Hotel Master Billing

Last Modified on 31/07/2026 10:45 am EDT

What is Hotel Master Billing (HMB)?

Convention centers and five star hotels often have an in-house AV Company that provides equipment to clients
(i.e. projectors, speakers, microphones, lighting, whiteboards, TVs etc.). In addition to providing equipment, the
AV Company may also provide services such as a technician to setup, test and configure the equipment, then
pack it away when the event is finished. The hotel and the AV Company agree on a contract to allocate the
revenue that'’s received from the client. These contracts are collectively referred to as Hotel Master Billing. Other
terms used are; Master Billing, MB or HMB.

Billing Scenarios Available

RentalPoint supports four different billing scenarios for in-house AV companies.

The diagrams included in the scenarios are examples of key events and interactions and are
s ) designed to be read in a top-down direction. Actual events may differ slightly from company to
company.

Master Billing

In this scenario:

e The client contacts the hotel and orders equipment and services.

¢ The hotel contacts the AV Company and provides the details of the order.

e The AV company quotes the event and sends the details to the hotel.

e The hotel adds the AV equipment and services to the Master Bill for the client
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Venue Billing (aka. Alternative Billing, Commission as a Discount)

The Venue Billing scenario is:

¢ Essentially the same as the Master Billing scenario.
e The only difference is that the AV Company removes the hotel commission before sending the invoice to
the hotel.
e The commission is deducted from the invoice price as a discount.
¢ At the end of the month a Master Billing report shows the amount payable to the AV Company
.
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Direct Billing

¢ In some hotels the client contacts the AV Company directly and orders equipment and services

e The AV Company invoices the client

e Then at the end of the month, the AV Company pays a commission to the hotel based on the value of the
client invoice
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Sales and Promotion (S&P)

¢ Sales and Promotion scenario is when the hotel orders equipment and services from the AV Company at a
heavily discounted rate.

e Theis no commission involved.

e Discounts can be offered via a special price set, a booking discount or line item discounts; allowing for
flexible pricing options to meet a range of needs.

e The amount of S&P billed to the hotel is reflected on the Master Billing report.

Configuring Hotel Master Billing

Pre-requisites

Before jumping into HMB, first ensure that the following items are configured

Locations

Inventory

Taxes

Price Sets

Customer

Rooms

Locations are one of the core elements of HMB. Ensure all your locations are entered in
location setup.

Products are another core element of HMB. Ensure your product inventory is configured
before starting. Although you can enter inventory at a later date, it's much easier to get HMB
up and running when you already have your inventory entered.

Tax defaults can be configured for each Master Billing entity and are selected from existing
taxes set up in the system

Hotel commission works with Price Sets. A price set enables you to include commissions
into the invoice price when billing the hotel and/or the client.

A 'Bill To' customer is used when configuring Hotel Master Billing. Set up the customer you
will bill to before configuring HMB

Set up at least one room for each location where Hotel Master Billing should be tracked.
These rooms are then designated in the Venue tab of each new booking.

Enable HMB Parameter

Lists

Save instRec to Database

Settings and Preferences
Reload Software Settings


http://rentalpoint3.knowledgeowl.com/help/multi-location-setup
http://rentalpoint3.knowledgeowl.com/help/inventory-setup
http://rentalpoint3.knowledgeowl.com/help/set-up-tax-authorities
http://rentalpoint3.knowledgeowl.com/help/pricing-parameters
http://rentalpoint3.knowledgeowl.com/help/new-customer

Settings and preferences Control panel

A Company name & Accounts
@ Operational setup &3 Custom Viewing
&% Crew Structure [l Barcode Tracking

= Workflows

18. Configure Master Billing Settings

Enter Product Types

& Invoicing

B Terminology

& Google Cloud setup

$ Pricing setup

© Transfers

L« Target Margins

Product Types allow you to charge different commission rates on different products. You can also configure
different commission rates depending on if the products are AV Owned or Hotel Owned (see entity commission
and defaults below for more information). You can access the Setup Master Billing Product Types window via

Pricing Parameter #18 or via the Setup Master Billing window.

_@) Entity Commissions and Defaults section below addresses how the commissions are used in Master Bill

Setup Master Billing Product Types

entities.
# Enabled Name
1 Audio
2 Video
& (w]

B Add New

Notes

80/20

70/30

(451
@| o]
=|a]

Reload software settings before proceeding to ensure your latest changes are available throughout the software.

