Print Using RTF Templates

Last Modified on 02/04/2025 5:32 pm EDT

Rich Text Format (RTF) documents are Microsoft Word documents saved in .rtf format. They are used with a
combination of text and insert fields to merge data from your bookings with your chosen document layout, so
that you can send out tailored quotes and invoices to your clients.

Print Quote

First highlight the booking on the booking grid, then access the 'Print' option from the right click menu

RentalPomnt3 DB[12.0.23.29] Rev[6908]

Bookings Control panel

Yl & | ‘;'l Cument ¢ = Q search text € BookingNo. ¢ &

ENew [ Open @ View <:Work S Admin [(@Financials &Prnt @ Others

Revenue
Booking O +Tax Organisation Out « Date Time In Date Tir
MYTEST00062 | 3 o T T | Tue  2013/09/10 0901 Sun 20791231 211(
New v
AED100024 Thu  2020/10/08 1000 Sun 20791231 1401
& Open v
AED100025 Thu  2020/10/08 1000 Sun 20791231 1401
@ View v
CONTO0100019 Thu  2020/10/08 1000 Sun 20791231 1401
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L]
- = Invoice = Salesperso
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&% Refresh # Delivery Sheet

E Custom [Quote, Proposal, Confirmation]

OR from the top menu bar
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Bookings Control panel

Yl & | ‘;'l Cument ¢ = Q search text € BookingNo. ¢ & ‘

BNew [# Open @View I:Work & Admin [@Financialt & Prnt @ Others

Revenue .
£ Invoice

Booking O +1ax Organisation Ja
i=  Pick List

MYTESTO00062 6,143.40 MyTest % Delvery Sheet IN
AED100024 83.17 AED Customer =  Custom [ oy
AED100025 8317 AED Customer [Quote, Proposal, Confirmation] oy
CONTOANAN1G 1RGNN Contart tact i=  Packing List |

Click on the name of the template you would like to use and wait for the merge to complete

Select RTF Template

Quote with Group_GdocsF rif

Quote with separate sections_GdocsF rif

./

Once the document has been merged you will see a 'Document has downloaded' message.
\ 45 MYTEST-00062Q-V002.docx » O AlBoskmarks

8395 + Done
mandy@rentp.com ~

RentalPoint3  DB[12.0.2329] Rev([6908]

Document has been downloaded

Bookings Control panel

Current ¢  Q search text € Booking|

BNew & Open ®View :Work EAdmin [@Financials QPriml

Revenue Event  Confirmed Status Qui s

Booking [ s7ax Organisation Out « Date Time In  Dae Time Type  Status Show name Project Invoice# PO MNo. Invoiced Salesperson L
MYTEST00062 614340 MyTest Tue 201309/10 0901 Sun 207911231 2110  EVENT2 - MYPROJ 1234 Booked No RentalPoint Test
AED100024 83.17 AED Customer Thu  2020/10/08 1000 Sun 2079/12/31 1400 Light Pencil 140 RentalPoint Test
AED100025 8317 AED Customer Thu  2020/10/08 1000 Sun 2079/12/31 1400 WEDDING Light Pencil RentalPoint Test

CONTO100019 162,00 Contactfest Thu  2020/10/08 1000 Sun 20791231 1400 Heavy Pencil Booked No RentalPoint Test .

4 »
Y 42 records displayed

[ 2 Operator ] [ & salesperson I [ & Project Manager

Check your downloads folder for the merged document and alter as needed.

* I = | Downloads

Home Share View

« « 4 4 5 ThisPC » Downloads »
(o) Name Date modifi;d Type Size
~ 3k Quick access
[ Desktop 4 ~ Today (2)
; Downloads ( P MYTEST-00062Q-V002. docx Microsoft Word D... 29 KB
MYTEST-00062Q-V001.docx Microsoft Word D... 93 KB

