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1. Getting Started with Rentals
1.1. Rental Management Introduction
1.1.1. Introduction to Rental Management

1.1.1.1. Overview
Open Door Technology Rental Software (Rentals) is a business software solution for rental-focused 
companies. It provides a fully integrated rental system in one database with real-time data processing. With 
Rentals you can track, quote and invoice rental fleets in various industries.

The flexibility of ODT Rentals App in Dynamics 365 Business Central allows you to customize the setup of 
rental terms, rental prices, and rental equipment.

Fully integrated with Dynamics 365 Business Central, the Rental functionality has been added to the Business 
Manager and Sales Order Processor Role Centers, which provides you with a rental focused interface that 
works from one database.

Rental Management enables companies to:
 Match customer requirements by offering flexible pricing options, including optimized, pro-rated, hybrid 

hourly, metered usage, periodic usage with or without standby charges, damage waiver fees, an additional 
fee, and fixed rental pricing

 Flexible billing options, such as  user defined billing, billing in advance or arrears, first of month, end of 
month and cycle billing

 Rental Approval Workflows
 Electronic Signature capturing directly on Rental documents and Remote E-Signature capturing
 Calculate and post rental revenue accruals and deferrals
 Payment Service integration

 Track Metered Usage for maintenance purposes
 Track Customer Certificates of Insurance
 Rent units or sell items on one rental contract
 Allow for overbooking of units at a global or unit level
 Create rental packages containing rental unit groups, rental units and standard text codes

 Link rental units to fixed assets, items, resources and G/L accounts
 Item Availability updated for items linked to units, including items with Serial No. and Lot No. tracking and 

items in bins
 Availability Matrixes and Availability Calendars
 Process Quick Rentals from the availability matrixes 

 Create Fixed Assets and Rental Units at the same time
 Assign Dimensions and a service status to rental units
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 Attach additional notes to rental units or add on the fly on quote or contract for printing on documents
 Attach Rental Sales Kits to rental units and packages, which default to the sales lines on quotes and 

contracts

 Transfer a Fixed Asset to Inventory
 Transfer Inventory Items to Fixed Assets and create Rental Units
 Customer Certificates of Insurance

 Specify rental line discount percentages on customer cards that default to the rental quote and contract
 Create Rental Quotes and Contracts from a Contact card
 Configure rentals for open ended, indefinite rentals
 Process rental contracts across different time zones
 Transfer Rental Contract , Rental Lines to a new contract

 Print a listing of pick tickets for pending rental shipments by contract or by unit. In addition users can enter 
the picked units, and process shipments from the To Ship cue

 Print a Proforma Invoice (pre-posting invoice) from contracts and the Rental Invoicing Worksheet

 Create an Advanced Proforma Invoice, locking the contract until customer approval is received and the 
invoice is posted

 Swap out Rental Units out on rent
 Interaction Logging
 Print Rental Terms and Conditions and attach to e-mails

 Process and track sub contracted rental units
 Batch invoice rental contracts
 Bulk return all units, or selected units, from a contract or the To Return cue to the same or a different 

location
 Return rental units using Barcode scanning

 Append Job Planning Lines to the Rental Contract Sales Lines, which when the contract is invoiced, 
updates the Job Planning Lines

 Create a Job  including Tasks and Budget type planning lines from a Job specified as a Template Job

 Create a Rental Contract from a Job and on invoicing of the contract post rental and sales line transactions 
to the Job, creating invoiced Billable type Job Planning Lines

 Calculate rental revenue accrual and deferral amounts for posting to the G/L in a reversing rental accrual 
journal

 Easily determine whether rental shortages exist on Rental Contracts
 Resolve shortages directly from contracts
 Review customer rental history from the customer card
 Review rental statistics on rental units

 Review a list of Units on Rent  from the Customer card.
 Easily determine the outstand amount per contract using the Outstanding Contract Amount report.
 Archive Rental Quotes
Take pictures on Posted Delivery and Posted Return documents
  



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 25/2540

ODT Rentals Online Help 5/15/2024 25/2540

1.1.1.2. How to Modify User Experience
With ODT Rentals, the User Experience on the Company Information card must currently be set to either 
Essential or Premium.

The following steps demonstrate how to change the User Experience setting.

Business Manager Profile

Click on the link 

Click on the field Type to start search:

Enter the text company information.

Click on Company Information
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Go to the User Experience tab on the Company 
Information window.

Click on the link AssistEdit on the Experience field

Click on the link in cell Experience Tier with the value 
Essential

Click on the back button

To update the connection to display the user interface based on the Essential selection, the system should 
automatically close and re-open the program, when the Company Information page is closed.

If it does not, then you must log out and re-open the Dynamics 365 Business Central program.

1.1.1.3. Business Manager Profile
The Business Manager profile contains access to the options to setup Rentals and to process Rentals.

Each of the menu, actions and cue options noted in the following steps are explained in individual help 
documents, which can be found in the applicable categories in the ODT Rentals Online help.
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The top menu activities contain a Rentals option, 
which contains a drop down list of rental options.

Click on Rentals

The Rentals menu item contains the following menu options:
 Rental Quotes and Rental Contracts
 Completed Rental Quotes and Completed Rental Contracts
 Rental Periods, Rental Terms, Rental Units and Rental Packages
 Posted Rental Deliveries, Posted Rental Returns and Posted Rental Rapid Return

 Rental Accrual Registers, Rental Accrual Batched and Rental Accrual Journal
 Group Availability Matrix and Rental Inventory Availability
 Sub Rental Worksheet 
 Rental Returns

 Posted FA Transfer Shipments and Posted FA Transfer Receipts
 Posted Rental Invoices
 Rental Registers
 Rental Invoicing Batches and Rental Invoicing Worksheet
 Rental Rapid Return
 Rental FA Transfer Journal Batches and Rental FA Transfer Journal

The second menu contains the rental menu options of 
Rental Periods, Rentals Terms, Rental Units, Rental 
Packages, Group Avail Matrix and Rental Inventory 
Avail..
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Click on Actions
The Actions part contains the options to create a new 
Rental Quote, Rental Contract or a Rental Unit.

Click on the link Rental Management

The Rental Management contains the following menu options:
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Click on the navigation menu item popup Reports

Click on the navigation menu item popup Rental 
Reports 
A listing of the rental reports will be displayed.

Click on the label Rental Activities

The Activities part in the role center contains a Rental 
Activities section, which contains the cues for open 
Rental Quotes and Rental Contracts, and cues for 
Shipping and Returns by Rental Contract and by 
Rental Units.

When on Rental Management Setup the field, Shortage Cues Visible is enabled, then the Rental Shortages 
Cues will be displayed.
To learn about the Rental Shortages Cues, see the ODT Rental Online Help in Processing Rentals, Resolving 
Rental Shortages.

A list part for Rental Units has been provided in the 
Role Center to enable users to add Rental Units most 
used for quick and easy access to those units.

Click on My Rental Units

1.1.1.4. Sales Order Processor Profile
Each of the menu, actions and cue options noted in the following steps are explained in individual help 
documents, which can be found in the applicable categories in the ODT Rentals Online help.
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The top command bar contains a Rentals menu 
option and the Posted Documents contains the posted 
rental documents.

Click on the navigation menu item popup Rentals

The Rentals menu item contains menu options for:
 Rental Quotes and Rental Contracts
 Rental Periods and Rental Terms
 Rental Units and Rental Packages
 Rental Registers
 Rental Invoicing Batches and the Rental Invoicing Worksheet

 Rental Rapid Return
 Rental FA Transfer Journal
 Group Availability Matrix and the Rental Inventory Availability
 The Sub Rental Worksheet and the Rental Returns list

Click on the navigation menu item popup Posted 
Documents

The Posted Documents activity button contains the Completed Rentals Quotes, Completed Rental Contracts, 
Posted Rental Deliveries, Posted Rental Returns, Posted Rental Rapid Return, Posted FA Transfer Shipments, 
Posted FA Transfer Receipts and Posted Sales Invoices.

NOTE:
Posted Rental Invoices can be viewed from the Posted Sales Invoices.
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The second menu contains the rental lists for the 
Rental Quotes, Rental Contracts, Rental Periods, 
Rental Terms, Rental Units, Rental Packages, Group 
Avail. Matrix and Rental Inventory Avail..

Click on Actions
The Actions part contains the options to create a new 
Rental Quote. Rental Contract or Rental Unit.

Click on the navigation menu item popup Rental 
Management

The Rental Management provides the following menu options:
 The Rental Invoicing Worksheet for batch invoicing contracts
 Rental Rapid Return for returning Rental Units using the Rental Unit No. or Serial No. of a unit for any 

contract

 The Rental FA Transfer Journal for transferring Fixed Assets linked to Rental Units to different rental 
locations.

 The Group Availability Matrix for reviewing the availability of units in rental unit groups
 The Rental Inventory Availability for reviewing the item availability of items linked to rental units
 The Sub Rental Worksheet
 ODT Rental Online Help for accessing the user help

Rental reports are located via the following steps, which provides a list of rental reports available.
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Click on the navigation menu item popup Reports

Click on the navigation menu item popup Rentals 

A listing of the rental reports will be displayed.

Click on the label Rental Activities

The Activities part in the role center contains a Rental 
Activities section. This section contains the cues for 
open Rental Quotes and Rental Contracts, and cues 
for Pending Shipments and Returns by Contract and 
by Rental Unit.

When on Rental Management Setup the field, Shortage Cues Visible is enabled, then the Rental Shortages 
Cues will be displayed.

To learn about the Rental Shortages Cues, see the ODT Rental Online Help in Processing Rentals, Resolving 
Rental Shortages.

Click on My Rental Units

A list part for Rental Units has been provided in the 
Role Center in the Business Assistance section, to 
enable users to add Rental Units most used, for quick 
and easy access to those units.

1.1.1.5. How to Access ODT Rental Online Help
A link to ODT Rentals Online Help is provided on the Business Manager and Sales Order Processor Profiles on 
the Home page.
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The ODT Rentals 365 Help Portal covers information about the rentals and includes help for setting up and 
processing rentals.

The help portal provides the help in a variety of formats, including, pdf documents, power point slides and 
videos with the options of, Show Me, Teach Me and Test Me.

IMPORTANT

The user help was created from a Dynamics 365 Business Central for North America, United States company.
Therefore the help refers to Tax Group Code.

Should your organization be using the Global version of Business Central, then throughout the help, consider 
Tax Group Code to refer to VAT Prod. Posting Group.

For information on using Price Incl. VAT in the Global version of ODT Rentals, see Rest of World Additional 
Rental Processes, Processing Rentals using Price Incl. VAT.

The following demonstrates the accessing of the ODT Rental Online Help.

Business Manager Profile

The steps are the same when using the Sales Order Processor Profile.

Click on the link Rental Management

Click on the link ODT Rental Online Help

Click on the link Online Documentation
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Click on the link 
http://odtrentals365help.opendoorrentalsoftware.c
om/

Below is a picture of the initial portal page where the rental help is broken into categories for ease of locating 
and referencing the specific types of help.

To view a table of contents for the ODT Rentals 365 
Help Portal, click on Content at the bottom of the 
window.

1.1.1.6. How to Access ODT Rentals 365 Release Notes
With each release, a Release Notes document is published containing new features and issue fixes.
The Release Notes are created based on Dynamics 365 Business Central for North America and Global (Rest 
of World)

The following steps demonstrate how to access the Release Notes.
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Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item ODT Rental 
Online Help

Click on the link Forums

Click on ODT Rentals 365

Select and review the Release Notes that are applicable to your organization.

1.1.2. Rental Permission Set Up
In order to setup and process rentals, permission modeling is required to apply the proper level of security.

ODT Rentals has a rental specific Permission Set called “ODT Rentals” which must be added to the Permission 
Sets on all users, who require access to the rentals functionality.

All users require the D365 BASIC Permission Set as this is a required assignment for Dynamics 365 Business 
Central.
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In addition to these Permission Sets, users will as well need to have other Dynamics 365 Business Central 
Permission Sets assigned to them in order to setup and/or process rentals.

Example 1
The user who would be responsible for setting up Dynamics 365 Business Central, such as perhaps creating a 
separate Tax Group Code and Tax Details for Rentals, or setting up the General Product Posting Groups and 
General Posting Setup would require the Permission Sets allowing them to do this. 

Example 2
An Order Processor who would be entering and/or processing rentals would still require the Permissions Sets 
needed for a Sales Order Processor who would be creating, entering, shipping, returning and invoicing Sales 
Orders.

For information on assigning Permission Sets to Users or User Groups, see Dynamics 365 Business Central 
help.

2. Setup Rentals
2.1. Rentals Setup Overview
2.1.1. Introduction to Rentals Setup

2.1.1.1. Overview
Before you can manage rental processes, you must 
configure the rules and values that define the 
company rental policies.

First, you must define the general setup, such as 
which rental documents are required and how their 
values are posted. This general setup is typically 
performed once during the initial implementation.
For the Rentals App there are 2 ways in which the basic setups can be completed.

Open Door Technology Inc. has provided the option to use a Wizard to setup the following setups. To see 
information on the Rentals Setup Wizard, go to the help book called Rentals App Setup Wizard. This option 
would still require you to setup the locations to rent from, if applicable, the rental units, which your company 
rents out and the rental prices on the rental units.

• Posting Groups
• Rental Periods
• Rental Terms
• No. Series for Rental Documents
• Rental Management Setup

The second option is for you to complete the setups 
yourself. 

The majority of the required setups for Rentals is 
completed using the Business Manager profile.  
However, some of the setups are completed in the 
Dynamics 365 Business Central setups.

Before commencing the following setups, the Rental 
Management Setup must be opened to enable the 
software. The steps for this are included in the How to 
Open Rental Management chapter.
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The Basic set up necessary for all companies using Rental Software includes the following. For information on 
performing these setups see the individual help provided.

• Rental Periods
• Rental Terms
• Locations, if applicable
• Rental Units
• Rental Packages, if applicable
• Rental Prices
• Posting Groups
• No. Series for Rental Documents
• Rental Management Setup

The setup of Locations to rent from is optional.

If using Locations to rent from, and they are to be 
mandatory, then on Rental Management Setup, 
enable the field, Location Mandatory.

This will ensure that when new Rental Units are 
created that the Location field is populated, and that a 
Location is entered on the rental quote and contract 
lines.

If linking rental units to items, and in Inventory 
Locations are used when purchasing and renting 
them via Rental Management, then it is highly 
recommended that Locations be used in rentals and 
be mandatory. This will enable the means to be able 
to determine what items and the quantity that are 
available for rent and the quantity out on rent.

For information on the use of Locations with rentals, 
see the ODT Rentals Online Help, Setup Rentals - 
Setup Rental Locations.
Should your organization be planning on using any of 
the additional rental processes, then there will be 
additional setups for some of these features.

To learn what is included in additional rental features 
and processes, see ODT Rental Online help, 
Additional Rental Processes.
IMPORTANT

The user help was created using Dynamics 365 Business Central for North America, in a United States 
company.

Therefore, the user help refers to the Tax Group Code.

Should your organization be using the Rest of World version of Business Central, then throughout the help, 
where the Tax Group Code is referred to consider this as VAT Prod. Posting Group.

In addition, the Rest of World version of ODT Rentals contains the capability for rental pricing to be Price Incl. 
VAT, which is not included in the North America version.

For information on renting product using Price Incl. VAT, see ODT Rental Online Help, Rest of World Additional 
Processes - Processing Rentals using Price Incl. VAT.
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2.1.1.2. How to Open Rental Management Setup
Profile - Business Manager
Click on the link Rental Management

Click on the link Rental Management Setup

Click on the back button

2.2. Rentals App Setup Wizard
2.2.1. ODT Rental Setup Wizard

2.2.1.1. Overview
Open Door Technology Inc. has provided a Wizard to setup the following setups.
 Posting Group
 Rental Periods
 Rental Terms
 No. Series for Rental Documents
 Rental Management SetupOnce the wizard has been ran, the setup of Rental Locations, Rental Units and 

assignment of Rental Prices to the units is required prior to beginning to process rentals.

IMPORTANT

The user help was created from a Dynamics 365 Business Central for North America, United States company.
Therefore the help refers to Tax Group Code.
Should your organization be using the Rest of World version of Business Central, then throughout the help, 
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consider Tax Group Code to refer to VAT Prod. Posting Group.

2.2.1.2. How to Process the ODT Rentals Setup Wizard
Profile - Business Manager The following demonstrates the processing of the ODT Rentals Setup Wizard.

Click on the link Rental Management 

Click on the link Rental Management Setup

Click on the link Rentals Setup Wizard

Click on the button Next
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Click on the field Do you wish to setup a separate 
General Product Posting Group for Rental Units?

Click on the item Yes in the list

When Yes is selected to create a new General 
Product Posting Group, the next window will provide a 
suggested Code and Description which can be 
overridden.

When No is selected, then the next window will 
provide the ability to look up and select a maximum of 
3 General Product Posting Groups to which rentals 
are to apply to.

Should your organization have more than 3, then 
these will need to be configured manually.
Click on the button Next

The suggested Code and Description can be 
overridden.

Click on the button Next
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Click on the lookup button Look up value

Click on Code = DOMESTIC, Description = 
Domestic customers and vendors

Click on the button Next

Click on the lookup button Look up value
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Click on No. = 40100, Name = Income, Services, 
Income/Balance = 0

Select the G/L Account to which rental revenue is to 
be posted to.

Click on the button Next

Click on the field Does your company charge 
Damage Waivers as a unit price, in addition to 
Rental Charges?

Damage Waivers are optional. 

Should an organization not be charging a Damage 
Waiver leave No as the selection in this field.
The next window will not be displayed when the No is 
the selection.

Click on the item Yes in the list
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Click on the button Next

Click on the lookup button Look up value

Click on No. = 40100, Name = Income, Services, 
Income/Balance = 0

Select the G/L Account to which damage waiver 
revenue is to be posted to.

Click on the button Next
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Click on the field Does your company use Rental 
Quotes?

If your organization wishes to use the Sales Quote 
No. Series for Rental Quotes, then select No.

If your organization wishes to use a different No. 
Series for Rental Quotes than the Sales Quote No. 
Series, then select Yes.

If Yes is selected, then you will be prompted to 
provide the No. Series to be setup.
Click on the item Yes in the list

Click on the button Next

Click on the field Create New Rental Quote No. 
Series?
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Click on the item Yes in the list

Click on the button Next

The wizard provides suggestions on the No. Series setup for rentals.

These can be overridden.

Click on the field Do you wish to use a No. Series 
for Rental Quotes that differs from Sales Quotes?

Click on the item Yes in the list
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Click on the button Next

Click on the field Rental Quote No. Series Code

The No. Series Code, Description and numbering can 
be overridden.

Click on the button Next

Click on the field Do you wish to use a No. Series 
for Rental Contracts that differs from Sales 
Orders?
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Click on the item Yes in the list

Click on the button Next

Click on the field Rental Contract No. Series Code

The No. Series Code, Description and numbering can 
be overridden.

Click on the button Next
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Click on the field Do you wish to use a No. Series 
for Rental Invoices that differs from Sales 
Invoices?

If your organization wishes to use the Sales Invoice 
No. Series for Rental Invoices, then No should be 
selected.

If your organization wishes to use a different No. 
Series for Rental Invoices than the Sales Invoice No. 
Series, then select Yes.

If Yes is selected, then you will be prompted to 
provide the No. Series setup.
Click on the item Yes in the list

Click on the button Next

Click on the field Rental Invoice No. Series Code

The No. Series Code, Description and numbering can 
be overridden.
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Click on the button Next

Click on the field Rental Delivery No. Series Code

The No. Series Code, Description and numbering can 
be overridden.

Click on the button Next

Click on the field Rental Return No. Series Code

The No. Series Code, Description and numbering can 
be overridden.
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Click on the button Next

Click on the field Rental Unit No. Series Code

The No. Series Code, Description and numbering can 
be overridden.

Click on the button Next

For the following option fields, they are by default disabled.
Clicking on the field will enable the option.

Click on Use Unit Rental Terms

When the field is enabled, then when a Rental Terms 
is specified on a Rental Unit, this term will default to 
the Rental Line upon selection of the unit on Rental 
Quotes and Rental Contracts.

NOTE
Should the organization want to allow overbooking of all rental unit groups and units not assigned to a group, 
then the Allow Overbooking field should be enabled.
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Click on Return Day Billable

The Return Day Billable field should be enabled, if 
customers are to be billed for the date that the Rental 
Unit is returned.

Click on the button Next

The following demonstrates the specification of the rental billing rate lengths for the rental terms, and a 
description to be included in the rental term description.

Only those that apply to the organization need to be completed.

Click on Daily Rental Term

Click on the field Daily Rental Term Description
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Enter the text Daily Rental.

Click on Weekly Rental Term

Click on the field Weekly Rental Term Description

Enter the text Weekly Rental.
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Click on Monthly Rental Term

Click on the field Monthly Rental Term Description

Enter the text Monthly Rental.

Click on the option for a 28 Day Rental Term and enter a description, if 28 day rentals is a pricing schema used 
by your organization.

Click on Hourly Rental Term

Enable the Hourly Rental Term field should the 
organization be tracking rentals based on time out 
and time returned.
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Click on Other Rental Terms

Enable the Other Rental Terms field when the above 
options do not include those used by the organization.

Click on the button Next

When either Hourly Rental Term or Other Rental 
Terms are set to Yes, then this pop-up will occur.

Click on the button OK

Click on the field Are the rental contracts based on 
Date and Time or are the rental contracts based 
on Dates only?
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Click on the item Track Date Only in the list

The Tracking Date Only option should be selected 
when the organization only tracks rentals based on 
the date rented out, and date the units are returned.

When an organization tracks rentals based on time 
out and time returned, then select Tracking Date and 
Time.

Click on the field When does billing occur?

Select the option that applies to the majority of the rentals.
 Select End if your organization invoices rentals in arrears for the full contract.
 Select Start if your organization invoices rentals in advance for the full contract.

 Select Periodic Start if your organization invoices the rentals on a per period basis in advance.
 Select Periodic End if your organization invoices the rentals on a per period basis in arrears.

Click on the item End in the list

Click on the field Does your company bill only full 
period price for partial rental periods?
Click on the option field for choosing the most 
common billing practice used by your organization.

Should your organization bill for partial rental periods 
at a reduced rental price or a shorter rental period 
price, then select Partial Period Billing.

Should you organization bill for the full rental period at 
the full rental price when the rental units are returned 
early or late, then select Full Period Billing Only.
Only when Partial Period Billing is selected the following window open, where the selection of how the partial 
period billing is to be calculated is required.
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Click on the button Next

Click on the field Is the price prorated or optimized 
for the period less than the full rental period?

Select the option that applies to how the organization bills for partial periods.
 Should Optimize be selected an additional window will open, where you specify the rental periods for the 

creation of the optimized rental terms.
 Should Prorate have been selected, there is no additional step to complete.

The following steps display the subsequent windows that occur should Optimize be selected.

Click on the item Optimize in the list

Click on the button Next
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Click on the field Optimized Term #1

Click on the link in cell Code with the value DAY

Click on the field Optimized Term #2

Click on the link in cell Code with the value WEEK
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Click on the field Optimized Term #3

Click on the link in cell Code with the value MONTH

Click on the button Next

Click on the button Finish

2.3. Financial Setups for Rentals
2.3.1. How to Set Up Posting Groups for Rentals

2.3.1.1. Overview
In the General Posting Setup window, you specify 
how you want to set up combinations of general 
business and general product posting groups. Posting 
groups map entities like customers, vendors, items, 
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resources, and sales and purchase documents to 
general ledger accounts. You fill in a line for each 
combination of business posting group and product 
posting group. For more information, see Dynamics 
365 Business Central help - Posting Group Setups.
Rental related account fields have been added to the 
General Posting Setup and must be populated with a 
valid G/L Account in order to process rental invoices. 
These accounts must be created or exist in the chart 
of accounts for rentals to make it available to select 
here.  Refer to Dynamics 365 Business Central help 
to learn about the creation of G/L Accounts.
Each combinations of General Business Posting 
Group and General Product Posting Group to which 
rentals apply require the Rental Account, and if 
applicable, the Damage Waiver Account fields to be 
filled in.

In addition, should the organization sub rent product 
to rent out to their customers, then the field, Sub 
Rental Purchase Acc. No., must be populated with an 
expense G/L Account to which sub contracted product 
is to be posted to.

For information on Sub Contracting Rental Units, go 
to the ODT Rental Online Help, Additional Rental 
Processes, Sub Contracting Rental Units.

Should the organization bill or track rentals based on 
metered usage, then the field, Metered Usage 
Account, must be populated with the revenue account 
to which the metered usage revenue is to be posted 
to.

For information on Metered Usage, go to the ODT 
Rental Online Help, Additional Rental Processes, 
Metered Usage.
You can either add the Rental Accounts to the 
existing General Posting Setups or create a new 
General Product Posting Group and new General 
Posting Setup combinations in which to setup the 
Rental Accounts.

Refer to Dynamics 365 Business Central help to learn 
about the creation of General Product Posting Groups 
and General Posting Setup records.
NOTE:

When an organization is using Rental Packages, then the Customer Posting Group(s) requires setup 
configuration for rentals.

To learn about the configuration of the Customer Posting Group for Rental Packages, see ODT Rental Online 
help, Processing Rentals, Additional Processes, Rental Packages.

NOTE:
When an organization is using the Accrual Journal feature for accruing rental revenue, and opts to include the 
deferring of rental revenue, there are additional setup required on the General Posting Setup and the Customer 
Posting Groups.
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To learn about the additional fields to be setup for the accruals and deferrals, see ODT Rental Online help, 
Processing Rentals, Additional Processes, Rental Accruals and Deferrals.

2.3.1.2. How to Add Rental Accounts to Existing General Posting 
Setups

The following example demonstrates the entry of G/L 
Accounts for the basic rental related fields on the 
General Posting Setup.
Click on the link 

Click on the field Type to start search:

Enter the text General Posting Setup.

Click on General Posting Setup Administration
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Click on the cell Gen. Bus. Posting Group

Select a record to which applies to rentals.

Click on the cell Rental Account

Click on No. = 40100, Name = Income, Services, 
Income/Balance = 0

Enter or look up and select the G/L Account to which 
rental revenue is to be posted to.

For this example, enter G/L Account 40100.

Click on the cell Damage Waiver Account
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Click on No. = 40100, Name = Income, Services, 
Income/Balance = 0

If Damage Waiver fees will be charged to customers, 
the Damage Waiver field will need to have the G/L 
Account entered to which Damage Waiver revenue is 
to be posted to. Otherwise, leave this field blank.

Click on the cell Sub Rental Purchase Acc. No.

Click on No. = 50100, Name = Cost of Materials, 
Income/Balance = 0

If the organization sub contracts product to rent out, 
then the Sub Rental Purchase Acc. No. field will need 
to have the G/L Account entered to which the sub 
contract costs are to be posted to. Otherwise, leave 
this field blank.

Click on the cell Metered Usage Account
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Click on the link in cell No. with the value 40100

If the organization uses Metered Usage, for either 
billing or maintenance tracking, then the Metered 
Usage Account field will need to have the G/L 
Account entered to which the Metered Usage revenue 
is to be posted to. Otherwise, leave this field blank.

Click on the cell Periodic Usage Account

Click on the link in cell No. with the value 40100

If the organization uses Periodic Usage pricing, then 
the Periodic Usage Account field will need to have the 
G/L Account entered to which the Periodic Usage 
revenue is to be posted to. Otherwise, leave this field 
blank.

Click on the cell Standby Charge Account
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Click on the link in cell No. with the value 40100

If the organization uses Standby Charges in 
conjunction with Periodic Usage, then the Standby 
Charge Account field will need to have the G/L 
Account entered to which the Standby Charge 
revenue is to be posted to. Otherwise, leave this field 
blank.

Repeat the above steps for each General Posting Setup record that the Rental G/L Accounts will need to be set 
up on.

Click on the back button

2.3.2. How to Set Up No. Series for Rentals

2.3.2.1. Overview
The No. Series required for rental documents may 
include the following types of documents:

Rental Quote – The system will use this number 
series to assign the quote number when a new Rental 
quote is created. This number series is only needed if 
rental quotes will be used. If preferred, the same No. 
Series used for Sales Quotes can be used.
Rental Contract - The system will use this number series to assign the contract number when a new rental 
contract is created.  If preferred, the same No. Series used for Sales Orders can be used for Rental Contracts.

Rental Invoice - The system will use this number series to assign an invoice number to the rental invoice when 
the invoice is posted.  If preferred, the same No. Series used for Sales Invoices can be used.

Rental Delivery - The system will use this number series to assign a document number to the delivery 
documents, when the delivery is posted.

Rental Return - The system will use this number series to assign a document number to the return documents 
when the return is posted.

Rental Units - The system will use this number series to assign a unit number to the rental unit when a new 
rental unit is created.

Rental Packages - The system can use this number series to assign a rental package number to packages, 
when a new rental package is created. 

The setup of the No. Series for rental packages is included in the help for rental packages in the ODT Rental 
Online Help in the Additional Process category - Rental Packages.
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The following two fields are used in conjunction with Rental FA Transfer Journal, and are required, when Fixed 
Assets are linked to a Rental Units.

Rental FA Trans. Shipment Nos. - The system will use this number series to assign a document number, to the 
fixed asset transfer shipment document created when posting a  Rental FA Transfer Journal, or when returning 
a rental unit linked to a fixed asset to a different or temporary location than shipped from.

Rental FA Trans. Receipt Nos. - The system will use this number series to assign a document number, to the 
fixed asset transfer receipt document created when posting a Rental FA Transfer Journal, or when returning a 
rental unit linked to a fixed asset to a different or temporary location than shipped from.

Rental Accrual Nos. - These numbers are used for automatically assigning the Document No. on the accrual 
journal lines created when calculating the rental revenue accrual amounts, and if applicable, rental revenue 
deferral amounts.

Rental Rapid Return - The system will use this No. Series when creating new Rental Rapid Return documents.

2.3.2.2. Steps to Set Up No. Series for Rentals
The following example demonstrates the setup of the 
No. Series for Rental Quotes.
Click on the link 

Click on the field Type to start search:

Enter the text No Series.
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Click on No. Series Administration

Click on the navigation menu item New

Click on the cell Code

Enter the text Rent-Qte.
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Click on the cell Description

Enter the text Rental Quotes.

Click on Default Nos.

Click on the navigation menu item popup Navigate
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Click on the navigation menu item Lines

Click on the cell Starting No.

Enter the text RQ00001.

Click on the cell Ending No.
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Enter the text RQ99999.

Click on the button Back

Repeat the above steps to create the No. Series for 
the Rental Contracts, Rental Invoices, Rental 
Deliveries, Rental Returns, Rental Units, Rental 
Packages and Rental Units.
 
Should your organization be linking Fixed Assets to 
Rental Units, then repeat the above steps to create 
the No. Series for the FA Trans. Shipments and FA 
Trans. Receipt documents.
If your organization is going to use the Rental Accruals and Deferral feature, then repeat the steps above to 
create a No. Series for the Rental Accrual Journal document numbers.
 
If your organization is going to use the Rental Rapid Returns feature, then repeat the steps above to create a 
No. Series for the Rental Rapid Return document numbers.

For Rental Units if you wish to use varying codes 
instead of the default No. Series, you will need to 
check the Manual Nos. field.
Click on the button Back
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2.3.3. How to Set Up Rental Management Setup

2.3.3.1. Overview
The Rental Management Setup defines certain basic rules to be used in the Rental Management application 
area.

Rental Management Setup Tabs

2.3.3.2. General Tab
On the General Fast Tab, you specify various options as they apply to your organization.

Fields Shown by Default

The following provides a brief overview of the fields which are shown by default.

Use Unit Rental Terms: This field is used to specify whether or not to use the Rental Terms specified on the 
Rental Units during quote or contract entry. When enabled, if a Rental Term has been setup on the rental unit, 
group or rental package selected, then the term will default to the Rental Term field on the rental line of a quote 
or contract.

Allow Unit Overbooking: This field is a global option field for specifying whether or not all Rentals Units can 
be overbooked and/or double booked.

NOTE: The Allow Overbooking field cannot be enabled on units assigned to a group.

When the field is enabled, then a confirmation message occurs, where the user must select Yes or No. When 
Yes is selected then all rental units will have the field Allow Unit Overbooking enable. When the field is not 
enable, then an organization can select which units and groups can be overbooked on the unit cards.

Should an organization setup and configure Rental Units and groups, then change the setting of the Allow Unit 
Overbooking field on Rental Management Setup, the current settings on the units and groups will not be 
impacted. Only new units and groups will be impacted by the change.
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Linked Term Time Tolerance: The Time Tolerance is field is used to specify an allowance on the time the 
rental units are returned, before charging the next level of rental prices applicable to the unit(s).
This feature only applies to the Hybrid Hourly rental terms.

Default Min. Rental Duration: This field is used for specifying the default minimum rental duration that rental 
units can be rented for. The Default Min. Rental Duration can be overridden on the rental unit card.
 
Return Day Billable: Specifies whether the date a rental is returned is billable to the customer. This field is not 
applicable when rentals are tracking date and time.

Location Mandatory: The Location Mandatory field is used to specify whether Locations are mandatory, which 
enforces the entry of a location, specified as allowing rentals, when setting up rental units and when entering 
units on the rental contract lines in order to ship units.

It is recommended that the setup of Locations as allowing rentals to be done before specifying that locations 
are mandatory. Please see the How to Setup Locations for Rentals for information on how to do this.

Default Blank Return Date: This field is used to specify whether or not the Rental Return Date is to be blank 
on the Rental Lines on rental quotes and invoices. This option is mainly used when an organization has open-
ended rentals, in which an expected return date is unknown.

Inventory Rentals Location: The Inventory Rentals Location is mandatory when linking units to item. A user 
defined, on rent, Location must be setup and populate this field as it is used to create and post transfer orders 
when units are reserved/shipped and returned. Thus, ensuring the Item Availability is updated to display the 
items, which are available for rent or sale or out on rent.

Inventory Rentals In-Transit Location: The Inventory Rentals In-Transit Location is enabled when the 
Inventory Setup has the field, Location Mandatory, checked. When enabled, this field is mandatory as an In-
Transit location is then used when transferring items. A user defined, Rentals In-Transit Location must be setup 
and populate this field.

For additional information on the Inventory Rentals Location and the Inventory Rentals In-Transit Location fields 
and their functionality, please see the ODT Rentals Online Help, Setup Rentals category for Setup Rental 
Locations and Setup Rental Units - Rental Units Overview.

Rental FA Transfer Mandatory: The Rental FA Transfer Mandatory is used to specify whether the transfer of 
fixed assets between rental locations is mandatory, when shipping/returning rental units linked to fixed assets.

Default FA Transfer In-Transit: The Default FA Transfer In-Transit field is used to specify a default in-transit 
location to be used for the transfer of fixed assets between rental locations, when returning rental units linked to 
fixed assets. The specified in-transit location also defaults to the journal, when transferring a FA linked to a 
rental unit, from one rental location to another.

Auto Credit Memo Fields:  To learn about the fields, Enable Auto Credit, Auto Post Auto Credit, Auto Credit 
Reason Code and Auto Credit Type for Opt, please see the ODT Rental Online Help, Processing Rentals, 
Rental Credit Memos, Rental Auto Credit Memos.

Fields Displayed when select Show more:
 
The following provides a brief overview of the additional rental fields which are displayed when Show more is 
selected.

Rental Transaction Count, which displays the number of rental invoices that have been posted.
 
Default Rental Calendar, which is required for Periodic Usage and Standby Charges feature and the Rental 
Custom Calendar billing feature.
 
To learn about these fields, please see ODT Rentals Online Help, Additional Rental Processes, Periodic Usage 
and Standby Charges, and Rental Custom Calendar.
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Verify Insurance Certificate, which is used with the Certificates of Insurance Tracking feature.
 
To learn about the feature and this field, please see ODT Rentals Online Help, Processing Rental, Additional 
Rental Processes, Certificate of Insurance Tracking.
 
Billing Cycle fields, including Billing Cycle Type, Default Invoicing Period Code, Billing Cycle Day, and Billing 
Cycle Tolerance fields are a part of the Billing Cycles feature.
 
To learn about this feature and these fields, please see ODT Rentals Online Help, Processing Rentals, Rental 
Contracts Using Billing Cycles.

The Advanced Pro-Forma fields, Advanced Pro-Forma and Check Proforma on Posting are used with the 
Advanced Pro-Forma feature.
 
To learn about this feature and these fields, please see ODT Rentals Online Help, Additional Rental Processes, 
Advanced Proforma Invoice.

Shortage Cues Visible, which when enabled will display two Rental Shortages Cues, Rental Contracts - 
Shortages and Shortages on the Business Manager and Sales Order Processor role centers.

To learn about the Shortage Cues, please see ODT Rentals Online Help, Additional Rental Processes, 
Reconcile Rental Quantities.

Default Calendar Period: This field is used to specify a default period code to calculate the number of days to 
display on the rental period view of the rental documents' availability calendar, when a rental term is not 
specified on the rental document header.

Default Qty. to Rent: Is used to specify whether the Qty. to Rent on the rental lines is to be set to blank or the 
remaining quantity when a partial shipment is done on units not assigned to groups and the Allow Overbooking 
is enabled.

Advanced Sales Line Shipping: This field is used to specify whether or not a sales order is created when 
sales lines are created on a rental contract. If enabled, then when run ship rentals the sales lines are shipped 
on both the sales order and the contract. If disabled, then a sales order is not created, and the sales lines are 
shipped when the rental contract is invoiced.

2.3.3.3. Numbering Tab
On the Numbering tab, you specify the number series that will be used for rental units, rental packages, FA 
transfers, accrual journals, rental rapid return, and rental documents.

Numbering Tab

2.3.3.4. Accruals Tab
The Accruals tab contains options related to the Rental Accrual and Deferral feature. 
To learn about these fields, please see ODT Rental Online Help, Additional Rental Processes, Rental Accruals 
and Deferrals.

Accruals Tab

2.3.3.5. Suppress Messages Tab
The Suppress Confirmation Messages tab contains options for specifying whether the following pop-up 
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messages are to be suppressed.

Suppress Messages Tab

 Suppress Confirm No Price Setup, which when enabled stops the confirmation message from being 
displayed when a rental term is selected on the rental line when the rental unit does not have a price card 
for that term.

 Suppress Confirm Early Return, which when enabled stops the confirmation message from being 
displayed when the user enters a return date earlier than the last invoiced date.

 Suppress Confirm Partial Return, which when enabled stops the confirmation message from being 
displayed when the user enters a return quantity that is less than the quantity on rent.

 Suppress Confirm Zero Price, which when enabled stops the confirmation message from being displayed 
when invoicing and the Rental Unit Price on one or more lines is not populated.

 Suppress Confirm Early Return, which when enabled stops the confirmation message from being 
displayed when the user enters a return date earlier than the last invoiced date.

2.3.3.6. Documents Tab
Documents Tab

On the Documents tab, when an organization is using Metered Usage pricing and/or Periodic Usage and 
Standby Charge pricing, then the preferred labelling can be specified for how these print on rental documents.

For information on setting up the Document tab, please see ODT Rental Online Help, Additional Rental 
Processes, Metered Usage, and/or Periodic Usage and Standby Charges.

Transfer Signature On Advanced Proforma Post, which when is enabled and a company is using the 
Advanced Proforma feature, if there are signatures captured on the Advanced Proforma Invoice, then the 
signatures will be transferred to the Posted Sales Invoice.

For information on Electronic Signatures, please see ODT Rental Online Help, Additional Rental Processes, 
Electronic Signatures.

Rental Terms & Conditions, which when enabled specifies that a terms and conditions attachment can be 
printed with the rental quote and contract reports and linked to the email when send or email the quote or 
contract.

Show Group Details on Quote, which when disabled specifies that the groups' child units details are not to 
print on the report when the Show Rental Details is enabled. The group, group qty., group total price, and the 
pricing details will print at the group level.

2.3.3.7. Dispatch Tab
The Dispatch tab is used to activate the Rentals Dispatch feature and set defaults related to dispatch.

NOTE:
The User Help for Dispatch is in progress at this time.
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Dispatch Tab

2.3.3.8. Rental Picture Tab
The Rental Picture Tab is for specifying the settings for taking and the storing of rental pictures on the Posted 
Rental Delivery and Posted Rental Return documents.
 
NOTE:
The User Help is in progress at this time.

Rental Picture Tab

2.3.3.9. E-Signature Tab
E-Signature Tab

2.3.3.10. Menu Options
On the Rental Management Setup menu options under Actions, Setup provides menu option for setting up 
Rental Periods, Rental Terms, Rental Categories, Rental Attributes, and Terms and Conditions.

There also is an option called Time Zone which is used when an organization is processing rentals across time 
zones.

The listing of Time Zones is the same as the Dynamics 365 Business Central Time Zones. However, can be 
modified and new records added, if needed.
 
For learn about processing rentals across time zones, please see ODT Rentals Online Help, Additional Rental 
Processes, Processing Rentals Across Time Zones.

2.3.3.11. Steps to Set Up Rental Management Setup
Profile - Business Manager

In the following example the fields that have the slide option, the default setting on the field is No.

Clicking on the field will set the option to Yes.
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Click on the link Rental Management 

Click on the link Rental Management Setup

If the Rental Management Setup opens in View mode, then click on the Pencil at the top of the page to be able 
to edit the settings.

Click on Use Unit Rental Terms, No

When this field is set to Yes, then when entering a 
unit on a quote or contract, then when a Rental Term 
is specified on the unit, it will populate the Rental 
Term Code field on the rental line. 

When left as No, then the Rental Term specified on a 
Rental Unit will not default to the Rentals lines.

However, if the Rental Terms Code field on the General tab of a quote or contract is populated either manually 
or has defaulted from the Customer card, then this term will automatically populate the Rental Term Code field 
on the rental line.

Click on Allow Unit Overbooking, No

When this field is set to Yes, then overbooking is 
allowed on all unit groups and single units not 
assigned to a group. The Allow Overbooking field will 
not be available on the Group Child Rental Unit 
Cards, when the field is checked on Rental 
Management Setup.

When left as No, then the Allow Overbooking fields will be available on the Rental Unit Cards. The settings on 
all unit groups and single units not assigned to a group, will be used to specify whether or not overbooking is 
allowed on the units.

Should a single unit not assigned to a group be linked to an Inventory Item, then the Allow Overbooking feature 
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will not apply to the unit. The Inventory availability will control the availability of the unit.

Click on the field Linked Term Time Tolerance, 
(Blank)

If using Hybrid Hourly Rental Terms, where tracking 
rentals is based on time out and time returned, and a 
time tolerance is allowed on the time returned, then 
enter the time tolerance in this field. 

Otherwise, leave this field blank.

Enter the text 15 minutes.

Click on the field Default Min. Rental Duration

The setting of 1 second is the default setting and can 
be overridden. If the minimum rental length allowed by 
your organization is different, then override the 
setting. For example, if the minimum is one day, then 
enter 1 day.

Click on Return Day Billable, No

Set this field to Yes by clicking on it, if your pricing 
schemas include billing for the day the rental unit is 
returned. 

Otherwise, leave this field set as No.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 77/2540

ODT Rentals Online Help 5/15/2024 77/2540

Click on Location Mandatory, No

Setting Location Mandatory to Yes will enforce the 
specification of a Location on the unit card, when 
setting up Rental Units. This feature does not apply to 
rental unit groups and units linked to an Inventory 
Item.