Lists
Save instRec to Database

Settings and Preferences
19 s¢ Reload Software Settings ‘



Apply Product Types to Groups

Now that you've configured your product types and commissions, you can apply those product types to your
inventory. Navigate to Inventory Setup, edit the Group properties and set the Master Billing Product Type
accordingly.

o If the Master Billing Product Type is set to Not Used then the commission rates are pulled from the
default commission rates
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Edit Group

Group code AUDIO
Description AUDIO GEAR
Default vendor & (used for purchase orders)
Pricing Display Auto Email Settings

Uses Price Factor Table
® Uses a price factor table

© Uses only first day, extra day scheme:

Use Price Factor Table PDS Price M

Audio el v

Master Billing Product Type

Product Ownership

Next, you'll need to configure your products to be either AV owned (you own them), or Hotel owned (the hotel
owns them). The ownership of the product affects the commission calculations. The default ownership is AV
company.



Edit Product Record : Monitoring Speaker

General Picture Rental Rates
Product Code P10043
Description Monitoring Speaker
Manufacturer
Model No.
Color
Qty Owned 97 (All Locations)

Country of Origin

Revenue Code
Default Accessory Discount 0.00
Average Kwh usage 0.000

Non-tracked Barcode
Months to Depreciate 0

Daily Cost of Owning 0.0000

Hotel Master g En S

Navigate to Master Billing Setup.

Sales

Notes Location

Printing Descriptions

Description for Client Facing Documents

Preduct Options Transfer Options Unit Specification

For Individual Rental / Sale

Barcode Track

O Don't allow product to be discounted
O Product is a Generic Item

[J Expand When Added to a Booking

) Exclude From Data Export

O warehouse active

[J when Gross rented, the cost is freight
O Include in Web Store

‘Show availability in web store

Attachments

Printing Options

Price resctriction overrides Profit Margin

Configuration

@ Single item

O Package product
O Macro product

Master Billing Ownership

® AV Company (we own)

Shipping

@® |s shipped on it's own

O Is a road case

O Always shipped in a road case
O Isarack

© Hotel (they own)

This is where you'll configure your Hotel Master Billing entities.
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Lists Lists el

Save instRec to Database
Settings and Preferences
Activity Types Reload Software Settings

Cancellation Reasons

Crew Portal Access
Currencies

Divisions

Email Signatures

Email Paragraphs

Expense Codes

Fast Reports

Freight

Google Calendar Integration

Locations

Master Billing «

The entities represent the different locations, hotels or venues with which you do business. Once you've added
your entities you can use the checkbox in the Enabled column to enable or disable them in the future as needed.
When unchecked the entity is excluded from master billing options and from the master billing report.

Setup Master Billing

Enabled Location Name Notes Action

4 Lake Lovise s ‘ Bridgewater Hotel ‘ &=

3 Edmonton s ‘ Rocky Mountain View ‘ &
0 Toronto : ‘ ‘ =]
0 Toronto

1 Calgary
2 Kingston
3 Edmonton

4 Lake Louise
5 Ottawa

B Add New °



Entity Commissions and Defaults

Within the Setup Master Billing Entities window, use the Action buttons to the right of each entity set set up entity
commissions.

In this window the commission percentages can be configured for both hotel owned and AV owned equipment.
In the example below, if the AV Company rents equipment that the hotel owns (Rental Hotel), the hotel gets 60%,
the AV Company gets 40%. If the AV Company rents their own equipment (Rental AV) then the hotel gets 10%,
the AV Company gets 90%.

You can also use the Commissions window to configure entity defaults for:

Taxes This overrides all other default tax settings
Each entity may have different commission percentages; it's necessary to create a separate price set
for each entity so that it can be used in commission setup.

This is the default master billing scenario that a booking will use. It can be changed in each booking
as needed.