Documents
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JOoB: MYTESTOOD62
QU({I_'#ELTIJION STATUS: Confirmed
E. | printed CUSTOMER:  YyJest.
AV S JOBNAME:
BY
BentalPoimt Test
1509 } FRigw Lane
BSOS UK $0210-22
Bh: 5-603-3457
Web: ey_products. corm_uk
Facebook: gy onaduects
Equ:r'rmr\:u&
Prepared For Dates Job Site
MuTesk Deliver: at Venue:
Set-Up By: at Room: Bay 1
Show Start: at Address:
Show End: at
Pick-Up: at
Contact: Jaclyn Contact:
Telephone: Fax: Telephone:
O
Qiy Description Days Charged Wnit Discount % Extended
AUDIO SEAR
1 assetl o a.a4 o usc
Road cases
1 28 a.aa o usc
2 Momltoz ZE7 ZE ] iR
AUDIO SEAR
1 balge Esad Wo-n Mic TRE o a.aa o usc
1 Lighting o a.0a o usC
1 Elug Chailszs o 27.40 ] 445,20
1 Chalr cowars o o Hik
Road cagses
1 28 a.aa o usc
2 Momltoz ZE7 ZE ] iR
2 Cables ZE ] iR
2 Monitor Z5™ 28 o Hik
2 Cables 28 o Hik
LABOUR
Eguipmant added op chackowt - an:1E/0E6/721 at 1540
SEELTEE
2 tin shed o 270.040 50 4,320.00
LABOUR
Ingtallatise IEstructions
Rental 4, 76E.BD
Rental Discaunt 0.00
The renter acknowledges that the equipment is NOT covered by insurance snd that additional rental  Sales 0.00
charges will be made if the equipment is returned late. Al blown globes must be returned, speaker Sales Dscount 000
cane damage must be paid for on gebucn, g theft must be reported to the police. Sundries 0.00
Delivery Pickup 3.00
Ranter or duly dithorized agena of Banter Data Tech Labor 462.72
T9E.E4
Pluasa Prist Hama Total 6.042.04

To attach the document produced to the booking for later reference, click NEXT and follow the onscreen
instructions (screenshots below).

To attach later, click CLOSE. You can attach any document to the booking at any time from the 'View
Attachments' window



Document has been downloaded

Upload edited document and
send to client

4+ Date

Time Date

TANATVIANMAN AN Cuem  WNTOMATDITA D440 CWERIT 7 _

In Time

Show

Rgp!:alPo{ﬂf RentalPoint3 DB[12.0.23.29] Rev[6908] %, mandy@rentp.com ~

TwaR

@ Dashboard

Please upload the edited document

Choose File [\[eRil[Xe (ol
Please select the document to upload

-H Products

pi

G Open x
< v ‘ » ThisPC » Downloads » » O Search Downloads 2
Organize Mew folder =~ [ o
~ Name Date modified Type Size
# Quick access
I Desktop - ~ Today (2)
‘ Fsomleeds » MYTEST-000620-V002.docx Microsoft Word D.. 89 KB
= {15 MYTEST-00062-V001.docx Microsoft Word D... 93 KB
Decuments b
= Dictirac » ¥  Lastweek (19)
File name: | MYTEST-00062CQ-V002.docx ~| | All Files (=) ~

Rg!p!:gl Eoint RentalPoint3 DB[12.0.23.29] Rev[6908]

%, mandy@rentp.com ~

FB Dashboard

Please upload the edited document

d il
‘ Choose
Products l

M Venues i Click GO

MYTEST-00062Q-V002.docx ” I

edule



RentallPoint RentalPoint3 DB [12023.25] Rev[6908] S mandy@rentp.com -

FB Dashboard

Send the document to the client

‘ Choose File MYTEST-00062Q-V002.docx Ilj

+ The document has been uploaded
v The document has been attached to the booking *
& Email the document to the client

+ Send the document to DocuSign

Print Invoice

First highlight the booking on the booking grid, then access the 'Print' option from the right click menu

RentalPoint3 DB[12.02329] Rev[6908]

Bookings Control panel
R

BMNew [#Open @View <:Work & Admin [@Financials & Print @ Others

‘ﬁ ‘!:' Cument ¢  Q search text € BookingNo. + &

Revenue
Booking | i Organisation Out + Date Time In Date
MYTESTO00062 |' T | Tue  2013/09/10 0901 Sun 2079121
5 New N
AED100024 Thu  2020/10/08 1000 Sun 207912
(& Open »
AED100025 Thu  2020/10/03 1000 Sun 207912
@& View v
CONTO100019 . Thu  2020/10/08 1000 Sun 207912
ot Work ’
¢ 4 e
& Admin »
o
(@] Financials v
® Others v = Pick List