Click on Default Blank Return Date, No

When checked, the Rental Return Date field will be 
blank when entering Rental Lines.

When not checked, then the Rental Return Date will 
automatically be populated based on the length or 
duration of single rental period of the Rental Period 
specified on the Rental Term card for the term on the 
line. The Rental Return Date can be overridden or 
blanked, if desired.

Click on the field Inventory Rentals Location, 
(Blank)

Should an organization be going to link Rental Units 
to Inventory Items and is using Locations, then this 
field is mandatory. A user defined "on rent" Location 
must be setup and selected in this field.

For information on setting up the Location, see the 
ODT Rentals Online Help in the Setup Rentals - 
Setup Rental Locations.

Otherwise, leave this field blank.
Click on the field Inventory Rentals In-Transit 
Location, (Blank)

Should the configuration of inventory be as noted in 
the overview, then the user defined In-Transit 
Location for Inventory Rentals must be specified in 
this field.
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Click on the toggle field Rental FA Transfer 
Mandatory

To ensure that the Rental Location on the Fixed Asset 
card and the Rental Unit remain the same, when a 
unit is returned to a different or temporary location, 
then the Rental FA Transfer Mandatory should be 
enabled.

Click on the field Default FA Transfer In-Transit 
Location

Click on the link in cell Code with the value OWN 
LOG.

When the Rental FA Transfer Mandatory field is 
enabled, then a default In-Transit Location becomes 
mandatory.

Click on the field Rental Quote Nos., (Blank)

Rental quotes are optional.

Should the organization want to use the same No. 
Series as the Sales Quotes, then leave this field 
blank.
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Click on Code = RENT-QTE, Description = Rental 
Quotes

Click on the field Rental Contract Nos., (Blank)

Should the organization want to use the same No. 
Series as the Sales Orders for the Rental Contracts, 
then leave this field blank.

Click on Code = RENT-CONT, Description = Rental 
Contracts

Click on the field Rental Invoice Nos., (Blank)

Should the organization want to use the Sales Invoice 
No. Series for the Rental Invoices, then leave this field 
blank.
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Click on Code = RENT-INV, Description = Rental 
Invoices

Click on the field Rental Delivery Nos., (Blank)

Click on Code = RENT-DEL, Description = Rental 
Deliveries

Click on the field Rental Return Nos., (Blank)
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Click on Code = RENT-RTN, Description = Rental 
Returns

Click on the field Rental Unit Nos., (Blank)

Click on Code = RENT-UNIT, Description = Rental 
Units

Click on the field Rental Package Nos.

The Rental Package Nos. field is only used when an 
organization is using the Rental Package feature to 
group rental unit groups, rental units, and standard 
text codes into a package for renting.

If left blank, then the No. Series setup for Rental Units 
will be used to assign numbers to the Rental 
Packages.

To learn about Rental Packages, please see the ODT Rental Online Help, Additional Rental Processes, Rental 
Packages.
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Click on the field Rental FA Trans. Shipment Nos.

Click on the link in cell Code with the value RENT-
FAS

Click on the field Rental FA Trans. Receipt Nos.

Click on the link in cell Code with the value RENT-
FAR
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Click on the field Rental Accrual Journal Nos.

This field is used to specify the code of the number 
series to be used for assigning the document number 
on the Rental Accrual Journal.

To learn about the setting up of the Rental Rapid Returns, see ODT Rentals Online Help, Processing Rentals, 
Rental Rapid Returns.

Click on the back button

2.3.4. Sending and Emailing Rental Documents

2.3.4.1. Overview
ODT Rentals contains the menu options to send and/or email the rental documents, excluding the Proforma 
invoice.
 
The menu options are available on the Rental Quote, Rental Contract for the contract, delivery and returns, the 
Posted Rental Delivery, Posted Rental Return and Posted Rental Invoice cards.
On the Rental Invoicing Worksheet for batch invoicing, the menu option of Post and Send Invoices is available.

The setups and processing of sending or emailing rental documents is the same as when sending or emailing 
sales documents. 

With the exception that the Report Selections - Rentals is used to configure the Report ID's for the rental 
documents.

2.3.4.2. Setups for Sending or Emailing Rental Documents
The setups required for sending or emailing rental documents include:

• SMTP Mail Setup
The setup of the SMTP Setup is mandatory in order to email documents.

To learn about setting up the SMTP Mail Setup see the Dynamics 365 Business Central Help in the Getting 
Started, Setting Up Business Central, Set Up Email Central  Getting Started, Setting Up Business Central, Set 
Up Email.

 *  Report Selections – Rentals

Should an organization have custom reports for the rental documents, which are applicable to all customers, 
then the Report Selection - Rentals, should be configured with the custom reports.
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To learn about setting up the Report Selections - Rentals, see ODT Rental Online Help, Setup Rentals, 
Financials Setup for Rentals, then How to Set Up Rental Report Selections.

• Document Sending Profile for Emailing documents, which is demonstrated in the following chapter.

• Setup of a Document Sending Profile on the Customer Card, which is mandatory for emailing of documents.

• Customer Card – Document Layouts, if applicable

Should an organization have custom rental reports that are specific to only one or some customers, then on the 
Customer Card, the Document Layouts will need to be configured.

To learn about setting up a Document Sending Profile and Document Layouts on a Customer, see ODT Rental 
Online Help,  Setup Rentals, Financials Setup for Rentals, then How to Update Customer Cards for Rentals.

2.3.4.3. How to Setup an Email Document Sending Profile
The following demonstrates the setting up of a Document Sending Profile for sending the rental documents via 
the emailing or sending menu options.

Click on the link Search

Click on the field Type to start search:

Enter the text Document send.
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Click on Document Sending Profiles Lists 

Click on the navigation menu item New

Click on the field Code

Enter the text Email.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 86/2540

ODT Rentals Online Help 5/15/2024 86/2540

Click on the field Description

Enter the text Emailing Documents.

Click on the field Email

Click on the item Yes (Prompt for Settings) in the list

The setting of Yes (Prompt for Settings) enables users to change the email attachment, when select Ship & 
Send, Invoice & Send or Return & Send. It also allows the user to add a note that is emailed along with the 
document.
The setting of Yes (Use Default Settings) will use the settings on the Document Sending Profile with the Default 
field checked.
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Click on the field Email Attachment

For emailing or sending rental documents, the email 
attachment should be set to PDF.

Click on the back button

2.3.5. How to Set Up Rental Report Selections

2.3.5.1. Overview
The Rental Report Selections feature provides the ability to specify the report to be used for a rental quote, 
rental contract, proforma invoice, rental delivery, rental return, posted rental invoice and posted rental credit 
memo.

When the rentals app is installed, then the report selections are automatically populated with the base Rentals 
report ID’s, and the Use for Email Attachment is flagged. NOTE: The rental Proforma Invoice cannot be sent or 
emailed.

Should an organization have custom layouts for any of the rental documents, which apply to all the Customers, 
then the custom report can be setup in the Rental Report Selections by selecting the applicable report ID.

2.3.5.2. How to Setup Rental Report Selections
Click on the link Tell me what you want to do.
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Click on the field Type to start search:

Enter the text Report Selection.

Click on Report Selection - Rentals Administration 


Click on the field Usage

The Usage option field contains a listing of the rental 
documents available to specify the report ID on.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 89/2540

ODT Rentals Online Help 5/15/2024 89/2540

Click on the item Rental Quote in the list

Click on the cell Report ID with the value 70014216

Should the organization have a custom report for the 
rental quote, then lookup and select the applicable 
report ID.

Click on the cell Use for Email Attachment with the 
value on

Should the orgainziation want to send or email the 
rental document, then the Use for Email Attachment 
must be enabled.

Click on the back button

Repeat the above steps from the selection of Usage field, and revise the Report ID, if applicable.

2.3.6. How to Update Customer Cards for Rentals

2.3.6.1. Overview
The Customer card has a tab called Rentals, which contains fields related to the ODT Rentals.

The Rental Terms Code, which when specified, will default to the Rental Quote and Rental Contract, General 
tab. The configuration of this field is optional.
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Multiple rental line discount fields are available, which enable an organization to specify differing discount 
percentages based on the Link Type setup on the rental units or specify a Default Rental Discount percentage 
that will apply to all rental units when entered on a quote or contract.

For additional information on these fields, please see the chapter on Customer Line Discount Percentages.

The fields in the next screen capture are related to the Billing Cycles feature and include:
 Billing Cycle Type
 Default Invoicing Period Code
 Billing Cycle Tolerance Days
 Billing Cycle Day

To learn about the Billing Cycle feature, and the setup of these fields, see the help in Processing Rentals, 
Rental Contracts Using Billing Cycles.

Click on the field Billing Cycle Type

The ODT Rental App provides the ability to specify custom rental reports on the Customer - Document Layouts 
in the Report Selection - Rentals.

NOTE:
Should the organization be specifying Locations on the Customer card, and the Customer be a customer 
renting product, then the Location entered must be a location that has the Allow Rentals flagged.

NOTE:
When on the Shipping Fast Tab, under Show more, the Shipment Method fields are populated, the data will 
default to Rental Quotes and Rental Contracts, Shipping Fast Tab. The data will then default to the Rental and 
Sales Lines, when product in entered, in the same manner as which they do on Sales documents.

NOTE:
The following chapters demonstrate the setups available on the Customer card for rentals.

2.3.6.2. Steps to Add a Rental Term Code to a Customer
Profile - Business Manager

Click on the navigation menu item Customers
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If the Customer list is set to display tiles, then complete the following step.

Click on the data brick No. = 10000, Name = Adatum 
Corporation, Contact = Robert Townes

Click on the customer tile that you want to add a 
default Rental Terms Code to.

If the Customer list is set to display as a list, then complete the following step.

Click on the link in cell No.

Click on the Customer No. of the customer you want 
to add a default Rental Terms Code to.

Go to the Rentals tab.

Click on the field Rental Terms Code

Click on Code = MONTH-PEND

Select the Rental Term code to be added to the 
customer card.

NOTE:
If the Rental Term Code selected is a User Defined Billing Term, then in the Related, Rentals menu options the 
User Defined Billing Term is populated.
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Click on the back button

2.3.6.3. Customer Line Discount Percentage
Organizations may provide rental discounts to different customer, which may have varied line discount 
percentages based on whether the rental units are linked to a fixed asset, an inventory item, a resource, a G/L 
account charge, or a rental package as a whole.

Should an organization not be using Rental Packages and are not setting up Rental Price cards on groups or 
units, then in order for the rental discounts to be applied, the customer card, Invoice Tab field, Allow Line Disc., 
must be enabled.

The Customer cards, Rental tab has been enhanced to provide the ability to specify default line discount 
percentages, which will default to the rental quote and contract Invoice Details tab. The discount % will default 
to the rental lines from the header when unit groups, units or rental packages are selected.

Line Discounts fields have been added to the customer card, Rental tab for specifying a default Line Discount 
% for a variety of rental unit, Link Types.

To learn about the setup and processing of rental line discounts, see ODT Rentals Online Help, Additional 
Rental Processes, Rental Line Discounts.

2.3.6.4. Customer Rental Instructions
The Customer rental instruction feature provides the ability to specify instructions related to rentals on the 
customer card, rentals tab.

A Customer Rental Instructions field has been added to the rental quote and contract, general tab, which when 
there are instruction setup on the customer, the field will display yes. When clicking on the Yes the Customer 
Rental Instructions page will opened to display the instructions.

The instructions field is also displayed on the Completed Rental Quote, Completed Rental Contract and the 
Posted Rental Invoice.

The following demonstrates the setup of a customer rental instruction.

Click on the navigation menu item Customers



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 93/2540

ODT Rentals Online Help 5/15/2024 93/2540

Click on the link in cell No. with the value 10000

Click on the link Rental Instructions

Click on the link No

Click on the navigation menu item popup Manage
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Click on the navigation menu item New

Click on the field Short name

Enter the text Rental Deliveries.

Click on the textarea Rental instructions, (Blank)
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Enter the text Contact the receiving department 2 
hours prior to shipping the rental units.

Click on the button Close

Click on the button OK

2.3.6.5. How to Add a Document Sending Profile
The following demonstrates the setup of a Document Sending Profile on a Customer card.

Click on the field Document Sending Profile
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Click on the link in cell Code with the value EMAIL

Click on the field Email

The email address on the Address & Contact tab is 
the address that the documents will be emailed to.

2.3.6.6. How to Add Custom Rental Document to Document Layouts
When an organization has custom rental documents, which are only for specific customers, then on the 
Document Layouts, the reports can be specified.

When Document Layouts are setup on a Customer card the custom documents specified will be sent to the 
customer, rather than the documents specified in the Report Selections - Rentals.

For additional information on sending or emailing rental documents, see ODT Rental Online Help, Setup 
Rentals, Financial Setups for Rentals, Sending and Emailing Rental Documents.

The following demonstrates the setup of a custom rental document that is to be used for a customer.

Click on the navigation menu item Customers
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Click on the link in cell No. with the value 40000

Click on the navigation menu item popup Navigate

Click on the navigation menu item popup Customer

Click on the navigation menu item Document 
Layouts
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Click on the cell Usage with the value Quote 
Confirmation Order Invoice Credit Memo 
Customer Statement Job Quote Reminder 
Shipment Rental Quote Rental Contract Rental 
Delivery Rental Proforma Invoice Rental Invoice 
Rental Return

Click on the item Rental Contract in the list

Click on the cell Report ID with the value 0

Click on the lookup button in the cell Report ID
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Click on the link Select from full list

Click on Search

Enter the text Rental.

Click on the link in cell Object ID with the value 
70014204

Select the Object ID that has the Report Caption of 
the custom report document to be assigned to the 
customer, for the selected Usage option.
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Click on the link in cell Custom Layout Description 
with the value   

Click on the link in cell Report ID with the value 
70014204

To populate the Custom Layout Description, select 
the record containing the custom report ID selected.

Click on the button OK

Click on the cell Send To Email

The Send to Email field is only populated if the 
organization is sending or emailing documents to a 
different email address than on the Customer card, 
Address & Contact tab.
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Click on the button Close

2.3.7. Rental Terms and Conditions

2.3.7.1. Overview
ODT Rentals provides the ability to upload the organizations rental terms and conditions document for inclusion 
when print, email or send the Rental Quote and Rental Contract.
 
Organizations can specify whether the uploaded Terms and Conditions pdf file data can be printed when the 
quote or contract is printed, or the pdf file is attached when select Email or Send.

The setups required for the Rental Terms and Conditions include:
 Importing the Rental Terms and Conditions PDF document.
 On the Email Accounts of the users who will be email or send the Rental Quote and/or Rental Contract to 

the customers an Email Scenario must be configured for the Terms and Conditions.

 On the Customer card the Document Sending Profile needs to be set to a profile configured for emailing 
documents, and the Email field on the Address & Contact tab must be populated so it defaults to the Rental 
Quote and Contract.

To learn about setting up a Document Sending Profile for Email, please see the User Help, Sending and 
Emailing Rental Documents located in Financials Setup for Rentals.

 On Rental Management Setup, Documents Tab, the Rental Terms & Conditions field must be enabled to 
specify that the terms and conditions file attachment can be printed with the Rental Quote or Contract when 
printed, or attached when Send or Email is ran from the Rental Quote or Rental Contract.

NOTE:
Setup Email must be configured  to setup the Email Scenarios on the user Email Accounts.
If Set Up Email has not been setup then must setup the default email account.

2.3.7.2. How to Import the Rental Terms and Conditions Document
The following demonstrates the importing of the Terms and Conditions document.

IMPORTANT NOTE:
The file must be a PDF file.
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Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental Terms and 
Conditions

Click on the navigation menu item Upload Terms & 
Conditions File.

Browse to the location the file is saved, select the file 
and then Open.

The pdf file data will be displayed in the General tab section once uploaded.

IMPORTANT NOTE:
When uploading a PDF file with multiple pages, the user must wait until the last page is rendered before closing 
the Rental Terms and Conditions page to ensure it is saved correctly.

2.3.7.3. How to Enable Terms & Conditions on Rental Managment 
Setup

Click on the navigation menu item popup Rental 
Management
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Click on the navigation menu item Rental 
Management Setup

Click on Documents

Click on the toggle field Rental Terms & Conditions

Clicking on the field will enable Rental Terms & 
Conditions.

2.3.7.4. How to Setup the Email Scenario on the Users Email 
Accounts

The following demonstrates setting up an Email Scenario on an Email Account.
This process must be done for each user Email Account that will Send or Email the Rental Quote and/or Rental 
Contract.

Click on the button Search
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Click on the field Tell me what you want to do

Enter Tell me what you want to do.

Click on Email Accounts Administration 

Click on the navigation menu item popup Navigate
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Click on the navigation menu item Email Scenarios

Click on the navigation menu item Assign scenarios

Click on the link in cell Email scenario with the value 
Terms and Conditions

Click on the cell Scenarios by email accounts with 
the value Terms and Conditions
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Click on the navigation menu item Set Scenario 
Attachments

Click on the navigation menu item popup New

Click on the navigation menu item Add file

Click on  Drop a file here to upload, or click here 
to browse

Either Browse to where the Terms and Conditions pdf 
field is and select the file, then select open or drag & 
drop the field into the box.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 107/2540

ODT Rentals Online Help 5/15/2024 107/2540

Click on Attach by Default

The Attach by Default MUST be checked.

2.3.7.5. Processing
When printing, emailing, or sending a Rental Quote or Rental Contract, the PDF file for the creation on the 
quote & contract report when Print, or attaching when Email or Send uses the: Use default values from: Last 
used options and filters from the last time printed the rental report to a printer or pdf.

 If Print Terms & Conditions was enabled the last time the document was printed or sent to pdf, then the 
email/send will include the Terms & Conditions pdf file.

 If Print Terms & Conditions was not enabled the last time printed or sent to pdf, then the email/send 
will not include the Terms & Conditions pdf file.

Printing a Rental Quote or Contract with the Terms & Conditions.

As the rental reports use a report header and footer, the space for the header and footer are reserved on 
subsequent pages Therefore, on the pages with the Terms and Conditions printing will start below the reserved 
space for the report header and end above the space reserved for the report footer.

The following demonstrates the printing of a Rental Contract with the Terms & Conditions.

Click on the navigation menu item popup Home

Click on the navigation menu item Print...
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Click on Options Number of Copies Print Company 
Address Show Alternate Prices Show Rental 
Details Print Periodic/Standby Usage Prices Print 
Terms & Conditions Log Interaction

Note that the Print Terms & Conditions is enabled, as 
the last time a Rental Contract was printed the field 
was enabled.
Therefore, the Terms and Conditions will print on the 
page following the last page of the Rental Contract 
document.

Email the Rental Contract with the Terms & Conditions pdf file.

Click on the navigation menu item popup Home

Click on the navigation menu item Email...

Click on the link in cell File Name with the value Test 
FORM EQUIP LEASE.pdf

Note that the Terms & Condition pdf file is attached to 
the email.
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Click on the navigation menu item Send email

2.4. Setup Rental Locations
2.4.1. Using Locations with Rentals Overview

2.4.1.1. Overview
The Rentals App provides for using Locations with Rental Units for use in processing rentals.

• Locations can be specified on the Rental Units, whether the Rental Units are not linked to any master records, 
or are linked to Fixed Assets, Resources or G/L Accounts.

• A Location for where the unit is rented from can be specified on each Rental Unit. The location will default to 
the rental line on Rental Contracts and Rental Quotes. 

• Locations are not specified on Rental Units that are setup as Rental Unit Groups, as a group can have units 
with a variety of Locations.

• Rental Units can be returned to a different or temporary rental location, when the unit does not have Allow 
Overbooking enabled. 
The temporary location can be setup for when a unit may be returned to a Vendors maintenance shop, or a 
location for temporary storage until the unit is rented out to the next customer.

For additional information on temporary rental locations, review the help, How to Set Up a Temporary Rental 
Location.

On Rental Management Setup there are various fields related to using locations with rentals.

• Location Mandatory, which when enabled enforces the specification of a rental location on the Rental Units, 
excluding Rental Unit Groups and Rental Units linked to Inventory Items.
• Inventory Rentals Location and Inventory Rentals In-Transit Location, which are for use when Rental Units 
are linked to Inventory Items. 
• Rental FA Transfer Mandatory and Default FA Transfer In-Transit Location, which are for use when Rental 
Units are linked to Fixed Assets.

2.4.1.2. Rental Units Linked to Fixed Assets
When a Rental Unit is linked to a Fixed Asset, then the use of Rental Locations has additional features and 
setups on Rental Management Setup, and on the Fixed Asset card. 

• A Rental FA Transfer Journal is available for the transferring of the Fixed Asset and Rental Unit from one 
rental location to another rental location at the same time. When the journal is posted a FA Transfer Shipment 
and FA Transfer Receipt are created and posted, which updates the location on the asset and unit cards.

• When on Rental Management Setup, the Rental FA Transfer Mandatory field is enabled, then it is mandatory 
that the Default FA Transfer In-Transit Location field be populated. 

When on the Rental Unit card, the Link Type is set to Fixed Asset and Link Code is populated with the Fixed 
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Asset No., then the Rental Location field on Rentals tab of the asset card will be populated with the location on 
the unit card.

If the asset card already has the Rental Location field populated, and then the unit is linked to the asset, the 
Location Code on the unit will be populated with the same location that is in the Rental Location field on the 
asset card.

When the Rental Unit is returned to a different or temporary rental location, then the Rental FA Transfer Journal 
is created and automatically posted, which creates and posts the FA Transfer Shipment and FA Transfer 
Receipt, which updates the rental location on the asset and unit cards.

To learn about the Rental FA Transfer Journal feature, see the ODT Rental Online Help, Additional Rental 
Processes, Rental FA Transfer Journal.

2.4.1.3. Rental Units Linked to Inventory Items
The use of Locations with Rentals has unique conditions, when Rental Units are linked to Inventory Items.
 When Rental Units are linked to an Inventory Item, then the Rental Unit card will not have a Location 

specified, even when Rental Management Setup has the Location Mandatory field checked.
 The inventory locations functionality handles the use of locations in conjunction with the Rental Unit linked 

to an Item.
 Item Availability plus Rental Reservations control the availability of the Rental Unit linked to an Inventory 

Item.

IMPORTANT
A modification has been made to the Location card, which restricts the activation of the fields on the 
Warehouse tab to Bin Mandatory, Default Bin Selection and the Calendar code fields, when Allow Rentals is 
activated.
All other fields on the Warehouse tab cannot be active or activated, when Allow Rentals is activated.
Currently separate locations for rentals and sales/purchase are required, when warehouse options other than 
Bins Mandatory, Default Bin Selection and the Base Calendar Code are required by the organization.

To learn about setting up rental locations for units linked to items, see the help, How to Set Up an Inventory 
Rentals Location, How to Set Up an Inventory Rentals In-Transit Location and How to Set Up a Rental Location 
with Bins.

To learn about processing rentals when units are linked to Inventory Items, see ODT Rentals Online Help, 
Processing Rentals, Rental Contracts.

2.4.2. How to Modify Locations for Rentals

2.4.2.1. Overview
The Rental App enables the assignment of a location to the rental units. This feature allows for having units 
with different locations assigned to a rental unit group.

Rental Unit Groups do not require the Location to be setup. This enables the grouping of like units no matter 
where they are located.

If your organization has specific locations from which rentals occur, then these locations, when setup, will 
require the selection of the added field called, Allow Rentals.

In addition, your organization can ensure that locations are assigned when creating new rental units, and are 
entered on the rental line of the rental contract, by selecting Locations Mandatory on Rental Management 
Setup.

2.4.2.2. Steps to Modify Locations for Rentals
Profile - Business Manager
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The following demonstrates the activation of the Allow Rentals field on the Location card, which is mandatory, 
when renting from Locations.

Click on the link Tell me what you want to do.

Click on the field Type to start search:

Enter the text locations.

Click on Locations Administration
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Click on the link in cell Code with the value EAST
Select the Location where rental units are located and 
rented from.

Go to the Rental fast tab on the Location card.

Click on Allow Rentals

The default setting on the field is No.
Clicking on the field will set the option to Yes.

Click on the back button

Repeat the selection of Allow Rentals on all Locations, where rental units are located and rented from.

Click on the back button

2.4.3. How to Set Up a Temporary Rental Location

2.4.3.1. Overview
The temporary rental location is a location not owed by the organization, where a unit may be returned to, or 
stored at until the unit is rented out to the next customer. 
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For example, if an organization does not perform repairs to their rental product, it can be returned to a Vendors 
maintenance shop. A text field is provided to specify where this location is. It can be the vendors address or the 
name of the shop.

To learn about returning units to a temporary location, see ODT Rental Online Help, Processing Rentals, 
Rental Contracts, How to Return a Rental Unit to a Different or Temporary Location.

2.4.3.2. How to Setup a Temporary Rental Location
Click on the link Tell me what you want to do.

Enter the text locations.

Click on Locations Administration

Click on the link New
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Click on the field Code

Enter the text Temp.

Click on the field Name

Enter the text Temporary Location.
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Click on the toggle field Allow Rentals

Click on the toggle field Temporary Location

Click on the back button

2.4.4. How to Set Up an Inventory Rental Location

2.4.4.1. Overview
When Rental Units are linked to Inventory Items, then the Item Availability is used to verify the availability, when 
entering units linked to item on to the rental lines.

Transfer Orders are created and posted transferring the item from the source rental location to the Inventory 
Rental Location. This ensures that Item Ledger Entries and Item Availability by Location provides the 
information related to items linked to Rental Units.

For this feature, an Inventory Rental Location must be setup, and added to Rental Management Setup.

When Rental Units are linked to Inventory Items, then the Inventory Rental Location is used to facilitate the 
creation and posting of Transfer Orders.

A Transfer Order is created from the renting location to the Inventory Rental Location for the item. This occurs 
when the Rental Unit is entered on a Rental Contract, or when on a Rental Quote, the Commit Reservation is 
checked.

The Transfer Order, shipment and receipt, of the item are posted when the Rental Unit is shipped.

A Transfer Order is created to transfer the item back to the renting location from the Inventory Rental Location 
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when the rental line or contract is deleted prior to shipment, Undo Shipment is ran on the rental line or the 
Rental Unit is returned. The Transfer Order, shipment and receipt, are automatically posted.

NOTE:
The Transfer Order general tab has been modified to include a new field, Rental Transfer Order. This field is 
automatically enabled, when the order was created from a rental quote or contract.

When this field is enabled, users cannot modify the key fields on the General tab, nor can the lines be modified. 
In addition, the Transfer Order cannot be deleted or posted directly from the Transfer Order card. The deletion 
and posting is managed by actions taken on the Rental Contract.

When setting up the Inventory Location Code it should 
be indicative of the purpose of the location.

NOTE:
Inventory Posting Setup is required for the new 
Location.

In the example provided in the following chapter, the 
Location will be called RENTRESERV, and the 
Inventory Posting Setup is included in the example.

2.4.4.2. How to Setup an Inventory Rental Location
Profile - Business Manager
The following example demonstrates how to set a 
Location for Inventory Items linked to Rental Units, 
which will be used as the Location the units are 
transferred to.
Click on the link Tell me what you want to do. 

Enter the text locations.
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Click on Locations Administration

Click on the navigation menu item popup New

Click on the navigation menu item New

Click on the field Code, (Blank)
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Enter the text RENTRESERV.

Enter a code that is indicative of the purpose of the 
location.

Click on the field Name, (Blank)

Enter the text Inventory Items Rental Reserved or 
On Rent.

Enter a name for the location which provides a short 
definition of the purpose of the location.

Click on Allow Rentals, No

The default setting on the field is No.
Clicking on the field will set the option to Yes.
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Click on the navigation menu item popup Location

Click on the navigation menu item Inventory Posting 
Setup

Click on the cell Invt. Posting Group Code

Click on Code = RESALE, Description = Resale 
items

Select the applicable Invt. Posting Group Code.

Should the location be applicable to more than one 
Invt. Posting Group Code, then the setup must be 
completed for each applicable Invt. Posting Group.
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Click on the cell Inventory Account

Click on the lookup button in the cell Inventory 
Account

Click on the link in cell No. with the value 10700

Select the applicable Inventory G/L Account.

Click on the button OK
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Click on the back button

Click on the back button

Click on the back button

Once the setup is completed, then on Rental 
Management Setup, in the Inventory Rentals Location 
field, lookup and select the Inventory Rentals Location 
setup in the above steps.

2.4.5. How to Set Up an Inventory Rental In-Transit Location

2.4.5.1. Overview
Some organizations have the field, Location Mandatory selected on Inventory Setup and the Location cards 
have the Allow Rentals field checked. 

In this case, when an organization is linking Rental Units to items, then the setup of an Inventory Rentals In-
Transit Location on Rental Management Setup is mandatory.

When renting out the Rental Units linked to items, then the Transfer Order created will be an indirect transfer, 
using the Inventory Rental In-Transit Location setup on Rental Management Setup.

This will ensure that the correct Item Ledger Entries are created and Item Availability by Location provides the 
information related to items linked to Rental Units, when out on rent and when returned.

The Inventory Rental In-Transit Location can be setup as a new location or an existing In-Transit Location can 
be used.
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2.4.5.2. How to Setup an Inventory Rental In-Transit Location
Profile - Business Manager
In the following example, a new In-Transit Location 
called RENT.LOG will be setup, and the Inventory 
Posting Setup will be setup for the new location.
Click on the link Tell me what you want to do.

Click on the field Type to start search:

Enter the text locations.

Click on Locations Administration
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Click on the navigation menu item popup New

Click on the navigation menu item New

Click on the field Code, (Blank)

Enter the text RENT.LOG.

Enter a code that is indicative of the purpose of the 
location.
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Click on the field Name

Enter the text Rental Item Transfers.

Enter a name for the location which provides a short 
definition of the purpose of the location.

Click on Use As In-Transit, No

The default setting on the field is No.
Clicking on the field will set the option to Yes.

Click on the navigation menu item popup Location
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Click on the navigation menu item Inventory Posting 
Setup

Click on the cell Invt. Posting Group Code

Click on Code = RESALE, Description = Resale 
items

Select the applicable Inventory Posting Group Code.

Click on the cell Inventory Account



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 126/2540

ODT Rentals Online Help 5/15/2024 126/2540

Click on the link in cell Inventory Account

Click on the link in cell No. with the value 10700

Select the applicable Inventory G/L Account.

Click on the back button

Click on the back button
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Click on the back button

Once the setup is completed, then on Rental Management Setup in the Inventory Rentals In-Transit field, 
lookup and select the In-Transat Location when the organization is using In-Transit Locations.

2.4.6. How to Set Up a Rental Location with Bins

2.4.6.1. Overview
Some organizations store their rental product in Bins. ODT Rentals provides the capability to rent from a 
location with bins and return it to the same bin.

The Rental Unit can as well be returned to the same location, but a different bin, and as well, return it to a 
different location and bin in that location.

To learn about processing Rental Contracts with Rental Units linked to Items located in bins, see ODT Rental 
Online Help, Processing Rentals, Rental Contracts with Rental Units Linked to Items, How to Process 
Contracts when Rental Unit Items are in Bins.

IMPORTANT

A modification has been made to the Location card, which restricts the activation of the fields on the 
Warehouse tab to Bin Mandatory, Default Bin Selection and the Calendar code fields, when Allow Rentals is 
activated. All other fields on the Warehouse tab cannot be active or activated, when Allow Rentals is activated.

Currently separate locations for rentals and sales/purchase are required, when warehouse options other than 
Bins Mandatory, Default Bin Selection and the Base Calendar Code are required.

2.4.6.2. How to Set Up a Location with Bins Mandatory
Profile - Business Manager

The following example demonstrates the setup of a Location for Rental Units linked to Items that are in Bins.

Click on the link Tell me what you want to do.
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Click on the field Type to start search:

Enter the text locations.

Click on Locations

Click on the navigation menu item popup New
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Click on the navigation menu item New

Click on the field Code

Enter the text Central.

Click on the field Name
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Enter the text Central Warehouse.

Click on the toggle field Allow Rentals

Click on the toggle field Bin Mandatory

Click on the field Default Bin Selection
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Click on the item Fixed Bin in the list

Click on the navigation menu item popup Process

Click on the navigation menu item Bins

Click on the cell Code
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Enter the text C-001.

Click on the cell Description

Enter the text Central Bin C-001.

Click on the navigation menu item popup Navigate
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Click on the navigation menu item popup Bin

Click on the navigation menu item Contents

Click on Default

Click on the cell Item No.
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Click on the link in cell No. with the value 1001

Click on the back button

Click on the cell Code

Enter the text C-002.
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Click on the cell Description

Enter the text Central Bin C-002.

Click on the navigation menu item popup Navigate

Click on the navigation menu item popup Bin
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Click on the navigation menu item Contents

Click on the cell Item No.

Click on the link in cell No. with the value 1001

Click on the back button
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Click on the back button

Click on the navigation menu item popup Location

Click on the navigation menu item Inventory Posting 
Setup

Click on the cell Invt. Posting Group Code
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Click on the link in cell Code with the value RESALE

Click on the cell Inventory Account

Click on the lookup button in the cell Inventory 
Account

Click on the link in cell No. with the value 10700
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Click on the back button

Click on the back button

Click on the back button

Should any field other than Bin Mandatory be activated on the Warehouse tab, an error will occur when closing 
the Location card. 

The following is an example of the error when the Require Receive field was activated when the Allow Rentals 
is activated.

"Allow Rentals is not allowed when Require Receive field is enabled on the Warehouse tab. Only Bin 
Mandatory, Default Bin Selection and Base Calendar Code are allowed with rentals."

2.5. Setup Rental Periods
2.5.1. Rental Periods Overview

2.5.1.1. Overview
Rental Periods are a key component in the pricing and invoicing functionality of Rental Management. Rental 
Periods are pre-defined time periods over which rentals can occur and are defined by organization.

These rental periods can be based on the following methods:

The length of rental period (Period Length) which are defined with standard date formulas. Information on date 
formulas, is provided later in this help.
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When an organization tracks the rental contracts based on lapsed dates/time from the start of the rental to the 
return of the rental, then rental periods can be setup based on the duration of the rental contract (Period 
Duration).

Organizations can give these periods any name they wish and have freedom in how they are defined. 

Common rental periods are Day, Week and Month. 

Examples of a week could be five days, seven days or one week. A month could be defined in a number of 
different ways, including one calendar month, twenty-eight days, or thirty days. 

2.5.1.2. Rental Period Field Definitions
The Rental Periods can be accessed using the following step.

Click on the navigation menu item Rental Periods

The following steps will enable the user to review the 
primary purpose of the fields in the Rental Period list.
Click on the column header Code

This field is used to specify a code for the rental 
period. This is a 10 character alphanumeric field, in 
which a unique code is entered to represent the rental 
period.

Click on the column header Description

This field is used to specify a description indicative of 
the rental period being setup.
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Click on the column header Period Length

This field is used to specify the length of the rental 
period using Dynamics 365 Business Central date 
formulas. This formula is used for the calculation of 
the invoicing periods, and the default Rental Return 
Date.

Click on the column header Period Duration

This field is used to specify the number of hours or 
days between a rental Start Date and End Date when 
rentals are tracked on time out and time returned.  
This entry here is used for the calculation of Rental 
return date and time.

Click on the column header Use Period Length or 
Duration

This field displays whether the rental period is based 
on Period Length or Duration and is used in 
calculations throughout the rentals processing.

2.5.1.3. Dynamics 365 Business Central Date Formulas
The following picture is a listing of commonly used Period Length Formulas.

2.5.2. How to Set Up Rental Periods Based on Period Length
The following demonstrates the steps to be used when setting up Rental Periods based on Period Length.

This example covers the setup of a daily rental period.
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2.5.2.1. Setup Rental Periods Based on Period Length
Profile - Business Manager
Click on the navigation menu item Rental Periods

Click on the navigation menu item New

Click on the cell Code

Enter the text Day.
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Click on the cell Description

Enter the text Day.

Click on the cell Period Length

Enter the text 1D.
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Click on the cell Use Period Length or Duration with 
the value Period Length 

Note that the Use Period Length or Duration field is 
automatically set to Period Length.

This field cannot be edited.

Repeat the above steps for each pre-defined period over which rentals can occur and are defined by 
organization.

Click on the back button

2.5.3. How to Set Up Rental Periods Based on Period Duration
The following steps are to be used when setting up 
Rental Periods based on Period Duration.

2.5.3.1. Setup Rental Periods Based on Period Duration
Profile - Business Manager
This example demonstrates setting up a period for a 2 
hour rental duration.
Click on the navigation menu item Rental Periods
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Enter the text 2HR.

Click on the cell Description

Enter the text 2 Hours.

Click on the cell Period Duration
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Enter the text 2 hours. Press the Enter key.

Click on the cell Use Period Length or Duration with 
the value Duration 

Notice that when the Period Duration is entered, the 
field Use Period Length or Duration is automatically 
set to Duration.

Repeat the above steps for each pre-defined period 
which is based on time as defined by your 
organization.
Click on the back button

Press the Esc key.

2.6. Setup Rental Terms
2.6.1. Rental Terms Overview

2.6.1.1. Overview
Rental Management uses Rental Terms to enable various invoicing strategies.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 147/2540

ODT Rentals Online Help 5/15/2024 147/2540

The use of Rental Terms requires the setup of valid Rental Periods. A unique term must be set up for each 
different invoicing schema required.

An Invoicing Type is utilized to specify when rental billing is to occur and provides for a variety of options 
outlined in the Main Invoicing Strategies chapter.

NOTE:
In addition to the Invoicing Type for managing when invoicing is to occur, the feature Billing Cycle Types 
provides additional invoicing strategies for billing based on billing cycles.

To learn about the Billing Cycle Types feature, see ODT Rentals Online Help, Processing Rentals, Rental 
Contracts Using Billing Cycle Types.

Pricing calculations can be configured for a variety of scenarios.

Please review the examples provided on rental term set up for a variety invoicing strategies.

2.6.1.2. Main Invoicing Strategies
A summary of the main invoicing strategies is 
provided here.
 End: The customer will be billed for the full 

contract at the end of the contract when the rental 
unit(s) are returned.

 Start: The customer will be billed for the full 
contract at the beginning of the contract.

 Periodic End: The customer is invoiced on the 
final day of the first rental period and then 
invoiced at the end of each subsequent full or 
partial rental period.

 Periodic Start: The customer is invoiced on the 
first day of the first rental period and then invoiced 
at the beginning of each subsequent full or partial 
rental period.

Proration:
When used, the customer receives a reduced price 
rate if he or she opts for a longer or shorter rental 
length than the period assigned to the rental term 
entered on the rental quote or contract.

Optimization:
Optimization provides flexible pricing. The pricing 
calculation selects rental price(s) that total the lowest 
rental amount – a best price practice. This best price 
calculation is used when the rental length is either 
shorter than or exceeds the rental period assigned to 
the rental term entered on the rental quote or contract.

Hybrid Hourly:
This invoicing strategy provides the capability to link 
rental terms to another term, enabling a cascading of 
terms until a Rental Term is reached that the contract 
duration falls within or reaches a rental term that does 
not have a linked Rental Term specified.
Additionally rentals can be configured for tracking 
rentals by date only or by tracking by date and time.
 Tracking by Date Only considers renting to be 

based on date only. Time out and time returned is 
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not tracked.
 Tracking by Date and Time tracks rentals from the 

time the unit has been rented out until the time the 
unit has been returned.

Early Billing:
ODT Rentals provides the ability to configure rental 
terms with an early billing date formula, which enables 
the ability create invoices early from both the Rental 
Contract and from the Rental Invoicing Worksheet.

This strategy is especially useful for organizations 
which invoice the rentals in advance of when the 
rental period starts. Thus ensuring their customers 
have the invoice before the next rental period 
commences. The posting date of the entries created 
by this strategy are set to the early billing date.

2.6.1.3. Rental Term Card Field Definitions
The following provides an overview of the purpose and use of the individual fields on the Rental Terms Card.

Click on the field Code

Specifies the code for the rental term. This field is a 
10 character alphanumeric field, which represents the 
rental term throughout rentals.
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Click on the field Description

Specifies a description of the rental term. This field is 
a 100 character field for describing the term being 
setup up.

Click on the field Invoice Type

There are four Invoice Types available for selection.

Start:
The customer is invoiced for the entire rental contract 
at the beginning of the contract. 

Periodic Start:
The customer is invoiced on the first day of the first 
rental period, and then invoiced at the beginning of 
each subsequent full or partial rental period.

End:
The customer is invoiced for the entire rental contract 
upon the return of the rental units.

Periodic End:
The customer is invoiced on the final day of the first 
rental period and then invoiced at the end of each 
subsequent full or partial rental period.
Click on the field Optimize

Specifies whether optimization will applied to the 
rental term and subsequent rental pricing calculation.

The optimize field is a conditional application with 2 
options.

Never:
This value prevents any optimization from occurring. 
For example, if a customer rents a unit for 2 weeks 
but returns it after 10 days, the customer is still 
charged for 2 weeks.

All Periods:
With this option, the pricing calculation will consider all 
prices and will select the rental price(s) that calculate 
the lowest total rental amount.  The alternative rental 
terms are used in the pricing calculation to determine 
the best price to be billed to the customer. For 
example, if a customer rents a unit for 1 month and 10 
days, the system will calculate the price based on 1 
month, 1 week and 3 days using the prices on the 
alternative terms.
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Click on the field Prorate

Specifies whether proration will apply to the rental 
term and subsequent rental pricing calculation. 

The Prorate field is a conditional application with 2 
options.

Never:
This value prevents any prorating from occurring. For 
example, if a customer rents a unit for 2-weeks but 
returns it after 8-days, the customer is still charged for 
2 weeks.

All Periods:
This enables you to prorate at any time during the 
rental. For example, if a customer rents a unit for 2-
weeks with the Rental Price being a weekly price, but 
returns it after 8-days, the customer is charged for 1-
week plus 1/7-th of a week. Instead of one week plus 
one day, which would likely be more expensive.
Click on the field Rental Terms Code Alt1

The Rental Term Code Alt1 can be specified in the 
fields for a particular rental term. Once the field is 
populated for a rental term and that rental term is 
selected on the rental order line, then this term will 
automatically default to the rental order line.

When Optimize is set to All Periods, then the system 
will calculate the optimized price to bill the customer 
using this term and the related price.

If Optimize is set to Never, then this field is 
informational only.
Click on the field Rental Terms Code Alt2

The Rental Term Code Alt2 can be specified in the 
fields for a particular rental term. Once the field is 
populated for a rental term and that rental term is 
selected on the rental order line, then this term will 
automatically default to the rental order line. 

When Optimize is set to All Periods, then the system 
will calculate the optimized price to bill the customer 
using this term and the related price.

If Optimize is set to Never, then this field is 
informational only.
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Click on the field Period Code

Specifies the period code that is applicable to the 
rental term. This field is mandatory.

Click on the field Invoicing Period Code

Specifies the invoicing period code that is applicable 
to the rental term.

This field is automatically populated with the same 
Rental Period as selected in the Period Code field and 
can be overridden to specify a different Rental Period 
to be used for when the invoicing is to occur.