Price Set

Scenario

Enabled Location CommISS|On Action
4 Lake Louise Rental Hotel 50 ::ssess and Breakages ‘ 20 )
Rental AV %
3 Edmonton Sales Hotel 75 ‘ ° s
25 |
0 Toronto Sales AV 2% On Sundry =]
Labour Hotel % %0
|7 CcrossHire 5
Labour AV 2
Event 8
Lossess and Breakages %0

Hotel

Default

Tax 1 HST s Price Set

Tower View

Tax 2 Scenario

Exemot 2 Venue s

Bill te customer TOWER VIEW m ”

00
°

Product types, configured in Pricing Parameter #18, can be accessed for each location as described below. To
make a product type available for a location, select the Enabled checkbox beside the applicable product type.

erabled Locatd Setup Commission for Product Type action
4 Lake Louise Enabled Name Notes Commission Hotel Commission AV Service Charge =]
[Auaio \ 020 | 0 | 20 | pr
3 Edmonten =) ‘ ‘
[video \ 030 | 7| o 20
0 Toronto o i
[ [ [ ol ol 0 :

Once enabled, the product type can be selected during Product Setup to apply specific commission rates to



product groups used on any booking for that location.
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Edit Group

Group code AUDIO

Description AUDIO GEAR

Default vendor <

Pricing Display

Uses Price Factor Table

® Uses a price factor table
O Uses only first day, extra day scheme

Use Price Factor Table PDS Price

Master Billing Product Type
9 ¥ Audio ‘

Using Hotel Master Billing

For Hotel Master Billing to function correctly, each booking must meet the following requirements:

e Each booking must include rental equipment and services for one room and one day only.
¢ For events spanning multiple rooms or multiple days, separate bookings must be created for each

room and each day.
This structure provides several benefits:

¢ |t simplifies the movement of equipment between rooms during multi-day events.
¢ |t enables client-facing quotations and invoices to display subtotals by both room and day, resulting in

clearer and more detailed documentation.

When using multiple bookings for one event, all bookings associated with the same event must be assigned to
the same project. This ensures that the individual bookings are linked together and can be managed and

billed as a single event.
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In a Booking

When creating a booking for a particular location (aka venue/entity), the Master Billing options are located in the
Other Details tab.

Other details

Calendar
Equipment

Show name

Gala on the Lake 2028

Venue
Notes
Financials Minimum Security Deposit Required
Attachments

Status

B Other details e

Sales Person Code BW a O

Sales Person Name Ben William

& Follow up

Project Details

Project Code a ﬁ‘ 74

Project Description

Project Manager Code a o

Project Manager Name

Master Billing
O Direct Billed OsandP O Master Billing ® venue
Client at Venue " s

In a Project

When activating Master Billing for a project, the project settings will override the booking settings



ntalPo

Project: County Fair

Project Schedule Venue Notes

Project Code
Project Description

Expected Attendees

O

Project Invoice Setting

‘CFAIR

‘c«:unly Fair

1000

Festival / Use Optimal Equipment

O Bookings Individually Invoiced

@ One Invoice for Project

Salesperson
Project Manager
Hire Discout Rate
Sales Discout Rate
Region

Location

NOTE: When invoicing a Project, taxes from the customer being invoiced will override any and all taxes

entered on the bookings within the Project

RE - RENTALPOINTSUPPORT

BW - Ben William
0
0

0-EAST

0 - Toronto

4

Enable Master Billing

O Direct Billed

Client at Venue

O SandP

Tower View

O Master Billing

@ Venue

When printing a Fast Report for a project, users can configure different report templates for each scenario.

When the project document is printed, the system checks the Master Billing setting in the project properties
and displays the list of report templates associated with the selected billing configuration. Users can
then choose the appropriate template for the current printing scenario.

RentalPoint3 DB[12.1.10.0] Rev[7975]

Configure Fast Report Settings

Report Name

Procedure Name

Report Type

Dataset List

Location Link

Region/Location Name

[N N<NuNJ<]

Toronto - EAST
Kingston - EAST
Ottawa - EAST
Edmonton - WEST
Lake Louise - WEST
Calgary - WEST

Project Invoice (Alternative) - RP3

Frp_Report_MasterProjinvoiceComDis

Proiect Invoice - Venue Billed

Project Invoice

Project Invoice - Direct Billed
Project Invoice - Master Billed
Project Invoice - S&P Billed

Project Invoice - Venue Billed
Praject Quote

Project Quote - Direct Billed
Project Quote - Master Billed
Project Quote - S&P Billed
Project Quote - Venue Billed
Quote

Danal Pantante

a
Is;EquipmentTotals

n Report Variables

Active Caption Name

The Hotel Master Billing Invoice

Client Description PrintOLExternal
Print Notes bPrintNotes

Filter Client bFilterClient

Filter Warehouse bFilterLogi

Shut Off Group Totals ShutOffGroupTotals

Add || Delete

You can invoice a master billed booking the same way as you would invoice a normal booking. Templates are
required as outlined below.