&% Refresh ¥ Delivery Sheet

OR from the top menu bar



RentalPoint3 DB[12.023.29] Rev[6908]

Bookings Control panel

Tl ﬁl ‘:'l Cument ¢ Q search text a Bookir‘ : | |

BMew [# Open @View I:Work & Admin [@Financialk & Prnt @ Others

Revenue £  Invoice
Booking W -t Organisation Jate Tit
= Pick List
MYTEST00062 6.143.40 MyTest l %  Delivery Sheet rl12!31 21

Click on the name of the template you would like to use and wait for the merge to complete

Select RTF Template x

Deposit Invoice_GdocsF.rif

Final Invoice_Seplabour_GdocsF2 rif

Invoice_GdocsF.rif *'__—_-

Once the document has been merged and an invoice number assigned, you will see a 'Document has
downloaded' message.

Document has been downloaded

v Close ] [« Next

Check your downloads folder for the merged document and alter formatting as needed.

Downloads
Share View
* » ThisPC » Local Disk (C:) » Users » Visitor » Downloads

L 4~ MName

-+

v Today (8) /
xde HTML -+

MYTEST-000621-V005.docx


https://dyzz9obi78pm5.cloudfront.net/app/image/id/67ec42b1067890b7860e8d3a/n/1743536816979.png

1509 Walkeniise, Lane
M UK S0210-22 INVOICE ND 345
. _ w INVOLCE DATE 25/04,/01
Rh" 903-693-3457 CUSTOMER HYTEST
E Weh, ;. ey_products.com.uk TERM
AV Facebook gu.nraduehs PAGE Lora
Orcarsd By Vanus invalos To
WrTRAk WrTRAk
SE Mil St Souin Bay 1 SE Mil St Souin
Glendale., ON Glendale., ON
Canada  KiL 52 Canada  KiL 52
Fhana: Fhana:
Fax: Fhana: Fax:
Emal: mandylox. mkZgmall com Fax: Bl pandylox. mkZEgmallcom
Eonking Contac Customer Contaot Dut Date | Tima Dellvery Dabe | Time via
Jackm FRentalPoint Suppart 13708010 5010 e Dedhver
PD No.
Paymeant Date Conf, in Dt ! Thme Return Date | Time Wia
1234 .
Cacsh DTT TEMZE 2110 We Flokun
Eatup By Anow Aarke
Cuctomesr Phanss Projeot Rah 4 B Fanics atrikeWrap
“MYFPROJ «
Code Desoription oty unit Price DISC % TOTAL
AUDTD GEAR
ASSETL  dadatd. i B.ed @ HAC
Road cases
WYRACE i B.ed @ HAC
AR MRl 257 2 8 oli
BUDTD GEAR
Pieiel  belge Head sorn Mlo TAE i B.ed @ HAC
LIGHT123 Lighting 1 a.ed @ §eC
CHATE Blwe Chalrs i 37,40 @ 443 B8
44 Chalr cowar 1 @ M
Road cases
WYRACE 1 a.ed @ §eC
R A, 25 2 8 HfA
AR E Sk, 2 @ uEA
R A, 25 2 8 HfA
AR ES kb, 2 @ uEA
LABOUR
Seb Total 443 88
Equipmant added en checkout « on:i6/@6/F1 at 1548
EHELTER
TIN Loh shed 2 17a.8d 58 4,308 88
Sek Total 4,308 88
LABOUR
Tessday 2843 Septesksr 18th
SETUR et Craw - 5. DoEGER 1 a.ed §eC
Insialiation Inctrections
Fental %, 785,30
Craait C. Burchamge o.o0
Rantal Discaunt o.eo
Sales o.on
Sales. Descaunt o.e0
T soz.EE
A 50% depasit wil b nequined upon canfimation of s crder. A1l balances. maust be pakd within 30 days fom the  Delvery Flokup = oo
date af wmios. Any outsianding halanos beyond hat date will be subject b & 1 5% per manth inlenest fee. Any  inskalationOperator amz. Tz
open balance afier 30 days will vold any discount offered, and the arginal balance will be dus [~ 8 TaE.EE
Exempi .o

To attach the document to the booking for later reference, click NEXT and follow the onscreen instructions
(screenshots below).