For example, for when the Period Code is setup with 
a Rental Period of Day, which defines the rental 
period length, however, your organization want to 
invoice the rental contract on a weekly basis, then the 
Rental Period of Week is to be selected in the 
Invoicing Period Code field.
Click on the field Early Billing Date Formula

This field is used to specify a date formula for the 
number of days in advance of the Billing Date that the 
invoice can be generated.

Click on the field Rental Date Time Tracking

Specifies whether rentals will be tracked using date 
only or date and time.

There are 2 options available for this field.

Track Date Only:
Specifies that rentals are based on dates on rent only. 
The time of the rental on the date the unit is rented 
out and the time the rental unit is returned is not 
relevant to the rental.

When the option Track Date Only is selected, then the 
Rental Start Time will default to 12:00:00 AM and the 
Rental Return Time will default to 11:59:59 PM. Thus 
the rental and return can be at any time during the 
day the rental commences and the rental ends.
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Tracking Date and Time:
Specifies that time is a factor in renting and returning 
the rental units. 

When the option Track Date and Time is selected, 
then the Rental Start Time will default to the time at 
which the quote or contract is created. The Rental 
Return Time will be calculated from the Rental Start 
Time based on the Period Code selected. The Rental 
Return Time is to be entered when the units are 
returned to ensure that the customer is billed up to the 
time the units are returned.
Click on the field Linked Term

Specifies a rental term code that pricing will 
automatically move to when the return date of the 
rental exceeds the period code specified on the rental 
term plus time.

This field is to be populated only when setting up 
Hybrid Hourly pricing schemas.

Click on the toggle field Summarize Rental Lines
Specifies whether a term with a Period Code of Day, 
will have the Rental Amount Lines summarized for the 
date range on the Rental Line.

The ability to activate the Summarize Rental Lines field is restricted to a term that has a Period Code of Day, 
and does not have a Link Term or any of the Alt term code fields populated. 

NOTE:
There are 2 additional fields, Enforce End of Month Billing and Enforce First of Month Billing, which are only 
displayed when specific settings are configured. 
These fields are used for the Billing Cycle Types feature, which can be reviewed in Processing Rentals, Rental 
Contracts Using Billing Cycle Types.

2.6.2. How to Set Up Rental Terms for Billing at the Start of a 
Contract

2.6.2.1. Overview
This rental term set up is to be used when the customer is to be invoiced for the entire length of the rental at the 
start of the rental contract.

With this invoicing strategy the rental will be based on the rental period and the invoicing period being the 
same.

This term is also based on tracking by date only. This means that time is not used in the pricing calculation for 
determining what the customer will be billed.
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If the Rental Return Date entered on the Rental Line exceeds a single rental period, the customer will be 
invoiced for an additional full rental period or periods based on the actual return date entered.

2.6.2.2. Steps to Setup a Monthly Rental Term for Billing at the Start 
of a Rental Contract

Profile - Business Manager
The example provided demonstrates the steps to 
setup a monthly rental term.
Click on the navigation menu item Rental Terms

Click on the navigation menu item New

Click on the field Code, (Blank)

Enter the text MONTH-START.
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Click on the field Description, (Blank)

Enter the text Monthly Rental for Billing at Start of 
Contract.

Click on the field Invoice Type

The Invoicing Type field defaults to START which is 
the invoicing type needed for this rental term.

Click on the field Period Code, (Blank)
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Click on Code = MONTH, Description = Month

Click on the field Invoicing Period Code, (MONTH)

Note that the Period Code selected automatically 
defaults to the Invoicing Period Code field.

Click on the field Rental Date Time Tracking

The default setting is Track Date Only, which this term 
is for.

Click on the back button

2.6.3. How to Set Up Rental Terms for Billing at the End of a 
Contract

2.6.3.1. Overview
This rental term set up is to be used when the 
customer is to be invoiced for the entire length of the 
rental at the end of the rental contract.

With this invoicing strategy, the rental will be based on 
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the rental period and the invoicing period being the 
same.
This term is also based on tracking by date only. This means that time is not used in the pricing calculation for 
determining what the customer will be billed.

If the Rental Return Date entered on the Rental Line exceeds a single rental period, the customer will be 
invoiced for an additional full rental period or periods based on the actual return date entered.

The example provided in the steps is for a monthly rental term.

2.6.3.2. How to Setup a Monthly Term for Billing at the End of a 
Rental Contract

Profile - Business Manager
Click on the navigation menu item Rental Terms

Click on the link New

Click on the field Code, (Blank)
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Enter the text MONTH-END.

Click on the field Description, (Blank)

Enter the text Monthly Rental for Billing at End of 
Contract.

Click on the field Invoice Type
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Click on the item End in the list

Click on the field Period Code, (Blank)

Click on Code = MONTH, Description = Month

Click on the field Invoicing Period Code, (MONTH)

Note that the Period Code selected automatically 
defaults to the Invoicing Period Code field.
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Click on the field Rental Date Time Tracking

The default setting is Track Date Only, which this term 
is for.

Click on the back button

2.6.4. How to Set Up Rental Terms for Periodic Billing in 
Advance

2.6.4.1. Overview
This rental term set up is to be used when the 
customer is to be invoiced the rental charges at the 
beginning of each rental period.

With this invoicing strategy the rental will be based on 
the rental period and the invoicing period being the 
same.

This term is also based on tracking by date only. This 
means that time is not used in the pricing calculation 
for determining what the customer will be billed.

If the Rental Return Date entered on the Rental Line 
exceeds a single rental period, the customer will be 
invoiced for an additional full rental period based on 
the actual return date entered.

The example provided in the steps is for a monthly 
rental term for billing the customer at the beginning of 
each rental period.

2.6.4.2. Steps to Set Up a Monthly Rental Term for Periodic Billing in 
Advance

Profile - Business Manager
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Click on the navigation menu item Rental Terms

Click on the link New

Click on the field Code

Enter the text Month-PStart.
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Click on the field Description

Enter the text Monthly Rental - Per. Billing in 
Advance.

Click on the field Invoice Type

Click on the item Periodic Start in the list
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Click on the lookup button Period Code

Click on Code = MONTH, Description = Month

Click on the back button

2.6.5. How to Set Up Rental Terms for Periodic Billing in 
Arrears

2.6.5.1. Overview
This rental term set up is to be used when the 
customer is to be invoiced the rental charges at the 
end of each rental period.

With this invoicing strategy the rental will be based on 
the rental period and the invoicing period being the 
same.

This term is also based on tracking by date only. This 
means that time is not used in the pricing calculation 
for determining what the customer will be billed.

If the Rental Return Date entered on the Rental Line 
exceeds a single rental period, the customer will be 
invoiced for an additional full rental period based on 
the actual return date entered.
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The example provided in the steps is for a monthly 
rental term for billing the customer at the end of each 
rental period and on return, if applicable.

2.6.5.2. Steps to Set Up a Monthly Rental Term for Periodic Billing in 
Arrears

Profile - Business Manager
Click on the navigation menu item Rental Terms

Click on the link New

Click on the field Code

Enter the text MONTH-PEND.
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Click on the field Description

Enter the text Monthly Rental - Per. Billing in 
Arrears.

Click on the field Invoice Type

Click on the item Periodic End in the list
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Click on the lookup button Period Code

Click on Code = MONTH, Description = Month

Click on the back button

2.6.6. How to Set Up Rental Terms for Optimization for Partial 
Periods

2.6.6.1. Overview
Optimization provides flexible pricing. The pricing 
calculation selects rental prices that total the lowest 
rental amount – a best price practice. This best price 
calculation is used when the rental length is either 
shorter or exceeds the rental period assigned to the 
rental term entered on the rental quote or contract.
For example, if the rental was for 1 month and 10 days, the pricing calculates the best price based on billing for 
1 month, 1 week and 3 days. 

The pricing first calculates the price based on billing for 1 month, 1 week and 3 days. This price is then 
compared to what a billing might be if, 2 months was billed, 6 weeks was billed or 40 (41 days if the month has 
31 days) were billed and determines which is the lowest price. The lowest price will the price which the 
customer will be billed.

This pricing calculation uses the Rental Term and the Alternative Rental Terms, which are either set up on the 
rental units in the rental prices or entered directly on the rental line.
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Setup for optimization requires the setup of the optimized rental terms to be used in the calculation with the 
Optimize field set to All Periods.

When the rental terms are setup on the rental unit - rental prices, the rental terms and prices will default to the 
rental line of a quote or contract, when any one of the rental terms is entered on the rental line.

In the example above, the setup of rental prices on the rental unit would be for daily, weekly, and monthly 
rentals. Each of these rental terms would have the other terms assigned in the Rental Terms Code Alt1 and 
Rental Terms Code Alt2 fields. 

There are two options available on the Optimize field:
 Never: No pricing flexibility will occur.
 All Periods: Enables you to optimize throughout 

the rental. This means the best price will be 
calculated based on the Rental Term and the 
Alternative Rental Term Codes and prices either 
on the rental unit – price cards or the rental line. 
The rental terms on the rental lines will take 
precedence over the rental prices on the rental 
unit.

The first step is to setup the optimized rental terms to 
be used in the calculation with the Optimize field set 
to All Periods. 
The invoicing type selected when setting up the rental 
terms can be End, Start, Periodic Start or Periodic 
End. All of the optimized terms must have the same 
invoicing type and the same setting in the Rental Date 
Time Tracking field.

The second step is to add the rental terms to the 
Rental Terms Code Alt1 and Rental Terms Code Alt2 
fields in the order in which you would want them 
displayed on the rental line.
The following steps are for the invoicing type of End, 
which means the billing will occur at the end of the 
rental contract. In addition the rental terms set up are 
based on tracking date only.

2.6.6.2. How to Setup a Monthly Term to Optimize Partial Periods
Profile - Business Manager
Click on the navigation menu item Rental Terms
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Click on the link New

Click on the field Code

Enter the text Month-End-Opt.

Click on the field Description
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Enter the text Monthly Rental for Optimized End 
Billing.

Click on the field Invoice Type

Click on the item End in the list

Click on the field Optimize
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Click on the item All Periods in the list

Click on the lookup button Period Code

Click on Code = MONTH, Description = Month

Click on the field Invoicing Period Code

The Invoicing Period Code defaulted from the Period 
Code as Month is the planned setting.
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Click on the field Rental Date Time Tracking

The default of Track Date Only is the planned setting 
for this example.

Click on the back button

2.6.6.3. How to Setup a Weekly Term to Optimize Partial Periods
Click on the link New

Click on the field Code
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Enter the text Week-End-Opt.

Click on the field Description

Enter the text Weekly Rental for Optimized End 
Billing.

Click on the field Invoice Type
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Click on the item End in the list

Click on the field Optimize

Click on the item All Periods in the list

Click on the lookup button Period Code
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Click on Code = WEEK, Description = Week

Click on the field Invoicing Period Code

The Invoicing Period Code defaulted from the Period 
Code as Week is the planned setting.

Click on the field Rental Date Time Tracking

The default of Track Date Only is the planned setting 
for this example.

Click on the back button
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2.6.6.4. How to Setup a Daily Term to Optimize for Partial Periods
Click on the link New

Click on the field Code

Enter the text Day-End-Opt.

Click on the field Description



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 175/2540

ODT Rentals Online Help 5/15/2024 175/2540

Enter the text Daily Rental for Optimized End 
Billing.

Click on the field Invoice Type

Click on the item End in the list

Click on the field Optimize
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Click on the item All Periods in the list

Click on the lookup button Period Code

Click on Code = DAY, Description = Day

Click on the field Invoicing Period Code

The Invoicing Period Code defaulted from the Period 
Code as Day is the planned setting.
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Click on the field Rental Date Time Tracking

The default of Track Date Only is the planned setting 
for this example.

Click on the back button

2.6.6.5. How to Setup Alternative Terms on Optimized Rental Terms
Click on the link in cell Code with the value DAY-
END-OPT

Click on the lookup button Rental Terms Code Alt1
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Click on Code = WEEK-END-OPT, Description = 
Weekly Rental for Optimized End Billing

Click on the field Rental Terms Code Alt2, (Blank)

Click on the link in cell Code with the value MONTH-
END-OPT

Click on the back button
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Click on the link in cell Code with the value WEEK-
END-OPT

Click on the lookup button Rental Terms Code Alt1

Click on Code = DAY-END-OPT, Description = Daily 
Rental for Optimized End Billing

Click on the lookup button Rental Terms Code Alt2
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Click on Code = MONTH-END-OPT, Description = 
Monthly Rental for Optimized End Billing

Click on the back button

Click on the link in cell Code with the value MONTH-
END-OPT

Click on the lookup button Rental Terms Code Alt1
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Click on Code = DAY-END-OPT, Description = Daily 
Rental for Optimized End Billing

Click on the lookup button Rental Terms Code Alt2

Click on Code = WEEK-END-OPT, Description = 
Weekly Rental for Optimized End Billing

Click on the back button

2.6.7. How to Set Up Terms for Proration for Partial Periods

2.6.7.1. Overview
When used, the customer receives a reduced price 
rate, if they opts for a longer or shorter rental duration 
that the period assigned to the rental term.

The Prorate field is a conditional application.
The bullets below explain your options available on this field:
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 Never: This value prevents any prorating from occurring. For example, if a customer rents a unit for 2-
weeks but returns it after 8-days, the customer is still charged for 2 weeks

 All Periods:  This enables you to prorate at any time during the rental. For example, if a customer rents a 
unit for 2-weeks, but returns it after 8-days. The customer will charged for 1 week plus one seventh of a 
week, instead of one week plus one day, which would likely be more expensive.

The Prorate option can be used with any of the four Invoicing Types of End, Start, Periodic End or Periodic 
Start.

The example provided next is for a monthly rental term, where invoicing is a single invoice at the end of the 
contract.

2.6.7.2. How to Set Up a Monthly Term to Prorate Partial Periods
Profile - Business Manager
Click on the navigation menu item Rental Terms

Click on the link New

Click on the field Code, (Blank)
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Enter the text Month-End Prorate.

Click on the field Description, (Blank)

Enter the text Monthly Rental for Prorated End 
Billing.

Click on the field Invoice Type
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Click on the item End in the list

Click on the field Prorate

Click on the item All Periods in the list

Click on the field Period Code, (Blank)
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Click on Code = MONTH, Description = Month

Click on the field Invoicing Period Code, (MONTH)

Note that the Period Code selected automatically 
defaults to the Invoicing Period Code field.

Click on the field Rental Date Time Tracking

The default setting is Track Date Only, which this term 
is for.

Click on the back button

2.6.8. How to Set Up Rental Terms for Hybrid Hourly End Billing

2.6.8.1. Overview
This invoicing strategy provides the capability to link 
rental terms to another term, enabling a cascading of 
terms until a Rental Term is reached that the contract 
duration falls within, or reaches a rental term that 
does not have a linked Rental Term specified.
For example, a company could offer 2 hour, 4 hour, and 8 hour fixed rentals as well as the normal 



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 186/2540

ODT Rentals Online Help 5/15/2024 186/2540

day/week/month optimized rental terms.

If the customer took out the unit for 2 hours and returned it after 3 hours, the rental will automatically move up 
to a 4 hour rental term and price.  The same for the relationship between 4 hours and 8 hours.

If the equipment was out for more than 8 hours, the rental will flip to a day rental with the ability to be combined 
with a related weekly and monthly optimized terms.

When this last action was determined to be applicable, the rental amount lines gets recalculated and the rental 
invoicing proceeds as it currently does in the system for optimized rental terms.

2.6.8.2. Required Setups for Hybrid Hourly Billing
Rental Periods:

Rental Periods for the hourly rentals of 2, 4 and 8 
hours using the Period Duration.
For information on setting up rental terms based on 
Period Duration, please see, How to Set Up Rental 
Periods Based on Period Duration.
Rental Terms:

• 2 HR END:  This rental term is for a 2 hour rental with billing at the end of the contract.
• 4 HR END:  This rental term is for a 4 hour rental with billing at the end of the contract.
• 8 HR END:  This rental term is for an 8 hour rental with billing at the end of the contract.

• DAY-END-OPT-TIME:  This rental term is for use when the rental exceeds 8 hours, and will be a part of the 
optimization price calculation. This term is based on Tracking Date and Time.
• WEEK-END-OPT-TIME:  This rental term is for use in the optimization calculation, and is based on Tracking 
Date and Time.
• MONTH-END-OPT-TIME:  This rental term is for use in the optimization calculation, and is based on Tracking 
Date and Time.

2.6.8.3. How to Set Up Hybrid Hourly Rental Terms
The first step is to setup the hourly rental terms and optimized rental terms with the field, Rental Date-Time 
Tracking, set to Track Date and Time.

The second step is to add the linked rental terms on the hourly rental terms to enable the automatic movement 
to the next rental term when the rental duration is exceeded on the rental term.

The following steps covers only the setup of the Hourly Rental Terms for 2 hours, 4 hours and 8 hours.

The setup of the optimized rental terms will not be covered here. The optimized rental terms need to be setup 
prior to setting up the hourly rental terms.

For an example on how to setup the optimized rental terms, please review the help document called, How to 
Set Up Rental Terms for Optimization for Partial Periods.

The one difference when setting up optimized rental terms for Hybrid Hourly is that the Rental Date Time 
Tracking field must be set to Track Date and Time.
This is mandatory for Hybrid Hourly linking.

Profile - Business Manager
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Click on the navigation menu item Rental Terms

Click on the link New

Click on the field Code

Enter the text 2 HR.
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Click on the field Description

Enter the text 2 Hour Rental - End Billing.

Click on the field Invoice Type

Click on the item End in the list
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Click on the lookup button Period Code

Click on Code = 2HR, Description = 2 Hours

Click on the field Invoicing Period Code

IMPORTANT
When setting up Rental Terms which have a Period 
Code based on Period Duration, the Invoicing Period 
Code must be blank.

Click on the field Rental Date Time Tracking

NOTE
When a Period Code which is based on Period 
Duration is selected, the Rental Date Time Tracking 
field is automatically set to Tracking Date and Time.
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Click on the action New

Click on the field Code

Enter the text 4 hr.

Click on the field Description
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Enter the text 4 Hour Rental - End Billing.

Click on the field Invoice Type

Click on the item End in the list

Click on the lookup button Period Code
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Click on Code = 4HR, Description = 4 Hours

Click on the action New

Click on the field Code

Enter the text 8 hr.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 193/2540

ODT Rentals Online Help 5/15/2024 193/2540

Click on the field Description

Enter the text 8 Hour Rental - End Billing.

Click on the field Invoice Type

Click on the item End in the list
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Click on the lookup button Period Code

Click on Code = 8HR, Description = 8 Hours

Click on the back button

2.6.8.4. How to Link Hybrid Hourly Rental Terms
The following demonstrates the linking of the rental 
terms, which enables the cascading of rental terms.
The steps commence from the Rental Period list.
Click on the link in cell Code with the value 2 HR
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Click on the lookup button Linked Term

Click on Code = 4 HR, Description = 4 Hour Rental 
- End Billing

Click on the back button

Click on the link in cell Code with the value 4 HR
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Click on the lookup button Linked Term

Click on Code = 8 HR, Description = 8 Hour Rental 
- End Billing

Click on the back button

Click on the link in cell Code with the value 8 HR
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Click on the lookup button Linked Term

Click on Code = DAY-END-OPT-TIME, Description 
= Daily Rental for Optimized End Billing - Time

Click on the back button

2.6.9. How to Set Up Rental Terms with a Different Invoicing 
Period

2.6.9.1. Overview
Rentals provides the ability to invoice rentals on a 
different period basis from the rental pricing period.

For example, for when the Period Code on the Rental 
Term is configured with a Rental Period of Day, which 
defines the rental period length and is how the pricing 
will be charged to the customer.

However, your organization wants to invoice the rental 
contract on a weekly basis.

To accomplish this, the Invoicing Period Code field 
must have the Rental Period of Week selected on the 
Rental Term card.

2.6.9.2. Steps to Set Up a Daily Rental Term for Periodic Billing 
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Weekly
The following demonstrates the setup required for the 
example noted in the Overview chapter.
Click on the navigation menu item Rental Terms

Click on the link New

Enter the text Day-Week-PEND.

Click on the field Description
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Enter the text Daily Rental - Per. End Billing 
Weekly.

Click on the field Invoice Type

Click on the item Periodic End in the list

Click on the lookup button Period Code
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Click on Code = DAY, Description = Day

Click on the lookup button Invoicing Period Code

Click on Code = WEEK, Description = Week

Click on the back button

2.6.10. How to Set Up Rental Terms for Early Billing

2.6.10.1. Overview
ODT Rentals provides the ability to configure rental 
terms with an early billing date formula, which enables 
the ability to create invoices early, from both the 
Rental Contract and from the Rental Invoicing 
Worksheet.
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On the Rental Term card the field, Early Billing Date 
Formula, is used to specify the number of days prior 
to the Billing Date that the invoice is to be available to 
be generated.

For example, if the invoice is to be able to be 
generated 5 days prior to the Billing Date in the Rental 
Amount Lines, then enter 5D in the Early Billing Date 
Formula field on the rental term card.

2.6.10.2. How to Set Up a Rental Term for Early Billing
The following example demonstrates the setup of a 
periodic end monthly rental term, with the Early Billing 
Date Formula set to 5D so the invoices can be 
generated 5 days early.

The rental term will be based on Tracking Date Only.
Click on the navigation menu item Rental Terms

Click on the link New

Click on the field Code
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Enter the text Month-pend early.

Click on the field Description

Enter the text Monthly Rental - Early Per. Billing in 
Arrears.

Click on the field Invoice Type
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Click on the item Periodic End in the list

Click on the lookup button Period Code

Click on Code = MONTH, Description = Month

Click on the field Early Billing Date Formula
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Enter the text 5D.

Click on the back button

The following example demonstrates the setup of a 
periodic start monthly rental term, with the Early 
Billing Date Formula set to 5D so the invoices can be 
generated 5 days early.

The rental term will be based on Tracking Date Only.
IMPORTANT

With Rental Term having an invoicing type of Start or 
Periodic Start, the Posting Date either on the contract 
or Rental Invoicing Worksheet must be equal to, or 
earlier than the posted shipment date for the posting 
of the first invoice.
Click on the link New
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Click on the field Code

Enter the text Month-pstart early.

Click on the field Description

Enter the text Monthly Rental - Early Per. Billing in 
Advance.
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Click on the field Invoice Type

Click on the item Periodic Start in the list

Click on the lookup button Period Code

Click on Code = MONTH, Description = Month
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Click on the field Early Billing Date Formula

Enter the text 5D.

Click on the back button

2.6.11. How to Set Up Daily Rental Terms to Summarize Rental 
Amount Lines

2.6.11.1. Overview
When organizations are renting product and billing using a daily rate on a contract which has a longer duration, 
the field, Summarize Rental Lines, on the Rental Term card, when activated will summarize the Rental Amount 
Lines into a single line for ease of review.

The Rental Amount Line, Starting Date-Time and Ending Date-Time, will in essence be based on the Rental 
Start Date and Rental Return Date.
The Rental Start Date and Rental Return Date automatically populate the Rental Billing Start Date-Time and 
Rental Ending Date-Time, which in turn, will automatically populate the Rental Amount Line, Starting Date-Time 
and Ending Date-Time on the summarized line.

When the day term is Periodic End or Periodic Start and invoicing for only a portion of the contract the Rental 
Amount Line will be split to display the invoiced dates as one line and the remaining dates not invoiced as a 
second line.

NOTE:
The ability to enable the Summarize Rental Lines field is restricted to a term that has a Period Code of Day, 
and does not have a Link Term specified, or any of the Alt term code fields populated on the term card.
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Once the Rental Term has been setup, then the Rental Price cards on the applicable rental groups, units or 
rental packages can be setup.

Should an organization chose not to setup Rental Price cards, then when the Rental Term is entered on a 
Rental Line for a rental group, unit or rental package, the Rental Unit Price field will require the entry of the daily 
rate.

2.6.11.2. How to Set Up Daily Rental Terms to Summarize Rental 
Amount Lines

The following example demonstrates the setting up of a daily Rental Term for summarizing the Rental Amount 
Lines.

Click on the navigation menu item Rental Terms

Click on the navigation menu item New

Click on the field Code
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Enter the text Daily-Pend.

Click on the field Description

Enter the text Daily Rental - Per. Billing in Arrears 
Summarized.

Click on the field Invoice Type
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Click on the item Periodic End in the list

Click on the field Period Code

Click on the link in cell Code with the value DAY

NOTE: 
The Period Code selected must be a Day period, 
otherwise the Summarize Rental Lines field will not be 
able to be activated.

Click on the toggle field Summarize Rental Lines

Clicking on the Summarize Rental Lines field, will 
activate the feature.
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Click on the back button

2.7. Setup User Defined Billing Terms
2.7.1. User Defined Billing Terms Overview

2.7.1.1. Overview
The User Defined Billing Term provides organizations with the ability to build template billing schedules to meet 
their billing requirements.

On the User Defined Billing Term, multiple billing schedule records can be created with each record being for a 
specific number of days, for various billing methods, rental terms and specify whether pricing is to be used from 
rental price cards or not.

The following picture is an example of the User Defined Billing Term Lines where there is an initial billing record 
and multiple subsequent billing records.

The User Defined Billing term can be setup as the Default Rental Term on a Customer, a Rental Group or 
Rental Unit.
When the term defaults to or is entered on the header of a quote or contract in the Rental Term field, then the 
User Defined Billing Term, Billing Schedule lines can be viewed from the document main menu, Quote or 
Contract as applicable.

When a User Defined Term is selected on a rental line for a group or unit, then from the Line menu option, the 
Billing Schedule lines can be viewed and edited.
When on a rental line the selected Rental Term is a User Defined Billing Term, then the Rental Unit Prices are 
not displayed on the Rental Lines.

When the pricing is not to be used from price cards, then the Rental Rates are to be entered on the Billing 
Schedule lines.
 
The Rental Amount lines, which are used for billing, will be generated based on the Billing Schedule lines.

The following picture displays the Billing Schedule from the Rental Line on a contract with the above User 
Defined Billing Term after the entry of a Rental Rate on each line
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On the Rental Contract, Rental Line, the Rental Billing Start Date is April 11, 2022.

In the example, the prices vary depending on the From Date and To Dates, which are calculated from the Day 
From and Day To on the User Defined Billing Term Lines in relation to the Rental Billing Start Date on the 
Rental Line.

If an invoice was processed on May 31, 2022, the invoice would include the following amounts excluding tax:
 April 11 to April 15, 2022 the fixed fee rate @ 150.00
 April 16 to May 11, 2022 (20 days) @ 25.00 per day = 500.00
 May 12 to May 31, 2022 (20 days) @ 20.00 per day = 400.00

 
The subtotal on the invoice would be 1,050.00.

NOTE:
Fixed Fee charge terms have the field, Rental Date Time Tracking automatically set to Tracking Date and Time 
as the Period Code must be based on Period Duration which tracks the rental based on date and time 
When used on User Defined Billing Terms the Fixed Fee terms in the lines are treated as if the Rental Date 
Time Tracking was set to Tracking Date Only.

Rental Features which can be used in conjunction with User Defined Billing Terms
 Bill Until Date
 Rental Invoicing Worksheet
 Rental Line Discounts
 Rental Swap and Rental Exchange
 Partial Shipments and Partial Returns
 Undo Shipment
 Undo Return

 Roll up Pricing Rental Packages
 Corrective Rental Credit Memo
 Auto Credit Memo
 Copy Document
 Blank Quantity to Rent
 Advanced Proforma
 Integration to Jobs
 Visual Availability Calendars

Rental Features which currently cannot be used in conjunction with User Defined Billing Terms
 Optimized Rental Terms cannot be specified on the term or billing schedule lines
 The Billing Cycle Date feature
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 The Rental Calendar feature for specifying days as Non-Billable or Standby Charges
 Price Allocation Rental Packages
 Default Blank Return Date, or clear the Return Date on the line

 Metered Usage Billing. When a Rental Term specified on the User Defined Billing Term - Lines has 
Metered Usage enabled, the metered usage is recorded as an adjustment. The Billing of Metered usage 
when Use Pricing From Setup is flagged is not currently included in the User Defined Billing Term feature.

 Periodic Usage
 Transfer Contract does not allow the transfer of rental lines having a User Defined Billing Term.

2.7.2. Overview of the User Defined Billing Term Menus and 
Fields

The following picture displays the User Defined Billing Term list in display mode.

User Defined Billing Terms and Billing Schedule lines can be created or edited from the list.

2.7.2.1. Overview of the General Tab Menu Options
The following provides information on the menu options on the User Defined Billing Term list.

New: For creating a new User Defined Billing Term which opens the page in a new window.
Delete: For deleting the selected term and related billing schedule lines.

Edit List: Opens the list in edit mode so that modifications can be made to the lines, if required.
 
View Change Log Entries: This menu option is only displayed if the Change Log Setup has been configured 
for the Rental Term table. When selected only the change log entries related to the selected User Defined 
Billing Term - General tab will be displayed.

2.7.2.2. Overview of the General Tab Fields
The General tab, consists of  the Code and Description fields from the base Rental Term card. Enter a Code for 
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the term and a brief description indicative of what the term is.

The field, Set as Billing Schedule, is automatically checked when the term is created, and indicates that the 
term is a User Defined Billing Term with Billing Schedule lines. This field cannot be modified.

NOTE: 
The other fields on a base Rental Term Card are not used on the User Defined Billing Term.

2.7.2.3. Overview of the Lines Menu Options
The Lines is a sub-form linked to the User Defined Billing Term where the Billing Schedule template lines are 
configured specifying how the billing is to occur.
 
The Lines – Manage Menu options include:
 New Line
 Delete Line
 View Change Log Entries: This menu option is only displayed if the Change Log Setup has been 

configured for the User Defined Rental Term Line table.

2.7.2.4. Overview of the Line Fields
The following describes the purpose and use of the User Defined Billing Term, Line fields which are displayed 
by default.
 Day From and Day To: Depending on the Billing Method selected these fields are where either date 

formulas are entered specifying the day count from the Rental Billing Start Date, or date formulas such as 
CM (Current Month) in the Day To field.

NOTE:
For the Rental Billing Start Date to be billed, the first billing schedule line Day From must be set to 0D.
On the subsequent lines, when entering date formulas specifying the day count it is mandatory that the Day 
From date formula be continuous from the previous line Day To date formula.

For example, if the first billing schedule line is to be for billing 5 days and the Day From is set to 0D, then the 
date formula in the Day To field would be 4D.
 
On each subsequent line being created the Day From date formula must be continuous from the previous 
line's, Day To date formula.

For example, if the first line has a 4D in the Day To field, then on the next line the Day From date formula must 
be 5D.
The suggested Day To date formula to use to specify an indefinite date is 9999D.

Billing Method: The Billing Method options can specify when the billing is to occur and/or how the billing is to 
occur.
The Billing Method options include Initial Billing, Fixed, Duration Based, Run on and Final Billing.

The following describes the purpose and use of the Billing Methods.

Initial Billing: This method option, as it indicates is for specifying the initial billing and thus can only be used on 
the first line and can only be used once in the Lines. 
Rental terms that may be used with this option include a fixed fee/flat rate term, a daily rate term or a term with 
Prorate enabled.

Fixed: Specifies that the Rental Rates for the Rental Term is set for the number of days specified by the Day 
From and Day To on each of the lines. The Fixed option is normally used when the Rental Rate declines, the 
longer the rental is. 
The Fixed Billing Method would be set on multiple lines for specific number of days with for the same Rental 
Term, but declining Rental Rates.

Duration Based: This option is used when the rental rate to be charged is based on the number of days the 



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 215/2540

ODT Rentals Online Help 5/15/2024 215/2540

customer will have the units. 
Multiple lines with continuous ranges of Day From and Day To are configured. All lines with the Billing Method 
of Duration Based must have the same rental term. The Rental Rates are specified on the Rental Line, Billing 
Schedule.

Run On: The option is used for specifying that the periodic billing is to be continually processed using the rental 
term specified.
This method is normally used after the first line when it has the Billing Method of Initial Billing.

Final Billing: This Billing Method option can only be setup on the Rental Lines, Billing Schedule when the 
actual Rental Return or Rental Billing End Date is confirmed.
The From Date, To Date, Billing Method of Final Billing, Rental Term are to be configured, and if applicable, 
Use Pricing Setup enabled.

NOTE:
The population of the Day From and Day To fields are to be populated when the Billing Method selected is 
Initial Billing, Fixed, Duration Based or Final Billing.
When the Billing Method is Run On, the Day From and Day To fields do not require population on the User 
Defined Billing Term Lines.

Rental Terms Code: The Rental Term is to be selected that is to be used when processing the billing schedule 
line.
 NOTE: Optimized Rental Terms cannot be used on User Defined Billing Term Lines. 
 Rental Period Code: Displays the Rental Period Code that is on the selected Rental Term card.

 Invoicing Period Code: Displays the Invoicing Period Code that is on the selected Rental Term card, 
except for Fixed Fee charge terms where this field is not used. 

 Prorate: Displays whether the Rental Term selected has the Prorate field configured for proration.

 Fixed: Displays whether the Rental Term is a fixed fee/flat fee term.
 Use Pricing From Setup: When checked the rental price for the term will be used from the Rental Price 

card setup on the rental group or unit.

The Lines change dynamically to display the lines related to the Code line selected.

An additional field, Code, is available to add to the Lines, which displays the User Defined Billing Term Code 
the line is related to.

NOTES: 
When the User Defined Billing Term is entered on a Rental Line, then on the Line - Billing Schedule, the Day 
From and Day To fields dynamically change to From Date and To Date. 
The fields display as dates in relation to the date formulas in the User Defined Billing Term Lines, and the 
number of days from the Rental Billing Start Date on the rental line.

2.7.3. How to Setup User Defined Billing Terms

2.7.3.1. User Defined Billing Term Setup Overview
When the field, Use Pricing From Setup, is checked on a line, then the rental unit price will be used from the 
Rental Price card setup on the group or unit for the Rental Term on the lines. If there is not a Rental Price card 
setup for the term, then the unit price will be 0.00 on the Rental Amount Lines.

When the field, Use Pricing From Setup, is not checked, then on the Rental Line, Billing Schedule the Rental 
Rates must be entered on the lines prior to invoicing.
 
NOTE:
On the Rental Line, Billing Schedules the lines and settings on the lines can be modified.
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When an Initial Billing or Final Billing record is included in the Lines, the Rental Term, Invoicing Type on those 
records need to be in line with the Rental Term, Invoicing Type on the Fixed, Duration or Run On records.

For example:
 If the Rental Term on the records with the Billing Method of Fixed, Duration or Run On have an Invoicing 

Type of Periodic End, then the Rental Term on the Initial Billing or Final Billing records are to have an 
Invoicing Type of End or Periodic End. 

 If the Rental Term on the Fixed, Duration or Run On records have an Invoicing Type of Periodic Start, then 
the Rental Term on the Initial Billing or Final Billing records are to have an Invoicing Type of Start or 
Periodic Start.

Fixed Fee charge (flat fee) Rental Terms must have an Invoicing Type of End or Start.
 When a Fixed Fee Rental Term is setup on the User Defined Billing Term lines, then the term will be 

treated as if the Rental Date Time Tracking field was set to Track Date Only rather than Track Date and 
Time.

 If subsequent lines have Rental Terms with an Invoicing Type of Periodic End, then the Fixed Fee Rental 
Term are to have an Invoicing Type of End.

 If subsequent lines have Rental Terms with an Invoicing Type of Periodic Start, then the Fixed Fee Rental 
Term are to have an Invoicing Type of Start.

2.7.3.2. How to Setup a User Defined Term with the Fixed Billing 
Method

The following demonstrates the setup of a User Defined Billing Term with a Billing Method of Fixed and a Daily 
Rental Term.

A Billing Method of Fixed is used as the rental rate to be used for invoicing will vary for each Day From and Day 
To range.

In this example, the rental prices will differ according to the following breakdown of the number of days. The 
Rental Rates will be specified on the Rental Line, Billing Schedule of a quote or contract.
 the first 4 days
 the next 21 days
 the next 50 days
 all days from 51 and greater

Click on the navigation menu item popup Rentals
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Click on the navigation menu item New

Click on the cell Code

Enter the text variable daily rate.

Click on the cell Description
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Enter the text Variable Daily Rate.

Click on the cell Day From

Enter the text 0d.

Click on the cell Day To
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Enter the text 3d.

Click on the cell Billing Method

Click on the item Fixed in the list

Click on the cell Rental Terms Code
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Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value DAILY-
PEND

Click on the cell Day From

Enter the text 4d.
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Click on the cell Day To

Enter the text 24d.

Click on the cell Billing Method

Click on the item Fixed in the list
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Click on the cell Rental Terms Code

Click on the link in cell Code with the value DAILY-
PEND

Click on the cell Day From

Enter the text 25d.
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Click on the cell Day To

Enter the text 74d.

Click on the cell Billing Method

Click on the item Fixed in the list
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Click on the cell Rental Terms Code

Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value DAILY-
PEND

Click on the cell Day From
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Enter the text 75d.

Click on the cell Day To

Enter the text 9999d.

2.7.3.3. Examples of User Defined Billing Terms and Related Billing 
Schedule

The following are some examples of User Defined Billing Term Lines setups, how the rental line Billing 
Schedules are displayed, and an example of how invoicing would use the schedules.

2.7.3.3.1. Fixed Billing Method with Variable Daily Rental Rates
The following picture displays an example of the setup of the User Defined Billing Term, Lines with a Billing 
Method of Fixed with a Daily Rental Term.
The price to be used will vary for each Day From and Day To range and be specified on the Rental Line, Billing 
Schedule
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The following picture displays the Rental Line - Billing Schedule after the entry of the Rental Rates.

When the Billing Method is Fixed, then variable daily rental rates means that the Rental Rate specified on the 
Billing Schedule lines will vary and be used for each of the specified date ranges.

If the customer needs to be invoiced for 10 days, then the invoice will contain:
 1 detailed line for 4 days. Apr 11, 2022 to Apr 14, 2022 with 4 @ 30.00/Day = 120.00
 1 detailed line for 6 days. Apr 15, 2022 to Apr 20, 2022 with 6 @ 25.00/Day = 150.00

2.7.3.3.2. Initial Billing and Fixed Billing Method Combination
The following picture displays an example of the setup of the User Defined Billing Term, Lines with the first 
record containing a Billing Method of Initial Billing, and subsequent lines containing the Billing Method of Fixed.
 The first record will contain a Fixed Fee Rental Term
 Subsequent lines will contain a Daily Rental Term

The following picture displays the Rental Line - Billing Schedule after the entry of the Rental Rates.
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If the customer needs to be invoiced for 30 days, then the invoice will contain:
 1 detailed line for 4 days. Apr 11, 2022 to Apr 14, 2022 with 1 @ 150.00/ Fixed Fee = 150.00
 1 detailed line for 25 days. Apr 15, 2022 to May 9, 2022 with 25 @ 25.00/ Daily Rental = 625.00
 1 detailed line for 1 day. May 10, 2022 to May 10, 2022 with 1 @ 20.00/ Daily Rental = 20.00

2.7.3.3.3. Duration Based Billing Method with Variable Daily Rates
The following picture displays an example of the setup of the User Defined Billing Term, Lines with a Billing 
Method of Duration Based with a Daily Rental Term.
The price will vary for each Day From and Day To range and be specified on the Rental Line, Billing Schedule.

The following picture displays the Rental Line - Billing Schedule after the entry of the Rental Rates.

Duration Based means that the price used when invoicing will be the rental rate based on the number of days 
the customer will have the units.
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Example 1:
The customer rental duration is 10 days, meaning the Rental Return Date and/or the Rental Billing End Date is 
April 20, 2022. 

If the customer is to be invoiced for the 10 days, then the rate used for invoicing will be 25.00 and the invoice 
will contain:
 1 detailed line for Apr 11, 2022 to Apr 20, 2022 with 10 @ 25.00/Day = 250.00

Example 2:
The customer rental duration is 30 days, meaning the Rental Return Date and/or the Rental Billing End Date is 
May 10, 2022.
 
If the customer is to be invoiced for 10 days, then the rate used for invoicing will be 20.00 and the invoice will 
contain:
 1 detailed line for Apr 11, 2022 to Apr 20, 2022 with 10 @ 20.00/Day = 200.00.

2.7.3.3.4. Initial Billing and Duration Based Billing Method 
Combination

The following picture displays an example of the setup of the User Defined Billing Term, Lines with the first 
record containing a Billing Method of Initial Billing, and subsequent lines containing the Billing Method of 
Duration Based.
 The first record will contain a Fixed Fee Rental Term
 Subsequent lines will contain a Daily Rental Term

The following picture displays the Rental Line - Billing Schedule after the entry of the Rental Rates.

When there is Initial Billing record, then when invoicing, the Initial Billing record will be invoiced first, then the 
subsequent records will be checked to determine the Rental Rate to be used for the duration of the contract 
line.
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Example 1:
If the duration of the rental is 30 days and the customer will be invoiced for 30 days, then the invoice will 
contain:
 1 detailed line for 4 days. Apr 11, 2022 to Apr 14, 2022 with 1 @ 150.00/ Fixed Fee = 150.00
 1 detailed line for 26 days. Apr 15, 2022 to May 10, 2022 with 26 @ 20.00/ Daily Rental = 520.00

Example 2:
If the duration of the rental is 90 days and the customer is to be invoiced for 30 days, then the invoice would 
contain:
 1 detailed line for 4 days. Apr 11, 2022 to Apr 14, 2022 with 1 @ 150.00/ Fixed Fee = 150.00
 1 detailed line for 26 days. Apr 15, 2022 to May 10, 2022 with 26 @ 15.00/ Daily Rental = 390.00

2.7.3.3.5. Initial Billing and Run On Billing Method Combination
The following picture displays an example of the setup of the User Defined Billing Term, Lines with the first 
record containing a Billing Method of Initial Billing, followed by a record containing the Billing Method of Run 
On.
 The first record will contain a Fixed Fee Rental Term
 The second line will contain a Prorated Monthly Rental Term with Endorse End of Monthly enabled

The Initial Billing Rental Term can be a fixed fee charge (flat fee), a daily rate, or a prorated value of the 
Monthly Rate, with the Day From and Day To fields populated.

When the Run On Billing Method is selected, then the Day From and Day To fields do not require the entry of 
the date formulas on the record, when there is only 1 Run On record.
The Rental Term on the Run On record can be any rental term, excluding optimized terms.

The rental price to be used can be entered in the Rental Rate field.
Or if there are Rental Price cards setup on the rental groups or units and the price is to be used from the price 
cards, then the Use Pricing From Setup can be checked.
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The following picture displays the Rental Line - Billing Schedule after the entry of the Rental Rates.

When there is Initial Billing record, then when invoicing, the Initial Billing record will be invoiced first, then all 
subsequent invoicing will use the rental term on the record with the Billing Method of Run On.

If the customer is to be invoiced on April 30, then the invoice will contain:
 1 detailed line for April 11,2022 to April 30, 2022 with 1 @ 200.00/ Fixed Fee = 200.00

To add a line with a Billing Method of Final Billing on the Rental Line – Billing Schedule, the To Date on the 
previous line must be modified prior to creating the new line.
The Final Billing Rental Term can be a fixed fee charge (flat fee) a daily rate, or a prorated value of the Monthly 
Rate.

The following picture displays the Rental Line, Billing Schedule after the entry of the Final Billing record and 
Rental Rate.

