Creating an RTF Template
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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

Pape 1 of 1
JOB: &bookMNoCa
QU‘)FFT'A{-I;IO N STATUS: &BESTATEC&
i {'5:' e - CUSTOMER:  &CoC&
AV taatel B‘:}“me JOBNAME: &SHOWNAMCE
&BSALESPCE
1509 Walkerview Lane
Miltonville UK 90210-22
Ph: 905-693-9457
Web: ey_products.com.uk
e acebook: ey_products
Prepared For Dates Job Site
&CoC& Deliver: BACTDELDM:88& at &dtimeC&  Venue: BdelToCa
&Cadl1C& &Cadl2C& Set-Up By: &SETUPDN:8& at &dtimeCé Room: E\MroomCa
&Cadl3CE &STATECE Show Start: &SHWSDN: 88 at Address: &dadrl1Ca &dadrl2Ca
BSHWSTIMCE
&CustposC &CNTRYCE Show End: B&SHWENDDM: 88 at &dadrl3C& B&VNSTATECR
Pick-Up: &PICRETM:88& at &rtimeC& EVNPOCDECE
Contact: &bcontCa Contact: &V contCé
Telephone: &CphoneCa& Fax: &CfaxCi Telephone: &dphoneC&
[
&C0OMCOLs sHEDCOLs sSUHCOLsE sCOMPCOLe sGROCOLSE
oty Description Day= Charged Unit Discount % Extended
&0TYH: 32 sDESCC: 485 sDAYSCHDN: sUNITN:8:2& sLIDISCH:4:2& sLTHNEPRIN:10:2&
Instellaticn Instructions
&instrulC& &instru2 C&
SinstruiC& &instrudC& Rental ) sequipTN:14:2a
The renter acknowledges that the equipment is NOT covered by insurance and Rental Discount sdiscamtl:ld:2a
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 *SDIgCAmtilf ﬂ fg“
return, any theft must be reported to the police. Sundries esundrothizld:is
Delivery Pickup sTOTDELM:14:2a
- Tech Labor slabourN:14:2a
Renter or duly authorized agent of Rentar Date LTANTITICE ssaletaxi:14:28
Please Print Name Total &TotalN:14:2&
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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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