To attach later, click CLOSE. You can attach any document to the booking at any time from the 'View
Attachments' window



Document has been downloaded

Upload edited document and
send to client
Show name

RentalPoint3 DB[12.0.22.29] Rev[6908] » Mandy@rentp.com ~

Please upload the edited document °

Choose File [N}l K= E=)

i chd e the Please select the document to upload

& Open *
+* ; » This PC » Downloads v O Search Downloads 2
Organize * New folder Bz - ' 0
[ This PC G Name Date modified Type Size =
~# 3D Objects ~~ Today (8)
[ Desktop MYTEST-000621-V005.docx 4/01/2517:14 Microsoft Word D... 90 KB
Documents MYTEST-000621-V004. docx 41 08 Microsoft Word D... 90 KB
* Downloads v MYTEST-000621-V003.docx 4f : 5 Microsoft Word D... 93 KB o
File name: | MYTEST-000621-V005. docx w | All Files (*7) ~

RentalPoint3 DEB[12.0.23.29] Rev[6908] o Mandy@rentp.com ~

Please upload the edited document °

Choose File | MYTEST-000621-V005.docx ” l

i Click GO




Once the documents have been uploaded click the green checkmark

° to exit.

------

RentalPoint3 DB[1202329] Rev[6908] _, mandy@rentp.com ~

Send the document to the client

‘ Choose File [MYTEST-000621-V005.docx I

+~" The document has been uploaded
+" The document has been attached to the booking *
& Email the document to the client

4+ Send the document to DocusSign

Documents attached to a booking

To view documents attached to a booking OR to attach new documents, first highlight the booking on the
booking grid

Then right click on the booking to access the view menu

RentalPoint3 DB[12.023.29] Rev[6908]

Bookings Control panel

OIS

ENew [# Open @View {:Work & Admin [EFinancials &Print @ Others

Current =  Q search text €1 BookingNo. % | &

Revenue Eve
Booking [ +Tax Organisation Out + Date Time In Date Time Ty
MYTESTO0062 6,143.40 MyTest | = T~ """9‘"“"“" 0901 Sun 2079112731 2110 EVEN
New
AED100024 83.17 AED Customer B 1000 Sun 207912031 144
Open
AED100025 83.17 AED Customer £ Op ' | anan Seam ANTOMAAE WEDL
T [ ]
CONT0100019 169.00 Contact test e Crew Planner
( C————— /0T d & Attachments
@ | 42 records displayed. = Admin + | Ja- Signed documents

Or access from the top menu



RentalPoint3 DB[12.02329] Rev[6908]

Bookings Control panel

Tl ﬁl q:ll Curren/Q search text € BookingNo. ¢ &

BMNew [# Open @View <:Work & Admin [@Financials & Print @ Others

L]
Booking [ w  Crew Planner t n Out & Date Time In D
&  Attachments
MYTEST00062 % Signed documents I Tue  2013/09/10 0901 Sun 2079
AED100024 ®  View warchouse sessions Thu  2020/10/08 1000 Sun 2079
AED100025 @ Signa[ure on deli\fery Thu 2020/10/08 1000 Sun 2079
CONT0100019 %  Labour Forecast Thu  2020/10/08 1000 Sun 2079
{ ommmmmmmmmm @ Audit Trail e
i - a . Nl e

Click the arrow to the left of the yellow folder you would like to expand

From here you can:

Download an attached document
(&) Remove link to attachment (the file will not be deleted)
(&) Email an attached document

Attach any document

Attachments for MYTEST00062

P Quotes and Other Documents

|- [ MYTEST-00062Q-V001 docx / =)
L[ MYTEST-00062Q-V002.docx (&)

[ +Attacn |[ =Email | °

Setting RTF Parameters

Operational Parameter 84 sets your company preference for document merge using either Fast Reports
exclusively or a combination of Rich Text Format (RTF) quote and invoice templates along with Fast Report
templates for all other options.



RentalPoint3 DB[12.02327) Rev[6862] ’, mandy@rentp.com v

Setup ~

ttings and preferences control panel Lists
Settings and Preferences
Reload Software Settings
A Company name & Accounts Invoicing $ Pricing setup
@ Operational setup J Custom Viewing B Terminology © Transfers
& Crew Structure ll Barcode Tracking & Google Cloud setup L4 Target Margins

B Web Enquiries Workflows

Reporting system Selection

Select the Reporting system

®  1.Rich text Format Word templates
O 2 Fast Report Templates
© 3. Both

If you make changes here, remember to reload software settings to operate under the new settings.