Venue Billed

Billing Invoice and Alternative Billing Project Invoice respectively.

The default templates are located in your Fast Report templates library labelled Alternative



Master Billed

These scenarios do not require any additional calculations for commissions; you can use any
invoice template.

Direct Billed

S&P

Invoice designs vary widely however here's an example of the Venue scenario where the hotel commission is
deducted from the invoice as a discount, shown in red.

* 8301 Olive St, Sivokis 403
Mtairie, LA 70111 .
0’. LR 111.222.3434 Phone
® 800.222.3434 Toll Free

500.222.3434 Fax

Com pa ny_ COIY) info@company.com

Show name: Delivery/SetUp: 8-7-2026 08:00 am
Venue: Tower View Start: 8-7-2026 08:00 am
End: 8-9-2026 06:00 pm
Services Total Commission Net Price
Equipment Rental $9,836.50 $2,670.45 $7,166.05
Audio $ 2,805.00 $ 561.00 $2,244.00
Video $7,031.50 $ 2,109.45 $ 4,922.05
SalesItems $150.00 $75.00 $75.00
Labor $1,320.00 $ 660.00 $ 660.00
Sundry $0.00
Losses $0.00
Insurance $1,002.50 $501.25 $501.25
Event Management $19.85 $0.92 $0.92
Totals $12,328.85 $3,916.62 $8,412.22
HST $1,093.61
Exempt $0.00
Total Amount Posted $9,505.83

For details please refer to folowing pages
All charges will be posted to the Hotel Master Account listed or Credit Card

By signing below | acknowledge that | have approved the project and it's associated costs as detailed and

that Company is contracted to provide the listed services and equipment.

By signing below | also agree that | am responsible for the safe return of the rental equipment, and agree to be charged
for any damages and losses as notified by Company.

Signature Date



Subsequent pages show the equipment list pricing and sub totals

* 8301 Olive St, Invoice #:493
Mtairie, LA 70111 i
9.9 0.0 111.222.3434 Phone
. 800.222.3434 Toll Free

500.222.3434 Fax

Com pany.com info@company.com

Show name: Delivery / SetUp: 8-7-2026 08:00am
Vanue: Tower View Start 8-7-2026 08:00am
End: 8-9-2026 06:00 pm

Product name: Qty: Unit:  Discount: Extended:

Date: 2026-08-07 Venue Room: Conference room 1
AUDIO - Fri 7 of Aug 2026 08:00

AUDIO GEAR GHH 15 FLOOR STANDING SPEAKER 110000 100 .00
SR Wireless Mc 1 200.00 2000 180.00
AUDIO GEAR 24 Channel Digital Mixer 1 25000 25 00 295 00
Sub Total: 505.00
Less Discount: 45.00
Outsourced Labour Electrical Contractor - 08:00AM - 06:00PM 112000 1320 00
Sub Total: 1,320.00
VIDEO - Fri 7 of Aug 2026 08:00
saes caution tape 1 5000 5000
el RN 1 100.00 100.00
VIDEO EQUIPMENT Monitor 25" 11.235.00 12350  1.111.50
VIDEO EQUIPMENT Beng widescreen 1 100.00 10.00 90 00
VIDEO EQUIPMENT PC for dashboard Control 1100 00 10.00 90 00
Sub Total: 1.441.50
Less Discount: 163.50
Subtotal for Day: 3,266.30
Date: 2026-08-08
AUDIO - Sat8 of Aug 2026 08:00
AUDIO GEAR GHH 15 FLOOR STANDING SPEAKER 110000 10000
AUDIO GEAR Wireless Mic 1 20000 200 00
AUDIO GEAR 24 Channel Digital Mixer 1 25000 250 00



