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How to Book Equipment for a Client

1. To get started with a simple booking, from the Bookings Grid Select "New" then "Rental/Hire"

2. Enter your customer code then tab to load the customer details

3. Navigate to the "Calendar" tab to set dates and times the gear will be booked for
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4. Turn off "Schedule Enabled" to simply use warehouse out and in dates

5. Change your times if needed.

6. Click "Apply"
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7. Next, move to the Equipment Grid to enter gear

8. Click the "Search for" field in the Product window to search for items as needed.

9. Type the characters you want to search for, then click the search icon.
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10. Click on any item to select it. Then hit enter to add it to the grid.

11. You'll see the item and its components added to the grid.

12. Click "Freight" under Venue to add delivery information.
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13. In this example we'll select the "Customer" option for both delivery and return since the customer will pick up
the order.

14. Move to the "Status Tab" to set the status of the order.

15. Setting to confirmed will confirm the order.
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16. Enter "Confirmed by" details if needed.

17. Click "Other details" to enter Showname if needed

18. Then save your order.

https://ajeuwbhvhr.cloudimg.io/https://colony-recorder.s3.amazonaws.com/files/2025-11-26/8ef8a604-1ef0-4bf5-a3e8-6f8cc4325412/ascreenshot.jpeg?tl_px=0,0&br_px=1100,615&force_format=jpeg&q=100&width=1101&wat_scale=98&wat=1&wat_opacity=0.7&wat_gravity=northwest&wat_url=https://colony-recorder.s3.us-west-1.amazonaws.com/images/watermarks/FB923C_standard.png&wat_pad=168,198
https://ajeuwbhvhr.cloudimg.io/https://colony-recorder.s3.amazonaws.com/files/2025-11-26/e7151c69-ed6b-4fef-9ed7-9c000016fd37/ascreenshot.jpeg?tl_px=75,168&br_px=1176,783&force_format=jpeg&q=100&width=1101&wat_scale=98&wat=1&wat_opacity=0.7&wat_gravity=northwest&wat_url=https://colony-recorder.s3.us-west-1.amazonaws.com/images/watermarks/FB923C_standard.png&wat_pad=515,272
https://ajeuwbhvhr.cloudimg.io/https://colony-recorder.s3.amazonaws.com/files/2025-11-26/a98d4a44-f2ca-4e9c-93a2-ad3667a2fa3d/ascreenshot.jpeg?tl_px=0,46&br_px=1100,661&force_format=jpeg&q=100&width=1101&wat_scale=98&wat=1&wat_opacity=0.7&wat_gravity=northwest&wat_url=https://colony-recorder.s3.us-west-1.amazonaws.com/images/watermarks/FB923C_standard.png&wat_pad=20,272


19. Finally, close the booking.

20. The booking will then be visible on the Booking Grid. You're now ready to print documentation, find out how
in the next video!
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