“» mandy@rentp.com ~

Setup -

' Lists

Settings and Preferences
Reload Software Settings

RTF Insert Field Module

Include the RentalPointinsertFieldsModule.dll file in your Word Startup folder in order to access all insert fields
available from RentalPoint while setting up your template. Contact support@rentp.com to request your copy of
the file. Click here for a list of <insert fields available>.

Once installed you'll see the RentalPoint insert fields under your Word 'add-ins' tab.


https://rentalpoint3.com/KnowledgebasePDFs/RentalPoint%20RTF%20Insert%20Fields.pdf

Menu Commands

Navigation =&

|Sear(h document Fel '|

Headings Pages Results

To Install the RentalPointinsertFieldsModule.dll file
Find the location of your Word Startup Folder

1. Open Word, then press Alt+F11 to open the macro editor, VBE.

2. Inthe VBE window, press Ctrl+G to go to the Immediate window.
3. In the Immediate window, type: ?Application.StartupPath

4. Press Enter.

The path to the STARTUP folder is now shown below the line you typed as illustrated in Figure 1 below. You can
copy the path and paste it into the address field in Windows Explorer and press Enter to go directly to the
STARTUP folder.

£ Microsoft Visual Basic for Applications - Decument2

‘ File Edit View Inset Format Debug Run Tools Add-lns Window Help
EE-E L aBAT e o0 s EEW @I
=3 B
-4 Normal
B3 Project (Document1)
-8 Project (Document2)
E-E3 Microsoft Word Objects
B ThisDocument
References

ThisDocumen Document ~

< I
| Thispocumen Document |

Alphabetic  Categorized

AutoHyphenatid R
ChartDataPoint] True

ConsecutiveHyp 0
De E3
De Fr
DisableFeatures Faise
DoNotEmbedSys True
Embedlinguistici True

ypEFal

ryptionProvi
EnforceStyle  Faise
FarEastLineBrez
FarEastiineBrez ) - wdFarEast
Final False
ormattingShow True
gShow 5 - wdShowFilt

won True

19
(GrammarChecke True
ridD for 9
ridD B
(GridOriginFrom True
(GridOriginHorizo 72
(GridOriginVertics 72
(GridSpaceBetwe 1

?Application.StartupPath! . . .
c:\users\visitor\appaata\roaming\microsoftiword\starcup g3 Copy RentalPoint\sys\RentalPointinsertFieldModule.wll to the startup folder

Copy c:\RentalPointv11\sys\RentalPointInsertFieldModule.wll to the startup folder



Close Word and reopen, if the Add-Ins tab doesn't show up or if the RentalPoint Add-Ins are not there, follow the
steps below.

Type Templates and Add-Ins' into the search bar

Document? - Word

Add-Ins

Recently Used

@:| Templates and Add-Ins

Try
leave a comment
change how table locks
edit header

print

Click ADD to find and add the RentalPoint Add-Ins

Templates and Add-ins ? x

Templates XML Schema XML Expansion Packs  Linked C55

Document template
Mormal Attach...

|:| Automatically update document styles
Attach to all new e-mail messages

Global templates and add-ins

Checked items are currently loaded. 1
RentalPointinsertrieldModule.wl] Add... <$ ’

Remove

m Add Template

™ <« Local Disk (C:) » Users » Visitor » AppData » Roaming * Microsoft » Templates » ~ O Search Templates e

Full path: C.\Tem)|

Organize « Mew folder =~ T @

"~

sys Mame Date modified Tyt

El Microsoft Word Document Themes
LiveContent
SmartArt Graphics
= This PC D RentalPointinsertFieldModule.wll

Organizer...

@ Onelrive

_ 3D Objects

[ Desktop

Deocuments Select a file to preview.
+ Downloads

J! Music

[=] Pictures

B Videos

. Local Disk (C:) 2.

- Data (E:)
& Netwark . >
File name: v‘ Word Add-ins (*.wil) ~

Tools ~ e

You should now see the RentalPoint Add-Ins tab



Document2 - Ward

Home Insert Design Layout References Mailings Review i Add-Ins

Rentalpoint =

Insert Fields

Fields
Menu Commands

L .-2-.-1.-.-g-.-1-.-2-.-3-.-4-.-5-.-6--

Navigation v &

Search document o~

Headings Pages Results

LRI U 4

RTF Colour Insert Fields

RTF Insert fields are used to merge data from your RentalPoint Database with your MS Word template. Fields
are available via the RentalPointinsertFieldModules.dll file or see our list of RTF Insert fields.