2.8. Setup Rental Units
2.8.1. Rental Units Overview

2.8.1.1. Overview
Rental Units are the basis of your rental business. Each Rental Unit must be set up individually, however, may 
be managed using rental unit groups. Groups can be created to help manage groups of units for rental 
purposes.

By organizing your rental units into groups means you can search for the unit by its associated group, more 
importantly, you can place multiple orders or quotes against the group as opposed to an individual unit within 
the group. For example, a customer wants a generic air compressor. You can perform your quote on the 
compressor group as opposed to selecting a specific model.
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When possible, it is more efficient to quote against the Rental Unit Group because any related unit will do. You 
can then assign the exact unit once agreement has been received from the customer or can be specified when 
the quote has been converted to a contract. Because you have many units within a group means you can 
double-book the group as you will assign a specific unit later.

To use Rental Unit Groups to their full advantage is to group like-product together. This is relevant when you 
quote rates to customers. While prices can be added directly to the rental units card this method will slows you 
down especially when quoting on the fly. Quoting prices from group level is more efficient than drilling-down to 
each unit to view its individual price rates.

Another time-save is with regular administrative upkeep such as updating price changes and adding 
promotions. From this perspective it is obviously easier to update all the price rates from one place on a group 
as opposed to updating each product in your rental fleet.

Organizing your rental units into logical groups enables you to track unit level detail from a group level. Such 
information includes pricing, pictures, documents, etc.

IMPORTANT: 
When an organization is going to link units to inventory Items, these units cannot be assigned to a rental unit 
group.

Rental Unit cards hold the information that is required to rent, price the rentals and account for the units. 
Information on the rental fields on the unit card is available by clicking on the field caption.
In addition, the rental unit card displays information related to the rental status of the rental unit and related 
group, if applicable.

For additional information on the quantity and on rent fields, please see the ODT Rental Online Help in the 
Reviewing Rentals - Rental Units Review.

Rental Units can be linked to existing Fixed Assets, Items, Resources or G/L Accounts. This link is for 
informational purposes only when linking to Resources and G/L Accounts.

When linked to a Fixed Asset, and on Rental Management Setup, the Location Mandatory and Rental FA 
Transfer Mandatory are enabled, then when Location code on the Rental Unit is changed, then the Fixed Asset, 
Rental Location will be automatically updated to the same Location and visa versa.
The Dimensions on the Rental Unit and Fixed Asset are synchronized.

For information on linking rental units, see ODT Rental Online Help, Setup Rentals, Setup Rental Units, How to 
Link a Rental Unit to a Master Record.

When linked to an Item, the unit cannot be assigned to a rental group. With linking to an item, Transfer Orders 
are created and posted when Rental Reservations are created and deleted by the system, which in turn creates 
Item Ledger Entries. This ensures that the Item Availability by Location displays accurately.

The Rentals provides the ability to copy a Rental Unit to create one or more Rental Units.

In the Copy Rental Unit request page, users have the option of selecting to use the Rental Unit No. Series or to 
use User Specified Nos. When the No. Series for the Rental Units has the Manual Nos. field checked, then the 
automatically generated numbers in the New Rental Unit No. field can be modified.

Should Serial Nos. and/or Locations be used, the user can specify these in this feature to automatically assign 
these to the units.

In addition to providing a quick and easy way to create multiple Rental Units, the Copy Rental Unit provides the 
ability to automatically create Fixed Assets and link units to the assets created.

For information on this feature, please see the ODT Rental Online Help, Setup Rentals, Setup Rental Units - 
How to Copy Rental Units and Automatically Create Fixed Assets.

In the Copy Rental Unit request page, options are provided for the copying of the Rental Category, Rental 
Attributes and Dimensions.
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The Rental Group can be renumbered using the Renumber Rental Unit Group menu option which updates the 
group card, and all assigned Rental Unit cards.
All related features and documents the group is on are updated including the linked master records, all rental 
and dispatch documents whether open or completed, and all related entries.

A Service Status can be assigned to Rental Units, should the unit need to be or be in service.

Similar to Inventory Items, Categories and Attributes can be assigned to Rental Units.

For information on this feature, see the ODT Rental Online Help, Additional Rental Processes, Rental 
Categories and Attributes.

ODT Rentals also provides the ability to attach a picture to Rental Unit groups and Rental Units.

Documents can be attached to Rental Unit groups, Rental Units and Rental Packages, which will flow thru to 
the rental transactions, when the Flow to Rental Trx field flagged.

Links and Notes can be added to Rental Unit groups, Rental Units and Rental Packages.

To learn about attaching documents, links, and notes, see the document, How to Attach Documents Links and 
Notes, in the Setup Rental Units book.

Rentals provides for the use of Dimensions on Rental Units, Rental Quotes and Rental Contracts similar to 
using Dimensions on Items, Sales Quotes and Sales Contracts.

This provides organizations flexibility in assigning Dimension Values. When Dimension Codes and Values are 
assigned to a Rental Unit Group, then the units assigned to the group will automatically be assigned the same 
codes and values.

In the processing of contracts, the Dimension Codes and Values are posted to all applicable entries the same 
as in processing a Sales Order or Sales Invoice.

NOTE:
The Rental Unit List by default is filtered to not display units that have the Inactive field enabled.
This filter can be cleared by selecting the funnel icon for Show Filter Pane and clearing the Inactive filtering.

IMPORTANT

The user help was created from a Dynamics 365 Business Central for North America, in a United States 
company. Therefore, the help refers to Tax Group Code.

Should your organization be using the Rest of World version of Business Central, then throughout the help, 
consider Tax Group Code to refer to VAT Prod. Posting Group.

For information on the setup and processing of rentals using the Price Incl. VAT, see the ODT Rental Online 
Help, Rest of World Additional Rental Processes, Processing Rentals using Price Incl. VAT.

2.8.1.2. Rental Unit Field Definitions
The following field definitions are for the fields that are Mandatory.
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Click on the field No.

The No. field specifies the number of the Rental Unit 
based on the setup of the No. Series for Rental Units.

If the No. Series has the Default Nos. field selected, 
then when moving off the field the number is 
automatically assigned to the unit. 

Should the No. Series have the Manual Nos. field 
checked, then companies can enter a number when 
creating the Rental Units.
Click on the field Description

The Description field is for providing a description of 
the Rental Unit.

Click on the field Location Code

The Location Code field is only mandatory when on 
Rental Management Setup the field Location 
Mandatory is checked.

When planning on linking a Rental Unit to an 
Inventory Item, then the Location field must be left 
blank, as Locations will be managed by the item 
Location functionality.

Should the unit being setup be a Rental Unit Group, then if the units to be assigned to the group will have 
varying Locations, then leave the Location field blank.

The Rental Units that are not assigned to a Rental Unit Group and have the Allow Overbooking field enabled, 
then the specification of the Location Code is not required.
If the Allow Overbooking is not enabled, then the Location Code is required.

Click on Temporary Location

When the Location Code is either directly changed to 
a Temporary Location then the Temporary Location 
field becomes editable and must have a description of 
the temporary location entered.

If the Rental Unit has been returned to a Temporary Location, then the description entered when returning the 
unit will be displayed in this field.
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Click on the link Rental Category Code

The Rental Category Code field is used to assign a 
user defined Rental Category to the unit for tracking 
and filtering purposes.
Rental Attributes can be linked to Rental Categories, 
which then populate the Attributes ribbon page for 
uses to assign Rental Attribute Values to the unit.

To learn about Rental Categories, see the ODT Rental Online help, Additional Rental Processes, Rental 
Categories and Attributes.

Click on the button Show more

Click on the field Sales Price

A suggested sales price can be entered on the rental 
units, which will be displayed on the Rental Unit 
Statistics.

When a suggested sales price is entered on a rental unit group, then the price will be displayed on the units 
assigned to the group, and their rental unit statistics.

Click on the link Gen. Prod. Posting Group

The General Product Posting Group is required and is 
used in conjunction with the General Posting Setup to 
determine what G/L Account(s) the rental related 
revenues are to be posted to in the Chart of Accounts.
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Click on the link Tax Group Code

The Tax Group Code field by default is used to 
determine what taxes should be calculated and is 
used in conjunction with the Tax Jurisdiction in the 
Tax Details to determine what G/L Accounts the taxes 
are to be posted to in the Chart of Accounts. 
Should the unit Price Card have a different Tax Group 
Code, then the Tax Group Code on the price card will 
be used.

Click on the link Group
The Group field is used to specify that the unit is a 
rental group. 

When the unit is not a group, then this field is to be 
left as is.

Click on the link Group No.

This field is to be populated when a unit is linked to a 
group.

When a unit is not to be linked to a group, then this 
field must be blank.

Click on the link Minimum Rental Duration

The Minimum Rental Duration is used for specifying 
the "shortest" duration the rental unit can be rented 
for.

If tracking by date only, then the entry in this field would be entered in relation to days. For example, if the 
shortest rental allowed is a single day, then enter 1 day.

If tracking rentals by date and time, then the entry in this field can be specified as hours, minutes or even 
seconds rather than days, if applicable.

The following field definitions are for the fields that are optional.
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Click on the link Serial No.

The Serial No. field is optional. 

Should your organization utilize Serial Nos. for 
rentals, then enter the Serial No.

NOTE:
When rental units are linked to Fixed Assets, then 
enter the same Serial No. as entered on the Fixed 
Asset card.

Click on the link Inactive

The Inactive field is used to specify the unit is no 
longer available for renting.

Click on the link Sub Rental

The Sub Rental field is to be checked if the unit is 
sub-rented from a vendor. Enabling this field is 
restricted to units assigned to a Rental Group.

The unit is used on a contract when the organization 
sub-contracts a unit to fulfill customer demand. This 
enables the ability to automatically create a Purchase 
Order to a specified vendor for the unit directly from 
the Rental Contract.

Click on the link Allow Overbooking

The Allow Overbooking field is for specifying that a 
rental unit group or unit not assigned to a group can 
be overbooked.

When checked the unit can be entered on multiple 
Rental Contracts for the same dates or have a Rental 
Quantity of greater than 1.

This feature would normally be used on groups where sub-rentals may be used or when the unit not linked to 
an Item, where there are multiple quantities available for rent.

The functionality related to this field does not control the rental line entry when a unit is linked to an Inventory 
Item. This is due to Item Availability controlling the unit availability, rather than rental availability functionality.
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Click on the link Rental Terms Code

The Rental Terms code is optional.

When on Rental Management Setup the field, Use 
Unit Rental Terms is selected, then the term entered 
on the unit will default to the rental line.

If the term is left blank with this setup, then if the Customer has a rental term setup, which has defaulted to the 
quote or contract General tab, then this term will automatically populate the rental line field when the unit is 
entered on the line.

When there is no term specified on the unit, the customer or the quote or contract General tab, then the term 
must be selected on the Rental Line.

Click on the link Availability Warning

The Availability Warning field is strictly for Rental Unit 
Groups only.

The quantity entered provides for a color coded 
quantity warning on the Group Availability Matrix.

For example, when the warning quantity is set to 1 on a group unit.
When there is only 1 child unit available in the group, then the quantity in the Group Availability Matrix for the 
dates where there is only 1 child unit available for rent on the group, the quantity with be in in the color of 
Yellow.

When the child units available are below the warning quantity, then the quantity in the Group Availability Matrix 
will be in Red.

The Service Status field is not used with a group unit and is only to be used on units that are either assigned to 
a group or not assigned to a group.

Click on the link Service Status

For Service Status options where the unit will not be available to rent, then the system creates an open ended 
reservation entry, with the Starting Date being set to the Work Date when selected. The Reservation will 
prevent the unit from being selected on a quote or contract Rental Line.

The field provides the following options:
 Blank: Which means the unit is currently not due for service, in service and is available to rent.
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 Needs Service - Available for Rent: Which indicates the unit can still be rented out, although does need 
service.

 Needs Service - Unavailable for Rent: Which means the unit cannot be rented out due to the service that 
needs to be done.

 In Service - Unavailable for Rent: Which means the unit cannot be rented out.
 In Service - Available for Rent: This option indicates that although the unit is in service, it can be entered 

on a quote or contract Rental Line and can be rented out.

 Expired: This option indicates the unit is no longer available for any purposes. Selecting this option will 
automatically check the Inactive field on the General tab of the unit.

 Reserved: When selected, will reserve the unit indefinitely starting from the users Work Date.

Click on the link Link Type

The Link Type field provides the ability to link the 
Rental Unit to a Fixed Asset, Item, Resource or G/L 
Account.

When a unit is linked to a Fixed Asset and Serial Nos. 
are specified on the Fixed Asset, then the same Serial 
No. is to be entered on the Rental Unit.

When a unit is linked to an inventory item, then there 
must be stock available in the Location(s) setup to 
Allow Rentals, in order to rent the unit.
If there are not any available or not enough available 
in the rental location entered on the Rental Line of a 
Rental Contract, an error will occur advising as such.
Click on the link Link Code

The Link Code field is to be populated, if the Link 
Type field is populated and the unit is being linked to 
a specific master record of a Fixed Asset, Item, 
Resource or G/L Account.

The drop down list will include only the records based 
on the Link Type field selected.

For example, if Fixed Assets is selected in the Link 
Type field, then the drop down list will display only 
Fixed Assets.
When units are linked to other Master cards such as, Items, Resources, Fixed Assets or G/L Accounts the 
Dimensions from the master records can be automatically applied to the units when the selected item, 
resource, asset, or G/L Account is selected.

If Dimensions have been setup on the unit and then the Link code is selected, a pop-up will ask if you want to 
transfer the Dimensions from the selected master records. If Yes is selected, then the dimension configuration 
on the master card being linked to will be automatically setup on the rental unit.
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Click on Usage

The Usage Fast Tab contains options for enabling the 
Metered Usage and Periodic Usage features.

The applicable fields only need to be completed when an organization is:
 Billing and/or tracking metered usage on rental units.
 Billing based on Periodic Usage, which bills based on days in use, and if applicable, days on standby.

To learn about the setup and processing when using Metered Usage, see the ODT Rental Online help, 
Additional Rental Processes, Metered Usage.

To learn about the setup and processing when using Periodic Usage and Standby Charges, see the ODT 
Rental Online help, Additional Rental Processes, Periodic Usage and Standby Charges.

There are a number of informational fields on the Rental Unit card including Group Qty., Group Qte. Qty., 
Group Qty. To Rent, Group Qty. On Rent, Group Qty. to Return, On Rent, On Rent Doc. No and Reservations 
Exist.

For information on these fields, see the ODT Rental Online help, Reviewing Rentals, Rental Units Status.

2.8.1.3. Rental Unit Menu Options
Menu Options

Click on the navigation menu item popup Home

Click on the button Pin
Dynamics 365 Business Central provides the ability to 
"Pin" the sub-menu options (command bar) by clicking 
on the "Pin" at the right of the sub-menu.

When any of the sub-menus is pinned and any menu 
option is selected, then the sub-menu options 
available for each menu item will be automatically 
displayed.
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Click on the navigation menu item Copy Rental 
Unit...

The Copy Rental Unit is used for copying the unit to 
setup new like units.

To learn about the Copy Rental Unit functionality, see 
the ODT Rental Online help, How to Copy Rental 
Units using the No. Series, How to Copy Rental Units 
using User Specified Nos. and How to Copy Rental 
Units and Automatically Create Fixed Assets in the 
Setup Rentals, Setup Rental Units category.
Click on the navigation menu item Renumber Rental 
Unit Group...

The Renumber Rental Unit Group is used for 
renumbering a Rental Group.
A pop-up will occur where the new group no. can be 
specified.
If selected on a Rental unit that is not a group a pop-
up message will occur advising that this cannot be 
done as the unit does not have the Group field 
checked.

Click on the navigation menu item popup Rental

Click on the navigation menu item User Defined 
Billing Term

The User Defined Billing Term option is selectable 
when in the Rental Term field on the unit card has a 
User Defined Billing Term selected, which will then 
display the configuration of the term.

The User Defined Billing Term enables organizations to configure cascading rental terms for billing based on 
days from and to the date that billing is to commence on.

To learn about User Defined Billing Terms, see the ODT Rental Online help, Setup Rentals, then Setup User 
Defined Billing Terms.
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Click on the navigation menu item Rental Prices

The Rental Prices option is used to setup Rental 
Prices on a per Rental Term basis for the unit group 
or unit. Prices can be setup for both local currency 
and for foreign currency.

To learn about setting up Rental Prices on a unit, see 
the ODT Rental Online help, How to Add Rental 
Prices to a Rental Unit located in the Setup Rentals, 
Setup Rental Units.

Click on the navigation menu item Attributes
The Attributes option is used to add user defined 
Rental Attributes to the unit.

To learn about Rental Attributes, see the ODT Rental 
Online help, Additional Rental Processes, Rental 
Categories and Attributes.

Click on the navigation menu item Additional Notes

The Additional Notes option is used to predefine 
standard text codes and/or description comments to 
default to Rental Quotes and Rental Contracts and 
define which rental documents they are to print on.

To learn about Additional Notes, see the ODT Rental 
Online help, Additional Rental Processes, Additional 
Notes for Rentals.

Click on the navigation menu item Rental Ledger 
Entries

The Rental Ledger Entries option will open a window, 
which will display all movement entries created when 
the unit has been shipped and returned from a Rental 
Contract.

To learn about Rental Ledger Entries, see the ODT 
Rental Online help, Reviewing Rentals, Rental 
Entries.
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Click on the navigation menu item Rental Value 
Entries

The Rental Value Entries option will open a window, 
which will display all revenue entries created when the 
unit rental has been invoiced.

To learn about Rental Value Entries, see the ODT 
Rental Online help, Reviewing Rental, Rental Entries.

Click on the navigation menu item Metered Usage 
Entries

The Metered Usage Entries option will open a 
window, which will display all usage tracking entries 
created, when using the Metered Usage feature.

To learn about Metered Usage Entries, see the ODT 
Rental Online help, Additional Rental Processes, 
Metered Usage.

Click on the navigation menu item Rental Statistics

The Rental Statistics option is only available when the 
unit is linked to a Fixed Asset. When selected, then 
rental statistics related to the Fixed Asset, rental 
revenues, etc are displayed.

To learn about Rental Statistics, see the ODT Rental 
Online help, Reviewing Rental, Rental Units, Rental 
Unit Statistics with Profitability Analysis.

Click on the navigation menu item Default 
Dimensions

The Default Dimensions option provides the ability to 
assign Dimension Codes and Values as applicable to 
rental units.
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Click on the navigation menu item Rental Sales Kit

The Rental Sales Kit option is used to predefine 
suggested or required product to be sold along with 
the rental unit being rented. 

Items, Item Charges, Resources, G/L Accounts, Fixed Assets, Standard text codes, and description comments 
can be included in the kit. The kit lines will default to Rental Quote and Rental Contract, Sales Lines.

To learn about Rental Sales Kits, see the ODT Rental Online help, Additional Rental Processes, Rental Sales 
Kits.

Click on the navigation menu item Substitutions

The Substitutions option provides the ability to setup 
substitutes which are used in the Rental Exchange 
feature.

To learn about the Rental Exchange feature, see the 
ODT Rental Online help, Processing Rentals, 
Swapping Rental Units, Rental Exchange, then How 
to Exchange Units from Different Groups.

Click on the navigation menu item View Change Log 
Entries

The View Change Log Entries option is only visible 
when the Rental Unit table has been setup in the 
Change Log and the Change Log is activated.

The menu option Related contains 2 additional menu options not included in the Rental menu options, plus an 
Other menu option that includes all the menu options from the Rental menu.

Click on the navigation menu item popup Related
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Click on the navigation menu item Posted FA 
Transfer Shipments

The Posted FA Transfer Shipments menu option, 
when the unit is linked to a Fixed Asset, will open a 
window which will display all FA Transfer Shipments 
related to the unit and asset.

Click on the navigation menu item Posted FA 
Transfer Receipts

The Posted FA Transfer Receipts menu option, when 
the unit is linked to a Fixed Asset, will open a window 
which will display all FA Transfer Receipts related to 
the unit and asset.

To learn about the Rental FA Transfer Journal, see the ODT Rental Online help, Additional Rental Processes, 
Rental FA Transfer Journal.

To learn about returning a Rental Unit linked to a Fixed Asset, to a different or temporary location, see ODT 
Rental Online Help, Processing Rentals, Rental Contracts, How to Return a Rental Unit to a Different or 
Temporary Location.

Click on the button Other

The Other menu option includes all the menu options 
that are located within the Rental menu.

2.8.1.4. How to Add a Picture to a Rental Unit
This process is done either during or after the creation of a Rental Unit.

Click on the navigation menu item Rental Units
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Click on the link in cell No. with the value RU00001

Click on the link Rental Unit Picture

Click on the menu item Import

Click on the field Choose

Browse to where the picture is located, select the file, and then select Open.
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Click on Rental Unit Picture

The picture will be imported in and display at the right 
side of the unit card.

NOTE:
Should your organization not wish to attach pictures and would prefer that the section for pictures not show on 
the card, then the user can click on the Collapse Fact box icon that is above the "Pin" icon.

2.8.2. How to Set Up a Rental Unit Group
Profile - Business Manager

The setup of Rental Units can as well be setup using the Sales Order Processor profile when the user has the 
appropriate Permission Sets assigned.

2.8.2.1. How to Set Up a Rental Unit Group
Click on the navigation menu item Rental Units

Click on the link New
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Click on the field No.

Press the Enter key.

Should your organization be using manually assigned 
rental unit nos., then enter the no. to be used for this 
rental unit group.

Click on the field Description

Enter the text Buckeye Ditcher Group.
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Click on the field Location Code

The Location Code is optional on a rental unit group.

Should the units to be linked to the group be for a 
variety of locations, then leave this field blank on the 
rental unit group.

Click on the field Gen. Prod. Posting Group, (Blank)

Click on Code = RETAIL, Description = Retail

Select the General Product Posting Group that 
applies to this rental group and contains the 
applicable Rental G/L Accounts on the General 
Posting Setup.

Click on the field Tax Group Code, (Blank)
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Click on Code = SUPPLIES, Description = Taxable 
Olympic Supplies

Click on the Tax Group Code that is to be used to 
calculate and post sales tax when renting this unit.

Click on Group, No

Click on Group box to set the field to Yes, which will 
specify this unit is a rental unit group.

The Group No. field will automatically be populated 
with this Unit No.

Click on Allow Overbooking, No
If overbooking against the group is to be allowed, then 
clicking on this field will set it to Yes. Otherwise leave 
this field as is.

Click on the field Rental Terms Code, (Blank)
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Click on Code = MONTH-PEND

Select the Rental Term that is most used with this 
rental unit group.

Click on the field Minimum Rental Duration

Enter the text 1 day.

In this example, the Minimum Rental Duration is 1 
day.

If your organization track rentals based on both date 
and time, then enter either 1 minute or 1 second in 
this Minimum Rental Duration field.

Click on the field Availability Warning
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Enter the text 1.

Enter the applicable quantity.

The Availability Warning field is used to specify at 
what availability of the units in the group that a 
warning color is displayed on the Group Availability 
Matrix. 

For information on the Group Availability Matrix, 
please review the help document, Processing Rentals 
Overview - Group Availability Matrix Overview.
Click on the field Service Status

The Service Status field is not used with a group unit 
and is only to be used on units that are either 
assigned to a group or not assigned to a group.

For information on this field, please see the ODT 
Rentals Online Help, Setup Rentals, Rental Units 
Overview. 

The following demonstrates the setup of Dimensions on a Rental Unit Group.

When units are assigned to a group, the Dimensions setup on the group will automatically be assigned to the 
units.

The same steps apply to adding Dimensions to any Rental Unit that is not assigned to a group.

Click on the navigation menu item popup Rental

Click on the navigation menu item Default 
Dimensions
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Click on the navigation menu item New

Click on the cell Dimension Code

Click on Code = DEPARTMENT, Name = 
Department, Blocked = 0

Select the applicable Dimension Code to be assigned 
to the Rental Unit group.

Click on the cell Dimension Value Code
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Click on Code = SALES, Name = Sales

Select the applicable Dimension Value to have the 
value default to the rental documents, quote and 
contract.

Click on the cell Value Posting

Click on the item Same Code in the list

Select the desired setting. 

Review Dynamics 365 Business Central help on 
Setting up Default Dimensions for Customers, 
Vendors and Other accounts, before selecting an 
option other than, blank.

Click on the back button

2.8.3. How to Set Up a Rental Unit and Link to a Rental Unit 
Group

Profile - Business Manager

The setup of Rental Units can as well be setup using 
the Sales Order Processor profile should the user 
have the appropriate Permission Sets.
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Click on the navigation menu item Rental Units

Click on the link New

Click on the field No.

Press the Enter key.
Should your organization be using manually assigned 
rental unit nos., then enter the No. to be used for this 
rental unit group.
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Enter the text Buckeye Ditcher.

Click on the field Serial No.

Enter Serial No..

Click on the field Location Code
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Click on Code = EAST, Name = East Warehouse

Should your organization be using Locations, look up 
and select the location from which the unit is rented 
from.

NOTE:
If on Rental Management Setup the field, Location 
Mandatory has been set to Yes, then a location must 
be specified on the rental units which are not a rental 
unit group.

Click on the field Gen. Prod. Posting Group

Click on Code = RETAIL, Description = Retail

Click on the field Tax Group Code
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Click on Code = SUPPLIES, Description = Taxable 
Olympic Supplies

Click on the field Group No.

Click on the lookup button Look up value

Click on the link in cell No. with the value RU00001

Select the rental unit group this unit is to be linked to.
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Click on the field Minimum Rental Duration
In this example, the Minimum Rental Duration is 1 
day.

If your organization track rentals based on both date 
and time, then enter either 1 minute or 1 second in 
this Minimum Rental Duration field.

The duration on a unit being linked to a group must 
have the same setting as the group.

Enter Minimum Rental Duration.

Click on the back button

2.8.4. How to Link a Rental Unit to a Master Record

2.8.4.1. Overview
Rental Units can be linked to existing Fixed Assets, Resources or G/L Accounts for informational purposes only 
at this time.

When linked to a Fixed Asset, and on Rental Management Setup, the Location Mandatory and Rental FA 
Transfer Mandatory are enabled, then when Location code on the Rental Unit is changed, then the Fixed Asset, 
Rental Location will be automatically updated to the same Location and visa versa.

The Rental FA Transfer Journal provides the ability to transfer both the Fixed Asset and Rental Unit to a 
different location, creating a Rental FA Transfer Shipment and a Rental FA Transfer Receipt. If the unit is 
returned to a different or temporary location a Rental FA Transfer Journal is automatically created and posted, 
ensuring that both the unit and asset have the same rental location.

To learn about the Rental FA Transfer Journal, see ODT Rental Online Help, Additional Rental Processes, 
Rental FA Transfer Journal.

When Rental Units are linked to an Inventory Item, then the Rental Unit card will not have a Location specified, 
even when Rental Management Setup has the Location Mandatory field checked. 
Inventory Locations functionality handles the use of Locations in conjunction with the Rental Unit linked to an 
Item.
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For additional information on setups for units linked to items, please review the help, Setup Rentals - Setup 
Rental Locations. 

When Link Type is set on a Rental Unit Group the units assigned to the group will be updated with the same 
Link Type. Rental Units assigned to a group cannot have a different Link Type when the group has a Link Type 
specified.

To update unit groups and units assigned:

• If the Rental Unit Group card has a link type set, clear the link type setting it to blank and then re-select the 
link type
• If the Rental Unit Group card does not have a link type, yet the assigned units do, then select the Link Type 
on the group card.

Suggested steps to use, if a current assigned unit(s) have a different Link Type than the group:

• Remove link type and code on assigned unit.
• Remove Group No on unit assigned to group.
• Add to a new or other group that has the same Link Type and the assigned units are similar.

NOTE
Once a unit that has a Link Code specified, and the unit is on a Rental Quote or Rental Contract, then the Link 
Code cannot be changed. The unit will need to be deleted from the Rental Line, the Link Code revised and the 
unit re-entered on the Rental Line.

Once a unit has had transactions posted to it, then the Link Code cannot be changed at all.

Dimensions:

When units are linked to other Master cards such as, Items, Resources, Fixed Assets or G/L Accounts, the 
Dimensions from the master records can be automatically applied to the units.

If Dimensions have been setup on the unit and then the Link code is selected, a pop-up will ask if you want to 
transfer the Dimensions from the selected master records. If Yes is selected, then the dimension configuration 
on the master card being linked to will be automatically setup on the rental unit.

If you remove a link, and there are dimensions that are the same on the units as the linked master card, then a 
pop-up will ask if you want to remove those ones. If Yes is selected, then the dimensions and values that are 
the same will be removed from the rental unit. If No is selected, then the dimensions and values will remain on 
the unit.

NOTE: 
Units linked to master records can still have different Dimension Values than the linked record. 

2.8.4.2. Steps to Link a Rental Unit to a Master Record
Profile - Business Manager

Rental Units can as well be modified using the Sales Order Processor profile.

This example demonstrates linking a Rental Unit to a 
Fixed Asset.
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Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00002
Select the Rental Unit that you wish to link to a Fixed 
Asset.

Click on the field Link Type

Click on the item Fixed Asset in the list

Select the type of master record that the Rental Unit is 
to be linked to.
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Click on the lookup button Link Code
The list that is displayed is filtered to display only the 
master records based on the selection in the Link 
Type field.

In this example, as Fixed Asset was selected, then 
the listing displays only Fixed Assets.

Click on No. = FA000100
Select the Fixed Asset that you wish to link the Rental 
Unit to.

When a Rental Unit is linked to a Fixed Asset, the Rental Unit No. will be displayed on the Fixed Asset card, on 
the Rentals tab.

Click on the back button

2.8.5. How to Set Up Dimensions on Rental Units

2.8.5.1. Overview
Rentals provides for the use of Dimensions on Rental Units, Rental Quotes and Rental Contracts similar to 
using Dimensions on Items, Sales Quotes and Sales Contracts.

This provides organizations flexibility in assigning Dimension Values. When Dimension Codes and Values are 
assigned to a Rental Unit Group, then the units assigned to the group will automatically be assigned the same 
codes and values.

In the processing of contracts the Dimension Codes and Values are posted to all applicable entries the same 
as in processing a Sales Order or Sales Invoice.

Rental Units Linked to Master Cards:

When units are being linked to other Master cards such as, Items, Resources, Fixed Assets or G/L Accounts, 
the Dimensions from the master records can be automatically applied to the units.

If Dimensions have been setup on the unit and then the Link code is selected, a pop-up will ask if you want to 
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transfer the Dimensions from the selected master records. If Yes is selected, then the dimension configuration 
on the master card being linked to will be automatically setup on the rental unit.

If you remove a link, and there are dimensions that are the same on the units as the linked master card, then a 
pop-up will ask if you want to remove those ones.

If Yes is selected, then the dimensions and values that are the same will be removed from the rental unit. If No 
is selected, then the dimensions and values will remain on the unit.

NOTE: 
Units linked to master records can still have different Dimension Values than the linked record. 

2.8.5.2. How to Add Dimensions to a Rental Unit
The following demonstrates the setup of Dimensions on a Rental Unit Group.

When units are assigned to a group, the Dimensions setup on the group will automatically be assigned to the 
units.

The same steps apply to adding Dimensions to any Rental Unit that is not assigned to a group.

Click on the navigation menu item popup Rental

Click on the navigation menu item Default 
Dimensions

Click on the navigation menu item New
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Click on the cell Dimension Code

Click on Code = DEPARTMENT, Name = 
Department, Blocked = 0

Select the applicable Dimension Code to be assigned 
to the Rental Unit group.

Click on the cell Dimension Value Code

Click on Code = SALES, Name = Sales

Select the applicable Dimension Value to have the 
value default to the rental documents, quote and 
contract.
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Click on the cell Value Posting

Click on the item Same Code in the list

Select the desired setting. 

Review Dynamics 365 Business Central help on 
Setting up Default Dimensions for Customers, 
Vendors and Other accounts, before selecting an 
option other than, blank.

Click on the back button

2.8.6. How to Attach Documents, Links and Notes to Rental 
Units

2.8.6.1. Overview
Links, Notes and Attachments can be added to Rental Unit Groups, Rental Units and Rental Packages, in the 
fact box on the right, in the same manner in which they can be added to Items.

The fact box contains the Attachments and Notes by default. The Links must be added using Personalize. 

Similar to the Item card attachment of files contains the ability to specify that the documents are to flow through 
to the rental transactions.

2.8.6.2. How to Attach a Document to a Rental Unit
The following example demonstrates how to attach a document to a Rental Unit.
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Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00002

Click on the field Documents

Click on the link in cell Attachment with the value 
Select File...
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Click on the field null

Browse to where the file to be attached is located, select the file, and then select Open.

Click on Flow to Rental Trx.

If the file is to flow through to the Rental Lines on a 
quote or contract, then check the box.

Click on the button Close

2.8.6.3. How to Add a Note to a Rental Unit
The following example demonstrates how to add a Note to a Rental Unit.

Notes do not flow through to any rental documents.

Click on the button  Attachments (0)
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Click on the link New

Enter the text On return from rental, a maintenance 
inspection is to be performed.

Click on the button OK

2.8.6.4. How to Add a Link to a Rental Unit
The following example demonstrates how to add a Link to a Rental Unit.

Links do not flow through to any rental documents.

Click on the link New
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Enter the text https://www.opendoorerp.com.

Click on the textarea Description

Enter the text Open Door Technology website.

Click on the button OK

2.8.7. How to Copy a Rental Unit Using the No. Series
Profile - Business Manager

Rental Units can as well be setup using the Sales 
Order Processor profile, when the user has the 
appropriate Permission Sets.
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Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00002

Click on the navigation menu item popup Home

Click on the navigation menu item Copy Rental 
Unit...
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Click on the field No. of Copies

Enter the text 3.

Click on the toggle field Use RU No. Series
When grey the toggle field specifies No.
When toggled to Yes, then the field will have the circle 
at the right and be colored.

Click on Copy Category

The options of Copy Category, Copy Attributes and 
Copy Dimensions can be enabled if they are to be 
copied to the new Rental Units.
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Click on the button OK
When the OK button is selected the Rental Unit No. 
series will be updated to reflect the assigned of unit 
numbers based on the quantity entered in the No. of 
Copies field.

NOTE:

On the Copy Rental Unit page, the Rental Unit numbers generated can be overridden.

Click on the cell Serial No.
If serial numbers apply to the new units, then enter 
them on the applicable lines.

Enter Serial No..

Locations are mandatory when on Rental Management Setup the field Location Mandatory has been set to 
Yes.

When a Location is specified on the rental unit being copied, this location will default to the Copy Rental Unit 
window. 

Click on the cell Location Code
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Click on the cell Serial No.

Enter the text BD-004.

Click on the cell Location Code

Click on the link in cell Location Code

The defaulted Location can be overridden. The next 
steps demonstrate this process.
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Click on Code = WEST, Name = West Warehouse

Click on the cell Serial No.

Enter the text BD-005.

Click on the button OK
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Click on the back button

Review of the newly created Rental Units is 
recommended. You can modify the Rental Unit as 
needed.

2.8.8. How to Copy Rental Units with Manual Numbering
Profile - Business Manager

Rental Units can as well be setup using the Sales Order Processor profile.

The following example demonstrates the process from the Rental Unit card where the new Rental Unit No. will 
be specified.

The same steps can be done from the Rental Unit list.

Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00002

Click on the row containing the Rental Unit you wish 
to copy.
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Click on the navigation menu item popup Home

Click on the navigation menu item Copy Rental 
Unit...

Click on the field No. of Copies

Enter the text 1.
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Click on Use RU No. Series
Ensure that in the Use RU No. Series field, the circle 
is disabled.

If the field is colored and the circle is at the right it is 
enabled, then to disable it, click on the field.

Click on the field First RU No.

Enter the text BD-006.

Enter the first code to be used for creating the new 
units.

NOTE: 
The code must end in a number when creating more 
than 1 unit in order to increment the numbering of the 
units.

Click on Copy Category

The options of Copy Category, Copy Attributes and 
Copy Dimensions can be enabled if they are to be 
copied to the new Rental Units.
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Click on the button OK

The Rental Unit No. generated can be overridden on the list of new units being created.

Click on the cell Serial No.

Enter Serial No..

Click on the cell Location Code

When on Rental Management Setup the field Location 
Mandatory has been set to Yes, then Locations are 
mandatory.

When a Location is specified on the rental unit being 
copied, this location will default to the Copy Rental 
Unit window. 
This Location can be overridden, if applicable.
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Click on the button OK

Click on the back button

Review of the newly created Rental Units is 
recommended. You can modify the Rental Unit as 
needed.
NOTE
Currently when copying a rental unit which has Dimensions setup, the Dimensions are not copied to the new 
unit. Therefore, should the organization be using Dimensions on Rental Units, then the Dimensions will need to 
be setup on the new units.

2.8.9. How to Copy Rental Units and Automatically Create Fixed 
Assets

2.8.9.1. Overview
The Rentals provides for the ability to copy a Rental Unit to create 1 or many units and automatically create 
Fixed Assets at the same time. With this feature, the assets created will be linked to the units created on a one-
to-one basis.

In order to facilitate the feature a Configuration Template for Fixed Assets must be created for the automatic 
creation of the asset.

The Fixed Asset template will automatically assign the default data specified in the template, for the following 
fields, to the Fixed Assets being created:
 Class Code 
 Subclass Code
 Depreciation Book
 Posting Group (Fixed Asset posting group)

Multiple templates can be configured for selection on the Copy Rental Unit request page to facilitate the 
different values that could be used with the fields required on the template.

Using the Copy Rental Unit feature, the option Create Fixed Asset must be checked, and the applicable Fixed 
Asset Template must be selected. The asset will have the same Description, Serial No., and Rental Location on 
the Rental tab, as specified in the Copy Rental Unit request page.
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Once the Fixed assets have been created, the user will still be required to edit the Fixed Asset card to complete 
the other setups on the card. The asset will as well still need to be acquired.

NOTE
Currently when copying a rental unit which has Dimensions setup, the Dimensions are not copied to the new 
unit. Therefore, should the organization be using Dimensions on Rental Units, the Dimensions will need to be 
setup on the new units.

2.8.9.2. How to Setup a Fixed Asset Configuration Template
Profile - Business Manager

Click on the link 

Click on the field Type to start search:

Enter the text Configuration.
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Click on Configuration Templates Lists

Click on the navigation menu item New

Click on the field Code, (Blank)

Enter the text ASSET0001.
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Click on the field Description, (Blank)

Enter the text Asset Equipment for Rental Linking.

Click on the field Table ID

Enter the text 5600.
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Click on the link in cell Field Name with the value    

Click on the link in cell Name with the value FA Class 
Code

Click on the cell Default Value

Enter the text Tangible.

Enter the FA Class that is to apply to the Fixed Asset 
Template being setup.
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Click on the link in cell Field Name with the value       

Click on the link in cell Name with the value FA 
Subclass Code

Click on the cell Default Value

Enter the text Equipment.

Enter the FA Subclass that is to apply to the Fixed 
Asset Template being setup.
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Click on the back button

Open the template created in order to specify the Depreciation Book Code and Posting Group.

Click on the link in cell Code with the value 
ASSET0001

Click on the field Depreciation Book Code, (Blank)

Click on Code = COMPANY, Description = 
Company Book

The default Depreciation Method is Straight-Line. If the template requires a different Depreciation Method, then 
select the applicable method.
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Click on the field Posting Group, (Blank)

Click on Code = EQUIPMENT

Click on the back button

Click on the back button

A secondary Configuration Template is automatically created for the Depreciation Book tab of the asset 
template created. As the Depreciation Book, Depreciation Method and Posting Group are specified on the 
asset template created, the secondary template does not require any user setups.

2.8.9.3. Steps to Copy Rental Units and Automatically Create Fixed 
Assets

Profile - Business Manager
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Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00002

Click on the navigation menu item popup Home

Click on the navigation menu item Copy Rental 
Unit...
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Click on the field First RU No.

In this example the Rental Unit No. Series will be 
used.
Should the field, First RU No. have data, then delete 
the data.

Click on Use RU No. Series, No

Based on the last use of the Copy Rental Unit, the 
field is showing as No.
Clicking on the toggle field will set the field to Yes.

Click on Create Fixed Asset, No

By default, the Create Fixed Asset is set to No, which 
shows the field as grey and the circle in the field at the 
left.
Clicking on the toggle field will set the field to Yes.

Click on the lookup button Fixed Asset Templates
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Click on the link in cell Description with the value 
Fixed Asset Template - Rentals

Click on Copy Category

Click on the button OK

NOTE:
The Rental Unit No. generated can be overridden on the list of new units being created.

Click on the cell Serial No.

Should the organization have a Serial No. for the 
asset, then enter the Serial No. 
Otherwise leave the field blank.

The Serial No. will be included on the new Fixed 
Asset that will be created.
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Enter the text BD-006.

Click on the cell Location Code

Accept the Location, or lookup and select the 
applicable rental location.

Click on the button OK

Click on the back button

The following provides a review of the Fixed Asset card created.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 290/2540

ODT Rentals Online Help 5/15/2024 290/2540

Click on the navigation menu item popup Finance

Click on the navigation menu item Fixed Assets

Click on the link in cell No. with the value RU00006

Click on the field Serial No.

The Serial No. specified when copying the unit 
automatically populates the Serial No. field on the 
asset.
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Click on the field Rental Location Code

The Location Code specified when copying the unit 
automatically populates the Rental Location Code 
field on the asset.

Click on the field Rental Unit No.

The Rental Unit No. that the asset is linked to is 
displayed. When clicked on the Rental Unit card will 
automatically open.

The Fixed Asset card(s) must have additional setups completed and the asset(s) must be acquired.

The following steps demonstrate the fields that need to be completed on the asset card(s).

Click on the field Depreciation Starting Date

Click on the link Open the date picker
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Click on the link Previous

Click on the link Previous

Click on the link Previous

Click on a date in the calendar

Enter or select the date that Depreciation is to 
commence.
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Click on the field No. of Depreciation Years

Enter the text 5.

Enter the number of Depreciation Years when the 
Depreciation Method is Straight-Line.

Click on the field Depreciation Ending Date

If the Depreciation Method is not Straight-Line, then 
the Depreciation Ending Date field must be set.

For Straight-Line, this date is automatically calculated 
based on the No. of Depreciation Years entered.

Click on the back button

Review of the newly created Rental Units is recommended. You can modify the Rental Unit as needed.

The Fixed Asset will need to be acquired, which is not covered here.
The Wizard option to acquire the asset is available at the top of the asset card.

2.8.10. How to Transfer Inventory to FA and Rental Units

2.8.10.1. Overview
The Inventory transfers to Fixed Assets provided the capability to automatically create Rental Units within a 
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rental group, and Fixed Assets using a selected Fixed Asset Configuration Template, based on the item 
quantity specified. The Fixed Assets will automatically be linked to the Rental Units created.

NOTE:
The use of Locations in rentals is required in order to transfer items to assets and units.
The item being transferred does not have to be in a Location.

As with copying rental units, the transfer process provides the option to either use the No. Series for Rental 
Units or to specify a starting number that will increment by one when the quantity being transferred is greater 
than one.

The new rental units and linked fixed assets will have the same number. 

