New Booking

Last Modified on 01/12/2025 1:58 pm EST

How to Book Equipment for a Client

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

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

@E} Curent ¢ Q search text €@ BookingNo. ¢ £

BNew [FOpen @View i:Work BeAdmin [EFinancials GPrint @ Others
g by : Organisation Out . Date Time In Date  Time Show name m:
g Hie
e 190 The show company Mon 202510727 1300 Tue 2025/10728 1100 test Hire
B Fromweb Enquiries 100 MyTest Mon  2025/10727 1300  Tue 2025/10728 1100 Hire
@  FromVersioninfo 00 MyTest Mon 2025/10727 1300 Tue 2025/10728 1100 Hire
¥ Cross rental 100 The show company Fi  2025/11/21 1300  Sat 2025/11/22 1300 Hire
= Transfer 100 8769 Westmorland Stree Fi  2025/11/21 1300 Sat 2025/11122 1300 Hire
MYTEST00141 0.00 MyTest Tue  2025/11/25 0800  Wed 2025/11/26 1700 Hire
MYTEST00142 0.00 MyTest Tue 20251125 0800  Wed 202511126 1700 Hire
MYTEST00143 0.00 MyTest Tue  2025/11/25 0800  Wed 2025/11/26 1700 Hire
MYTEST00140 0.00 MyTest Tue 20251125 1300  Wed 2025/11/26 1100 Hire
ABC100079 60,200.00 abc compnay Sat 2025/11729 1400 Wed 2025/12/17 1000 The Small Show Hire|
]
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3. Navigate to the "Calendar" tab to set dates and times the gear will be booked for
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aaron@2dhouse.com 230 New 1
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4. Turn off "Schedule Enabled" to simply use warehouse out and in dates
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5. Change your times if needed.
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6. Click "Apply"
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7. Next, move to the Equipment Grid to enter gear
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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.
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2 /
a Search for product x BE) = Bn@ WH Out: 2025/11/26 07:00 In: 2025/11/27 16:00
] SAMREM  Samsung SM320PX Remole -
= @ Find &iAmange  —Shorlages iSLisks  Assets HHeading &
= ] 5AM325PR Samsung SM320PX Speaker Right «» : 9 = 5.
M Quanti Avail  Short C tal
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o« Bl RuTsAM  SapsiingRemote Fs e
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)
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_ Bl psam Power Supply for Audio Mixer s )
=
Treeview  Search  Fiters
SAM Q1 + | I
Addand Sort @ Add below O Insert

11. You'll see the item and its components added to the grid.
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SAMREM  Samsung SM320PX Remote

s @assels  HHeading &
SAM32SPR Samsung SM320PX Speaker Right
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RMTSAM  Samsung Remote Lt Y Samseng LED SuTovensons d L Y

B
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0
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12. Click "Freight" under Venue to add delivery information.
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0088 -
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Crew fsung sm320px speaker Len U
(] 4KTSAMS0 50" Samsung LED 4K Touchscreen u 1 1 0 o
sung remote
FIGBPC3-6 Figure 8 Power chord 3.6' 1 1 0 0
amsung LED 4K Touchscreen
# RMTSAM Samsung Remote 1 1 [ (]

fsung SCB-2001 GCTV Camera ciw 3-8mm
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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.

i - -

Freight
Delivery via Service Zone © Our number
Gustomer ® s s Theis number
Return via Service Zone © Our number
o Customer s ¢ ® Their number
o
Delivery Charge ° Delivery Cost ‘
= 8
Collection Charge o Collection Cost ‘
@ |
Installation Instructions
=

&, Apply I

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

U-EASTY g U-

ery via Service Zone. © Our number

® Equipment
Customer * : s Their number

m via Service Zone © Our number

Venue Customer . . . Their number
O No
ery Charge s Delivery Cost ‘
Financials =]
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= status X
liation Instructions

15. Setting to confirmed will confirm the order.
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Status
Confirmed Status
Quote
m Light Pencil
© Heavy Pencil
1= Confirmed
- Cancelled
=
¢ =
Confirmation Booking Invaice Status
- Gonfirmation required by Date and time booked Booking is complete
11/26/2025 o 1112612025 12:40:58
Unlocked for Scanning
Confirmed by E

Purchase Order No.

Do Ref.

16. Enter "Confirmed by" details if needed.

Quote

Light Pencil

Heavy Pencil
© Confirmed

Cancelled

Confirmation Booking Invoice Status.

Confirmation required by Date and fime booked L Booking is complete

1172812005 1172812025 [12:40:58
Unlocked for Scanning

Date Confirmed | 1142612025 =] G
Confirmed by T

Purchase Order No.

Please enter the name of the person who has confirmed or the PO number

Doc Ref.

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

tus

onfirmed Status

Quote
Lignt Pencil
Heavy Pencil
O Confirmed

Cancelled
Attachme
onfirmation Booking Invaice Stalus
Statos
Confirmation required by Date and time booked Booking is complete
Other detais
1112612025 1112612025 124058
Unlocked for Scanning
R onimmed 112612025 o &

onfirmed by [Ruben Andrade

rchase Order No.

Please enler the name of the person who has confirmed or the PO number

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

Booking Last Modified By Operator
RENTALPOINTSUPPORT
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19. Finally, close the booking.

Save Complete

® Keep Booking open

O Warehouse Pick
O Print Pick List
© Send document to client

O send Invoice to client

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!

BiNew @ Open @View i:Work BsAdmin (S]Financials BPrint @ Others
Revenue Bo,
Booking O s7ax Organisation Out .« Date Time in  Date  Time Show name L
22000 The pany Ton 20251027 1300 Tue 202511028 1100 test Hirg
MYTESTO00134 330.00 MyTest Mon 2025110727 1300 Tue 2025/10/26 1100 Hire
MYTEST00135 0.00 MyTest Mon 2025110727 1300 Tue 202510728 1100 Hire
THESHOW00026 0.00 The show company Fi 20251121 1300 Sat 2025/11122 1300 Hire
MEWGUST100007 0.00 8769 Westmoriand Stree. Fi 2025121 1300 Sat 2025/11122 1300 Hire
MYTEST00141 0,00 MyTest Tue 20251125 0800  Wed 2025/11126 1700 Hire
MYTEST00142 0.00 MyTest Tue  2025/11/25 0800  Wed 2025/11/26 1700 Hire
MYTEST00143 0.00 MyTest Tue 202511725 0800  Wed 2025/11126 1700 Hire
MYTEST00140 0.00 MyTest Tue  2025/11/25 1300  Wed 2025/11/26 1100 Hire
110.00 -J;- ) B Wed 202511126 0700 Thu 202511127 1600 Hire
ABC100079 60,200.00 abc compnay Sat  2025/11/29 1400  Wed 2025/12117 1000  The Small Show Hire

11 records displayed.

] | & Operator ] & Salesperson ] | & Project Manager ]
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