Colour Insert Fields

INSERT FIELD DESCRIPTION
&COMCOL& Comment colour
&HEDCOL&  Heading colour
&SUNCOL&  Sundry colour
&COMPCOL& Component colour
&GROCOL&  Group heading colour

To use any of the colour insert fields:

1. Insert one or more of the colour insert fields into your template above the equipment list.
2. Then highlight the text between the &'s and change the colour
3. The comments will appear in the colour of the insert field


http://rentalpoint3.knowledgeowl.com/help/rtf-insert-fields
https://rentalpoint3.com/KnowledgebasePDFs/RentalPoint%20RTF%20Insert%20Fields.pdf

Page 1of 1

JOB: &hpck oG
QU%I&LIO N STATUS: &BESTATECK
rrnted CUSTOMER:  &QCoC&
AV Sctlatel] JE; ‘? el JOBNAME: &SHOWNAMCE
EBSALESPCE

W&L@ UK 80210-22
B 905-693-9457
Web: ey_products.com.uk
Facebook: ey_products
RESLEPTRM R e L

Prepared For Dates Job Site

BCoCR Deliver: BACTDELDN:B& at &dtimeC&k  Venue: BdelToCk

&Cadl1C& &Cadl2CE Set-Up By: &SETUPDN:8& at &dtimeCi Room: & B

&CadI3C& &STATEC& Show Start: &SHWSDN:B& at Address: &dadrl1C& &dadrl2C&

&SHWSTIMCE
BCustpesCl BCNTRYCE Show End: &SHWENDDNM: 8& at &dadri3C8 &VNSTATECE
Pick-Up: &PICRETN:8& at ArtimeCe &VNPOCDECE

Contact: & colourinsertfields  coptac:  sycontca :
Telephone: &(;ghgugg& Fax: &CfaxCe Telephone: &dphoneC& E quipme nt
sCOMCOLe sHEDCCLs &5UMCOLe aCCOMPCOLe aGROCOLs| I-l St

ey Description Days Charged Unit Discount % Extended

SQTYN: 3z sDESCC:48: zDAYSCHDN: sUNITH:S8:2& sLIDISCH:4:2& sLINEPRIN:10:2s

Installaticn Inatructions

Frinztrnl C& Sinstru? T

&instru3C& &instrudC& Rental seguipTi:ld:ds
The renter acknowledges that the equipment is NOT covered by insurance and Rental Discount ediscamti:14:2z
that additional rental charges will be made if the equipment is returned late. Al Sales agalerotNildzds
blown globes must be returned, speaker cone damage must be paid for on g*ﬂes Dizcount imﬁ%:

. undries PRI TP AP I

return,..any theft must be reported to the police. Delivery Pickup e
Renter or duly autherized agent of Renter Date ;ﬁ%c& &;;‘ig::;: i g:
Plez=e Print Hame Total &TotalN:14:24&

Output Document with colour
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JOB: MYTEST00032
QU%T&-I;ION STATUS: Confirmed
s S CUSTOMER:  MyTsst
AV B;I“,“ . JOBNAME:

LentalPoint Test
ceryiew Lane
Miltonyille UK 90210-22
Pp; 905-693-9457
Web: ey_products.com.uk
Facebook: gy_products

AT M

Prepared For Dates Job Site
MyTest Deliver: 24/02/07 at 1 :00 PM Venue:
98 Mill st South Set-Up By: 24/02/07 at 1 :00 PM Room:
Glendale ON Show Start: 24/02/07 at 1 :00 PM Address:
K3L 5K9 Canada Show End: 24/02/08 at 11:00 AM
Pick-Up: 24/02/08 at 11:00 AM
Contact: Mandy Fox Contact:
Telephone: Fax: Telephone:
Qry Description Days Charged Unit Discount % Extended
Sundry 125.00
comment 1
1 generic item 2 540.00 0 1,000.00

Heading One

1 packege prod 2 250.00 a
1 test
1 test

comment 2

[ SR )
==

Inztellaticn Inastructions

Rental 1,250.1
The renter acknowledges that the equipment is NOT covered by insurance and Rental Dizcount
that additional rental charges will be made if the equipment is returned late. All  Sales
blown globes must be returned, speaker cone damage must be paid for on Sales ]_:'15‘3“‘-"-“
return,..any theft must be reported to the police. Sundries
Delivery Pickup
Renter or duly autherized agent of Renter Date E;;h L(,@E!Q[.
Please Print Name Total

Sub Totals on RTF Documents

Custom printing parameter #4 enables heading sub totals to print on custom documents.