The following settings on the Rental Unit Group will flow to the rental units created:

• Dimensions
• Rental Category Code
• Attributes - no values
• Rental Term
• Minimum Rental Duration
• Gen. Prod. Posting Group
• Tax Group Code
• Usage tab – Metered Usage and Periodic Usage

When Items are transferred to Fixed Assets, the Unit Cost is used as the Acquisition Cost on the assets, with 
the exception of items that have the Costing Method of Specific for serialized items.
When these serialized items are transferred to assets, then the acquisition cost on the assets will be the 
specific cost for each serialized item selected.

NOTE:
Currently items located in Bins cannot be transferred to Fixed Assets.

2.8.10.2. Setup Required to Transfer Items to Fixed Assets
In order to transfer Items to Fixed Assets the following setups must be completed:

• A Configuration Template for Fixed Assets must be created for the automatic creation of the asset.

To learn how to setup the Fixed Asset configuration template, see ODT Rental Online Help, Setup Rentals, 
Setup Rental Units, How to Copy Rental Units and Automatically Create Fixed Assets.

• The Item card, Rental tab must be configured. The configuration of the following fields are mandatory in order 
to transfer from the item to a fixed asset.

Allow Rental Transfer:
Specifies whether the item can be transferred to a fixed asset and rental unit.

Default Rental Unit FA Template:
Specifies the fixed asset configuration template to be used when creating the fixed asset.

Rental Unit Group No.:
Specifies the rental unit group that the new rental unit is to be assigned to.

The following demonstrates completing the setups on an Item card.
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Click on the navigation menu item Items

Click on the link in cell No. with the value 1000

Click on the toggle field Allow Rental Transfer

Click on the field Default Rental Unit FA Template
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Click on the link in cell Code with the value FA99999

Click on the field Rental Unit Group No.

Click on the link in cell No. with the value RU00030

2.8.10.3. How to Transfer Items to Fixed Assets and Rental Units
The following demonstrates transferring a multiple quantity of the Item above with the Rentals tab configured.

In this example the item is not serialized, and the Rental Unit No. Series will not be used.

Click on the navigation menu item popup Actions
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Click on the navigation menu item popup Functions

The Inventory Transfer To Rental is also located in the Process menu option.

Click on the navigation menu item Inventory 
Transfer to Rental

Click on the field Qty To Transfer

Enter the text 3.
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Click on the field Transfer From Location

Click on the link in cell Code with the value EAST

Click on the field Transfer To Location

Click on the toggle field Use Rental Unit No. Series

By default the Use Rental Unit No. Series is enabled. 
To set a Starting No., this field must be disabled.
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Click on the field Starting No.

Enter the text RU00030-001.

Click on the button OK

The following demonstrates the review of the Item Journal, negative adjustment entry created and posted 
during the transfer process.

Click on the navigation menu item popup Navigate
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Click on the navigation menu item popup History

Click on the navigation menu item Ledger Entries

Click on the cell Posting Date with the value 4/6/2020

The Posting Date used in the Item Journal is the 
users' Work Date when the transfer is processed.

Click on the cell Document No. with the value 
INVTRANS0000000

The Document No. is automatically generated by the 
transfer coding.
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Click on the cell Cost Amount (Actual) with the value 
-200.00

The Unit Cost on the item card populates the Cost 
Amount (Actual) field.

Click on the back button

The following demonstrates a review of the Fixed Assets created.

Click on the navigation menu item popup Finance

Click on the navigation menu item Fixed Assets
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Click on the cell No. with the value RU00030-001

Note that there were 3 Fixed Assets created as the 
quantity to transfer from the item was 3.

Click on the link in cell No. with the value RU00030-
001

Click on the field Rental Location Code

The Rental Location is populated with the Transfer To 
Location specified when processing the transfer.

Click on the field Rental Unit No.

The Rental Unit No. displayed is the unit that was 
created, and the asset is linked to. When the Rental 
Unit No. is clicked on the Rental Unit List filter to the 
display the unit will open. The Rental Unit Card can 
be opened from the list.
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Click on the field Book Value

When clicking on the Book Value amount the FA 
Ledger Entries list will open.

The FA Ledger Entry, which was automatically 
created and posted when the item was transferred to 
an asset will be displayed.
The Posting Date on the entry will be the users' work 
date at the time of processing the transfer.
Click on Depreciation Book

The Depreciation Book tab, must be completed on the 
assets created, for the Depreciation Book, Posting 
Group and Depreciation Method specified on the 
Configuration template.
The following demonstrates the opening and review of the Rental Unit from the asset card.

Click on the field Rental Unit No.
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Click on the link in cell No. with the value RU00030-
001

Click on the field Location Code

The Rental Location is populated with the Transfer To 
Location specified when processing the transfer.

The Gen. Product Posting Group and Tax Group Code defaulted from the Rental Unit Group card settings.

Click on the field Gen. Prod. Posting Group

Click on the field Tax Group Code
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Click on the field Group No.

Click on the field Link Code

The Link Code field contains the Fixed Asset No. that 
is linked to the Rental Unit.

2.8.10.4. How to Transfer Serialized Items with Specific Costing 
Method

The following example demonstrates the process of transferring serialized items that have a Costing Method of 
Specific to Fixed Assets, and creating Rental Units which will have the assets linked to.

Click on the navigation menu item Items

Click on the link in cell No. with the value 1004
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Click on the toggle field Allow Rental Transfer

Click on the field Default Rental Unit FA Template

Click on the link in cell Code with the value FA99999

Click on the field Rental Unit Group No.
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Click on the link in cell No. with the value RU00031

Click on the navigation menu item popup Process

Click on the navigation menu item Inventory 
Transfer to Rental

Click on the field Qty To Transfer
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Enter the text 2.

Click on the field Transfer From Location

Click on the link in cell Code with the value EAST

Click on the field Transfer To Location

Should there be a specific numbering to be used, then the Use Rental Unit No. Series will need to be disabled 
and a Starting No. entered.

If the Rental Unit No. Series is to be used, then just click on OK.
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Click on the toggle field Use Rental Unit No. Series

Click on the field Starting No.

Enter the text RU00031-001.

Click on the button OK
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Click on the navigation menu item popup Process

Click on the navigation menu item Select Entries

Click on the cell Selected Quantity with the value 1

The Serial No. lines that have the Selected Quantity 
populated can be cleared and then on the applicable 
Serial No. lines populate the Selected Quantity field.

Click on the button OK

Alternatively the individual Serial Nos. can be selected on the lines.
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Click on the button Close

The Fixed Asset cards will require the Depreciation tab configuration to be completed.

2.8.11. How to Add Rental Prices to a Rental Unit

2.8.11.1. Overview
The setup to rental pricing is similar to the structure of your regular inventory pricing items. The price records 
can be date-sensitive, meaning that you can set new prices up ahead of time if you know when they will 
become effective.

New rental quotes and contracts will automatically pick up the new prices based on the document dates. 
Whereas the prices in existing rental documents remain the same for invoicing, even if they span over a price 
change.

Prices are unique depending on the combination of the rental terms code, Sales Type, Sales Code, Currency 
Code, and the effective dates.

Taking advantage of the power and flexibility of rental unit groups can only benefit your work flow. Groups 
enables you to make one change that will affect many units.

This is because group units are parent entities. The theory behind this is that the linked units are child entities 
and group units are the parent entity. This means, like any family, all traits such as prices are inherited from the 
parent and passed down to the children.

From this perspective, it is obviously easier to update all the price rates from one place on a group as opposed 
to drilling-down into each product in your rental fleet.

However, should a unit assigned to a group require different pricing, then prices can be added to the child unit. 
When prices are specified on a child unit, these prices will take precedence over the prices that are setup on 
the unit group.

This also aids with regular administrative upkeep such as updating price changes and adding promotions.

When creating a new price card, which has alternative rental terms, on entering or modifying the Tax Group 
Code and enabling or disabling the Damage Waiver Billing or the Additional Fee Billing on the price card, a 
confirmation message will be displayed. When Yes is selected the alternative term price cards will be updated 
to be the same as the entered or modified selection.

ODT Rentals provides the ability to setup the prices in both local and foreign currency and for the various Sales 
Types and Code combinations for the same rental term.

2.8.11.2. Rental Price Cards Fields
GENERAL TAB - Mandatory Fields
 
 Rental Terms Code: The value selected in this field is for the setting up the price that will be billed each 

period for this rental term. 
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 Sales Type: A Sales Type must be specified. The default is All Customers. 

 Sales Code: This field is not required when the Sales Type is All Customers. Should the Sales Type be 
changed to Customer, Customer Sales Group or Campaign, then this field becomes mandatory.

 Price: The value set for the rental term specific to the rental unit. This value can vary depending how the 
Rental Terms Code and the Dates are combined.

 Tax Group Code: The Tax Group Code selected specifies the tax group that is used to calculate the sales 
tax on rental quotes and contracts and post sales tax when invoicing the rental contract. The Tax Group 
Code on the price card will default to the rental quote/contract rental lines and takes priority over the Tax 
Group Code on the rental unit card.

Optional Setups:

GENERAL TAB
Rentals provides the ability to specify pricing which is valid between a Starting Date and an Ending Date. This 
setup can be used for all prices for tracking pricing and enables setting up when prices are to increase in 
advance or can be used for promotion sales pricing.

 Currency Code: A code can be used to setup a specific price with foreign currency amounts when the 
organization has foreign customers. This setup is not mandatory, as when on a quote or contract the 
customer selected has a foreign Currency Code specified, the local price will be converted to the 
customers' currency automatically.

 Starting Date: The date entered in this field specifies the date on which the pricing becomes effective.
 Ending Date: The date entered in this field specifies the date on which the pricing ends.

METERED USAGE TAB

The configuration of this tab is to be completed when an organization is billing metered usage on their rental 
product. The setup of a price card, when billing metered usage is mandatory. This tab is not to be configured 
when tracking metered usage for maintenance purposes only.

To learn about using Metered Usage, see the ODT Rental Online help, Additional Rental Processes, Metered 
Usage.

PERIODIC USAGE TAB

The configuration of this tab can be completed, when an organization is billing using the Periodic Usage and 
Standby Charges feature. However, the setup of the price card is not mandatory, as periodic usage and 
standby charge pricing can be entered directly on the rental line.

To learn about using the Periodic Usage and Standby Charges feature, see the ODT Rental Online help, 
Additional Rental Processes, Periodic Usage and Standby Charges.

DAMAGE WAIVER TAB

This tab is optional and can be used to specify a damage waiver fee to be billed to the customer each rental 
period. The fee can be configured as a unit price or a percentage of the period rental charge or a percentage of 
rental plus usage charges each period.
 Damage Waiver Billing: In order to invoice for Damage Waiver Billing this field must be enabled.

 Damage Waiver Period Code: The value selected in this field is used to specify the rental period for the 
damage waiver price billing.

 Damage Waiver Unit Price/Pct.: This field is used to specify whether the damage waiver charge will be 
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based on a unit price or a percentage.

When Percent is selected, then amount to be billed each rental period for the damage waiver will be calculated 
by default, as a percentage of the rental charge billed each rental period.

 Damage Waiver Unit Price: When Unit Price is selected in the Damage Waiver Unit Price/Pct. field, then 
this field is used to specify the unit price to be billed each period, based on the Damage Waiver Period 
Code selected. When Percent is selected in the Damage Waiver Unit Price/Pct. field, then this field cannot 
be populated.

 Damage Waiver Pct.: When Percent is selected in the Damage Waiver Unit Price/Pct. field, then specify 
the percentage on which the damage waiver will be used in calculating the amount to be billed each period, 
based on the Damage Waiver Period Code selected. When Unit Price is selected in the Damage Waiver 
Unit Price/Pct. field, then this field cannot be populated.

 Damage Waiver Pct. Incl. Usage: This field is available to modify the setting when the Damage Waiver 
Unit Price/Pct. field has Percent selected. When enabled, then the Damage Waiver amount will be 
calculated based on the sum of the rental charge, metered usage charges, periodic usage charges and 
standby charges, which are due to be billed, when invoicing a contract.

 Damage Waiver Allow Line Disc.: If checked, and for the rental unit entered on the rental line a Line 
Discount percentage is entered, the discount percentage will be applied to the Damage Waiver unit price.

 Damage Waiver Tax Group Code: The Tax Group Code entered on the General tab will default to this 
field and can be overridden, if desired. The Tax Group Code in this field specifies the tax group that is used 
to calculate the sales tax on the rental quote and contract and post sales tax for the Damage Waiver fee 
when invoicing the contract.

ADDITIONAL FEE TAB
This tab is optional and can be used to specify an additional fee to be billed to the customer each rental period. 
The fee can be configured as a unit price or a percentage of the period rental charge or a percentage of rental 
plus usage charges each period.

The tab contains fields for setup that are the same as the Damage Waiver tab, therefore the explanation of the 
fields will not be repeated.

The Additional Fee pricing feature provides the flexibility to define the name for the Additional Fee.

When an Additional Fee name is defined, then that name will be displayed in the name of the fields within the 
Additional Fee tab.

The defined name will print on the Rental Quote, Rental Contract, Proforma Invoice, Advanced Proforma 
Invoice and Posted Rental Invoice. Therefore it is suggested that the name be a short name or abbreviated 
name in order to fully print on the documents.

The Rental Amount Lines and the Rental Values will display the Type as the name specified on Rental 
Management Setup.

When a name is not specified, then the Type will display as Additional Fee.

The Rental Unit, Rental Statistics the related revenue caption for the Additional Fee setup will display the 
caption with the name setup on Rental Management Setup.
When a name is not specified, then the Type will display as Additional Fee Revenue.

IMPORTANT
The user help was created from a Dynamics 365 Business Central for North America, in a United States 
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company. Therefore, the help refers to Tax Group Code.

Should your organization be using the Rest of World version of Microsoft Dynamics 365 Business Central, then 
throughout the help, consider Tax Group Code to refer to VAT Prod. Posting Group.

2.8.11.3. Steps to Add Rental Prices to a Rental Unit
Profile - Business Manager

This setup can be done using the Sales Order Processor profile as well.

Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00001

Select the Rental Unit Group or Rental Unit you wish 
to setup a rental price for.

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Prices
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Click on the navigation menu item New

The Rental Price list provides filtering fields to filter 
the price list once the prices once setup.
Click on the filtering field caption for information on 
the field.
Click on the filtering options

Click on the link New

Click on the field Rental Terms Code, (Blank)

Click on the Rental Term Code for which the rental 
price is being setup for.
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Click on Code = MONTH-PEND, Description = 
Monthly Rental - Per. Billing in Arrears

Click on the field Sales Type

By default, the Sales Type is set to All Customers. 
This can be changed for setting up special prices for 
rentals. This feature works the same as the Item 
Special Prices.

Click on the field Sales Code

When the Sales Type selection is All Customers, then 
the Sales Code field cannot be edited.

Click on the field Currency Code

Should the organization have Customers to be billed in a foreign currency, then multiple price cards can be 
configured with a price to be charged in the foreign currency.

This is not mandatory.

Rental Prices will automatically be converted using the Currency Exchange Rates from the price card that does 
not have a Currency Code specified for the applicable rental term.

Should the organization not want the prices to be automatically converted using the current Currency Exchange 
Rates, then multiple price cards will be required.
One for local currency with the Currency Code field left blank. And then other cards for the same Rental Term 



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 317/2540

ODT Rentals Online Help 5/15/2024 317/2540

with the Currency Code specified for each foreign currency that the rental may require. 

Click on the field Price

Enter the price to be billed per rental period for the 
selected Rental Term and Currency Code, if selected.

When entering a price when a Currency Code has 
been selected, then the price to be entered is to be 
the amount converted from the local currency.

By default, the Allow Line Disc. field is checked. 

Should Line Discounts not be allowed for Damage Waivers for this unit group or unit, then set the field to No by 
clicking on it.

Click on the field Tax Group Code, (Blank)

Click on Code = SUPPLIES, Description = Taxable 
Olympic Supplies

Select the Tax Group Code that is to be used to 
calculate and post sales tax when renting this unit.

Damage Waivers:
If Damage Waivers are to be billed, complete the Damage Waiver tab. The Rental Price card setup is 
mandatory for Damage Waivers. 

Damage Waiver pricing per rental period can be either a unit price or be a percentage of the rental price that is 
billed each rental period.

The following demonstrates the configuration of Damage Waiver pricing based on a unit price.
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Click on Damage Waiver Billing

By default, the field is not enabled. Clicking on the 
field will enable Damage Waivers.
When enabled, price calculation, documents and 
invoicing will include billings for Damage Waivers

Click on the field Damage Waiver Period Code, 
(Blank)

Click on Code = MONTH, Description = Month

Click on the field Damage Waiver Unit Price/Pct.
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Click on the item Unit Price in the list

Click on the field Damage Waiver Unit Price

Enter the text 50.00.

By default, the Damage Waiver Allow Line Disc. field is automatically set to the same setting as on the field, 
Allow Line Disc., on the General tab.

Should Line Discounts not be allowed for Damage Waivers on this unit group or unit, then to set the field to No, 
click on the field, Damage Waiver Allow Line Disc..

Click on the field Damage Waiver Tax Group Code

The Tax Group code specified on the General tab 
defaults to the Damage Waiver Tax Group Code.

Should the Tax Group be different for Damage 
Waivers, then look up and select the applicable Tax 
Group Code. This Tax Group Code for Damage 
Waivers will default to the Rental Amount Lines.

The following demonstrates the configuration of Damage Waiver billing based on a percentage of only the 
rental price, each rental period.
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Click on the toggle field Damage Waiver Billing

Click on the field Damage Waiver Period Code

Click on the link in cell Code with the value MONTH

Click on the field Damage Waiver Unit Price/Pct.
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Click on the item Percent in the list

Click on the field Damage Waiver Pct.

Enter the text 10.

Click on the link Damage Waiver Pct. Incl. Usage

The Damage Waiver Pct. Incl Usage field is only to be enabled when using Metered Usage pricing and/or 
Periodic Usage and Standby Charges.

For more information on this field, see ODT Rental Online Help, Additional Rental Processes and review the 
Metered Usage, and/or, Periodic Usage and Standby Charges.

By default, the Damage Waiver Allow Line Disc. field is automatically set to the same setting as on the field, 
Allow Line Disc., on the General tab.

Should Line Discounts not be allowed for Damage Waivers on this unit group or unit, then to set the field to No, 
click on the field, Damage Waiver Allow Line Disc..
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Click on the field Damage Waiver Tax Group Code

Additional Fee Pricing Setup
For this example, on Rental Management Setup, Additional Fee Name field, the name of Enviro. Fee has been 
specified to demonstrate the field naming change on the Rental Price card.

The pricing setup will be based on a percentage of the rental price.

Click on the toggle field Enviro. Fee Billing

By default, the field is not enabled. Clicking on the 
field will enable the the billing of the additional fee 
pricing.
When enabled, price calculation, documents and 
invoicing will include billings for the additional fee.

Click on the lookup button Enviro. Fee Period Code

Click on the link in cell Code with the value MONTH
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Click on the field Enviro. Fee Unit Price/Pct.

Click on the item Percent in the list

Click on the field Enviro. Fee Pct.

Enter the text 3.
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Click on the link Enviro. Fee Allow Line Disc.

Click on the field Enviro. Fee Tax Group Code

The Tax Group code specified on the General tab 
defaults to the Enviro. Fee Tax Group Code.

Should the Tax Group be different for the Enviro. Fee, 
then look up and select the applicable Tax Group 
Code. This Tax Group Code for Enviro. Fee will 
default to the Rental Amount Lines.

Click on the button Back

Repeat the applicable above steps for each pricing schema relevant to the unit group or unit where the Sales 
Type is set to All Customers.

NOTE:
Additional rental prices can as well be created by clicking on the "+" icon at the top of the rental price card.

2.8.11.4. Steps for Setting up Special Prices
The following demonstrates the setup for specifying a special price for a specific customer for the same Rental 
Term used in the previous example.

Click on the link New
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Click on the field Rental Terms Code

Click on Code = MONTH-PEND, Description = 
Monthly Rental - Per. Billing in Arrears

Click on the field Sales Type

Click on the item Customer in the list

The Sales Type of Customer Sales Group and 
Campaign are as well available to setup rental prices 
based on these options.
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Click on the lookup button Look up value

Click on No. = 40000, Name = Alpine Ski House, 
ZIP Code = 31772

Click on the field Price

Enter the text 450.00.
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Click on the field Tax Group Code

Click on Code = SUPPLIES, Description = Taxable 
Olympic Supplies

Click on Damage Waiver Billing, No

Click on the field Damage Waiver Period Code
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Click on Code = MONTH, Description = Month

Click on the field Damage Waiver Unit Price

Enter the text 45.00.

Click on the back button

2.8.12. How to Set a Service Status on a Rental Unit

2.8.12.1. Overview
The Service Status with Reservations feature provides the ability to specify a Service Status on a Rental Unit 
card, which will create a Reservation Entry on a unit when it will not be available to rent. No Reservation Entry 
is created when the unit is still available to rent out.

Options include:
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1. Blank
2. Needs Service – Available for Rent
3. Needs Service – Unavailable for Rent 
4. In Service – Unavailable for Rent 
5. In Service – Available for Rent
6. Expired 
7. Reserved

For information on the options, please see ODT Rentals Online Help, Setup Rentals, Setup Rental Units, 
Rental Units Overview.

When a Service Status has been selected for options of Needs Service – Unavailable for Rental, In Service – 
Unavailable for Rent or Reserved, then even when Allow Unit Overbooking or the Rental Unit Group the unit is 
assigned to has Allow Overbooking, then the Reservations are checked. The unit will not be able to be added 
to rental lines of either quote or contract.

When the Service Status of Expired has been selected, the system will automatically check the Inactive field on 
the unit card. The unit will no longer be available to rent.

2.8.12.2. How to Set the Service Status on a Rental Unit
Click on the navigation menu item Rental Units

Click on the link in cell No. with the value BD-006

Click on the field Service Status
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Click on the item Needs Service - Unavailable for 
Rent in the list

Click on the back button

2.8.13. How to Add Rental Units to My Rental Units

2.8.13.1. Overview
On the Home Role Center for the Business Manager and the Sales Order Processor roles, the My Rental Units 
list part has been added.

The My Rental Units list part provides users with the ability to add Rental Units to the list and quickly open the 
Rental Unit from the list.

2.8.13.2. Steps to Add Rental Units to the Rental Units List Part
Profile - Business Manager

The same steps apply to the Sales Order Processor Profile.

Click on the link My Rental Units
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Click on the menu item New

Click on the cell Unit No.

Click on No. = RU00001, Description = Buckeye 
Ditcher Group

Click on the Rental Unit Group or Rental Unit you 
wish to add to the list.

Click on the back button

3. Processing Rentals
3.1. Processing Rentals Overview
3.1.1. Introduction to Processing Rentals

3.1.1.1. Overview
You create a rental quote or rental contract to record your agreement with a customer to rent and sell certain 
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products on certain delivery and payment terms. A default rental term can be assigned to each customer, which 
will default onto the rental documents.

You can negotiate with the customer by first creating a rental quote, which you can convert to a rental contract 
when you agree on the rental. After the customer has confirmed the agreement, for example after a quote 
process, you can send a rental contract confirmation to record your obligation to deliver the products as agreed.

When you post the delivery of the rental unit(s), the related rental ledger entry records are created.

After you post the delivery, the contract can then be invoiced. Invoicing will be dependent upon the invoicing 
type specified on the rental term. 

• When the invoicing type is Start the invoicing occurs at the start of rental contract and bills for the full contract.

• When the invoicing type is End the invoicing occurs at the end of the rental contract when the rental units are 
returned and bills for the full contract.

• When the invoicing type is Periodic Start, the invoicing of the first rental period occurs at the beginning date of 
the first rental period. Subsequent invoices must be posted at the beginning of each of the following rental 
periods, when the rental exceeds one rental period.

• When the invoicing type is Periodic End, the invoicing of the first rental period occurs on the last day of the 
first rental period. Subsequent invoices must be posted at the end of each of the following rental periods, when 
the rental exceeds one rental period.

Posting the rental invoice will create the related rental value entries, general ledger, tax ledger and customer 
ledger entries in your system. 

With rentals, the ability to quickly and easily determine the availability of the rental unit group and/or units is 
paramount.

The Rental App provides a Group Availability Matrix on the Rental Quote and Rental Contract for achieving 
this. In addition, from the Group Availability Matrix, a Unit Availability Matrix is accessible, which displays the 
availability of the Rental Units assigned to the group selected on the Group Availability Matrix.

For information on the Group Availability Matrix and the Unit Availability Matrix, see ODT Rental Online Help, 
Processing Rentals Overview, Group Availability Matrix Overview.

For Rental Units linked to Items, a Rental Inventory Availability matrix is provided that displays the quantity of 
items available for rent per day when Locations are used for items and rental units.

For information on Rental Inventory Availability, see ODT Rental Online Help, Processing Rentals Overview, 
Rental Inventory Availability.

These two features are also available from the Business Manager and Sales Order Processor Profiles in the 
main menu command bar in the Rentals menu option, or from the Actions part, under Rental Management.

3.1.1.2. Sequence of Tasks for Processing Rentals
The following describes the sequence of tasks for processing rentals:
 Create a rental quote, where you offer products on negotiable terms, before converting the quote to a rental 

contract. This use of rental quotes is optional.
 Create a rental contract to record your agreement with a customer to rent, and sell products on certain 

delivery and payment terms.
 Pick the rental units, either directly on the contract, or on the To Ship list, which enables warehouse and/or 

other personnel to pick the units to ship.
 Renting out the Rental Units using Ship Rentals from the Rental Contract.

 Invoicing the customer. Invoicing can only commence after shipping the rental units. Timing of the invoicing 
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is dependent on whether the billing is at the beginning of the contract or each rental period, or at the end of 
the contract or end of each rental period. Invoicing can be done from the Rental Contract or batch post 
invoices from the Rental Invoicing Worksheet.

 Returning the Rental Units. The processing of the return of units can be done directly on the Rental 
Contract, or can be processed from the To Return list and the Rental Rapid Returns document.

With the feature to link Rental Units, when linked to an Item, then Transfer Orders are automatically created 
and posted, transferring the item from the rental location back to the location it was rented out from. With the 
posting of the transfer shipments and receipts, item ledger entries will be created.
 
To learn about processing Rental Quotes and Rental Contracts, see the ODT Rental Online Help, Processing 
Rentals, Rental Quotes, Rental Contracts, Rental Contracts using Billing Cycles and Rental Contracts with 
Rental Units Linked to Items.

3.1.1.3. Other Features and Processes Available When Processing 
Rentals

• Internal comments can be added to the Rental Contract, which flow through to the Completed Rental 
Contract.

To learn about adding internal comments to a rental document, please see ODT Rental Online Help, 
Processing Rentals, Rental Quotes, How to Add Comments to Rental Documents.

To learn about the following processing features, see ODT Rental Online Help, Processing Rentals.
 
 Summarize the Rental Amount Lines, when using Rental Terms with a Period Code of Day. 
 Copy an open or completed Rental Contracts or Rental Quote from a Renal Quote or Rental Contract.

 Create Rental Quotes and Rental Contracts directly from a Contact card.
 Re-open a Completed Rental Contract, which provides the ability to do a Corrective Rental Credit Memo, 

enter and invoice additional metered usage or periodic usage or add additional rental or sales lines.

 Reconciling Rental Quantities and Resolve Rental Shortages, which assists users in determining if there 
are shortages on any contracts. And provides the ability to resolve shortages directly from the rental 
contract.

 Blank Rental Return, which allows for open ended rentals. This feature provides for recurring invoicing on a 
per rental period basis until a Rental Return Date is entered and the units are returned.

 Batch invoice Rental Contracts, which enables the invoicing of multiple rental contracts at one time.

 Undo Rental Shipments, which enables a user to automatically reverse the shipment of a rental unit, 
change the unit and ship the newly selected unit.

 Pending Shipments and Returns, enables the user to review directly from Cues available on the Business 
Manager and Sales Order Processor profiles, all contracts or units for which there are pending shipments 
and pending returns. From the Contracts, Shipments Due Today and Shipments – Future cues the user 
can print a listing of Pick Tickets for selecting the units to be shipped. From the Units, To Ship cue, the user 
can print a Pick List of all rental units to be shipped. These lists are for warehouse and/or yard personnel 
for selecting the units to be rented, picking the units specified on the Rental Contracts, shipping the units 
and returning the units.

 Partial Shipments and Returns, provides the capability to ship or return a portion of the quantity on rent.
 Swap/Exchange Rental Units out on rent.
 The Bulk Returns feature provides the ability to update the Rental Return date, update the Quantity to 

Return on the rental unit lines in the contract and return units to a different or temporary location.
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 The Rental Rapid Returns document feature provides the ability to return units on multiple contracts using 
Barcode scanning and direct entry of the Rental Unit No. or Serial No., whether on the unit or in the Item 
Tracking Lines on a contract.

 Returning Units to a different or temporary rental location.

 Undo Returns, which enables users to automatically reverse the return of a rental unit.
 Credit Memos for rentals.

IMPORTANT

The user help was created from a Dynamics 365 Business Central for North America, in a United States 
company.
Therefore, the help refers to Tax Group Code.

Should your organization be using the Rest of World version of Business Central, then throughout the help, 
consider Tax Group Code to refer to VAT Prod. Posting Group.

For information on the setup and processing of rentals using the Price Incl. VAT, see the ODT Rental Online 
Help, Rest of World Additional Rental Processes, Processing Rentals using Price Incl. VAT.

3.1.1.4. Additional Rental Processes
The following is a list of additional rental features and processes, which are available.

To learn about these additional features, see ODT Rental Online Help, Additional Rental Processes.

• Rental Sales Kits allow the user to group suggested or required product, or notes to accompany the rental 
unit. The kits can be created on a unit, unit group or a rental package.
The Rental Sales Kits can include Inventory Items, Fixed Assets, Resources and Item Charges, that commonly 
accompany the rental. In addition, Standard Text Codes, or description comments, can be included in the kit.

• Rental Custom Calendar, which provides the ability to specify non-billable days and days that a standby price 
is to be billed to the customer.

 Rental Packages provides the ability to create kits comprised of components. Components which can be 
specified in a package include Rental Unit Groups, Rental Units, Standard Text Codes, and descriptive 
comments. The Rental Packages provides the capability to create 2 types of packages, which are based on 
how the pricing occurs.

1. Price Allocation packages, where the package rental unit price per rental period of the package is 
allocated to the components in the package. The pricing for billing the customer can be configured on 
the package price cards per rental term or be entered directly on the rental lines of a quote or contract. 

2. Roll-up Price packages, where the package unit price per rental period is the sum of the rental unit 
prices on the component lines.

 Metered Usage, which provides the ability to track usage of equipment, which can be for maintenance 
purposes only, or can be for both maintenance and billing purposes. Billing for metered usage can be 
single or multi-level, which means customers may get a specified usage allowances at each level, which 
charge different usage unit rates, depending on the level of the usage.

 Periodic Usage and Standby Charges pricing can be used for the unique circumstance where a customer is 
billed a daily rate, when the days to be billed are not consecutive. Another example is where the customer 
is billed one rate when the equipment is in use, and another when it is on standby. Standby charges are 
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optional.

 Subcontracting rental product and automatically populate the Rental Unit No. field on a contract line. From 
the rental line a Purchase Order can automatically be created. 

 Process Contracts across Time Zones, which enables the ability to enter a quote or contract in one time 
zone, ship the units from a different time zone, invoice in yet another time zone, and return the units, 
groups and packages in another time zone.

 Rental FA Transfer Journal, which ensures Fixed Assets which are linked to units have the Rental Location 
on the asset card updated when the unit is rented out and returned. The journal can be used as well to 
transfer Fixed Assets to a different rental locations, which when posted will update the Rental Unit as well.

 Rental Line Discounts, which provides the ability to specify rental discount percentages on the Customer 
Cards, or enter the rental discount percentages to be applied to the rental lines directly on a Rental Quote 
and Rental Contract.

 Links, Notes and Attachments, which can be added to Rental Units, and Rental Documents on both the 
Rental and Sales Lines.

 Transfer Rental Lines on a contract to a new contract. 
 Create an Advanced Proforma Invoice, which creates a Sales Invoice and locks the contract so no changes 

can be made until the Advanced Proforma Invoice is posted.
 Track Customer Certificates on Insurance.
 Capture Electronic Signatures on rental documents.

• Rental Accruals and Deferrals, which provides a reversing rental accrual journal where the automatic 
calculation of rental revenue accrual amounts, and if desired, rental revenue deferral amounts is ran. The 
posting of the journal will update the G/L accounts specified on the Customer Posting Group and General 
Posting Setup.

• Integration with Jobs, which provides the ability to append Job Planning Lines to the Sales Lines on a Rental 
Contract. When the contract sales lines are invoiced, the applicable Job Planning Lines are updated, and Job 
Ledger Entries are created.

• Additional Notes for Rentals, which provides the ability to link Standard Text Codes with or without extended 
text and/or description notes to units and specify which rental documents they are to print on. 
In addition, the Additional Notes can be added to a rental line directly on the Rental Quote and Rental Contract.

• Rental Categories and Attributes, provides a means to maintain an overview of the rental units and to help 
sort and find units, it is useful to organize rental groups and units into categories. To find rental units by 
characteristics, rental attributes can be assigned to rental groups and units and also to rental categories.

3.2. Rental Availability
3.2.1. Group Availability Matrix

3.2.1.1. Group Availability Matrix Overview

3.2.1.1.1. Overview
The Group Availability Matrix provides a quick view of the availability of a group and the rental units linked to a 
group. Thus, facilitating the selection of the rental units on the rental quote or rental contract lines.

The matrix uses the reservation functionality to determine the quantities displayed within the matrix.

A variety of filter fields are provided, which can be used to fine tune the view as needed.
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In addition, the Unit Availability Matrix can be accessed from the group matrix, which will display the units 
assigned to the selected group in the matrix lines

The Unit Availability Matrix provides a variety of filter fields, which can be used to fine tune the view as needed.

The Group Availability Matrix is available on the Business Manager and Order Processor role centers or using 
Search, which when opened will display the availability for all Rental Unit groups.

Should a Rental Unit Group record have late returns based on the dates in the columns, then the record will 
show in red.

The ability to automatically generate a "Quick Rental" provides the options to create a new rental document or 
append to a current rental document is available from the Group Availability Matrix and the Unit Availability 
Matrix accessed from the role centers or Search.

For additional information on the Quick Rentals, please see the ODT Rental Online Help, Processing Rentals 
–  Quick Rentals.

The Group Availability Matrix is also available from the Rental Quote and Rental Contract. When accessed 
here, the matrix is filtered to the group on the rental line, which has been selected on the line prior to opening 
the matrix.

For additional information on the Rental Unit card status fields, please see the ODT Rental Online Help, 
Reviewing Rentals – Rental Units – Rental Status Overview.

To review the availability of Rental Units not linked to a group, review the Rental Unit Card.

3.2.1.1.2. Accessing the Group Availability Matrix
The following demonstrates the opening of the matrix from the Sales Order Processor Role Center.

The same steps apply to users having the Business Manager Profile.

Click on the link Rental Management 

Click on the navigation menu item Group Availability 
Matrix

The following demonstrates the opening of the matrix from a Rental Contract.
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Click on the cell Rental Unit No.

Select the Rental Unit Group line to be reviewed in 
the Group Availability Matrix.

Click on the navigation menu item popup Manage

Click on the navigation menu item Group Avail 
Matrix

The record lines displayed when opening from the contract will only be for the group that was selected prior to 
opening the Group Availability Matrix.

The filter set on the No. field can be cleared to view all Rental Unit groups.

NOTE:
The Group Availability Matrix can as well be accessed using the following steps in both the Business Manager 
and Sales Order Process role centers.

Click on the navigation menu item popup Rentals
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Click on the navigation menu item Group Availability 
Matrix

3.2.1.1.3. Menu Options
The menu options are displayed in the following picture. The menu options of Process, Rental, Attributes, 
Actions and Related contain sub-menu options which are displayed when the option is clicked on.

The following describes the Process sub-menu options.

Click on the navigation menu item popup Process

Click on the navigation menu item Next Set

Clicking on the Next Set will update the line dates and 
quantities to the next set of dates.

Click on the navigation menu item Previous Set

Clicking on the Previous Set will update the line dates 
and quantities to the previous set of dates.
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Click on the navigation menu item Quick Rental

The Quick Rental provides the ability to create a new 
Rental Quote or Contract with the selected groups 
added to the Rental Lines or append the selected 
rental groups to an existing Rental Quote or Rental 
Contract.

For information on the Quick Rentals, please see the ODT Rental Online Help, Processing Rentals – Quick 
Rentals.

The following describes the Rental sub-menu options.

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Unit List

When selected, a listing of all Rental Unit Groups will 
be displayed.

Click on the navigation menu item Rental Unit Card

When selected, the Rental Unit card for the selected 
group will open.
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Click on the navigation menu item Rental Unit 
Availability Matrix

The Rental Unit Availability Matrix displays the 
availability of the Rental Units assigned to the rental 
group the cursor is on when selecting the menu 
option.

Click on the navigation menu item Rental Group 
Availability Calendar

The Rental Group Availability Calendar displays the 
Rental Group and assigned Rental Units availability in 
a calendar view.

Click on the navigation menu item Rental Unit 
Availability Calendar

The Rental Unit Availability Calendar displays the 
availability of the Rental Units assigned to the Rental 
Group the cursor is on when selecting the menu 
option.

To learn about the availability calendars, please see the Visual Rental Availability Calendars user help.

The following describes the Attributes sub-menu options.

Click on the navigation menu item Filter By 
Attributes

The Filter by Attributes provides the ability to filter the 
matrix records by selecting the Attributes and 
specifying the desired Attribute Values.
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Click on the navigation menu item Clear Attributes 
Filter

The Clear Attributes Filter clears the Attribute and 
Attribute Values records entered when Filter by 
Attributes has been configured.

The Actions menu option contains the same sub-menu options as in the Process option.

The Related option contains the same sub-menu options as described in the Rental menu option.

3.2.1.1.4. Option Tab Fields
Click on the field Start Date

When opening the matrix, the Start Date is 
automatically populated with the work date. This field 
controls what dates will show in the matrix lines for 
the displayed set. This date can be overridden to 
change the displayed set to different dates.

This can be done by selecting the desired Start Date, 
which will update the line dates and quantities.

Click on Show Negative Only, No

This field by default is set to No.
When this field is set to Yes, then the matrix lines will 
be restricted to display only those groups with 
negative quantity available.

Click on the field Group Filter

To restrict the matrix lines to display a single or 
multiple Rental Unit Groups, lookup and select the 
applicable group or groups. The selecting of multiple 
groups can be accomplished using the Select More 
option on the list and checking the groups to be 
included.
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Click on the field Location Filter

To restrict the matrix quantities to a specific rental 
Location, lookup and select or enter the desired 
Location.

The quantity fields that will be restricted to display the 
quantities related to the specified Location includes 
Total Group Qty., Net Available, Reserved and the 
quantity fields on the matrix lines.

Click on the field Description

Displays the description of the Rental Unit group line 
selected in the lines.

Click on the field Total Group Qty.

Displays the quantity of rental units linked to the group 
for the rental group selected on the matrix lines.

When clicking on the quantity a window will open 
displaying a listing of all Rental Units that are 
assigned to the group, excluding units flagged as 
Sub-Rentals. If the Location Filter is populated, this 
quantity is revised to display the quantity for only the 
specified Location.

Click on the field Net Available

The Net Available field displays the quantity of units 
available to rent for the group selected on the matrix 
lines.

The quantity displayed will be filtered based on the 
Start Date and Location filters, if specified.

When clicking on the quantity, a window will open 
displaying a listing of Rental Units assigned to the 
group, which are available to rent.
When clicking on the quantity, a page will open which displays a listing of all rental units in the group selected 
that are available to rent.

Within the listing of the units, if the On Rent or Reservations Exist fields have No displayed, then these units 
are available. When the On Rent or Reservations Exist fields have yes displayed, then these units are not 
available.
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Click on the field Reserved

Displays the number of units in the group selected 
which are reserved either on a rental contract, 
automatically, or a rental quote when the Commit 
Reservation is checked.

When clicking on the quantity field, a listing of the Rental Reservation records for the rental units assigned to 
the selected group will open. 

The reservations records contain fields which display the Source ID which is the rental unit no., the document 
number the unit has been entered on, the Starting Date-Time, Ending Date-Time, and the Needed Duration for 
each of the reserved units.

On the Reservation Entries page, the user can open the rental document the unit is reserved or on rent by 
going to the menu option Navigate.

Thus, enabling the user to see when the units are expected to become available.

3.2.1.1.5. Matrix Lines

 No.: Displays the rental unit group number.
 Description: Displays the name of the rental group.
 Dates columns: Display the quantity of linked rental units that are available for each date. The quantity is 

color coded and is impacted by the quantity entered on the Rental Unit Group card - Availability Warning 
field.

Green: The number of units available exceed the Availability Warning quantity specified on the rental unit 
group.

Red: There are 2 conditions when quantity will be displayed in red.
 First, when the quantity entered in the Availability Warning has been reached. Second, when the group 
availability is negative, which can occur when the quantity entered on a group rental line exceeds the quantity 
available for the location specified.

Clicking on the Qty. in any date column will display a listing of the rental units linked to the selected group. 

Within the listing of the units, if the On Rent or Reservations Exist fields have No displayed, then these units 
are available.

When the On Rent or Reservations Exist fields have Yes displayed, then these units are not available. When 
Yes is showing the Reservation Start Date-Time and the Reservation End Date-Time is displayed.

NOTE: 

When a group has been entered on a Rental Quote with a quantity specified, however, the child units have not 
been specified on the rental lines, then the rental unit list does not specify any of the units as reserved. The 
reservation is at the group level only.

3.2.1.1.6. Unit Availability Matrix
The Unit Availability Matrix contains the same menu options as the Group Availability Matrix.
To move to the previous or next set, or run Quick Rental select the menu option, Process.
To open the Rental Unit card for the selected matrix line, select the menu option Rental.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 344/2540

ODT Rentals Online Help 5/15/2024 344/2540

It also provides the ability to filter the list of the group units by Start Date, Location, Category and Attributes.

Click on the cell No. with the value RU00009

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Unit 
Availability Matrix

The matrix lines display the availability on a per day basis, starting from the date in the Start Date field.

If the unit is available, then a 1 will be displayed in the date columns.

When a unit is reserved or out on rent, then a red 0 will be display in the date columns, covering from the 
Rental Start Date to the Rental Return Date on the Rental Line the unit is on.

By clicking on the 0, a page will open that displays whether the unit is on rent or a reservation exists. The 
Reservation Start Date-Time and the Reservation End Date-Time are also displayed.

By clicking on the "Yes" in the Reservations Exist column, the Reservation Entry for the unit will be displayed 
which will provide the quote number, if reserved on the quote, or the contract number.
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Click on the field Start Date

When opening the matrix, the Start Date is 
automatically populated with the work date. This field 
controls what dates will show in the matrix lines for 
the displayed set. This date can be overridden to 
change the displayed set to different dates.

This can be done by selecting the desired Start Date, 
which will update the line dates and quantities.

Click on the field Location Filter

To restrict the displayed units to a specific rental 
Location, lookup and select or enter the desired 
Location.

Click on the lookup button Location Filter

Click on the link in cell Code with the value EAST

To clear the filter, delete the selected location from 
the field.
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Click on the field Category Filter

If Categories have been assigned to the units, to 
restrict the displayed units to a specific Category, 
lookup and select or enter the desired Category.