* 8301 Olive St,
Mtairie, LA 70111

.0. s o 111.222.3434 Phone
4 800.222.3434 Toll Free
500.222.3434 Fax

Companycom info@company.com

Invoice #:493

Show name: Delivery/SetUp: 8-7-2026 08:00am
Vanue: Tower View Start 8-7-2026 08:00am
End: 8-9-2026 06:00pm
Product name: Qty: Unit:  Discount: Extended:
AUDIO GEAR GHH 15 FLOOR STANDING SPEAKER 110000 100.00
AUDIO GEAR GHH 15 FLOOR STANDING SPEAKER 1 100.00 100.00
AUDIO GEAR Wireless Mic 120000 200.00
AUDIO GEAR 24 Channel Digital Mixer 1 250.00 250 00
Sub Total: 1.200.00
InHouse Employees Audio Director - Broadcast - 08:00AM -
11-00AM 1 0.00 N/C
InHouse Employees Engineer - Broadcast - 08:00AM - 11:00AM 1 0.00 N/C
Sub Total: 0.00
VIDEO - Sat 8 of Aug 2026 08:00
VIDEO EQUIPMENT Monitor 25" 11 235 00 1235 00
VIDEO EQUIPMENT Beng widescreen 1 100.00 100.00
VIDEO EQUIPMENT PC for dashboard Control 110000 100.00
VIDEO EQUIPMENT Monitor 25" 11.235.00 1 235.00
VIDEO EQUIPMENT Benq widescreen 1 100.00 100.00
VIDEO EQUIPMENT PC for dashboard Control 1 100.00 100.00
Sub Total: 2.870.00
Subtotal for Day: 4,070.00
Date: 2026-08-09
AUDIO - Sun 9 of Aug 2026 08:00
AUDIO GEAR GHH 15 FLOOR STANDING SPEAKER 110000 100.00
AUDIO GEAR Wireless Mic 120000 200 .00
AUDIO GEAR 24 Channel Digital Mixer

1 250.00 250.00



* 8301 Olive St, .
'S "” Mtairie, LA 70111 Invoice #:493
® 111.222.3434 Phone
& 800.222.3434 Toll Free
500.222.3434 Fax
Company.coim info@company.com
Show name: Delivery/SetUp: 8-7-2026 08:00am
Vanue: Tower View Start: 8-7-2026 08:00am
End: 8-9-2026 06:00 pm
Product name: Qty: Unit: Discount: Extended:
AUDIO GEAR GHH 15 FLOOR STANDING SPEAKER 1 100.00 10000
AUDIO GEAR Wireless Mic 1 200.00 200.00
AUDIO GEAR 24 Channel Digital Mixer 1 25000 250 00
Sub Tatal: 1,100.00
VIDEO - Sun 9 of Aug 2026 08:00
VIDEO EQUIPMENT Monitor 25" 11 235.00 1.235.00
VIDEO EQUIPMENT Beng widescreen 1 100.00 100.00
VIDEO EQUIPMENT PC for dashboard Control 110000 100 00
VIDEO EQUIPMENT Monitor 25" 11.235.00 123500
VIDEO EQUIPMENT Benq widescreen 110000 100.00
VIDEQ EQUIPMENT PC for dashboard Control 1 100.00 100.00
Sub Total: 2.870.00
Subtotal for Day: 3,970.00

Running the Master Bill Report

The Master Billing report is located in the Reports—->Financials submenu. Simply select the entity to report on
(Master Billing Name), select any additional scope or option and click print.

Reports ~

Index to Reports ‘

Action Lists

Report Builder
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Reports

Booking Reports Crew Reports Financial Reports Product Reports Cross rental Reports All Other Reports
Tax Report

Revenue Report

Sales Analysis

Price Overrides

Profit Analysis

Invoice Register

Master Billing (Built in Report)

Master Billing (Fast Report)

Here's how each scenario is handled:

These bookings have been billed to the hotel. Each Master Billed booking is listed with a
Master Billedbreakdown of commissions for the booking. A sub total is displayed for all Master Billed bookings
and the commission is subtracted from the grand total owed to the AV Company.
These bookings have been billed to the hotel, but the commission has been removed as a discount
Venue Billed from the amount owed. The total of Venue billed bookings is added to the grand total owing to the
AV Company.

Direct Billed These bookings have been billed directly to the client. The total commission from these bookings
is due to the hotel. The amount is subtracted from the grand total owing to the AV Company.
These bookings have been billed to the hotel; however there is no commission payable. The total

amount of these bookings is added to the grand total owing to the AV Company.