Please contact support@rentp.com to enable this functionality for your company setup.

The default behavior will cause the heading description to be used in the title for the sub total as well.



Sound Equipment *

SOUND EQUIPMENT

CREBLES  Cables 1 25.89 0.00 25.8%9
STAND Stand 1 46.00 0.00 46.00
MICZ Microphone 1 38.00 Q.00 38.00
SPKE Speaker 4 25.00 0.00 100.00
sub Total 0.00
sSound Equipment Sub Total 209,89

-~

Applying the &EXHDDESC®& insert field above the detail line in the template will cause every heading sub total
to display ‘Heading Sub total’ instead of using the heading description.

| &CustP2C& |

&EQLEFTMN:0&&EXHDDESCS|

CODE DESCRIPTION
&PRODUCTC:8& &DESCC:50¢&

Heading Sub Total 0.00
Sound Equipment

SOUND EQUIPMENT

CABLES Cables 1 25.8%9 0.00 25.89
STAND Stand 1 46.00 0.00 46,00
MICZ Microphone 1 38.00 0.00 35.00
SPE Speaker 4 25.00 0.00 100,00
Sub Total 0.00

Iﬂeauinq sub Total I 20%.8%

Creating an RTF Template

Open Microsoft Word and design your template as desired OR copy an existing template (see load document
below for where to find existing templates)

For any area where you would like information from the booking to print, use the corresponding insert field from
the RenalPoint Add-ins Tab, colour insert fields and regular insert fields


http://rentalpoint3.knowledgeowl.com/help/rtf-insert-fields
http://rentalpoint3.knowledgeowl.com/help/rtf-templates-rtf-insert-fields
https://rentalpoint3.com/KnowledgebasePDFs/RentalPoint%20RTF%20Insert%20Fields.pdf
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' J08B: &bookNoC&
QUOPT'At-I;IO N STATUS: &BESTATECE
. exr'?&e' s CUSTOMER: &CoC&
AV tdal oy fime JOBNAME: &SHOWNAMCSE
&BSALESPC&
1509 Walkerview Lane
Miltonville UK 90210-22
Ph: 905-693-9457
Web: ey_products.com.uk
i acebook: ey_products
Prepared For Dates Job Site
&CoCa& Deliver: SACTDELDN: 88 at BdtimeC& Venue: &delToCa
&Cadl1C& &Cadl2C& Set-Up By: &SETUPDMN:8& at &dtimeCé Room: g&\VroomCa
&Cadl3CE &STATECE Show Start: &SHWSDN:B& at Address: &dadrl1C& &dadri2C&
ESHWSTIMCE
&CustposCé &CNTRYCE Show End: &SHWENDDN ::8& at fdadri3CE &VNSTATECE
Pick-Up: &PICRETN:88 at SrtimeCa& ENVNPOCDECE
Contact: &bcontCa Contact: &VcontCa
Telephone: &CphoneCa. Fax: BCfaxCg Telephone: &dphoneCg
o
sCOMCOLz &HEDCOLa &SUNCOLz sCOMPCOLs sGROCOLE
Qry Description Days Charged Unit Discount % Extended
s0TYN: 3s sDESCC:48s sDAYSCHDMN= sINITH:8:2& sLIDISCH:4:25 sLINEPRIN:10:2&
Installaticn Instructions
FinstrulC& &instru2C&
&instru3C& &instrudC& Rental . &gquipIN:ld:Qs
The renter acknowledges that the equipment is NOT covered by insurance and Rental Discount sdiscamtN:14:2a
that additional rental charges will be made if the equipment is returned late. All  Sales esalecotl:1d:2z
blown globes must be returned, speaker cone damage must be paid for on Sales Discount ESDISME“ 52‘
return, any theft must be reported to the police. Sundries gsundtotl:14:2s
Delivery Pickup cTOTDELN:14:2&
- Tech Labor glabourN:14:2s
Renter er duly autherized agent of Renter Date ETANTITICS ssalecaxl:14:25
Plesse Print Name Total &TotalN:14:2&

Save your document as an RTF type

File name: | Quote_GdocsF.rif]

Save as type: | Rich Text Format (*.rtf) ?