Click on the field Attribute Filter

If Attributes and Attribute Values have been setup on 
the units assigned to the group, then the list of units 
can be filtered to display only the units with specific 
attributes and values.

The following demonstrates the setting of an Attribute and Attribute Value filter.

Click on the lookup button Attribute Filter

Click on the lookup button in the cell Attribute
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Click on the cell Name with the value Model

Click on the cell Value

Enter the text P320.

Click on the button OK

To clear the Attribute filter, delete the data in the field.
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Click on the field Reserved Qty.

When clicking on the quantity when 1 is display, which 
will provide the quote number, if reserved on the 
quote, or the contract number.

Click on the button Close

3.2.2. Rental Inventory Availability

3.2.2.1. Overview
The Rental Inventory Availability matrix provides a quick snapshot of the projected available quantity of 
inventory Items linked to Rental Units.

The matrix also contains a Quick Rentals feature, which provides the ability to create a new rental document 
containing selected Rental Units or to append selected Rental Units to an open rental document.

For information on the Quick Rentals feature, please see the ODT Rental Online Help, Processing Rentals 
–  Quick Rentals.

The matrix provides a variety of filtering options, which filter either the lines and/or the line quantities.
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When the Rental Availability Matrix is accessed using the Search, Main Command bar, second Command bar 
or through the Actions, Rental Management, then the matrix records display all Items linked to a Rental Unit.
When the matrix is accessed from the Rental Lines on a Rental Quote or Rental Contract, then the matrix 
displays only the record for the Item on the selected rental line.

A drill down is provided on the quantity on in the date columns which provides the details related to the 
displayed quantity, including Total Rental Quantity, Qty. on Rent/Reserved, Expected Qty. to Return and the 
Projected Available Balance as at that date.

3.2.2.2. Accessing the Rental Inventory Availability Matrix
The Rental Inventory Availability list can be accessed from the following places.
 Using the Search option.
 From the Role Centers, Business Manager and Sales Order Processor. - Main Command bar and second 

Command bar
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 Rentals menu option - Actions section, Rental Management
 Rental Quote and Rental Contracts, Rental Lines, Manage menu option.

The following example demonstrates accessing the Rental Inventory Availability matrix from the Business 
Manager role center.

The same steps can be used in the Sales Order Processor role center.

Click on the navigation menu item Rental Inventory 
Avail.

The following example demonstrates accessing the Rental Inventory Availability matrix from a Rental Contract.

Click on the navigation menu item popup Manage

Click on the link Rental Inventory Avail.

3.2.2.3. Rental Inventory Availability Page
The following picture displays the Rental Inventory Availability matrix.
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The matrix provides a variety of filtering options, which filter the lines and the line quantities per day including:
 Start Date: Used for specifying the date to be set on the first date column. The user's Work Date defaults 

to this field and can be overridden.

 Location Filter: For specifying a rental location to filter the matrix records to display the projected available 
quantities for only the selected rental location.

 Category Filter: For specifying a Rental Category Code to filter the records to display only those Rental 
Units that have the specified Category.

 Rental Unit Filter: For filtering the matrix records to display only the specified Rental Units.
 Item Filter: For filtering the matrix records to display only the specified Items.

 Filter by Attributes: The Filter by Attributes menu option is located within the Related menu option. This 
enables the filtering of the matrix lines to display only the records where the Rental Unit Attributes match 
the Attributes and Values specified.

The Actions menu contains the Quick Rental menu option, which provides the ability to create a new Rental 
Quote or Contract with the selected Rental Units added to the Rental Lines or append selected Rental Units to 
an existing Rental Quote or Rental Contract.
 
For information on the Quick Rentals, please see the ODT Rental Online Help, Processing Rentals – Quick 
Rentals.

The Related menu options include:
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 Filter by Attributes: For filtering the matrix lines by a single or multiple Attributes.
 Clear Attributes Filter: Clears the attribute filters that were set using Filter by Attributes.
 Rental Unit Card: Opens the unit card for the selected matrix line.
 Item Card: Opens the Items card for the selected matrix line.

The lines in the matrix include:
 No.: Displays the Rental Unit No. which the Item is linked to.
 Item No.: Displays the Item No. of the item linked to the Rental Unit.
 Item Description: Displays the item description from the Item card.

 Date columns: Display the Item projected available balance for  2 weeks of dates commencing from the 
date  in the Start Date option field. The dates and quantities displayed are automatically updated when 
Next Set or Previous Set are selected, or the Start Date is changed.

The following example demonstrates filtering by Attributes when the Rental Inventory Avail. is opened from the 
role center or search.

The following picture displays the matrix without any filters set.
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Click on the navigation menu item Filter By 
Attributes

Click on Attribute

Click on the cell Name with the value Drive Size

Click on the cell Value
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Enter the text 1 inch.

Click on the button OK

The following picture displays the matrix filtered by the Attribute and Value set.

To clear the Attribute filtering, select the menu option, Clear Attributes Filter.

3.2.2.3.1. Rental Inventory Availability Details Page
When the quantity in one of the date columns is clicked on, then the details related to the displayed quantity in 
the matrix line for that date are displayed.

The following picture is an example of the details page.
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The following provides an explanation of the fields.
 Period Start: Displays the date which the availability is calculated for.
 Period Name: Displays the day related to the Period Start date.

 Qty. on Rent/Reserved: Displays the sum of the quantity of all rental lines where the unit linked to the item 
is reserved or on rent. The reserved quantity includes Rental Quote lines which have the Commit 
Reservation checked and all Rental Contract lines shipped and not shipped.

 Total Rental Quantity: Displays the sum of the item quantity in all Locations with Allow Rentals enabled. 
This includes the rental Locations the items are stored at and the Rental Inventory Location specified on 
Rental Management Setup to which Items are transferred to when the Rental Units are shipped.

 Expected Qty. to Return: Displays the sum of the rental line quantities which are on rent and have a 
Rental Return Date equal to or later than the Rental Return Date.

 Projected Available Balance: Is a calculated quantity based on the equation of: Total Rental Quantity 
minus Qty on Rent/Reserved plus Expected Qty. to Return.

3.2.3. Visual Rental Availability Calendars

3.2.3.1. Visual Rental Availability Calendars Overview

3.2.3.1.1. Overview
The Rental Availability Calendars provide a visual graphical representation using colored bars to display the 
rental availability of Rental Groups, Rental Units assigned to groups and/or Rental Units not linked to Items.

The availability calendars can be accessed globally and from the rental lines’ menu, which provide the 
capabilities to allocate group rental units or select units and modify the length/duration of the rental on a rental 
unit graphical bar.

The global availability calendars include the following calendars:
 Rental Avail. Calendar
 Group Avail. Matrix contains access to 2 calendars, the Rental Group Availability Calendar and the Rental 

Unit Availability Calendar

The Rental Line calendars on the rental documents include:
 Availability Calendar
 Group Avail. Matrix contains access to 2 calendars, the Rental Group Availability Calendar and the Rental 

Unit Availability Calendar

The following picture is an example of the global Rental Avail. Calendar with the Availability Option of Group 
Availability.
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All availability calendars provide the ability to filter the calendar. The Filters menu option contains the following 
Filter options, which can be modified by the users.

 Availability Options, which controls how and what will be displayed in the calendar.  The options include 
Group Availability, Group Units Availability, Unit Availability and All.

 Start Date, which on the global availability calendar the date default from the the users Work Date. On the 
Rental Line, Availability Calendar the date will default from the Rental Start Date on the rental line, if a unit, 
group is on the line selected. Otherwise, the date will default from the Document Date.

 Filtering fields, which provide the ability to filter by Group No., Location and Category. 

NOTE:
Attributes filtering and clearing of Attributes filters is accomplished using the calendar menu options.

The Visual Calendar Setup provides an option field, Open with Filter Options, which when enabled displays the 
Filters page prior to populating the calendar on various calendars and scenarios.

For detailed information on which calendar and the scenarios that the Filters page is displayed and is not 
displayed when the field is enabled, please review the Visual Calendars Setup.

Features available on the availability calendars

 Double clicking on a Rental Group or Rental Unit No. opens the Rental Unit card.
 Double clicking on a calendar bar that displays a Rental Quote or Rental Contract number opens the rental 

document.

 When pointing to a calendar bar that displays a Rental Quote or Rental Contract number a pop up 
message provides additional information related to the rental.

Pop-up Messages
The following provides examples of the pop-up messages that are displayed on the calendar when pointing to 
the Reserved and On Rent bars.
The dates in the messages are based on the related Reservation Entry.
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The following displays the message that occurs when pointing to a Reserved bar in the group section that has a 
rental document number and Customer name.

Point the cursor to the Reserved: RC00009 - Adatum 
Corporation

The following displays the message that occurs when pointing to a Rental Unit, On Rent bar.

Point the cursor to a Rental Unit bar: On Rent: 
RC00011 - Adatum Corporation, Location: EAST

Processing functionality varies for the different availability calendars.

Please review the help on the various availability calendars for details on the processing functionality for the 
calendars.

3.2.3.1.2. Availabiltiy Calendar Menu Options
The following picture displays the menu option from the global Rental Avail. Calendar.

 Today: Sets the Start Date in the Filters to the current date based on the system date. The calendar will be 
updated to display the week in which the current date falls within. 

 Previous: Updates the calendar to display the previous set of dates and the calendar bars and quantities. 
 Next: Updates the calendar to display the next set of dates and updates the calendar bars and quantities.
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Filters

Availability Option:
The Availability Option field includes the following options which control how and what is displayed in the 
calendar.

Group Availability sets the calendar to display all rental groups and the units assigned to the groups in an 
expanded mode.

Group Unit Availability sets the calendar to display all rental units that are assigned to rental groups.

Unit Availability sets the calendar to display Rental Units which are not assigned to rental groups and are not 
linked to Items.

All sets the calendar to display Rental Groups followed by the Rental Units assigned to the groups, and the 
Rental Units not assigned to a group and are not linked to an Item.

Group Filter: Provides the ability to restrict the calendar records to display only the rental group and the rental 
units assigned to the group.
Location Filter: Provides the ability to filter the units displayed in the calendar by location.

Category Filter: Provides the ability to filter the rental groups and units displayed in the list by rental category.

 Filter by Attributes: Provides the ability to filter the calendar view by Attributes and Attribute Values when 
they have been setup on the rental groups and/or units

 Clear Attribute Filters: Clears the Attributes and Attribute Values filters.

 Expand All: Expands the groups to display the Rental Units that are assigned to the groups. The calendar 
opens in the expanded view by default.

 Collapse All: Collapses the calendar to display the groups, but not the assigned Rental Units.

 Refresh: Updates the calendar to capture new or modified rental lines from the rental documents.
 Day: When selected will change the calendar view set to one day and displays the Date that is in the 

Filters, Start Date field.

 Week: When selected will change the calendar view set to display a weekly calendar commencing with 
Sunday. The initial weekly set will be the week that the Filters, Start Date falls within.

 Month: When selected will change the calendar view set to display a monthly calendar commencing with 
the first day being the first day of the month in which the Filters, Start Date falls within.

The following picture displays the Rental Line, Availability Calendar menu, which includes an additional option 
called, Rental Period.
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When the cursor is on a rental line with a rental group or unit on the rental line, then when opening the calendar 
view is automatically set to Rental Period.
The Filters, Start Date is set to the Rental Start Date from the line and will be the first date in the calendar view.

3.2.3.2. Setups for the Visual Rental Availability Calendars

3.2.3.2.1. Overview
The Visual Calendar Setup includes a setup option to specify that on the availability calendars the Filters page 
is to open prior to populating the calendar.

The color styles of the graphical bars on the calendars are set by default and can be modified on the Visual 
Calendar Setup accessed from the Actions - Rental Management Set or by using Search.

On Rental Management Setup a default calendar period can be specified for the Rental Line, Availability 
Calendars' view to display the sets based on the number of days in the selected rental period.
This setting is only applied to the Availability Calendar when there is not a Rental Term Code on the General 
tab of the rental document.

3.2.3.2.2. Visual Calendar Setup
The Visual Calendar Setup consists of:

Open with Filter Options:
The field, Open with Filter Options, is used for specifying whether the Filters page will open prior to populating 
the availability calendar. Thus allowing users to set the filters so that the calendar will be populated based on 
the set filters rather than the default filters.

The following outlines the calendars and scenarios in which the Filters page is displayed and is not displayed, 
when the Open with Filter Options is enabled.

When enabled the Filters page will be displayed when opening the following calendars:
 the global Rental Avail. Calendar
 the global Group Availability Matrix, Rental Group Availability Calendar
 the Rental Line, Availability Calendar when the cursor is on a blank rental line or a rental line with a single 

unit not assigned to a group

The Filters page does not open when:
 Selecting the Availability Calendar from the Rental Line, manage Menu when the cursor is on a line that 

has a rental group. The calendar is automatically filtered by the Group No. of the group on the line.

 Selecting the Availability Calendar from the Rental Lines, when the cursor is on a child line of a rental 
group, whether the child Rental Unit No, is selected or not. The calendar is automatically filtered by the 
Group No. to display the group and all the units assigned to the group.

 Selecting the Availability Calendar from the Rental Lines, when the cursor is on a rental line that contains a 
Rental Unit No. of a unit assigned to a rental group, without the group on the rental lines. The calendar is 
automatically filtered to display the Group No. and all units assigned to the rental group.

 Selecting the Rental Unit Availability Calendar from the global Group Availability Matrix. The calendar is 
automatically filtered to display the Rental Units assigned to the rental group selected on the Group 
Availability Matrix.
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 When from the Rental Line, Group Availability Matrix, select either the Rental Group Availability Calendar 
or Rental Unit Availability Calendar. The Rental Group Availability Calendar is automatically filtered by 
Group Availability and the Group No. on the rental line. The Rental Unit Availability Calendar is 
automatically filtered by the Group Unit Availability option and the Group No. on the rental line.

View Style Records:
A listing of the calendar entries making up the view styles which specify the types of availability bars that are 
displayed in the calendars. And what colors the bars, text and outline of the bars are set to.  The Style reords of 
the calendar entries and colors are populated by default.

The calendar entry records cannot be deleted, or additional entry types added. The color styles for the 
Background Color, Text Color and Border Color on the records can be changed.

Click on the navigation menu item popup Rental 
Management

Click on the link Visual Calendar Setup

The following picture displays the Visual Calendar Setup.
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The following displays how the default color schemes look on the calendar bars depicting the group available 
quantity, reserved, on-rent and reserved for a group but not assigned to units are displayed in the calendars.
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Click on the cell Table No. with the value 70014276

Select the record for the calendar bar that you want to 
change the colors on.

Click on the navigation menu item popup Manage

Click on the navigation menu item Change Style

The following steps demonstrate changing the Background Color of the calendar bar.

On the Edit - Color Picker window, an Example Text field displays how the selected colors in each field look like 
for the select calendar bar.

Click on #E89E63
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Click on one of the color boxes

Optionally you can click within the colors in the 
window to select a color. The plus sign will move to 
where clicked.

Click on the slide bar to modify the color.

Note that the Example Text field is updated to display how the calendar bar will look with the newly selected 
Background Color.

If you want to change the Text color or Border, repeat the steps demonstrated for changing the Background 
Color.

Click on the button OK

If after modifying the colors and decide that the color combinations of the default settings is preferred the Styles 
can be reset to the default styles from the Visual Calendar Setup.

The following demonstrates how to reset the color styles.

Click on the navigation menu item Reset Styles
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3.2.3.2.3. How to Setup a Default Calendar Period
Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the button General, Show more

Click on the field Default Calendar Period
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Click on the lookup button Default Calendar Period

Click on the link in cell Code with the value WEEK

When opening the Availability Calendar from the 
Rental Line, Manage menu, the calendar display the 
sets based on the number of days related to the 
Rental Period selected. 

In this example, the calendar sets will display 7 days 
as the WEEK rental period was selected.

3.2.3.3. Global Rental Availability Calendars

3.2.3.3.1. Overview
The global Rental Avail. Calendar and the Group Availability Matrix availability calendars contain the same 
general and processing features.

When on the Visual Calendar Setup, General tab the Open with Filter Option is not enabled the availability 
calendars are populated based on a defaulted Availability Option and Start Date. Filters can then be modified, 
or additional filters set on the Rental Availability Calendar.

If the Open with Filter Option is enabled, then when the availability calendar is selected the Rental Availability 
Calendar Filter page opens, which provides the ability to modify the filters or set additional filters prior to the 
calendar being populated.
 
The Open with Filter Option field setting does not apply to the Group Availability Matrix, Rental Unit Availability 
Calendar.

3.2.3.3.2. Availability Options
Group Availability and All Option
With the Group Availability option, the calendar contains a group section for each group followed by the Rental 
Units assigned to the group.

With the All option, the calendar contains a group section for each group followed by the Rental Units assigned 
to the group plus Rental Units that are not assigned to a group nor linked to an Item.

Using the Collapse All menu option the groups can all be collapsed, and then the desired groups can be 
expanded to display the assigned Rental Units.

The Group Availability and All option display a summary section for each group which contains per day:  
 the available quantity of Rental Units assigned to the group 
 the total reserved quantity that exists for the rental group, which includes the reservations for rental units 

selected, not selected and units that are not available due to a Service Status
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 the total quantity of the group units that are out on rent
 Individual reserved bars with a rental document no. that reservations exist on for group child unit rental 

lines where the unit has not been selected

The Rental Unit sections display colored bars depicting:

Reserved
 Reservations for Rental Contract, Rental Lines
 Reservations for Rental Quote, Rental Lines where Commit Reservation is ticked

Reserved due to Service Status
 Reservations for when a Rental Unit is unavailable due to a Service Status change. Normally only have 

start day and no ending date.

On-Rent
 Reservations for Rental Units that are out on rent

NOTE:
Sub-Rental Units assigned to rental groups are not included in the group quantities, nor is the sub-rental unit 
displayed on the calendars.

Group Unit Availability and Unit Availability Options

The following shows the calendar when the Availability Option is set to Group Unit Availability, which displays 
the Rental Units which are assigned to groups.

The following shows the calendar when the Availability Option is set to Unit Availability, which displays the 
Rental Units which are not assigned to groups nor linked to an Item.

The Rental Unit sections display colored bars depicting:

Reserved
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 Reservations for Rental Contract, Rental Lines
 Reservations for Rental Quote, Rental Lines where Commit Reservation is ticked.

Reserved due to Service Status
 Reservations for when a Rental Unit is unavailable due to a Service Status change. Normally only have 

start day and no ending date.

On-Rent
 Reservations for Rental Units that are out on rent

3.2.3.3.3. Rental Avail. Calendar
The Rental Avail. Calendar can be accessed via the Business Manager and Sales Order Processor role 
centers menu or via search.

The following demonstrates opening the Rental Avail. Calendar from the Business Manager role center. The 
menu option is also available on the Sales Order Processor role center.

Click on the navigation menu item Rental Avail. 
Calendar

The following picture displays the global Rental Avail. Calendar accessed from the Business Manager Role 
Center.

By default, the calendar displays the availability based on:
 The Availability Option of Group Availability
 The Start Date which defaults from the Users’ Work Date and can be overridden in the Filters
 A weekly calendar set commencing with Sunday in which the Start Date falls within, which can be changed 

on the calendar
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3.2.3.3.4. Group Availability Matrix Availability Calendars
The Group Availability Matrix accessed from the Business Manager and Sales Order Processor role centers 
menu, the Rental Management menu in the Actions, or by using Search provides 2 views of the Rental 
Availability Calendar.

 The Rental Group Availability Calendar 
 The Rental Unit Availability Calendar with the Availability Option set to Group Unit Availability and the 

Group No. of the selected group line in the Group Availability Matrix.

Group Availability Matrix – Rental Group Availability Calendar

The following demonstrates opening the Group Availability Matrix – Rental Group Availability Calendar from the 
Business Manager role center.
The Group Availability Matrix menu option is also available on the Sales Order Processor role center or can be 
accessed using Search.

Click on the navigation menu item Group Avail. 
Matrix

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Group 
Availability Calendar

The following picture displays the Rental Group Availability Calendar, which displays the same view as the 
Rental Avail. Calendar.
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By default, the calendar displays the availability based on:
 The Availability Option of Group Availability.
 The Start Date which defaults from the Start Date on the Group Availability Matrix and can be overridden in 

the Filters.
 A weekly calendar set commencing with Sunday in which the Start Date falls within, which can be changed 

on the calendar.

NOTE:
When on the Group Avail. Matrix the date on the Start Date field, and if a Group Filter or Location Filter are set 
prior to opening the Rental Group Availability Calendar, then these filters flow to the Rental Group Availability 
Calendar, Filters.

The following demonstrate how to access the Filters page to set filters on the calendar.

Click on the navigation menu item Filters
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Click on the applicable filtering field to set filters.

Click on the button OK

Group Availability Matrix – Rental Unit Availability Calendar

The following demonstrates opening the Group Availability Matrix – Rental Unit Availability Calendar from the 
global Group Availability Matrix.

Click on No. = RU00008, Description = 18 G Brad 
Nailers Group, 05 09 22 = 5

Select the matrix line containing the rental group you 
want to see the assigned units availability.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Rental Unit 
Availability Calendar

The following picture displays the Rental Unit Availability Calendar containing the Rental Units assigned to the 
rental group of the selected matrix line.

By default, the calendar displays the availability based on:
 The Availability Option of Group Unit Availability.
 The Start Date which defaults from the Start Date on the Group Availability Matrix, which can be modified in 

the Filters.

 The Group filter is automatically set to the Group No. related to the group line the cursor was on when 
opening the Rental Unit Availability Calendar, which can be modified in the Filters.

 A weekly calendar set commencing with Sunday in which the Start Date falls within, which can be changed 
on the calendar.

3.2.3.3.5. Processing Features
The following outlines the processes related to Reserved Bars within the group section and on Rental Unit 
lines.

Assigning and un-assigning of Rental Units within a Rental Group
 Can assign Rental Unit by dragging and dropping the Reserved bar with a rental document no. from the 

group section onto an available Rental Unit record within the group. The Rental Unit No. field on the rental 
document, group child rental line will be updated with the Rental Unit No.

 Can un-assign Rental Unit by dragging the bar back to the group section. This will show the bar as 
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Reserved in the group section. On the rental document, Rental Line the Rental Unit No. field will be 
cleared.

Change the Rental Unit for a Reserved bar on a unit record
 When a Rental Unit has been reserved, it can be changed to a different Rental Unit by dragging the bar to 

another Rental Unit section, which will update the Rental Line with the new unit.

Modify when the rental starts and ends
 Can click on and drag the Reserved bar with a rental document no. in the Group section or on a Rental Unit 

section to the left or right to change when the rental commences and ends for the rental line the Reserved 
bar is related to.

 Can change the date the rental is to commence on a Reserved bar in the Group section or a Rental Unit 
section by clicking and holding on the beginning of a bar and drag it to the left.

 Can extend the length of the rental on a Reserved by clicking and holding on the end of a bar and drag it to 
the right the Reserved bar with a rental document no. in a Rental Unit section to the left or right to change 
when the rental commences and ends for the rental line the Reserved bar is related to.

NOTE:
When the unit is within a Rental Package the moving of the bar to an earlier date cannot be an earlier date than 
the Rental Package line, Rental Start Date. And the extending the end of the bar to a later date cannot be later 
than the Rental Package line, Rental Return Date.

The following modification can be done on the bars indicating the Rental Unit is out on rent.
 Extend the rental to a later date by clicking on the end of the bar and when a double arrow shape appears 

drag the bar to the left to the new expected Rental Return Date.

NOTE:

When the unit is within a Rental Package the extending of the date to a later date cannot be later than the 
Rental Package line, Rental Return Date.

When the calendar is closed the changes made in the calendar will update the Rental Lines on the applicable 
rental document.

3.2.3.4. Rental Line Availability Calendars

3.2.3.4.1. Overview
From the Rental Line, Manage Menu the Rental Availability Calendars include:
The Availability Calendar, which opens the Rental Availability Calendar Select which is similar to the global 
Rental Availability Calendar. However, provides an additional processing feature of being able to automatically 
select Rental Units to create new Rental Lines.

The Group Availability Matrix accessed from the rental lines’ Manage menu which provides two views of the 
Rental Availability Calendar that have a default Availability Option set. 
 The Rental Group Availability Calendar with the Availability Option set to Group Availability and the Group 

Filter set to the related group of the line the cursor is on. 

 The Rental Unit Availability Calendar with the Availability Option set to Rental Unit Group Availability and 
the Group No. of the selected group line in the Group Availability Matrix.

The number of days displayed in the calendar sets on all rental line calendars is determined based on the 
following:
 When a Rental Term is specified on the General Tab of the rental document the number of days displayed 

per set will be based on the Rental Period of the Rental Term. 
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 If not specified, then if on Rental Management Setup, General Tab a Default Calendar Period is specified, 
the number of days of the Period Code will be used to set the number of days to display in the calendar 
sets.

 If there is not a Rental Term on the General Tab of the rental document, nor a Default Calendar Period 
specified, then the number of days displayed in the calendar sets will default to 30 days.

By default, the Filters page is not displayed prior to populating the calendar.
The Filters page provides the same filtering options as noted in the global Rental Availability Calendar help, 
therefore, will not be repeated here.

The Visual Calendar Setup provides the field, Open with Filter Options and when enabled displays the Filters 
page prior to populating the calendar. An exception to this is when the rental line the cursor is on has a Rental 
Group, then the Filters page will not be displayed prior to populating the calendar.

3.2.3.4.2. Rental Line - Availability Calendar
On the Rental Quote and Rental Contract, the Availability Calendar is accessed from the Rental lines, Manage 
menu option.

When opening the Availability Calendar, the calendar view that is displayed is based on the following.

The Filters, Availability Option is set to All by default.
 
When opening the Availability Calendar from the Rental Lines, the view is automatically set to the menu option 
of Rental Period, which means the first date displayed in the calendar view will based on the Filters, Start Date.

The Filters, Start Date field is set depending on whether the cursor is on a blank line, or is on a line that has a 
Rental Group or Rental Unit selected.
 When on a rental line that is blank and open the Availability Calendar the Filters, Start Date is set to the 

Document Date.

 When on a rental line that has a Rental Group or a Rental Unit, the Filters, Start Date is set to the Rental 
Start Date on the line. 

Therefore, the first date displayed in the calendar view will be either the Document Date or the Rental Line, 
Rental Start Date.

The Filters, Group Filter will be set to the group on the rental line if the cursor is on a Rental Line that has a 
Rental Group prior to opening the Availability Calendar. The calendar will display only the group and the units 
assigned to the group.

The following demonstrates opening the calendar on a Rental Contract that does not have a Rental Term on 
the General Tab, nor has a Default Rental Period been setup on Rental Management Setup.

The calendar will be opened when on a Rental Group line with a Rental Quantity of 2 and the child units have 
not been selected which have a Rental Start Date of May 7.
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Click on the cell Rental Unit No. with the value 
RU00018

Click on the navigation menu item popup Manage

Click on the navigation menu item Availability 
Calendar

The following picture displays the Rental Availability Calendar Select which is automatically filtered to display 
the Rental Group and the assigned units.
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NOTE:
The dates covered by the bars are based on the date in the Starting Date-Time field of the Reservation Entries. 
This field is populated based on the Required Shipping Date on the Rental Line, which may be earlier that the 
Rental Start Date.

When there is a black triangle at the beginning or end of the displayed Reserved bar, this indicates the 
reservation covers dates in a previous and/or next set of dates.

The following demonstrates opening the Availability Calendar when on a blank Rental line.
The Document Date on the Rental Contract is May 5.

Click on the cell Rental Unit No.

Select a blank rental line.

Click on the navigation menu item popup Manage

Click on the navigation menu item Availability 
Calendar

The following picture displays the Rental Availability Calendar Select, which opens with the Availability Option 
of All and a Start Date of May 5.
The Start Date and thus the first calendar day displayed is May 5 which is based on the Document Date of the 
Rental Contract.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 376/2540

ODT Rentals Online Help 5/15/2024 376/2540

3.2.3.4.3. Rental Line - Group Availability Matrix Calendars
The availability calendars accessed from the Group Availability Matrix provide the same general and 
processing features as the global Rental Availability Calendars.

Please review the Visual Availability Calendars Overview and the Global Rental Availability Calendars user 
help for information on the features.

3.2.3.4.4. Processing Features from the Availability Calendar
The processing features outlined in the global Rental Availability Calendar user help are available on the 
Availability Calendar as well.

Please review the Processing Features chapter in the Global Rental Availability Calendar user help.

In addition to those features, the Availability Calendar provides that ability to select rental units on the 
Availability Calendar to add to the Rental Lines.

When Rental Units assigned to a group are selected, the Rental Lines will be populated with both the group 
and the selected units. 
Therefore, this process should be done when opening the Availability Calendar from a blank Rental Line.

The following demonstrates adding 2 Rental Units which are assigned to a Rental Group to the Rental Lines of 
a Rental Contract.

SUGGESTION
If the Rental Start Date is to be at a different date than the current Rental Lines have, then suggest changing 
the Posting Date to the planned start date for the new units on the General Tab so that when the Rental Lines 
are created the Rental Start Date will be set to the planned date.
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Click on the field Posting Date

As the Posting Date and Document Date are May 7. 
This is the date that the Rental Start Date will be set 
to on the new Rental Lines when the Rental Units are 
selected from the calendar.

Click on the cell Rental Unit No.

When adding Rental Units from the calendar, ensure 
that you are on a blank rental line.

Click on the navigation menu item popup Manage

Click on the navigation menu item Availability 
Calendar

Select the Rental Units to be added to the Rental Lines on the rental document.
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Click on RU00009-002

Click on RU00009-003

Click on the button OK

Click on the cell Rental Unit No. with the value 
RU00009

As the selected Rental Units are assigned to a group 
the Rental Group is added to the Rental Lines along 
with the selected Rental Units.
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Click on the cell Rental Start Date with the value 
5/7/2022

Note that the Rental Start Date is automatically set to 
May 7, the same as the Posting Date and Document 
Date.

If the new Rental Units are to be shipped on the same date as the other Rental Units on the Rental Lines, then 
the Required Shipping Date should be modified.
NOTE
The Required Shipping Date is the date used in setting the Starting Date-Time in the Reservation Entries.

3.3. Rental Quotes
3.3.1. Rental Quote Overview

3.3.1.1. Overview
Users have the ability to quote both rentals and sales from a Rental Quote, as it contains both Rental Lines and 
Sales Lines. The quote can then be converted to a Rental Contract.

Rental Quotes can be created by specifying the Sell-to Customer or by specifying a Sell-to Contact on the 
quote document. Additionally a Rental Quote can be created from a Contact card.

Internal comments can be added to the Rental Quote, which flow through to the Rental Contract. The internal 
comments can be added to the Rental Contract, which will be maintained on the Completed Rental Contract.

Electronic Signatures can be captured on the Rental Quote.
To learn about Electronic Signatures, please see ODT Rental Online Help, Additional Rental Processes, 
Electronic Signatures.

Files can be attached to a Rental Quote, Rental Lines and Sales Lines by using the Expand the factbox pane 
and selecting the document to be attached. The attachment will flow through to the Rental Contact, when Make 
Contract is ran. Alternatively the files can be attached to a Rental Contract and will flow through to the 
Completed Rental Contract.

An additional feature provided is the ability to specify a quote as completed should a customer decline the 
quote. Thus enabling the declined quote to be moved to the Completed Rental Quotes. In conjunction with this 
feature, an option, Re-Open on the Completed Rentals Quotes is provided to re-open quote. This is especially 
useful should the customer who initially decline the quote, change their mind and decide they do wish to 
approve the quote.
 
For information on how the re-open a quote, see the help in Rental Quotes, How to Mark as Complete and Re-
Open a Rental Quote.

Should an organization utilize Jobs in conjunction with ODT Rentals, a Job can be created directly from the 
Rental Quote and the Job can be viewed from the quote.
 
To learn about these, please see ODT Rental Online Help, Additional Rental Processes, Integration with Jobs.

Additional Notes for Rentals, which provides the ability to link Standard Text Codes with or without extended 
text to units and specify which rental documents they are to print on. 

For information on Additional Notes, see ODT Rental Online Help, Additional Rental Processes, Additional 
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Notes for Rentals.

The Sales information already included in Dynamics 365 Business Central has not been included here. Please 
review the Dynamics 365 Business Central help, Sales documentation for details.

For information on the individual fields on the Rental Quote, point to the field name and a short description of 
the field will be provided.

The ODT Rentals has a feature, Rental Packages, for combining multiple rental unit groups, rental units, 
standard text codes (with and without extended text) and descriptive comments into a single package.

To learn about Rental Packages, go to ODT Rental Online Help, Additional Rental Processes, Rental 
Packages.

IMPORTANT

The user help was created from a Dynamics 365 Business Central for North America, in a United States 
company. Therefore, the help refers to Tax Group Code.

Should your organization be using the Rest of World version of Business Central, then throughout the help, 
consider Tax Group Code to refer to VAT Prod. Posting Group.

For information on the setup and processing of rentals using the Price Incl. VAT, see the ODT Rental Online 
Help, Rest of World Additional Rental Processes, Processing Rentals using Price Incl. VAT.

3.3.1.2. Command Bar Options
The command bar options above the General tab on the Rental Quote Card provide the options for:
 Adding or reviewing Dimensions on the quote
 Adding internal comments to the quote
 Copying an open or completed Rental Contract

 Creating and viewing a Job from the quote
 Converting the Rental Quote into a Rental Contract
 Marking the Rental Quote as completed
 Print, email or send the Rental Quote document

Command Bar

The following provides an overview of the purpose and use of the rental options on the various command bar 
options.
 
NOTE:
 
Once one of the command bar options is clicked on, then at the far right there is a Pin, which when clicked on 
will pin the sub-menu options. Then as each command bar option is clicked on, the respective sub-menu 
options will automatically be displayed.

The following provides a brief overview of the sub-menu options available in the Process option. 
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 Make Contract: This option is used to convert the Rental Quote to a Rental Contract once rental lines and 
if applicable, sales lines are completed and the customer has agreed to the quote. When this option is 
selected, the rental quote is flagged as completed. The new Rental Contract will automatically open upon 
confirming you want to convert the quote to a contract.

Mark as Completed: This option is used, in essence, to close the Rental Quote should the customer decide 
they do not wish to move forward with the rental. When selected the quote is flagged as completed.


 Copy Document: This option provides the ability to copy either an open or completed Rental Contract or 
Rental Quote. When selected, options fields are included for the user to specify the Rental Start Date and 
Rental Return Date and whether to Include the Header and Recalculate Lines.

If you are using the Business Manager Role Center, the Completed Rental Quotes can be accessed by 
selecting the Rental activity option.
 
If you are using the Sales Order Processor Role Center, the Completed Rental Quotes are available in the 
Posted Documents activity option.

The following sub-menu options are available in the Report option:
 Print
 Email
 Send

The following sub-menu options are available in the Job menu option and are for use with the Integration to 
Jobs feature.
 Create Job
 View Job
To learn about these sub-menu options, see ODT Rental Online Help, Additional Rental Processes, Integration 
with Jobs.

The following provides a brief overview of the sub-menu options available in the Quote option. 
 Dimensions: Displays the dimension codes and valued which are defaulted from the Customer card and 

other fields that may have Dimensions configured on such as the Salesperson Code. The Dimension Code 
and Values can be modified, if permitted by setup, and additional ones can be added.

 Customer: Opens the Customer card.
 Contact: Opens the Contact card.
 Comments: Provides the ability to add comments to the quote.

The command bar Actions menu option contains the sub-menu options of Quote and Create.
The Quote option contains the sub-men options of Dimensions, Print, Email, Send, Copy Document, Create 
Job and View Job. The Create option contains the sub-menu options of Make Contract and Mark as Complete.

A factbox is available to expand and collapse as needed on the Rental Quote, which is located at the far right of 
the Command Bar.

To learn about attaching Comments, Links, Notes and Attachments to rental documents, see ODT Rental 
Online Help, Processing Rentals, Rental Quotes, How to Add Comments and Attachments to Quotes and How 
to Add Links and Notes to Quotes.

3.3.1.3. Rental General Tab and Rental Line Fields
General tab - Rental Specific fields:
No.
The document No. is linked to the No. Series through the Rental Quote Nos. field found in Rental Management 
Setup for the assignment of document Nos.
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 This field is not displayed by default, and the number is automatically assigned and will be displayed at 
above the General fast tab.

Rental Terms Code
 If the Rental Term is entered on the Customer card, it will default to the rental header on selection of the 

Customer. If not specified on the Customer card, and is entered on the rental header, the rental term will 
automatically populate all Rental Lines as Rental Units are entered. This will occur only when on Rental 
Management Setup the field, Use Unit Rental Terms, is not checked.

When Show more is selected on the General tab, the following time zone fields and other rental fields are 
available for when an organization processes using multiple time zones.
 
The time zone fields cannot be modified by users. These fields show the time zone the entry originated from, 
the time zone the current user is located at and the time difference between originating and current users’ time 
zone, if different.

The time zone fields on the Rental Quote, General tab include:
 Original Time Zone
 Current Time Zone
 Time Zone Difference

These fields will dynamically change, when the quote is opened in a different time zone.

NOTE: The time zone the user is located in can be viewed by opening My Settings.

Rental Calendar
 Specifies the base rental calendar for the contract.
Customized Rental Calendar
 When you have set up a customized version of the base rental calendar, then Yes will be displayed.
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Other rental fields include:
Customer Rental Instructions
 If Rental Customer Instructions have been setup on the Customer selected, then Yes will be displayed. The 

instructions can be viewed by clicking on the Yes.
Override Insurance Verification
 If an organization is tracking customer Insurance Certificates with the setting of Error on Rental 

Management Setup and the certificate has expired, by enabling this field the quote can be converted to a 
Rental Contract.

Job Template No.
 This field is used in conjunction with the Integration to Jobs feature for specifying a Job Template No.
Job No.
 This field is used in conjunction with the Integration to Jobs feature for specifying a Job No. that the quote 

will be linked to.

Rental Line Fields

For a brief description of the individual fields on the Rental Lines you can click on the column caption.

The following provides an overview of the purpose and use of the individual fields displayed by default on the 
Rental Quote Lines, when a rental unit or package has been entered on a rental line.
Rental Unit No.
 The No. field provides a list of Rental Unit Groups and Rental Units to select from. When a Rental Unit 

Group is entered on a Rental Line, once you move off this line, then additional rental lines will be created 
based on the Rental Quantity entered. These child lines are for the selection of the individual units linked to 
the rental group.

Standard Text Code
 Used to enter a Standard Text Code on a Rental Line. This field cannot be populated on a line that already 

has a Rental Unit No. Nor can a Rental Unit No. be entered on the line after a Standard Text Code has 
been entered on the line.

Description
 Specifies the description of the rental unit. This can be overridden if desired.

Rental Terms Code
 The Rental Term Code may be automatically added to this field either from the Customer Card or the 

Rental Unit card, if defined on the respective cards. The term on the Rental Unit card will only default to the 
line if on Rental Management Setup the field, Use Unit Rental Terms, is checked. This setting takes priority 
over the Customer Card, Rental Term setup and the entry of a Rental Terms Code on the rental header. If 
the field is blank, or you wish to change the defaulted rental term, drill-down to select the appropriate code 
to complete the transaction. You can also change it to another value if a Rental Terms Code is present. 
This new code, however, will only be used on the current document.

Rental Quantity
 Specifies the number of rental units to be rented.
Location
 Specifies the rental location of the rental unit. The location is mandatory, when on Rental Management 

Setup, the Location Mandatory field has been checked. The location specified on the group line defaults to 
the child lines and will filter the list of units available to the location specified on the group rental line. For 
units not linked to a group or entry of a group unit only the location specified on the rental unit card will 
default to the rental line.

Rental Terms Code Alt1
 Specifies a rental term code that is used in the optimized pricing calculation when the return date of the 

rental is either greater than or less than the period code specified on the rental term. The Rental Term Alt1 
Code defaults from the Rental Term Code entered here if setup on the term when the term is enter on the 
line.
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Rental Terms Code Alt2
 Specifies a rental term code that will be used in the optimized pricing calculation when the return date of 

the rental is either greater than or less than the period code specified on the rental term. The Rental Term 
Alt1 Code defaults from the Rental Term Code entered here if setup on the term when the term is enter on 
the line.

Rental Start Date
 Specifies the date on which the rental will commence. This date is included in the pricing calculation. By 

default, this date matches Order Date on the General fast tab. You can change this date to when the rental 
is to begin, if the rental is to start at a different date.

No. of Periods
 Provides the ability to enter the number of periods the rental is for, which updates the rental return date 

using the selected rental term multiplied by the no. of periods.

Rental Return Date
 The Rental Terms Code specified will automatically populate the Rental Return Date based on the Rental 

Start Date and the assigned rental period length for the default Rental Terms Code on the line. This date 
can be modified to specify the expected return date of the rental. In the event of an unknown return date, 
then the Rental Return Date field can be cleared and entered when the unit is returned or an expected 
return date is known.

Rental Unit Price
Specifies the rental price for the rental unit for a single rental period. This price defaults from the Rental Price 
setup for the Rental Term setup on the Rental Unit or unit group. The price can be overridden directly on the 
line, if needed.
 
 Should the Rental Term entered on the line not be setup in Rental Prices on the Rental Unit or group, then 

the price can be entered directly on the rental line.

Alt1 Rental Unit Price
 Specifies the rental price for the rental unit for a single rental period for the Rental Terms Code Alt1, when 

defaulted to or entered on the Rental Line.
Alt2 Rental Unit Price
 Specifies the rental price for the rental unit for a single rental period for the Rental Terms Code Alt2, when 

defaulted to or entered on the Rental Line.
Currency Code
 Specifies the Currency Code, which defaults from the Invoice Details tab, Currency Code. The Currency 

Code on the Invoice Details tab defaults from the Customer card.

Tax Group Code
 Defaults the Tax Group Code from the rental price card setup for the rental term on the rental unit group, 

rental unit or the rental package, if setup. When rental price cards are not setup on the rental unit group or 
rental unit, then the Tax Group Code will default from the rental unit card.

Qty. to Rent
 Specifies the number of rental units to be rented. The number defaults from the Rental Quantity field on the 

line.
Line Discount %
 Specifies the line discount percentage that is valid for the rental unit quantity on the line. If left blank, no 

reduction will occur. Should Damage Waivers be included on the Rental Price with the Damage Waiver 
Allow Line Disc checked, then the Line Discount % will also be applied to the Damage Waiver Unit Price. 
Should Metered Usage be included on the Rental Price card with the Metered Usage Allow Line Disc 
checked, then the Line Discount % will also be applied to the Metered Usage Unit Prices.

Return Day Billable
 Specifies whether the day the rental unit is returned will be billable to the customer. This field is 

automatically populated based on the setting on Rental Management Setup for this field, however, can be 
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modified if needed.
Commit Reservation
 Specifies whether to create a reservation for the rental unit or a group and if selected, the child units. This 

field will be displayed once an entry is made on the rental lines.
Global Dimension 1 and 2
 Global Dimension 1 and 2 fields are displayed by default, and can be edited on the rental lines.

