs to
be set to N.

NOTE 2: For assistance with setting the control record, contact InTempo Customer Support if
necessary.

2. Next, when creating a Rental Contract for your customer (Main Operations > Rental >
Create Rental), on the Create Rental Customer Information screen, press F5 on your
keyboard or click on F5 Billing in the Display Functions menu.

3. The Billing Functions pop-up window opens, and you want to verity the Cycle Billing
Period is set to T.
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4. This will cause only the Monthly Rental Rates to appear for the equipment items on
the contract and any customer discounts, Minimum, Daily, or Weekly rates will be
excluded from the contract rental calculations. This adds more clarity to the contract
and the user knows that only the Monthly rate is being used to calculate the invoice
amount.

Billing Functions
Press Enter when done or F12 to disregard changes.
Advance bill this invoice . . : [] C(Y/N/ )

Contract price # . . . . . . : [ |
Maint rates included (I/E). . :

Cycle Bill Sales Item . . . . : [ C(Y/N/ )
Term days rental . . . . . . :

5. If the user changes the Cycle Billing Period to something other than T, any discounts
and daily/weekly rates will now populate the contract, and the invoice will be
recalculated.
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Reference Glossary

Field Definitions for Tasks

Additional Customer Information

Rate Number - Enter the Dun & Bradstreet or other business rating number assigned to
this customer.
Rate Code - Enter the Dun & Bradstreet or other business rating for the customer. This
rating is useful in determining whether you should continue to do business with a
customer after they have exceeded their customer limit or their account has gone past
due.
Membership Club Number - If applicable, enter the customer’'s membership club
number. This is a number for your membership program that rewards loyal buying
patterns by your customers. Use control record MBRPGM to indicate whether you have
a membership program and what its name is, and to set the discount percentage given
on rentals to members of this club. This discount overrides all other rental rates and
discounts you have set up for the customer except for tiered rates.
Member Since - Enter the starting date for this customer's membership.
A/R G/L Account - Enter the accounts receivable general ledger account number for
this customer. This is the account number that is credited with revenue from this
customer.
Email - Enter the customer's email address.
Auto Fax or Email - Enter the code applicable to how you want to automatically send
faxes and emails to this customer. Valid codes include:

o F-Faxfor1
E - Emal for 1
A - Fax for 1 and 2
B - Email for 1 and 2
C - Fax/Email for 2
N - Do not fax or email

O O O O O

1=Rental returns, equipment sales, parts/merchandise sales, work orders, manual invoices*
2=Cycle billing**

*For these transactions, the auto fax/email functionality only processes when there is an
amount value. The process only applies to work orders for charge customers when the work
order is closing.

**For cycle billing, the auto fax/e-mail functionality processes an e-mail first if the customer
has an e-mail address listed. If they do not, then the functionality processes the fax, if a fax
number is specified. If neither an e-mail address nor a fax number exist, the program prints
as it usually does. Note: Control record RACCB1.ZXDATA must be set up with a valid user
profile for this functionality to work.
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Include in Sales Commission Report - Indicate whether you want this customer
included in the Sales Commission Report.

Alternate Customer Number - If applicable, enter an alternate number for this
customer that might come from another software product that you have integrated
with RentalMan. This field is used for informational purposes only.

Representative Percentage of Commission - Enter the commission percentage to assign
to the sales representative who is assigned to this customer. If an invoice for this
customer is assigned to a different sales representative, that representative will
receive the remainder of the 100% that you did not assign here.

Contract Type - Enter the code that represents the type of rental contract that this
customer typically requests.

Billing Functions

Advance bill this invoice - Indicate whether you can bill against the contract before it
is due to invoice.
Prorate this invoice - Indicate if you want to prorate the contract. Prorating occurs
when equipment from the contract is returned and cycle billing has occurred once.
When you prorate a contract, the system bills the customer a portion of the weekly or
monthly rate for anything over a month when the equipment is returned.
Cycle billing period - Enter the code to indicate how the customer will be cycle billed
for this rental contract. Valid codes are:

o 2 - Biweekly
A - 28 Day Cycle
B - 30 Day Cycle
C - Calendar Bill
D - Daily Bill
E - Exact Day Billing
F - Semi-Monthly (15th and Last Day)
| - Exact Day Billing Over 1 Month
N - Never Bill
Q - Quarterly Billing
S - Semi-Annual Billing
T - 30-Day Monthly Billing
W - Weekly Billing
X - User Defined

O
O
O
O
@)
@)
@)
O
@)
@)
©)
©)
©)
o Y - Yearly Billing

This code defaults from the job selected for the rental contract, or from the customer master
record if no job is selected, but it can be changed for this contract. Day - If you enter a cycle
bill code of E or | in the previous field, you must enter the exact day here.
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e Print Rates/No Rates/Summary/ Totals - Indicate how rates should print on the rental
contract. Enter Y to print rates, N to not print rates, S to print subtotals only, or T to
print all totals.

e Contract price number - Enter a contract price number for this rental contract. A
contract price number designates special discounts to the customer on rental
contracts. If a contract price number was specified on the selected job, that is the
default, but you can change it.

e Cycle bill sales item - Indicate whether to invoice for sales items on the cycle bill, or
to wait to invoice them until a rental return is processed.

e Term days rental - Enter or accept the number of days that are the standard payment
terms for rentals to this customer.
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