S&P



From: 2026-08-01
To: 2026-08-31 (Inclusive)

RentalPoint Software

Master billing Report

Venue Tower View

Printed 2026-07-28

Page 1 of 4
Master billed bookings
Date Booking # Showname Project code and name
- ARTFEST - Art Fest
Rental Sub rental Sales (S Labor Insurance Losses Sundries Tax Total
Management
1,985.00 0.00 150.00 0.00 1,320.00 198.50 0 0.00 0.00 3,6563.50
Groups Subtotal Commission
OTHER 1,985.00 992 50
Total for groups 1,985.00 992.50
Project total 3,653.50
Less commission 1,82675
Total amount due to AV company 1,826.76
Page 2 of 4
Sub Total for Master billed bookings
Rental Sales Laber Losses Sub rental ManEa‘;::nent Insurance Sundries | Surcharge
Total 1,985.00 150.00 1,320.00 0.00 0.00 0.00 198.50 0.00 0.00
AV owned
Products |, f % 50.00% 50.00% 50.00% 50.00% 50.00% 50.00% 50.00% 50.00%
ion Amount 992.50 75.00 660.00| 0.00 0.00 0.00 99.25 0.00 0.00
Total 0.00 0.00 0.00 0.00
Hotel Tax Total Amount =] (SR
owned Commiss % 50.00% 50.00% 50.00% Amount
Products on
Amount 0.00 0.00 0.00 0.00 0.00 3,653.50, 1,826.75
Total for Month for Master billed bookings CAD 1,826.75
Page 3 of 4
Venue billed bookings
Date Booking # Showname Project code and name
2026-08-03 Colebrook County Fair 2026 CFAIR - County Fair
Event
Rental Sub rental Sales Management Labor Insurance Losses Sundries Tax Total
9,836.50 0.00 150.00 19.85 1,320.00 1,002.50 0 0.00 1,602.77 13,931.62
Groups Subtotal Commission
OTHER 9,836.50 491825
Total for groups 9,836.50 4,918.25
Project total 13,931 62
Less commission 6,164.43
Total amount due to AV company 7,767.19
Sub Total for Venue billed bookings
Rental Sales Labor Losses Sub rental Ma“i‘;::le“t Insurance Sundries | Surcharge
Total 9,836.50 150.00 1,320.00| 0.00 0.00 19.85 1,002.50| 0.00 0.00
AV owned
Products |¢ommiss| % 50.00% 50.00% 50.00% 50.00% 50.00% 50.00% 50.00% 50.00%
ion Amount 491825 75.00 660.00 0.00 0.00 993 501.25 0.00 0.00
Total 0.00 0.00 0.00 0.00
Hotel Tax Total Amount folfitonmizion
owned Commiss % 50.00% 50.00% 50.00% Amount
Products ion
Amount 0.00 0.00] 0.00] 0.00] 1,602.77 13,931.62] 6,164.43|

Total for Month for Venue billed bookings CAD 7,767.19



Page 4 of 4

3ir:£d Total Amount for Month due to Venue Tower CAD 9,593.94

Hotel and Convention Rooms

A hotel or convention center may have a fixed number of rooms that they rent out, such as a ballroom,
conference room or executive meeting room.

Access Room from the Setup-->List menu

o .

Lists @

Settings and Preferences
Reload Software Settings

RentalPoint3 DB[12.1.10.0) Rev[7975]

Lists

Activity Types

Cancellation Reasons

Public Holidays

Regions
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Room Setup

Show| 10 v|entries Search:

# Location Room Name Sub Rooms Floorplan Filename Action

1 1 Conference room 1 0 ﬂ

2 1 Conference room 2 0 @

3 1 Auditorium 4 @

4 1 Ballroom 0 @
Showing 1 to 4 of 4 entries Previous ‘I‘ Next
[ HAdd “ 4 Set Location “ [ Select Floorplan °

Region 0-EAST v

Location
0 - Toronto v

Location refers to one of the locations already set-up in RentalPoint. This room is only available in the location
that you select.

Each room may also have Sub Rooms, such as a large conference room that divides into smaller rooms with the
use of divider walls. Enter the number of sub rooms that the larger room can be divided into.

To select a picture of the floor plan, first highlight the room then use ‘ B Select Floorplan

Please note, once you have created a Room you can rename it but not delete it.

Using Rooms

Once there is a room added, the venue tab in the booking will no longer display the venue selection tab and will
instead display the room tab. This is because all the bookings will be going to different rooms at the same venue
(such as in a convention center).