NOTE:
Prior to entering a unit, group or rental package on the rental lines, the fields, Qty. on Rent, Qty. to Return and 
Qty. Returned are displayed on the quote rental lines. Once an entry is recorded, then these fields will no 
longer be displayed, as they are not applicable to the entry and processing of rental quotes. Information on 
these fields is provided in the Rental Contract Overview.

3.3.1.4. Rental Line Command Bar
The Rental Lines have command bar options that relate strictly to the rental lines. 
The Functions menu option is displayed only prior to entering a rental unit on the rental lines  and contains 
options that are used on the Rental Contract and are not covered here.

Click on the navigation menu item popup Manage

Click on the button Pin
By clicking on the Pin the sub-menu options will be 
automatically displayed for each command bar option 
as it is clicked on.

The following provides an overview of the purpose and use of the options available in the Manage command 
bar option.
New Line
 Creates a new line.
Delete Line
 Deletes the selected line. When using Rental Unit groups, the child unit lines cannot be deleted individually. 

The group line must be deleted, which will automatically delete the child unit lines. When using Rental 
Packages, lines can be deleted, except when the package has the Package Locked field enabled.

Expand All
 This option is for use with Rental Packages. When the package is expanded, this option is not available to 

select. When the package has been collapsed, then selecting Expand All will expand the package to show 
all the component rental lines.
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Collapse All
 This option is for use with Rental Packages, when entered on the rental lines. Selecting this option will 

collapse the package lines so that only the package line is displayed. The component lines will be hidden.

Group Avail Matrix
 The Group Availability Matrix provides a quick view of the availability of a group and the rental units linked 

to a group. Thus facilitating the selection of the rental units on the rental quote or rental contract lines.
Rental Inventory Avail.
 The Rental Inventory Availability list provides a quick view of the quantity of the rental item that is available 

to rent, when an item is linked to the rental unit on the quote or contract rental lines.

The following provides an overview of the purpose and use of the options available in the Line command bar 
option.
Rental Amount Lines
 The Rental Amount Lines option provides the ability to view the rental amount line records that will be billed 

for the selected rental line, when the invoice is posted. It is recommended that the Rental Amount lines be 
reviewed, to verify that the amounts that would be billable to a customer are correct, before providing the 
quote to the customer for approval.

Metered Usage Entries
When the rental unit card for the unit selected has Metered Usage Required enabled, then this option is 
available. When selected a listing of the usage tracking entries will be displayed. 
 To learn about Metered Usage, see the ODT Rental Online help, Additional Rental Processes, Metered 

Usage.

View Rental Calendar
The Rental Custom Calendar provides the ability to specify days as non-billable or as days on which a standby 
price is to be billed.
 
 To learn about the Rental Custom Calendar feature, see the ODT Rental Online help, Additional Rental 

Processes, Rental Custom Calendar.

Item Tracking Lines
When the rental unit card for the unit selected it linked to a serialized item, then this options is available to pick 
the serial nos. for the rental quantity on the line.
 
 To learn about processing rentals when the Rental Unit is linked to an Item with Serial No. and/or Lot No. 

tracking, see the ODT Rental Online Help, Rental Contracts with Rental Units Linked to Items.

Additional Notes
When the Additional Notes is selected after selecting a record in the Rental Lines, then if any Additional Units 
have been setup on the unit, they will be displayed. Alternatively, users can add Additional Notes to a unit line 
consisting of Standard Text Codes and/or description line comments, which will print on the specified 
documents.
 
 To learn about Additional Notes, see the ODT Rental Online help, Additional Rental Processes, Additional 

Notes for Rentals.

Dimensions
 Display the Dimension Codes and Values setup on the unit for the selected line. Dimension Codes and 

Values can be modified or added.
Rental Prices
 The Rental Prices option, when selected, will display all the Rental Price cards for the Rental Unit, group or 

Rental Package line selected.

The Related menu option contains a sub-menu option of Line Invoices, which will display a listing of invoices 
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related to the selected rental line.

Attachments
Display the attachments setup on a Rental Unit, which flow through to the Rental Lines, when the unit is 
selected on the line. Attachments can be deleted or added to the line and will flow through to the Rental 
Contract lines.
 
To learn about adding Attachments to Rental Units, see ODT Rental Online Help, Setup Rentals, Setup Rental 
Units, How to Attach Documents Links and Notes.
 
 To learn about adding Attachments to Rental Lines, see ODT Rental Online Help, Processing Rentals, 

Links, Notes and Attachments. 

3.3.1.5. Additional Fields Available to Add to Rental Lines
There are additional fields available to add to the rental line using the setting called Personalize.

Should your organization track rentals based on date and time where billing is based on a starting time and 
return time in addition to date, then the fields Rental Start Time and Rental End Time will need to be added to 
the rental lines.

The following provides an overview of the purpose and use of the individual fields that can be added to the 
Rental Quote Lines.
Line No.
 Displays the line number of the rental line.
Tax Area Code
 Displays the Tax Area Code, which defaults from the Invoicing Details tab and can be modified.

Tax Prod Posting Group
 Specifies the VAT product posting group. This field is not mandatory. When using tax product posting 

groups, this field links business transactions made for the Rental Unit with the general ledger, to account 
for VAT amounts resulting from trade with that record.

Shipping Agent Code
 Specifies the shipping agent which is to be used to transport the rental units to the customer. When a 

customer card has the Shipping Agent Code setup, it will default to the rental document, Shipping tab. 
Then when the rental lines or sales lines are entered, the code will default to the lines. The code in the field 
on the line can be overwritten.

Shipping Agent Service Code
 Specifies the service option of the shipping agent which is to be used to transport the rental units to the 

customer. When a customer card has the Shipping Agent Service Code setup, it will default to the rental 
document, Shipping tab. Then when the rental lines or sales lines are entered, the code will default to the 
lines. The code in the field on the line can be overwritten.

Rental Start Date-Time
 Displays the combination of the Rental Start Date and Rental Start Time fields.
Rental End Date-Time
 Displays the combination of the Rental End Date and Rental End Time fields.
Rental Billing Start Date-Time
 Displays the combination of the Rental Billing Start Date and Rental Billing Start Time fields.
Rental Billing End Date-Time
 Displays the combination of the Rental Billing End Date and Rental Billing End Time fields.
Rental Return Date-Time
 Displays the combination of the Rental Return Date and the Rental Return Time fields.
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Shortage
 Displays whether there is a shortage of rental product
Sub Rental
 When the unit entered on the Rental Line has the Sub Rental field set to Yes, then this field will be 

automatically checked to display the unit is a Sub Rental unit.
Sub Rental Purch. Order No.
 This field is for use only on Rental Contracts. On the contract, this field will display the Purchase Order No 

of the sub contracted product when the Create Sub Rental Purchase Order is ran either from the contract 
or from the Sub Rental Worksheet.

Cust. Declines Damage Waiver
 When the rental price card has Damage Waiver pricing enabled, and this field is checked on the rental line, 

then the Damage Waiver fee will not be billed to the customer.

Rental Start Time
 Specifies the time at which the rental will commence. The time is defaulted to the time field when the rental 

line is created. The time that defaults to this field is dependent on whether the rental term field, Rental Date 
Time Tracking, has Track Date Only or has Track Date and Time. When the field has Track Date Only, 
then the time will default to 12:00:00 AM and the field cannot be edited. When the field has Track Date and 
Time, then the time will default to the time at which the rental line is created and be edited.

Rental Return Time
 Specifies the time at which the rental unit is expected to be returned. The Rental Terms Code specified will 

automatically populate the Rental Return Time based on the Rental Start Date, Rental Start Time and the 
assigned rental period for the default Rental Terms Code on the line. The time that defaults to this field is 
dependent on whether the rental term field, Rental Date Time Tracking, has Track Date Only or has Track 
Date and Time. When the field has Track Date Only the time will default to 11:59:59 PM and the field 
cannot be edited. When the field has Track Date and Time, then the time will default the time based on the 
lapsed time less one second from the Rental Start Time. The length of time is based on the Rental Period 
Code setup on the Rental Term. The field can be edited.

Rental Billing Start Date
 Specifies the date on which the rental billing will commence. As the billing usually commences at the time 

of the rental this date is defaulted to the same date as the Rental Start Date. This date can be overridden 
should the billing to commence at a different date than the rental.

Rental Billing End Date
 Specifies the date on which the rental billing will finish. This date can be overridden should the billing to end 

at a different date than the rental return date.
Rental Billing Start Time
 Specifies the time at which the rental billing will commence. The time that defaults to this field is dependent 

on whether the rental term field, Rental Date Time Tracking, has Track Date Only or has Track Date and 
Time. When the field has Track Date Only, the time will default to 12:00 AM and the field cannot be edited. 
When the field has Track Date and Time, the time will default to the time at which the rental line is created 
and be edited.

Rental Billing End Time
 Specifies the time at which the rental billing will finish. The time that defaults to this field is dependent on 

whether the rental term field, Rental Date Time Tracking, has Track Date Only or has Track Date and Time. 
When the field has Track cannot be edited. When the field has Track Date and Time, then the time will 
default the time based on the lapsed time less one second from the Rental Billing Start Time. The length of 
time is based on the Rental Period Code specified on the Rental Term Card. The time can be overridden, if 
desired.

Customer Pickup
 Specifies whether the customer will pick-up the unit. This feature is used in the Global Pending Shipments 

functionality. The population of this field is not mandatory on a quote. However, if the company is using the 
Global Pending Shipments functionality, it is recommended that if the customer is to pick up the unit, that 
this field be checked on the rental Line.
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Required Shipping Date
 Specifies the date the customer requires the unit be shipped. This field is used in the Global Pending 

Shipments functionality. The population of this field is not mandatory on a quote. However, if the company 
is using the Global Pending Shipments functionality for "picking" the units, then this will be required on the 
Rental Contract once the quote is converted to a contract.

ODT Transfer Order No.
 Displays the Transfer Order No. that was created and posted when a rental line with a unit linked to an Item 

has the Commit Reservation checked.

Vendor No.
 This field is for use only on Rental Contracts. On the contract, this field must be populated for Sub Rental 

Units prior to running the Create Sub Rental Purchase Order from the contract.
Vendor Name
 Displays the name of the Vendor when the Vendor No. field is populated.
Sub Rental Description
 This field is for use only on the Rental Contracts. On the contract, this field must be populated for Sub 

Rental Units prior to running the Create Sub Rental Purchase Order from the contract.

Package Line Amount Excl. Tax
 This field is for when Rental Packages are used. On the rental line on which a Rental Package has been 

selected, this field displays the price setup on the package for the rental term selected on the line. For the 
rental lines having the components of the rental packages, this field displays the calculated rental unit price 
for rental unit groups and units in the package. This is the unit price that will be allocated to the units in the 
package based on the package price.

Pkg. Line No Print
Displays the setting from the Rental Package Lines. When checked the line will not print on any rental 
documents. When not checked, then the rental line will print on documents if the Show Rental Details is 
selected on the printing request pages.
 
 To learn about Rental Packages, see ODT Rental Online Help, Processing Rentals, Additional Rental 

Processes, Rental Packages.
Shipment Date
 Specifies the Shipment Date. This date defaults from the Shipping tab and can be overridden to specify the 

date the shipment occurred on or is to occur on.

Shipment Time
 Specifies the Shipment Time. The purpose of this field is to enable companies that are tracking rentals on 

both date and time, to enter the actual time of shipment, either on the rental line or in the To Ship cue list. 
The time that defaults to this field is dependent upon the Tracking Date Time field setting, on the Rental 
Term that is selected on the Rental Line. When the setting is Tracking Date Only, then the time will be set 
to 12:00:00 AM and cannot be edited. When the setting is Tracking Date and Time, then the time will be set 
to the current system time and can be overridden to enter the actual shipment time.

Shipment Date-Time
 Specifies the Shipment Date and Time and is the combination of Shipment Date and Shipment Time. This 

field is informational only, and cannot be edited. The field is automatically updated when either the 
Shipment Date or Shipment Time is modified.

Metered Usage Enabled
 Displays whether the unit on the rental line requires metered usage entry. This setting defaults from the 

rental unit card field, Metered Usage Enabled and cannot be modified.
Usage Unit of Measure
 Displays the unit of measure which will be used for tracking the metered usage on the unit. The UOM 

defaults from the rental unit price card and cannot be modified.
Metered Usage Tax Group Code
 Defaults the Metered Usage Tax Group Code from the rental price card setup for the rental term on the 

rental unit group or rental unit and can be modified.
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Metered Usage Base Price
 Displays the base price for metered usage that is specified on the Rental Unit price card, for the Rental 

Term on the line. This price field can be modified.
Metered Usage Level 1 End Qty.
 Displays the end quantity for the metered usage base unit price that is specified on the Rental Unit price 

card, for the Rental Term on the line. This field cannot be modified.

Metered Usage Level 2 Unit Price
 Displays the Level 2 unit price for metered usage that is specified on the Rental Unit price card, for the 

Rental Term on the line. This price field can be modified when the Metered Usage Levels field on the price 
card is set to 2 Levels.

Metered Usage Level 2 End Qty.
 Displays the end quantity for the metered usage level 2 unit price that is specified on the Rental Unit price 

card, for the Rental Term on the line. This field cannot be modified.

Metered Usage Level 3 Unit Price
 Displays the Level 2 unit price for metered usage that is specified on the Rental Unit price card, for the 

Rental Term on the line. This price field can be modified when the Metered Usage Levels field on the price 
card is set to 3 Levels.

Metered Usage Tax Group Code
 Displays the Metered Usage Tax Group Code that is specified on the Rental Unit price card, for the Rental 

Term on the line. The Tax Group Code can be modified on the rental.

Metered Usage Qty.
 Displays the total metered usage quantity. The amount will be a calculated amount when a Current Meter 

Reading is entered, which is different than the Previous Meter Reading, or is entered on the contract rental 
line. This field cannot be edited on a rental quote.

Billable Metered Usage Qty.
Displays the total billable metered usage qty., which defaults from the Metered Usage Qty. field and can be 
overridden on the Rental Contract line. The quantity in this field is only populated when the entry type is 
metered usage and is used for billing the customer. This field is not used on rental quotes.
 
 To learn about Metered Usage, see the ODT Rental Online help, Additional Rental Processes, Metered 

Usage.

Allow Zero Usage
 This field is used to specify that an invoice can be posted when the latest meter reading or metered usage 

qty. or periodic usage has not been entered.

Periodic Usage Enabled
 Displays whether the unit on the rental line requires periodic usage entry. This setting defaults from the 

rental unit or unit group field, Periodic Usage Enabled.
Periodic Usage Billing
 Displays as checked when Periodic Usage Billing is enabled on a Rental Price card for the rental unit and 

the rental term on the line. The field can be checked if the rental term on the line does not have a price 
card, when the Periodic Usage Enabled field is checked.

Periodic Usage Period Usage UOM
 Displays the Unit of Measure of DAY and cannot be edited as periodic usage and standby pricing is based 

on a daily price.

Periodic Usage Unit Price
 Displays the Periodic Usage Unit Price from the price card, when configured for the rental term on the line 
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and the Periodic Usage Enabled field is enabled. If there is no rental price card for the rental term on the 
line, then the Periodic Usage Price can be entered directly on the rental line, as long as Periodic Usage 
Enabled field on the rental unit and rental line is checked.

Periodic Usage Tax Group
 Defaults the Periodic Usage Tax Group Code from the rental price card setup for the rental term on the 

rental unit group or rental unit, if setup. When rental price cards are not setup, then the Periodic Usage Tax 
Group Code can be selected when using line pricing.

Standby Billing
 Displays as checked when Standby Usage Billing is enabled on a Rental Price card for the rental unit and 

the rental term on the line. The field can be checked if the rental term on the line does not have a price 
card, when the Periodic Usage Enabled field is checked.

Standby Unit Price
 Displays the Standby Unit Price from the price card, when configured for the rental term on the line. If there 

is no rental price card for the rental term, then the Standby Unit Price can be entered directly on the rental 
line, as long as the Periodic Usage Enabled field on the rental unit and rental line is checked.

Standby Tax Group Code
Defaults the Standby Tax Group Code from the rental price card setup for the rental term on the rental unit 
group or rental unit, if setup. When rental price cards are not setup, then the Standby Tax Group Code can be 
selected when using line pricing.
 
 For information on Periodic Usage and Standby Charges, see the ODT Rental Online help, Additional 

Rental Processes, Periodic Usage and Standby Charges.

Bin Code
 When the rental unit on the line is linked to an Item that is stored in bins, then the default Bin Code will 

populate this field and can be modified.
Return Bin Code
 This field is for use only on the Rental Contract to specify a Bin Code the item linked to the Rental Unit is to 

be returned to, when the bin is a different bin, than it was shipped from.

Return Location Code
 This field is for use only on the Rental Contract to specify a rental location the Rental Unit is to be returned 

to, when the Location is a different rental Location, than it was shipped from.
Return Temporary Location
 This field is for use only on the Rental Contract to specify a rental location the Rental Unit is to be returned 

to, when the Location is a different rental Location, than it was shipped from.

Job No., Job Task No. and Job Planning Line No.
 For information on the use of these fields, see ODT Rental Online help, Additional Rental Processes, 

Integration with Jobs.

Use Roll-up Pricing
 Specifies whether a Rental Package entered on the line is using Roll-up Pricing or Price Allocation.  To 

learn about Roll-up Pricing Rental Packages, see ODT Rental Online help, Additional Rental Processes, 
Rental Packages.

Transferred From Doc. No., Transferred Date, Transferred and Transferred to Doc. No.
These fields are for use only on the Rental Contract.
 For information on the use of these fields, see ODT Rental Online help, Additional Rental Processes, 

Transfer Rental Contracts.
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3.3.1.6. How to Add Fields to the Rental Lines
The following steps from an open Rental Quote demonstrate how to add fields to Rental Lines.

Click on the navigation menu item popup Settings

Click on the button Personalize

Click on the link More

Click on the link Field
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Click on the label Rental Lines

Left Click on the field to add to the Rentals Lines and 
drag it to the location on the Rental Line where you 
want the field to be displayed.

A thick red line shows up on the rental lines when 
dragging the field over, which indicates where the field 
is to be dropped.

When all desired fields have been added click on the 
Done button at the top as indicated in the screen shot 
provided.

Click on the link Done

3.3.1.7. Rental Amount Line Fields
The Rental Amount Lines basically display a breakdown on a rental period basis of what is to be billed to a 
customer. The following explains each of the fields on the Rental Amount Lines page.
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3.3.1.8. Invoice Details Tab
ODT Rentals provides the ability to specify rental line discount percentages, either on the Customer card, which 
will default to the quote or contract, or by entering the percentages directly on the quote or contract, Invoicing 
Details tab. When the discount % is entered in any of the discount fields on the Invoice Details tab, a 
confirmation message advising that the Line Discount field for the applicable units, groups or Rental Packages 
will be updated.

The following fields will default from the Customer card, if setup on the card, or can be entered directly on the 
Rental Quote.
Default Rental Disc %
This field is used for specifying a line discount %, which will be populate the Line Discount % field, when a unit 
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or group cards does not have the Link Type configured, or the following line discount fields are not populated.
 
When any of the following Disc. % fields are populated, either by defaulting from the Customer card or entered 
on the Invoice Details tab, then any unit or group with the applicable Link Type will have the Line Discount % 
field populated with the percentage in those fields..
 
 NOTE: When a unit or group with the Link Type specified is a component of a Rental Package, then the 

Line Discount % will be populated from the Rental Default Disc. %. However, when the Pkg. Disc.%, is 
populated on the Invoice Details tab, then the Package Disc % will be applied to the Rental Package line 
and the component units and groups.

Rental Package Disc %
 When specified, will overwrite the Line Discount % when populated from the Default Rental Disc % field. 

This discount will be applied to the Rental Package Line and all component lines of the package. This 
occurs, even when the units are linked to Fixed Asset, Item, Resources or G/L Accounts and the following 
Disc. % fields are populated.

FA Rental Unit Disc %
 The FA (Fixed Asset) Rental Disc. %, when specified, will default to the units and groups which have the 

Link Type of Fixed Asset setup on the unit cards. This applies only to those Rental Lines which are not a 
component line of a Rental Package. The FA Rental Unit Disc. % overwrites the Line Discount %, when 
populated from the Default Rental Disc % field.

Item Rental Unit Disc %
 The Item Rental Unit Disc. %, when specified, will default to the unit rental lines, for the units which have 

the Link Type of Item setup on the unit cards. The Item Rental Unit Disc. % overwrites the Line Discount %, 
when populated from the Default Rental Disc % field.

Resource Rental Unit Disc %
 The Resource Rental Unit Disc. %, when specified, will overwrite the Line Discount %, when populated 

from the Default Rental Disc % field.
G/L Acct. Rental Unit Disc %
 The G/L Acct. Rental Unit Disc. %, when specified, will overwrite the Line Discount % when populated from 

the Default Rental Disc % field.

In addition to the discount fields that can default from the Customer card, a field called Rental Line Disc. %, is 
available on the Invoice Details tab.

When this field is populated a confirmation message occurs, and if yes is selected, then the Line Discount % 
field on the rental lines will be populated for all rental lines on the document. This will occur even if the other 
percentage fields on the Invoice Details tab, have a percentage entered.

To learn about setting up Rental Line Discount percentages on a Customer card, see ODT Rental Online Help, 
Setup Rentals, Financials setup for Rentals, How to Update Customer Cards for Rentals.

To learn about processing rentals using the various discount fields, see ODT Rental Online Help, Additional 
Rental Processes, Rental Line Discounts.

When Show more is selected, then the following fields related to the Billing Cycles feature are displayed.
 Billing Cycle Type
 Default Invoicing Period Code
 Billing Cycle Day
 Billing Tolerance Days 
 Billing Cycle Date
 
To learn about the Billing Cycle feature and the fields, see ODT Rental Online Help, Processing Rentals, Rental 
Contracts Using Billing Cycles.
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3.3.1.9. Document Signatures Tab
Electronic Signatures can be captured on the Rental Quote.

To learn about Electronic Signatures, please see ODT Rental Online Help, Additional Rental Processes, 
Electronic Signatures.

3.3.2. How to Create a Rental Quote and Make Contract

3.3.2.1. Creating a new Rental Quote
Profile - Sales Order Processor

Rental Quotes can as well be created from the 
Business Manager Profile using the steps provided 
here.
Click on the navigation menu item Rental Quote

Click on the field Sell-to Customer Name

Double click on No. = 10000, Name = Adatum 
Corporation, City = Atlanta

Click on the Customer that the Rental Quote is being 
created for.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 397/2540

ODT Rentals Online Help 5/15/2024 397/2540

Click on the field External Document No.

Should the Customer have provided a document 
number which needs to be entered on the Rental 
Quote, then enter this number in the External 
Document No. field.

Click on the field Rental Terms Code

When a Rental Terms Code has been setup on a 
Customer card, it will default to this field.

The term will automatically populate the Rental Terms 
Code field on the Rental Lines, when Rental 
Management Setup does not have the field, Use Unit 
Rental Terms checked and the Rental Unit does not 
have a default Rental Term Code specified.

3.3.2.2. Rental Line Entry for a Rental Unit Group
Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00001

Click on No. = RU00001, Description = Buckeye 
Ditcher Group

Click on the Rental Unit Group to be added to the 
Rental Line.

Click on the cell Rental Terms Code

Normally the Rental Term on all rentals will be the 
same on the quote. Should the Rental Unit selected 
default in a term that needs to be changed, then 
select the applicable term.

The following demonstrates selecting a different 
Rental Terms Code.

Click on Code = MONTH-START, Description = 
Monthly Rental for Billing at Start of Contract
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Click on the cell Rental Quantity

Enter the text 2.

When moving off the Rental Quantity field, then the 
child rental lines are created equal to the rental 
quantity entered on the group line.

The Rental Unit No. Field will be blank. These rental lines are considered child lines of the rental unit group.

If the specific units are not selected on the quote, then when the quote is converted to a Rental Contract, the 
units must be selected at that time so that the contract can be processed.

The Rental Unit No. field does not require the selection of a specific unit in the group on a quote, as the units to 
be rented may not be known at the time of providing the quote or may be for a future date.

Click on the cell Location Code

Should your organization be tracking rentals by 
location, then select a location.

Click on Code = EAST, Name = East Warehouse
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Click on the cell Rental Return Date

Review and either accept the defaulted Rental Return 
Date or enter the expected date of return.

To change the Rental Return Date complete the 
following steps.

Click on the link in cell Rental Return Date

Click on the link Next

Click on a date in the calendar

For this example, click on June 8.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 401/2540

ODT Rentals Online Help 5/15/2024 401/2540

Click on the cell Rental Unit Price

The Rental Price defaults from the Rental Price card 
for the Rental Term selected on the line. 
This price can be overridden, if desired.
Optionally, a Line Discount % could be specified.

Click on Commit Reservation

Should you wish to reserve the rental quantity for the 
group, then check the Commit Reservation field on 
the rental group line.
The child lines of the group will automatically be 
checked.

To review the rental group availability from the Group 
Availability Matrix, complete the following steps.
Click on the navigation menu item popup Manage

Click on the navigation menu item Group Avail 
Matrix

For information on the Group Availability Matrix, 
please see the help document - Processing Rentals 
Overview - Group Availability Matrix Overview.

The following steps demonstrate how to set the Rental Lines sub-menu options to always be displayed.
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Click on the navigation menu item popup Manage

Click on the button Pin

The pinning can be removed by clicking on the Pin 
button again.

3.3.2.3. Rental Line Entry of a Rental Unit
Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00004

Select the Rental Unit to be added to the rental line.

Click on the cell Rental Terms Code

Click on the link in cell Rental Terms Code

Normally the Rental Term on all rentals will be the 
same on the quote. Should the Rental Unit selected 
default in a term that needs to be changed, you will 
need to select the applicable term.

Click on Code = MONTH-START, Description = 
Monthly Rental for Billing at Start of Contract
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Click on the cell Location Code

Should Locations be used, the Location specified on 
the Rental Unit will default to the Rental Line.

Click on the cell Rental Return Date

Review and either accept the defaulted Rental Return 
Date or enter the expected date of return.

Click on the link in cell Rental Return Date

Click on the link Next
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Click on a date in the calendar

For this example, click on June 8.

Click on the cell Rental Unit Price

The Rental Price defaults from the Rental Price card 
for the Rental Term selected on the line. 
This price can be overridden, if desired.
Optionally, a Line Discount % could be specified.

Click on Commit Reservation

Should you wish to reserve the rental unit, then check 
the Commit Reservation field.

Create rental lines for all Rental Units or groups to be included in the offer to the customer.

Sales Lines can be completed to record sales as 
needed. This entry process is the same as the line 
entry on a Sales Quote and is not covered here.

3.3.2.4. Verification of Expected Billing
Rental Amount lines are automatically created for the rental unit lines. No Rental Amount lines are created for 
rental unit group lines.

Review the Rental Amount Line to verify what will be billed to the customer and the Billing Date should they 
chose to move forward with the rental.

To learn about the fields on the Rental Amount Lines, please see ODT Rentals Online help in Processing 
Rentals, Rental Quotes, Rental Quote Overview - Rental Amount Line Fields chapter.
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Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

The Rental Amounts that will be displayed are only for 
the line you are on when the option Rental Amount 
lines is selected.

This step will need to be repeated for each Rental 
Line on the quote.

Click on the cell Billing Date with the value 4/9/2018

The Billing Date is the expected invoicing Date and 
represents the earliest date that the invoice can be 
posted for.

In this example the Billing Date will be the same for 
both records and will be equal to the Rental Start 
Date.

NOTE:
Rentals has an additional feature that can be used for 
early billing, invoicing earlier than the Billing Date.

To learn about Early Billing, see ODT Rentals Online 
Help, Setup Rentals, Rental Terms - How to Set Up 
Rentals Terms for Early Billing.

To learn about the process for early billing, go to 
Processing Rentals, Rental Contracts - How to 
Process a Rental Contract with Early Billing.
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3.3.2.5. Printing the Rental Quote
The following demonstrates the steps to print the Rental Quote to PDF.

Click on the navigation menu item popup Report

Click on the navigation menu item Print...

Click on the field Number of Copies

The No. of Copies field displays 0, which means 1 
copy will be printed.

Should 2 copies be needed, then enter 1 in this field.

Click on the toggle field Print Company Address

If the Company Address is to print on the quote 
document, then check the Company Address box.
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Click on the toggle field Show Alternate Prices

Should Alternative Terms and Prices be on the Rental 
Lines and it is desired to have these print on the quote 
document, then this field must be set to Yes.

Click on the link Show Rental Details

The Show Rental Details field is set to Yes by default.

When the field is changed to No, then if the quote 
rental lines have units which have Additional Notes, 
then these notes will not print on the quote document.

Click on the link Print Periodic/Standby Usage 
Prices

This option is only for use when the units on the rental 
lines have the Periodic Usage Enabled field enabled.

The setting selected on the Print Periodic/Standby Usage Prices field when printing the contract, overrides the 
setting on Rental Management Setup.

When the Print Periodic/Standby Usage Prices field is enabled, then when a unit on the rental lines has 
periodic/standby pricing configured on the rental price cards, the prices will print on the document.
When disabled, then the prices will not print.

Click on the button Send to...

In the page that opens, select the type of document to 
be printed.

Then select the OK button.
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Click on the item PDF Document

Click on the button OK

The PDF document will show at the bottom left of the window. Click on the document to open it, then print or 
save the file to a preferred location on your organizations network.
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3.3.2.6. Convert the Rental Quote to a Rental Contract
Click on the navigation menu item popup Process

Click on the navigation menu item Make Contract

When Ok is selected, the Rental Contract which was 
created is automatically opened.

Click on the button OK

3.3.3. How to Create a Rental Quote Using a Contact

3.3.3.1. Overview
The Rentals provides the ability to create a Rental Quote by selecting a Contact instead of a Sell-to Customer.

This feature contains the same functionality as when creating a Sales Quote using a Contact.

A Customer Template must exist, in which the Territory Code, Country/Region Code and Type, match up with 
the Contact.

When converting the Rental Quote to a Rental Contract, the user is prompted with a confirmation message for 
creating a Customer.

When the user confirms the Customer is to be created, the customer is created using the Sell-to Customer 
Template populated on the Rental Quote header. And then the Rental Contract is created.

NOTE: 
The Customer card must be reviewed, and any mandatory fields not included in the Customer Template, must 
be populated.
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A Rental Quote can as well be created directly from a Contact card.

To learn about creating rental documents from a Contact card, please see ODT Rental Online Help, Processing 
Rentals, Creating Rental Documents from a Contact Card.

3.3.3.2. How to Create a Rental Quote Using a Contact
Profile - Sales Order Processor

Rental Contracts can as well be created from the Business Manager Profile using the steps provided here.

Click on the navigation menu item Rental Quote

Click on the button Show more

Click on the field Sell-to Contact No.

Click on the lookup button Look up value
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Click on the link in cell No. with the value CT000023

Select the Contact that the Rental Quote is for.
This can be a Contact that has either a Type of 
Person or Company.

Click on the field Sell-to Customer Template Code

Verify that the Sell-to Customer Template Code field 
is populated.

If the field is blank, then look-up and select the 
applicable Customer Template.

CRITICAL

On the Invoicing tab, ensure the Tax Area Code is populated prior to entering the Rental and Sales Lines, if 
applicable. If not, then look-up and select the applicable Tax Area Code.

Complete the Rental Lines and, if applicable, the Sales Lines.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value BD-006

Click on the navigation menu item popup Process

Click on the navigation menu item Make Contract

Click on the button Yes
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Click on the button OK

Click on the button OK

3.3.4. How to Assign a Quote Loss Reason and Mark as 
Completed

3.3.4.1. Overview
On Rental Quotes when the Customer decide to not go forward with the rental a Quote Loss Reason can be 
selected on the quote. Then the Rental Quote can be closed by selecting Mark as Completed in the Home 
menu.

The Quote Loss Reason Code has been added to the Completed Rental Quote List to provide an easy means 
to see which quotes were lost and why.

3.3.4.2. How to Assign a Quote Loss Reason and Mark as Complete
The following demonstrates assigning a Quote Loss Reason, marking the quote as completed and reviewing 
the Completed Rental Quote list.

Click on the button General, Show more
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Click on the lookup button Quote Loss Reason

Click on the cell Description with the value 
Inadequate knowledge of cust

Click on the navigation menu item popup Home

Click on the navigation menu item Mark as 
Completed
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Click on the navigation menu item popup Rentals

Click on the navigation menu item Completed Rental 
Quotes

Click on the cell Quote Loss Reason with the value 
BUSINESS_L

3.3.5. How to Add Internal Comments to Rental Documents

3.3.5.1. Overview
Multiple internal comments can be added to the Rental Quote and Rental Contract.

The internal comments page contains a boolean field, Print on Pick Lists, which when checked specifies that 
the internal comments are to  print on the pick lists.

The internal comments when entered on a Rental Quote will flow through to the Rental Contract when Make 
Contract is ran.

Links, Notes and File Attachments can be added to the Rental Quote, which will flow through to the Rental 
Contract.

To learn about adding Links, Notes and File Attachments to rental documents, see ODT Rental Online Help, 
Additional Rental Processes, Links Notes and Attachments.

3.3.5.2. How to Add Internal Comments to Rental Quotes
Profile - Sales Order Processor



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 417/2540

ODT Rentals Online Help 5/15/2024 417/2540

The same steps can be used by a user having the Business Manager Profile.

The following demonstrates the entry of an internal comment.

Click on the navigation menu item Rental Quote

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the navigation menu item popup Quote
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Click on the navigation menu item Comments

Click on the cell Date with the value 4/8/2019
 
The date defaults from the user work date and can be 
overridden.

Click on the cell Comment

Enter the text Customer will call to confirm delivery 
date.
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Click on the cell Print on Pick List
 
If the comment line is to print on the Pick lists then 
check the boolean box.

Click on the back button

3.3.6. Rental Quote Archiving

3.3.6.1. Overview
Rental Quote Archiving provides the ability to archive Rental Quotes and restore the original quote, if needed. 
The Rental Quote can be archived multiple times, saving a different archived version each time. 

For archived Rental Quotes where the original quote is still open, you can use the Restore action to overwrite 
the current quote with an archived version.

From a Rental Quote that has been archived, a list of the archived quote versions can be accessed from the 
General tab, No. of Archived Versions field which is visible when Show more is selected.
 
A full listing of all archived Rental Quotes can be viewed from the Rental Quote List Archive. The Rental Quote 
List Archive can be accessed using Search.

Archiving
In addition to the Rental Quote header, Rental Lines and Sales Lines, the following rental data on a Rental 
Quote are archived:
 Rental Quote, Rental Line and Sales Lines attachments
 Additional Notes
 Rental Calendar selections
 Certificates of Insurance
 Electronic Signatures
The Notes on a Rental Quote are not archived.

Restoring
 A Comment is automatically created on the quote
 Rental Lines are deleted, and new lines created from the archive document
 Sales Lines are deleted, and new lines created from the archive document
 Item tracking lines are not archived, therefore must be re-selected on rental and sales lines
 Additional Notes are restored

 Rental Calendar selections are restored
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 Certificates of Insurance are restored
 For Rental Units linked to Items, if commit reservation is checked on Rental Line on the archived quote line, 

the original Transfer Order is deleted when the lines are deleted, and a new Transfer Order is created.

 Rental Quotes with a Job No. specified on the General tab that has Link Rental cont. to JPL enabled, the 
budget lines on the Job are deleted and recreated during the restore

The following archived data is not restored from the Archived Rental Quote:
 Item Tracking Lines on Rental Lines with Rental Units linked to Items with Serial No. or Lot tracking, 

therefore, will need to be re-selected.
 Item Tracking Lines on Sales Lines, therefore, will need to be re-selected.

The restoring of an Archived Rental Quote cannot be processed when:
 The Rental Quote has been converted to a Rental Contract or Mark as Complete has been ran on the 

quote
 If the original quote had a Job Template No. on the General tab when archived, but after archiving the 

Create Job was ran on the quote.

3.3.6.2. How to Archive Rental Quotes
The following demonstrated the archiving of a Rental Quote and how to view the archived quote version list and 
card from the quote.

Click on the navigation menu item popup Process

Click on the navigation menu item Archive 
Document



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 421/2540

ODT Rentals Online Help 5/15/2024 421/2540

Click on the button Yes

Click on the button OK

Click on the button General, Show more

Click on the field No. of Archived Versions

When the quantity is clicked on a list of the archived 
quotes created from the quote is displayed.

Archived Rental Quote List
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Click on the navigation menu item popup Manage

Click on the navigation menu item View

The archived quote version can as well be opened by double clicking on the No. of the archived version record 
that you want to open.

Archived Rental Quote Document

The following provides a review of the Archived Rental Quote menu options.
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Click on the navigation menu item popup Process

The Process menu option contains the sub-menu 
option of Restore, which can to be selected to restore 
the archived version to the open Rental Quote.

Click on the navigation menu item popup Quote

The Quote menu option contains the sub-menu option 
of User Defined Billing Term, which is only selectable 
to view the term details when a User Defined Billing 
Term is on the General Tab, Rental Terms Code field.

Click on the navigation menu item popup Actions

The Actions menu option contains the sub-menu 
option of Restore, which can to be selected to restore 
the archived version to the open Rental Quote.

Click on the navigation menu item popup Related
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Click on the navigation menu item popup Version

Click on the navigation menu item Customer

The Version sub-menu options  provide the ability to 
view the Customer, Dimensions, Comments and User 
Defined Billing Term.
The User Defined Billing Term option is only 
selectable to view when the Rental Quote Archive has 
a User Defined Billing Term on the General Tab, 
Rental Terms Code field.

The following provides a review of the Rental Line menu options.

Click on the navigation menu item popup Manage

The Manage sub-menu options of New Line and Delete Line are not selectable.
The Collapse All and Expand All are selectable, which collapse and expand Rental Group child Rental Lines.
The Group Avail. Matrix, Rental Inventory Avail. and Availability Calendar are selectable to view the applicable 
availability.

The Line sub-menu options provide the ability to view the related  line data for the displayed options.

Click on the navigation menu item popup Line

The following displays the Sales Lines, Line sub-menu options for reviewing of the related data.
The Sales Lines Manage sub-menu options of New Line and Delete Line are not selectable.
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Click on the navigation menu item popup Line

3.3.6.3. How to Restore an Archived Rental Quote
The following demonstrates how to restore an archived quote version that has been opened from the list.

Click on the navigation menu item popup Process

Click on the navigation menu item Restore...

Click on the button Yes
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Click on the button OK

3.3.6.4. Rental Quote Archive List
The following demonstrates accessing the Rental Quote Archive List which displays a listing of all Rental Quote 
Archived versions.

Click on the link Search

Click on the field Tell me what you want to do

Enter Tell me what you want to do.
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Click on Rental Quote List Archive Lists 

The list of archived Rental Quotes needs to be reviewed periodically and the old version records for Rental 
Quotes that are now Completed Rental Quotes should be deleted.
 
In order to delete older archives, select the records that are to be deleted using the the line - Select More 
option, then the Manage - Delete  menu option.

3.3.7. How to Mark a Quote as Complete and Re-Open a Quote

3.3.7.1. Overview
Rentals provides the ability to close Rental Quotes to maintain a management or audit trail of all Rental Quotes 
created.
In addition, a Completed Rental Quote can be re-opened.

These features are used, in essence, to close the Rental Quote should the customer decide they do not wish to 
move forward with the rental. When selected the quote is flagged as completed.

And then, should the customer change their mind and decide to move forward with the rental, the Rental Quote 
now in the Completed Rental Quotes can be re-opened.

Thus ensuring the quote is the same as previously provided to the customer, and saving the time of having to 
re-create the Rental Quote.

If you are using the Business Manager Role Center, 
the Completed Rental Quotes can be accessed by 
selecting the Rental activity option.

If you are using the Sales Order Processor Role 
Center, the Completed Rental Quotes are available in 
the Posted Documents activity option.

3.3.7.2. How to Mark the Quote as Complete and Re-Open the Quote
Business Manager Profile

The following steps demonstrate the process for 
marking a Rental Quote as complete, and how to re-
open the quote.
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Click on the navigation menu item popup Process

Click on the navigation menu item Mark as 
Completed

Click on the navigation menu item popup Rentals

When using the Sales Order Processor Profile, the 
Completed Rental Quotes are located in the Posted 
Documents menu option.

Click on the navigation menu item Completed Rental 
Quotes
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Click on the link in cell No. with the value RQ00002

Select the Rental Quote, which is to be re-opened.

Click on the navigation menu item Re-Open Quote

3.4. Rental Contracts
3.4.1. Rental Contract Overview

3.4.1.1. Overview
Users have the ability to enter both rentals and sales on a Rental Contract, as the contract document contains 
both Rental Lines and Sales Lines.

The Sales information already included in Dynamics 365 Business Central has not been included here. Please 
review the Dynamics 365 Business Central help, Sales documentation for additional details.

Rental Contract processing help is provided, which contains examples for processing a variety of pricing 
schemas and features.

Rental Contract processing help is located in the ODT Rental Online Help, Processing Rentals, Rental 
Contracts and Rental Contracts with Rental Units Linked to Items.

Other features and processes available when processing Rental Contracts include the following. 
Internal comments can be added to the Rental Contract, which flow through to the Completed Rental Contract.

 To learn about adding internal comments to a rental document, please see ODT Rental Online Help, 
Processing Rentals, Rental Quotes, How to Add Comments to Rental Documents.

A brief description of the following features is available in the ODT Rental Online Help, Processing Rentals, 
Introduction to Processing Rentals.

To learn about these features and process, see ODT Rental Online Help, Processing Rentals.
 How to Process Contract for various pricing schemas
 How to Setup and Process Contracts for Blank Rental Returns
 How to Copy Rental Contracts and Rental Quotes
 How to Batch invoice Rental Contracts
 How to Undo Rental Shipments
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 Pending Shipments and Returns
 How to Process Partial Shipments and Returns
 Swap or exchange Rental Units that have been shipped on a Rental Contract at any time during a contract
 Bulk Returns
 Rental Rapid Returns
 Returning Rental Units to a Different Location
 Undo Returns
 Rental Credit Memos

The following is a list of additional rental features and processes. To learn about these additional features, see 
ODT Rental Online Help, Additional Rental Processes.
 Rental Sales Kits
 Rental Packages
 Metered Usage Billing and Tracking for Maintenance
 Periodic Usage and Standby Charges

 Rental Custom Calendar for flagging days as non-billable or to bill at a Standby Price
 Subcontracting rental product
 Transfer Rental Contract lines to a new contract
 Advanced Proforma Invoice
 Process Contracts Across Time Zones
 Integration with Jobs
 Rentals Dispatch

 Rental Accruals and Deferrals
 Rental Line Discounts
 Rental FA Transfers and Transfer Journal
 How to add Links Notes and Attachments
 Certificates of Insurance Tracking
 Electronic Signatures
 Additional Notes for Rentals
 Rental Categories and Attributes

 Rental Payment Services
 Change Log View
 Rental Approval Workflows
 Rentals Interaction Logging

IMPORTANT
 
The user help was created from a Dynamics 365 Business Central for North America, in a United States 
company. Therefore, the help refers to Tax Group Code.
 
Should your organization be using the Rest of World version of Business Central, then throughout the help, 
consider Tax Group Code to refer to VAT Prod. Posting Group.

For information on the setup and processing of rentals using the Price Incl. VAT, see the ODT Rental Online 
Help, Rest of World Additional Rental Processes, Processing Rentals using Price Incl. VAT.