Authors: Tim Grafton Tags: Addatag Title: Invoice Date / Tax point

de Folders Tools = Cancel

Load your document for use in the software
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Edit the settings to set whether the template should be available from the Print->Quote or Print->Invoice option
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Troubleshooting Merge Issues

We've outlined some typical formatting issues found when modifying or creating new templates.

Please contact support@rentp.com should your template issues persist beyond the resolutions below.

Insert Fields Display in Merged Document

For any insert fields that do not merge (i.e. the insert field is showing in the merged document)

e Sometimes Word stores junk characters around insert fields in RTF documents preventing the field from
merging properly. To resolve, copy the insert field into a notepad, then copy it back to your template.

Equipment List is not Aligned Properly

See equipment list outlined below

. Page 1 of 1
JOB: ErbookNoCE:
QUOPTAt'.I;Io N STATUS: &BESTATEC&
: PO CUSTOMER:  &CoC&
AV tdat oy fime JOBNAME:  &SHOWNAMCE
&BSATLESPCE
1509 Walkerview Lane
Miltonville UK 90210-22
Ph: 905-693-9457
Web: ey_products.com.uk
refacebook: ey_products

Prepared For Dates Job Site

&CoC& Deliver: &ACTDELDN: 8& at &dtimeC&  Venue: &delToC&

&Cadl1C& &Cadl2Ca Set-Up By: &SETUPDN:8& at &dtimeCa. Room: &\vroomCea.

&Cadl3C& &STATECE Show Start: &SHWSDN:B8& at Address: &dadrl1C& &dadri2Ca

&SHWSTIMCE
&CustposCE &CNTRYCE Show End: &SHWENDDN: 88 at &dadri3C& BVNSTATECE
Pick-Up: &PICRETM:88& at BrtimeC& &VNPOCDECE
Contact: &bcontC& Contact: &\ contCa
Telephone: &CphoneCa. Fax: &CfaxCa Telephone: &dphoneCa
[N}

sCOMCOLs &HEDCOL& &SUMCOLs &COMPCOLs &GROCOL&

Qry Description Days Charged Unit Discount % Extended

&instrul C& &instru2C&
&instru3C& &instrudC Rental . sequipTN:14:2:
The renter acknowledges that the equipment is NOT covered by insurance and Rental Discount ediscamtli:14:2&
that additional rental charges will be made if the equipment is returned late. All Sales ssaletotl:14:2z
blown globes must be returned, speaker cone damage must be paid for on Sales Discount &3DISCRMN:14:22
return, any theft must be reported to the police. Sundries &sundroth:li:2a
Delivery Pickup sTOTDELM:14:2s
- Tech Labor slabourN:14:2a
Renter or duly authorized agent of Renter Date STANTITICE ssaletax:ld:2g
Please Print Name Total &TotalN:14:2&

If the equipment list prints in a dis-proportional font:

¢ Use a Fixed Width/Monospaced Font for the equipment list in your template like Consolas
e |f you're already using a Fixed Width/Monospaced font then please send a copy of your font file to
support@rentp.com so that we may load it and make it available for your template.



e Sometimes MS Word stores junk characters between the fields on the equipment list. For this reason all
editing of the equipment list should be performed in Notepad.

o Cut the equipment list line out of the template into a notepad

o Then add any spacing needed where the equipment list should appear in the template

o change the font for the spaces to Consolas or another fixed size font (avoid using Courier new)
¢ Move the equipment list outside of a table.
¢ |f the template still doesn't work:

o Edit the template using notepad++

o Find the equipment list and look just before it for /fnn where nn is the number for the font.

o Delete the /fnn and all the ones that appear before it.

Remove any & characters used as normal text in your template

¢ Since the software uses '&' as part of the code to merge database information to your template, please
refrain from using '&' as normal text. Delete any & from the template that is NOT part of an insert field

If the template still doesn’t work - email the template to support@rentp.com for review