[HESHOW00020

Room

o

Room name 1 :Conference room 1 Floorplan

Sub Room

¢ |f multilocation is also enabled then the rooms can be entered for certain locations. Some locations may be
hotels/conventions centres and not need the venue address while others are warehouse locations that ship
equipment out.

e The room tab will appear instead of the venue tab as soon as there are rooms entered for the particular
location (after the program is restarted). These rooms are stored in the table tbIHccRooms



Room Schedule Report

The Room Schedule report details the equipment and bookings that are being scheduled in a particular room, on
a particular day. This report is used in conjunction with Hotel Master Billing.

RentalPoint3 DB[12.1.10.0] Rev[7975]

Hint: Click the equipment for mare information

Dates Used: Show Start/End Room Schedule Report Printed: 7/28/2026
Booking Status: Confirmed

Location: Toronto

Room Friday 8/7/2026 Saturday 8/8/2026 Sunday 8/9/2026 Notes
08:00-17:00
Conference 1-24CHMIX, 1-BASKET, 1-BENQ, 1-CUAT, 1-GHH15,
room 1 1-MICWIRE, 1-mon253, 1-PCD
SHAWaBS00001
08:00-17.00
Conference 1-24CHMIX, 1-BASKET, 1-BENQ, 1-CUAT, 1-GHH15,
room 2 1-MICWIRE, 1-men253, 1-PCD
MRCI00021
Running the Report

To run the report, click Rooms Schedule from the Reports menu, then select the All Other Reports tab.
Enter the selection criteria for the report before proceeding.

1. Date to be used for the report

2. Where that date can be found in the booking
3. What booking status should be included

4. Region and location for the booking



Room Schedule

Date to start from

08/07/2026 |

Date/Time Used Booking Status Region/Location

© Show Start/End O Quote All
Warehouse Out/In O Light Pencil Select Region
Delivery/Strike O Heavy Pencil 0-EAST
Setup By Confirmed © Select Location

Rehearsal (J Cancelled 0 - Toronto

Where the information is found in the booking

Dates are found on the calendar tab

.

& Customer

& Timeline Al Settings
Calendar
E> Schedule Enabled
§2 Equipment Warehouse Out » @ Fiday |08/07/2026 B |08:00 AM O
: Notes
Cn Load Friday 08/07/2026 1§ |08:00 AM O © Hide
Show Small
Delivery Friday 08/07/2026 [ |08:00 AM © Show Large
i Timeline Events
Set up b @ Frida .
e p by @ Friday 08/07/2026 [0 (08:00 AM O © Show Al
—r—p Hide unchecked
Rehearsal Friday 08/07/2026 0 |08:00 AM @
Show starts Friday ‘08/07/2025 O [08:00AM ©
Days
Show finishes Friday 08/07/2026 B |05:00 PM O
Using
Strike/deRig @ Friday 08/07/2026 (9 |05:00 PM O 1 i
—————— DAYS CHARGED
Pickup for return Friday 08/07/2026 ) [05:00 PM @
“[a]
Unload and check @ Friday 08/07/2026 1 [05:00 PM O Apply to all headings
Warehouse In 4 @ Fricay 08/07/2026 O |05:00 PM ©
= e s A Verify Insurance
De-Prep Friday 08/07/202%6 0 |05:00 PM ©

The booking status is found on the booking tab



jnt 0-EAST~ 0 - Toronto =
E

Customer
Status
Calendar
SL L Confirmed Status
e Quote
Venue Light Pencil

Heavy Pencil

© Confirmed =

Cancelled
Financials
Attachments
S e Confirmation

The Other Details tab stores the Hotel Master Bill type and venue

Venue |

Notes

= Financials Minimum Security Deposit Required

é Attachments
0
= Status

B Other details

SalesPerson

@ Foliow up
Sales Person Code RE a O
Sales Person Name |RENTALF'O|NTSUF‘PORT

Project Details ‘ Apply

Project Code |CFA\R a O @
Project Description |Cuunty Fair ' o

Project Manager Code ,7 a o

Project Manager Name |

Master Billing

Direct Billed

Master Billing

Client at Venue

The Venue tab stores the room



I Venue
O venue

O Freight

Room name

1 :Conference room 1

Sub Room

Floorplan

i T m L <

1