3.4.1.2. Rental Contract Command Bar
The Command Bar at the top of the Rental Contract 
Card provide the options for processing Rental 
Contracts.
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Each of the available command options contain sub-
menu options.
Command Bar

Process menu options
The following provides an overview of the purpose and use of the menu options in the Process option.
 Print: Used to print the Rental Contract document. A report request window for the document opens, 

where you can specify what to include on the print-out.
 Email: Provides the ability to email the Rental Contract.
 Send: Provides the ability to send the Rental Contract.

 Transfer: Provides the ability to transfer some or all the rental lines which have been shipped to a new 
contract for the same or a different customer.

 Shortage List: Provides the ability to print a list which reconciles the required rental quantity to the 
available quantity and determines if there are any shortages on any of the rental lines.

 Resolve Shortages: Provides the ability to resolve shortages determined by the Shortage List.

 Print Proforma: The Proforma Invoice is a pre-posting invoice, which displays what exactly will be invoiced 
for the contract based on the Cut-off Date entered on the document request page.

 Print Pick List: Provides the ability to print a pick list for the contract for rental lines which have not been 
shipped.

 Copy Document: Used to copy an open or completed Rental Contract or Rental Quote.

Contract menu options
The following provides an overview of the purpose and use of the menu options in the Contract option.

Rental menu options
The following provides an overview of the purpose and use of the menu options included in the Rental option.
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NOTE: 
 
There are 2 additional menu options related to the Advanced Proforma Invoice feature, Create Pro-Forma and 
Invoice Pro-Forma that are not displayed by default. 
 
To learn about the Advanced Proforma Invoice feature, see ODT Rental Online Help, Additional Rental 
Processes, Advanced Proforma Invoice.

Job menu option
 View Job: Provides the ability to open the Job card when the Job No. is populated on the General tab.

Action menu options
The Action options contains the sub menu options of Process and Filter Lines. 
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The menu option included in the Actions - Process menu is Close Contract.

Information on options described above is not repeated here. 

Ship:
 Ship Rentals
 Ship and Send
Return:
 Return Rentals
 Return and Send
 Bulk Returns
 Rental Exchange

Invoice:
 Invoice
 Invoice and Print
 Invoice and SendProforma:
 Create Pro-Forma
 Invoice Pro-Forma

Close Contract:
The close contract option provides the ability manually close a contract, when all rental lines have been fully 
invoiced and all rental units have been returned. In certain situations this is needed.

As the first has been fully processed previously, the contract status will not automatically be set to Completed. 
The Close Contract will change the status to Completed.

For example, if there are 2 rental units on the rental lines, however only 1 has been shipped, fully invoiced and 
returned. And the second unit, the customer decides they do not require that unit. The rental line will need to be 
deleted.

The following provides an overview of the purpose and use of the menu options included in the Actions - Filter 
Lines option.

Related menu options
The Related menu has the sub-menu options of Contract and History. The Contract menu options have been 
described in prior menu options.
 
The History menu option contains Interaction Log Entries.

The Contract menu option contains the following sub-menu options:
 Dimensions
 Comments
 Copy Document
 Transfer
 Print, for printing the contract
 Email, for emailing the contract
 Send, for sending the contract
 Print Proforma Invoice
 Print Pick List
 Shortage List
 Resolve Shortages
 View Job
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A fact box is available to expand and collapse, as needed, on the Rental Contract on the Command Bar, which 
is located at the far right of the Command Bar.
 
To learn about adding links, notes and attachments, please see ODT Rental Online Help, Additional Rental 
Processes, Links Notes and Attachments.

3.4.1.3. Rental Contract General Fast Tab
Rental Contract General tab

The following table provides the use and purpose of the rental related fields on the General tab.

NOTE:
When on Rental Management Setup the field, Advanced Proforma Invoice is enabled then the field Advanced 
Proforma, will be displayed.
 
To learn about the Advanced Proforma feature, see ODT Rental Online Help, Additional Rental Processes, 
Advanced Proforma Invoice.

Additional fields are available to view using the Show more option on the General Tab.
 Customer Rental Instructions, which will display Yes in red when there are specific rental instructions for 

this customer. By clicking on the Yes the Customer Instructions list will be displayed. To view the details of 
a selected instruction, select Manage –  View.

 Salesperson Code, which defaults from the customer card, or can be selected on the contract.
 Rental Calendar and Customized Rental Calendar, which are used in conjunction with Periodic 

Usage.  To learn about the use of these fields, please see ODT Rental Online Help, Additional Rental 
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Processes, Periodic Usage and Standby Charges.

 Override Insurance Verification field provides the ability to override the settings on Rental Management 
related to tracking certificates of insurance.

 Bill Until Date, provides the ability to specify a date to bill a customer for past and future rental periods, 
while specifying a Posting Date to which the Ledger Entries are to be posted.

 Original Time Zone, Current Time Zone and Time Zone Difference. To learn about these fields, and 
processing across time zones, please see ODT Rental Online Help, Additional Rental Processes, 
Processing Rentals Across Time Zones.

Job No., which is for specifying a Job when using the Integration with Jobs feature. To learn about the 
Integration with Jobs feature, please see ODT Rental Online Help, Additional Rental Processes, Integration 
with Jobs

3.4.1.4. Shipping Tab
The shipping tab contains the information for shipping the product on the contract.

Shipment Date:
The Shipment Date is populated by default from the user’s work date upon the creation of the contract. The 
date will default to the Shipment Date field on the rental and sales lines as product is entered.

When the date is changed on the tab, a confirmation pop-up message will occur asking if the user wants to 
update the lines.
When yes is selected all rental and sales lines with product will have the Shipment Date updated. When no is 
selected the lines are not updated, however, the Shipping tab, Shipment Date field will be updated.

Show on Map:
The Show on Map when selected will open up Bing maps to display a map showing the location of the Ship-to-
Address on the Shipping tab.

Shipment Method section:
The Shipment Method section and related fields are available when Show more is selected. The information in 
the Code, Agent, Agent Service and Package Tracking No. fields will default from the Customer card. The fields 
can be overridden or can be manually entered.

The data in the Agent and Agent Service fields default to the rental and sales lines on the contract. When either 
of these fields is overridden after rental or sales lines have been entered a confirmation pop-up message 
occurs asking the user if they want to update the lines.

When yes is selected, then the respective field will be updated on the shipping tab field and the lines. When no 
is selected, then the lines are not updated, however, the field on the shipping tab is updated.

3.4.1.5. Invoice Details Tab
The following picture displays the Invoice Details tab.

ODT Rentals provides the ability to specify rental line discount percentages, either on the Customer card, which 
will default to the quote or contract, or by entering the percentages directly on the quote or contract, Invoicing 
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Details tab.

When the discount % is entered in any of the discount fields on the Invoice Details tab, a confirmation message 
advising that the Line Discount field for the applicable units, groups or Rental Packages will be updated.

The following fields will default from the Customer card, if setup on the card, or can be entered directly on the 
Rental Contract.

Default Rental Disc %: This field is used for specifying a line discount %, which will be populate the Line 
Discount % field, when a unit or group cards does not have the Link Type configured, or the following line 
discount fields are not populated.

When any of the following Disc. % fields are populated, either by defaulting from the Customer card or entered 
on the Invoice Details tab, then any unit or group with the applicable Link Type will have the Line Discount % 
field populated with the percentage in those fields.

NOTE:
When a unit or group with the Link Type specified is a component of a Rental Package, then the Line Discount 
% will be populated from the Rental Default Disc. %. However, when the Pkg. Disc. %, is populated on the 
Invoice Details tab, then the Package Disc % will be applied to the Rental Package line and the component 
units and groups.

Rental Package Disc. %: Rental Package Disc. %, when specified, will overwrite the Line Discount % when 
populated from the Default Rental Disc % field. This discount will be applied to the Rental Package Line and all 
component lines of the package. This occurs, even when the units are linked to Fixed Asset, Item, Resources 
or G/L Accounts and the following Disc. % fields are populated.

FA Rental Unit Disc. %: The FA (Fixed Asset) Rental Disc. %, when specified, will default to the units and 
groups which have the Link Type of Fixed Asset setup on the unit cards. This applies only to those Rental Lines 
which are not a component line of a Rental Package. The FA Rental Unit Disc. % overwrites the Line Discount 
%, when populated from the Default Rental Disc % field.

Item Rental Unit Disc. %: The Item Rental Unit Disc. %, when specified, will default to the unit rental lines, for 
the units which have the Link Type of Item setup on the unit cards. The Item Rental Unit Disc. % overwrites the 
Line Discount %, when populated from the Default Rental Disc % field.

Resource Rental Unit Disc. %: The Resource Rental Unit Disc. %, when specified, will overwrite the Line 
Discount %, when populated from the Default Rental Disc % field.

G/L Acct. Rental Unit Disc. %: The G/L Acct. Rental Unit Disc. %, when specified, will overwrite the Line 
Discount % when populated from the Default Rental Disc % field.

In addition to the discount fields that can default from the Customer card, a field called Rental Line Disc. %, is 
available on the Invoice Details tab.

When this field is populated a confirmation message occurs, and if yes is selected, then the Line Discount % 
field on the rental lines will be populated for all rental lines on the document. This will occur even if the other 
percentage fields on the Invoice Details tab, have a percentage entered.

To learn about setting up Rental Line Discount percentages on a Customer card, see ODT Rental Online Help, 
Setup Rentals, Financials Setup for Rentals, How to Update Customer Cards for Rentals.

To learn about processing rentals using the various discount fields, see ODT Rental Online Help, Additional 
Rental Processes, Rental Line Discounts.

When Show more is selected, then fields related to the Billing Cycle feature are displayed.
 
To learn about processing rentals using the Billing Cycles feature, see ODT Rental Online Help, Processing 
Rentals, Rental Contracts Using Billing Cycles.
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3.4.1.6. Transfer Details Tab
The Transfer Details tab contains the following fields related to the Transfer Rental Contract feature.
 Original Document
 Previous Document 
 Sequence

To learn about the Transfer Rental Contract feature and the above fields, see ODT Rental Online Help, 
Additional Rental Processes, Transfer Rental Contracts.

3.4.1.7. Advanced Proforma Tab
The Advanced Proforma tab on the contract is only displayed when on Rental Management Setup the 
Advanced Pro-Forma Invoice field is enabled.

The tab contains fields related to the Advanced Proforma Invoice feature.

To learn about the Advanced Proforma Invoice feature and fields on the Advanced Proforma tab, see ODT 
Rental Online Help, Additional Rental Processes, Advanced Proforma Invoice.

3.4.1.8. Document Signatures
The Document Signatures tab provides the ability to capture electronic signatures on the Rental Contract.
To learn about the Electronics Signature feature, see ODT Rental Online Help, Additional Rental Processes, 
Electronic Signatures.

3.4.1.9. Rental Lines Command Bar
The Rental Lines command Bar provides menu options related to the lines. Each of the available command 
options contain sub-menu options.

Manage Menu
The following provides an overview of the purpose and use of the menu options in the Manage option.

New Line: Creates a new line.

Delete Line: Deletes the selected line. When using Rental Unit groups, the child unit lines cannot be deleted 
individually. The group line must be deleted, which will automatically delete the child unit lines.

Expand All: This option is for use with Rental Packages. When the package is expanded, this option is not 
available to select. When the package has been collapsed, then selecting Expand All will expand the package 
to show all the component rental lines.

Collapse All: This option is for use with Rental Packages, when entered on the rental lines. Selecting this 
option will collapse the package lines so that only the package line is displayed. The component lines will be 
hidden.

Group Avail Matrix: The Group Availability Matrix provides a quick view of the availability of a group and the 
rental units linked to a group. Thus facilitating the selection of the rental units on the rental quote or rental 
contract lines.

 Rental Inventory Avail.: The Rental Inventory Availability list provides a quick view of the quantity of the 
rental item that is available to rent, when an item is linked to the rental unit on the quote or contract rental lines.

Availability Calendar: The Availability Calendar displays the rental availability of groups and units, excluding 
those linked to items in a calendar view.
The calendar also provides the ability to select child units and modify when the rental commences and the 
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duration of the rental.
To learn about the Availability Calendar, please see the user help, Processing Rentals - Rental Availability.

Line Menu
The following provides an overview of the purpose and use of the menu options in the Line option.

Rental Amount Lines: Provides the ability to view the rental amount line records that will be billed for the 
selected rental line when the invoice is posted. Rental Amount lines should be reviewed to verify that the 
amounts that would be billed to a customer prior to posting the shipment/delivery of the units.

For information on the Rental Amount Line fields, see 
the ODT Rentals Online help, Processing Rentals, 
Rental Quotes, Rental Quote Overview - Rental 
Amount Line Fields chapter.
Rental Ledger Entries: Provides the ability to view the rental ledger entries for the selected rental line. Rental 
ledger entries are created when the rental units are shipped and when returned.
 
Rental Value Entries: Provides the ability to view the rental value entries for the selected rental line. Rental 
value entries are created when the invoice is posted.

View Rental Calendar: This calendar is used with the Rental Custom Calendar feature, which provides the 
ability to specify days that are non-billable or are to be billed at a Standby Unit Price rather than the Rental Unit 
Price. 

To learn about the Rental Custom Calendar feature, see the ODT Rental Online Help, Additional Rental 
Processes, Rental Custom Calendar.

Metered Usage Entries: When the rental unit card for the unit selected has Metered Usage Required enabled, 
then this option is available. When selected a listing of the usage tracking entries will be displayed.

To learn about Metered Usage, see the ODT Rental Online help, Additional Rental Processes, Metered Usage.

Periodic Usage Entries: The Periodic Usage Entries is used in conjunction with the Periodic Usage and 
Standby Charges pricing feature. It is used to specify which days in a rental period are to be billed using the 
periodic usage price and if applicable, which days are to be billed using the standby charge price.

To learn about the periodic usage and standby charges pricing feature, see ODT Rental Online help, Additional 
Rental Processes, Periodic Usage and Standby Charges.

Item Tracking Lines: When the rental unit card for the unit selected is linked to an item with the Tracking Code 
populated, then this options is available to pick the Serial Nos. and/or Lot Nos. for the rental quantity on the 
line.

To learn about processing rentals when the Rental Unit is linked to items with a Tracking Code, see the ODT 
Rental Online Help, Processing Rentals, Rental Contracts with Rental Units Linked to Items.

Additional Notes: Provides a listing of Additional Notes setup on the rental line unit selected, which can be 
deleted, modified or add new notes for the rental line, and specify which documents they are to print on.

To learn about Additional Notes, see ODT Rental Online help, Additional Rental Processes. Additional Notes 
for Rentals.

Dimensions: Displays the Dimension Codes and Values setup on the unit for the selected line.

Rental Prices: The Rental Prices option, when selected, will display all the Rental Price cards for the Rental 
Unit, group or Rental Package line selected.

Attachments: Display the attachments setup on a Rental Unit, which flow through to the Rental Lines, when 
the unit is selected on the line. Attachments can be deleted or added to the line and will flow through to the 
specified rental documents.
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To learn about adding Attachments to Rental Lines, see ODT Rental Online Help, Processing Rentals, Links, 
Notes and Attachments.

Functions Menu
The following provides an overview of the purpose and use of the menu options in the Functions option.

Undo Shipments: Provides the ability to reverse the shipment of rental unit(s) as long as the unit(s) have not 
been invoiced. It is recommended to use the same posting date on the contract that was used when posting the 
shipment. A Rental Ledger entry will be created to record the transaction.

Undo Return: Provides the ability to undo the return on the selected rental unit line.
 
Rental Swap: The Rental Swap feature provides the function to exchange a unit out on rent for another. To 
learn about rental swapping, see ODT Rental Online help, Processing Rentals, Swapping Rental Units.

Create Sub Line: This function will automatically populate the Rental Unit No. field on a child line of a group, 
when a Sub Rental Unit is linked to the group.

Create Sub Rental PO(s): This function is used to automatically create Purchase Orders for sub-contracted 
product directly from the Rental Contract.

Open Sub Rental Purchase Order: This function will open the Purchase Order created for sub-rental when 
the Create Sub Rental Purchase Order has been ran, either from the contract or the sub rental worksheet.

To learn about sub-contracting rental units, see ODT Rental Online help, Additional Rental Processes, Sub-
Contracting Rental Units.

Bulk Returns: This functionality, when ran from the Rental Line menu, provides the ability to select various 
rental lines for return, when not all units on the contract are being returned at once, and update the Rental 
Return Date, Qty. To Return, and Location when being returned to a different or temporary location.

To learn about Bulk Returns, see ODT Rental Online help, Processing Rentals, Bulk Returns.

Related Menu 
The following provides an overview of the purpose and use of the menu option in the Related option.

Line Invoices: Displays a listing of invoices related to the selected rental line.

3.4.1.10. Rental Line Fields
The following provides an overview of the purpose and use of the individual fields on the Rental Contract Lines, 
which are displayed by default.

Rental Unit No.: The No. field provides a list of Rental Unit Groups and Rental Units to select from. When a 
Rental Unit Group is entered on a Rental Line, once you move off this line, then additional rental lines will be 
created based on the Rental Quantity entered. These child lines are for the selection of the individual units 
linked to the rental group.

Standard Text Code: Used to enter a Standard Text Code on a Rental Line. This field cannot be populated on 
a line that already has a Rental Unit No. Nor can a Rental Unit No. be entered on the line after a Standard Text 
Code has been entered on the line.

Description: Specifies the description of the rental unit. This can be overridden if desired.
 
Rental Terms Code: A value may be automatically added to this field either from the Customer Card or the 
Rental Unit card, if defined on the respective cards.

The term on the Rental Unit card will only default to the line if on Rental Management Setup the field, Use Unit 
Rental Terms, is checked. This setting takes priority over the Customer Card, Rental Term setup and the entry 
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of a Rental Terms Code on the rental header.

If the field is blank, or you wish to change the defaulted rental term, drill-down to select the appropriate code to 
complete the transaction. You can also change it to another value if a Rental Terms Code is present. This new 
code, however, will only be used on the current document.

Rental Quantity: Specifies the number of rental units to be rented.

Location Code: Specifies the rental location of the rental unit. The location is mandatory, when on Rental 
Management Setup, the Location Mandatory field has been checked. The location specified on the group line 
defaults to the child lines and will filter the list of units available to the location specified on the group rental line.

For units not linked to a group or entry of a group unit only the location specified on the rental unit card will 
default to the rental line.

Rental Terms Code Alt2: Specifies a rental term code that will be used in the optimized pricing calculation 
when the return date of the rental is either greater than or less than the period code specified on the rental 
term. The Rental Term Alt2 Code defaults from the Rental Term Code entered here if setup on the term when 
the term is enter on the line.

Rental Terms Code Alt1: Specifies a rental term code that is used in the optimized pricing calculation when 
the return date of the rental is either greater than or less than the period code specified on the rental term. The 
Rental Term Alt1 Code defaults from the Rental Term Code entered here if setup on the term when the term is 
enter on the line.

Rental Start Date: Specifies the date on which the rental will commence. This date is included in the pricing 
calculation. By default, this date matches Order Date on the General fast tab. You can change this date to 
when the rental is to begin, if the rental is to start at a different date.

No. of Periods: Provides the ability to enter the number of periods the rental is for, which updates the rental 
return date using the selected rental term multiplied by the no. of periods.

Rental Return Date: The Rental Terms Code specified will automatically populate the Rental Return Date 
based on the Rental Start Date and the assigned rental period length for the default Rental Terms Code on the 
line. This date can be modified to specify the expected return date of the rental.

In the event of an unknown return date, then the Rental Return Date field can be cleared and entered when the 
unit is returned or an expected return date is known.

Rental Unit Price: Specifies the rental price for the rental unit for a single rental period. This price defaults from 
the Rental Price setup for the Rental Term setup on the Rental Unit or unit group. The price can be overridden 
directly on the line, if needed.

Should the Rental Term entered on the line not be setup in Rental Prices on the Rental Unit or group, then the 
price can be entered directly on the rental line.

Alt1 Rental Unit Price: Specifies the rental price for the rental unit for a single rental period for the Rental 
Terms Code Alt1, when defaulted to or entered on the Rental Line.
 
Alt2 Rental Unit Price: Specifies the rental price for the rental unit for a single rental period for the Rental 
Terms Code Alt2, when defaulted to or entered on the Rental Line.

Currency Code: Specifies the Currency Code, which defaults from the Invoice Details tab, Currency Code. 
The Currency Code on the Invoice Details tab defaults from the Customer card.

Tax Group Code: Defaults the Tax Group Code from the rental price card setup for the rental term on the 
rental unit group, rental unit or the rental package, if setup. When rental price cards not be setup on the rental 
unit group or rental unit, then the Tax Group Code will default from the rental unit card.

Qty. To Rent: Specifies the number of rental units to be rented. The number defaults from the Rental Quantity 
field on the line.
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Qty. on Rent: Specifies the number of rental units shipped and currently are out on rent to the customer.

Qty. to Return: Specifies the number of rental units to be returned. This field must be populated in order to 
post the return of the rental units.
 
Qty. Returned: Specifies the number of rental units which have been returned.

Line Discount %: Specifies the line discount percentage that is valid for the rental unit quantity on the line. If 
left blank, no reduction will occur.

Should Damage Waivers or the Additional Fee be included on the Rental Price with the Damage 
Waiver/Additional Fee Allow Line Disc checked, then the Line Discount % will also be applied to their Unit 
Price.

Should Metered Usage be included on the Rental Price card with the Metered Usage Allow Line Disc checked, 
then the Line Discount % will also be applied to the Metered Usage Unit Prices.

Partial Return Date: This field is used as the posting date when partial returns are processed for a rental line. 
The date in the field defaults from the current posting date on the contract and can be overridden to specify a 
different date to be used as the posting date of the partial return.

Return Day Billable: Specifies whether the day the rental unit is returned will be billable to the customer. This 
field is automatically populated based on the setting on Rental Management Setup for this field, however, can 
be modified if needed.

Global Dimension 1 and 2 fields are displayed by default, and can be edited on the rental lines.

3.4.1.11. Additional Rental Line Fields
There are additional fields available to add to the rental line using the setting called Personalize.

Should your organization track rentals based on date and time where billing is based on a starting time and 
return time in addition to date, then the fields Rental Start Time and Rental End Time will need to be added to 
the rental lines.

Should your organization have personnel who "pick" the units to be shipped, then there are two additional fields 
that will need to be added to the rental lines, Required Shipping Date and Customer Pickup.

The steps for adding additional fields are outlined in the How to Add Fields to Rental Lines chapter.

If tracking rentals by date and time, where time is a factor, you can specify the actual expected times for renting 
and billing to commence and end as well. The Rental Start Time and Rental Return Time fields are used when 
tracking rentals based on the time out/time in.

 These fields are not automatically displayed on the Rental Line and if needed, will require adding the fields by 
using the Personalize feature as outlined in the Rental Quote Overview.

The following provides an overview of the purpose and use of the individual fields that can be added to the 
Rental Contract Lines.

Line No.: Displays the line number of the rental line.

Tax Area Code: Displays the Tax Area Code, which defaults from the Invoicing Details tab and can be 
modified.

Tax Prod. Posting Group: Specifies the VAT product posting group and is only available on the Global (Rest 
of World) version.

Shipping Agent Code: Specifies the shipping agent which is to be used to transport the rental units to the 
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customer. When a customer card has the Shipping Agent Code setup, it will default to the rental document, 
Shipping tab. Then when the rental lines or sales lines are entered, the code will default to the lines. The code 
in the field on the line can be overwritten.

Shipping Agent Service Code: Specifies the service option of the shipping agent which is to be used to 
transport the rental units to the customer. When a customer card has the Shipping Agent Service Code setup, it 
will default to the rental document, Shipping tab.
Then when the rental lines or sales lines are entered, the code will default to the lines. The code in the field on 
the line can be overwritten.

Rental Start Date-Time: Displays the combination of the Rental Start Date and Rental Start Time fields.
 
Rental End Date-Time: Displays the combination of the Rental End Date and Rental End Time fields.
 
Rental Billing Start Date-Time: Displays the combination of the Rental Billing Start Date and Rental Billing 
Start Time fields.

Rental Billing End Date-Time: Displays the combination of the Rental Billing End Date and Rental Billing End 
Time fields.

Rental Return Date-Time: Displays the combination of the Rental Return Date and the Rental Return Time 
fields.

Rental Start Time: Specifies the time at which the rental will commence. The time is defaulted to the time field 
when the rental line is created.
 
The time that defaults to this field is dependent on whether the rental term field, Rental Date Time Tracking, 
has Track Date Only or has Track Date and Time.

When the field has Track Date Only, then the time will default to 12:00:00 AM and the field cannot not be 
edited. When the field has Track Date and Time, then the time will default to the time at which the rental line is 
created and can be edited.

Rental Return Time: Specifies the time at which the rental unit is expected to be returned.
 
The Rental Terms Code specified will automatically populate the Rental Return Time based on the Rental Start 
Date, Rental Start Time and the assigned rental period for the default Rental Terms Code on the line.

The time that defaults to this field is dependent on whether the rental term field, Rental Date Time Tracking, 
has Track Date Only or has Track Date and Time.

When the field has Track Date Only the time will default to 11:59:59 PM and the field cannot be edited.
 
When the field has Track Date and Time, then the time will default the time based on the lapsed time less one 
second from the Rental Start Time. The length of time is based on the Rental Period Code setup on the Rental 
Term. The field can be edited.

Rental Billing Start Date: Specifies the date on which the rental billing will commence. As the billing usually 
commences at the time of the rental this date is defaulted to the same date as the Rental Start Date. This date 
can be overridden should the billing to commence at a different date than the rental.

Rental Billing End Date: Specifies the date on which the rental billing will finish. This date can be overridden 
should the billing to end at a different date than the rental.

Rental Billing Start Time: Specifies the time at which the rental billing will commence.
 
The time that defaults to this field is dependent on whether the rental term field, Rental Date Time Tracking, 
has Track Date Only or has Track Date and Time.

When the field has Track Date Only, the time will default to 12:00 AM and the field cannot be edited.
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When the field has Track Date and Time, the time will default to the time at which the rental line is created and 
can be edited.

Rental Billing End Time: Specifies the time at which the rental billing will finish.
 
The time that defaults to this field is dependent on whether the rental term field, Rental Date Time Tracking, 
has Track Date Only or has Track Date and Time.

When the field has Track Date Only, the time will default to 11:59:59 PM and the field cannot be edited.
 
When the field has Track Date and Time, then the time will default the time based on the lapsed time less one 
second from the Rental Billing Start Time. The length of time is based on the Rental Period Code specified on 
the Rental Term Card. The time can be overridden, if desired.

Sub Rental: When the unit entered on the Rental Line has the Sub Rental field set to Yes, then this field will be 
automatically checked to display the unit is a Sub Rental unit.

Sub Rental Purch. Order No.: This field is for use only on Rental Contracts. On the contract, this field will 
display the Purchase Order No of the sub contracted product when the Create Sub Rental Purchase Order is 
ran either from the contract or from the Sub Rental Worksheet.

Cust. Declines Damage Waiver: When the rental price card has Damage Waiver pricing enabled and this field 
is checked, then the Damage Waiver fee will not be billed to the customer.

Customer Pickup: Specifies whether the customer will pick-up the unit. This feature is used in the Global 
Pending Shipments functionality. The population of this field is not mandatory on a quote. However, if the 
company is using the Global Pending Shipments functionality, it is recommended that if the customer is to pick- 
up the unit, that this field be checked on the rental Line.

Required Shipping Date: Specifies the date the customer requires the unit be shipped. This field is used in the 
Global Pending Shipments functionality. The population of this field is mandatory as the date is used in the 
Starting Date-Time field on the Reservation Entry.

If the company is using the Global Pending Shipments functionality for "picking" the units, then this will be 
required on the Rental Contract once the quote is converted to a contract.

ODT Transfer Order No.: Displays the Transfer Order No. that was created and posted when a rental line with 
a unit linked to an Item has the Commit Reservation checked.

Vendor No.: This field is for use only on Rental Contracts. On the contract, this field must be populated for Sub 
Rental Units prior to running the Create Sub Rental Purchase Order from the contract.
 
Vendor Name: Displays the name of the Vendor when the Vendor No. field is populated.

Sub Rental Description: This field is for use only on the Rental Contracts. On the contract, this field must be 
populated for Sub Rental Units prior to running the Create Sub Rental Purchase Order from the contract.

Package Line Amount Excl. Tax: This field is for when Rental Packages are used. On the rental line on which 
a Rental Package has been selected, this field displays the price setup on the package for the rental term 
selected on the line.

For the rental lines having the components of the rental packages, this field displays the calculated rental unit 
price for rental unit groups and units in the package. This is the unit price that will be allocated to the units in 
the package based on the package price.
 
To learn about Rental Packages, see ODT Rental Online Help, Processing Rentals, Additional Rental 
Processes, Rental Packages.

Shipment Date: Specifies the Shipment Date. This date defaults from the Shipping tab and can be overridden 
to specify the date the shipment occurred on or is to occur on.
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Shipment Time: Specifies the Shipment Time. The purpose of this field is to enable companies that are 
tracking rentals on both date and time, to enter the actual time of shipment, either on the rental line or in the To 
Ship cue list.

When the setting is Tracking Date Only, then the time will be set to 12:00:00 AM and cannot be edited.
 
When the setting is Tracking Date and Time, then the time will be set to the current system time and can be 
overridden to enter the actual shipment time.

The time that defaults to this field is dependent upon the Tracking Date Time field setting, on the Rental Term 
that is selected on the Rental Line.

Shipment Date-Time: Specifies the Shipment Date and Time and is the combination of Shipment Date and 
Shipment Time. This field is informational only, and cannot be edited. The field is automatically updated when 
either the Shipment Date or Shipment Time is modified.

Metered Usage Enabled: Displays whether the unit on the rental line requires metered usage entry. This 
setting defaults from the rental unit card field, Metered Usage Enabled and cannot be modified.Usage Unit of 
Measure: Displays the unit of measure which will be used for tracking the metered usage on the unit. The UOM 
defaults from the rental unit price card and cannot be modified.

Metered Usage Tax Group Code: Defaults the Metered Usage Tax Group Code from the rental price card 
setup for the rental term on the rental unit group or rental unit and can be modified.

Metered Usage Base Price: Displays the base price for metered usage that is specified on the Rental Unit 
price card, for the Rental Term on the line. This price field can be modified.
 
Metered Usage Level 1 End Qty.: Displays the end quantity for the metered usage base unit price that is 
specified on the Rental Unit price card, for the Rental Term on the line. This field cannot be modified.

Metered Usage Level 2 Unit Price: Displays the Level 2 unit price for metered usage that is specified on the 
Rental Unit price card, for the Rental Term on the line. This price field can be modified when the Metered 
Usage Levels field on the price card is set to 2 Levels.

Metered Usage Level 2 End Qty.: Displays the end quantity for the metered usage level 2 unit price that is 
specified on the Rental Unit price card, for the Rental Term on the line. This field cannot be modified.

Metered Usage Level 3 Unit Price: Displays the Level 2 unit price for metered usage that is specified on the 
Rental Unit price card, for the Rental Term on the line. This price field can be modified when the Metered 
Usage Levels field on the price card is set to 3 Levels.

Current Meter Reading: Displays the current meter reading of the unit when metered usage, if applicable to 
the unit entered on the line. This value defaults from the Rental Usage Tracking Entries for the unit.

Metered Usage Qty.: Displays the total metered usage quantity. The amount will be a calculated amount when 
a Current Meter Reading is entered, which is different than the Previous Meter Reading, or is entered on the 
contract rental line. This field cannot be edited on a rental quote.

Billable Metered Usage Qty.: Displays the total billable metered usage qty., which defaults from the Metered 
Usage Qty. field and can be overridden on the Rental Contract line. The quantity in this field is only populated 
when the entry type is metered usage and is used for billing the customer. This field is not used on rental 
quotes..
 
To learn about Metered Usage, see the ODT Rental Online help, Additional Rental Processes, Metered Usage.

Allow Zero Usage: This field is used to specify that an invoice can be posted when the latest meter reading or 
metered usage qty. or periodic usage has not been entered.

Periodic Usage Enabled: Displays whether the unit on the rental line requires periodic usage entry. This 
setting defaults from the rental unit or unit group field, Periodic Usage Enabled
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Periodic Usage Billing: Displays whether Periodic Usage and Standby Charges are activated on the Rental 
Price card for the Rental Term when a price card is setup.

When a Rental Price card does not exist for the Rental Term on the Rental Line, but the unit does have the 
Periodic Usage Enabled field activated, then this field can be checked. This will then enable the user to enter a 
Periodic Usage Unit Price and Standby Unit Price, if applicable, so that Periodic Usage and Standby Charges 
can be billed to the customer.

Periodic Usage Period Usage UOM:  Displays the Unit of Measure of DAY and cannot be edited as periodic 
usage and standby pricing is based on a daily price.
 
Use Roll-up Pricing: Specifies whether the package is using Roll-up Pricing.

Periodic Usage Unit Price: Displays the Periodic Usage Unit Price from the price card, when configured for 
the rental term on the line and the Periodic Usage Enabled field is enabled. If there is no rental price card for 
the rental term on the line, then the Periodic Usage Price can be entered directly on the rental line, as long as 
Periodic Usage Enabled field on the rental unit and rental line is checked.

Periodic Usage Tax Group Code: Defaults the Periodic Usage Tax Group Code from the rental price card 
setup for the rental term on the rental unit group or rental unit, if setup. When rental price cards are not setup, 
then the Periodic Usage Tax Group Code can be selected when using line pricing.

Standby Billing: Displays as checked when Standby Usage Billing is enabled on a Rental Price card for the 
rental unit and the rental term on the line. The field can be checked if the rental term on the line does not have 
a price card, when the Periodic Usage Enabled field is checked.

Standby Unit Price: Displays the Standby Unit Price from the price card, when configured for the rental term 
on the line. If there is no rental price card for the rental term, then the Standby Unit Price can be entered 
directly on the rental line, as long as the Periodic Usage Enabled field on the rental unit and rental line is 
checked.

Standby Tax Group Code: Defaults the Standby Tax Group Code from the rental price card setup for the 
rental term on the rental unit group or rental unit, if setup. When rental price cards are not setup, then the 
Standby Tax Group Code can be selected when using line pricing.
 
For information on Periodic Usage and Standby Charges, see the ODT Rental Online help, Additional Rental 
Processes, Periodic Usage and Standby Charges.

Bin Code: When the rental unit on the line is linked to an Item that is stored in bins, then the default Bin Code 
will populate this field and can be modified.

Return Bin Code: This field is for use only on the Rental Contract to specify a Bin Code the item linked to the 
Rental Unit is to be returned to, when the bin is a different bin, than it was shipped from.

Return Location Code: This field is for use only on the Rental Contract to specify a rental location the Rental 
Unit is to be returned to, when the Location is a different rental Location, than it was shipped from. The location 
can be a different rental location that the unit was shipped from or a temporary location, such as a service 
location or an interim location the unit might be stored at.

Return Temporary Location: This field is used to describe the temporary location the unit is to be returned to, 
when a temporary location is selected in the Return Location Code field. When a temporary location is selected 
in the Return Location Code field, then the entry of a description in this field is mandatory.

Serial No.: Displays the Serial No. when specified on the Rental Unit card.

Job. No., Job. Task No. and Job Planning Line No.: These fields are utilized with the Integration with Jobs 
feature. For information on the use of these fields, see ODT Rental Online help, Additional Rental Processes, 
Integration with Jobs.

Transferred From Doc. No., Transferred Date, Transferred and Transferred to Doc. No.: These fields are 
utilized in the Transfer Rental Contracts feature. For information on the use of these fields, see ODT Rental 
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Online help, Additional Rental Processes, Transfer Rental Contracts.

3.4.1.12. How to Add Fields to the Rental Lines
The following steps demonstrate how to add fields to Rental Lines.

Click on the navigation menu item popup Settings

Click on the menu item Personalize

Click on the link More

Click on the link Field
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Click on the label Rental Lines

A listing of available fields will be displayed at the 
right.

Left Click on the field to add to the Rentals Lines and drag it to the location on the Rental Line where you want 
the field to be displayed.

A thick red line shows up on the rental lines when dragging the field over, which indicates where the field is to 
be dropped.

Click on the link Done

When all desired fields have been added click on the 
Done button at the top as indicated in the screen shot 
provided.

Then close and re-open the contract.

3.4.1.13. Printing Options for Rental Contracts
The following provides information on the Option tab fields, when printing the Rental Contract.

Click on the field Number of Copies

The No. of Copies field displays 0, which means 1 
copy will be printed.

Should 2 copies be needed, then enter 1 in this field.

Click on the toggle field Print Company Address

If the Company Address is to print on the contract 
document and the field is set to No, then click on the 
field to change the setting to Yes.

If the Company Address is not to print on the contract 
document and the field is set to Yes, then to set it to 
No click on the field.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 448/2540

ODT Rentals Online Help 5/15/2024 448/2540

Click on the toggle field Show Alternate Prices

When checked, the Alt1 and Alt 2 Rental Terms 
Codes and Prices will print on the Rental Contract 
document.

Click on the toggle field Show Rental Details

By Default the Show Rental Details field is enabled.
When enabled, then additional charges such as 
Damage Waivers will print, and if there are additional 
notes attached to units, the notes will print on the 
document.
When the Show Rental Details field is disabled, then 
the above do not print on the document.

Should there be a rental package on the rental lines, then the component groups and units in the package will 
print on the document.

Click on the link Print Periodic/Standby Usage 
Prices

This option is only for use when the units on the rental 
lines have the Periodic Usage Enabled field enabled.

The setting selected on the Print Periodic/Standby Usage Prices field when printing the contract, overrides the 
setting on Rental Management Setup.

When the Print Periodic/Standby Usage Prices field is enabled, then when a unit on the rental lines has 
periodic/standby pricing configured on the rental price cards, the prices will print on the document.
When disabled, then the prices will not print.

Click on the link Print Terms & Conditions

The field is automatically enabled when the Terms & 
Conditions field on Rental Management is enabled. 
The Terms & Conditions file will print after the contract 
when printed. The field must be enabled for the file to 
be attached when email or send the contract.
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Click on the link Log Interaction

The field can only be enabled when the Interaction 
Logging is configured for Rentals.

3.4.1.14. Printing Options for the Proforma Invoice
The following provides information on the Option tab fields, when printing the Proforma Invoice.

Click on the field Number of Copies

The No. of Copies field displays 0, which means 1 
copy will be printed.

Should 2 copies be needed, then enter 1 in this field.

Click on the toggle field Print Company Address

If the Company Address is to print on the contract 
document and the field is set to No, then click on the 
field to change the setting to Yes.

If the Company Address is not to print on the contract 
document and the field is set to Yes, then to set it to 
No click on the field.

Click on the toggle field Show Rental Details

By Default the Show Rental Details field is enabled.
When enabled, then additional charges such as 
Damage Waivers will print, and if there are additional 
notes attached to units, the notes will print on the 
document.
When the Show Rental Details field is disabled, then 
the above do not print on the document.

Should there be a rental package on the rental lines, then the component groups and units in the package will 
print on the document.
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Click on the link Hide Periodic/Standby Usage 
Details

This option is only for use when the units on the rental 
lines have the Periodic Usage Enabled field enabled.

The setting selected on the Hide Periodic/Standby Usage Details field when printing the Proforma, overrides 
the setting on Rental Management Setup.

When the Hide Periodic/Standby Usage Details field is not enabled, then when a unit on the rental lines has 
periodic/standby usage to be invoiced, then the billing will be print a line for each day being invoiced.

When the field is enabled, then the billing will print summarized, with a single line for periodic usage and a 
single line for standby charges.

Example of summarized printing:

Periodic Usage
    Days in Use           Apr 25, 2019 to May 24, 2019       27@ 500.00/DAY = 13,500.00
    Days on Standby   Apr 25, 2019 to May 14, 2019         3@ 200.00/DAY = 600.00

Click on the link Cut-off Date

The Cut-off Date is to be the planned invoice posting 
date and is used to determine which Rental Amount 
Lines are to be billed when the Bill Until Date field is 
blank. All non-invoiced lines with a Billing Date up to 
and including the Cut-off Date will be billed.

Click on the link Bill Until Date

When Bill Until Date is populated, then the date 
specified in the Bill Until Date field is used to 
determine which Rental Amount Lines are to be billed. 
However, the Posting Date for the invoice will be set 
to the Cut-off Date.

3.4.1.15. Printing Options for Printing the Posted Rental Invoice
The following provides information on the Option tab fields, when printing the Posted Rental Invoice.
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Click on the field Number of Copies

The No. of Copies field displays 0, which means 1 
copy will be printed.

Should 2 copies be needed, then enter 1 in this field.

Click on the toggle field Print Company Address

If the Company Address is to print on the contract 
document and the field is set to No, then click on the 
field to change the setting to Yes.

If the Company Address is not to print on the contract 
document and the field is set to Yes, then to set it to 
No click on the field.

Click on the toggle field Show Rental Details

By Default the Show Rental Details field is enabled.
When enabled, then additional charges such as 
Damage Waivers will print, and if there are additional 
notes attached to units, the notes will print on the 
document.
When the Show Rental Details field is disabled, then 
the above do not print on the document.

Should there be a rental package on the rental lines, then the component groups and units in the package will 
print on the document.

Click on the link Hide Periodic/Standby Usage 
Details

The setting selected on the Hide Periodic/Standby Usage Details field when printing the Proforma, overrides 
the setting on Rental Management Setup.

When the Hide Periodic/Standby Usage Details field is not enabled, then when a unit on the rental lines has 
periodic/standby usage to be invoiced, then the billing will be print a line for each day being invoiced.

When the field is enabled, then the billing will print summarized, with a single line for periodic usage and a 
single line for standby charges.
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Example of summarized printing:

Periodic Usage
    Days in Use           Apr 25, 2019 to May 24, 2019       27@ 500.00/DAY = 13,500.00
    Days on Standby   Apr 25, 2019 to May 14, 2019         3@ 200.00/DAY = 600.00

3.4.2. How to Process Contracts for Billing at Start of the 
Contract

Profile - Sales Order Processor

Rental Contracts can as well be created from the Business Manager Profile using the steps provided here.

The following example demonstrates the creation and 
processing of a contract, for the pricing schema where 
the customer is billed for the full contract, at the 
beginning of the contract.

3.4.2.1. Creating a new Rental Contract for Billing at the Start of the 
Contract

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Select the Customer which the Rental Contract is for.
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Click on the field External Document No.

If the customer has provided an external document 
number, then click on the field External Document No. 
field and enter it.

Click on the field Rental Terms Code

When a Rental Terms Code has been setup on a 
Customer card, it will default to this field.
The term can be changed should the contract be for a 
different pricing schema by looking up and selecting 
the applicable Rental Term.

The term will automatically populate the Rental Terms 
Code field on the Rental Lines, when Rental 
Management Setup does not have the field, Use Unit 
Rental Terms checked and the Rental Unit does not 
have a default Rental Term Code specified.
Click on the link 

Click on Code = MONTH-START, Description = 
Monthly Rental for Billing at Start of Contract
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Click on the field Deposit Amount

If a deposit is required, enter the amount. 
Otherwise, leave this field blank.

If a deposit is entered, then once the Rental Lines and 
if applicable, the Sales Lines are completed,  the 
Contract Total and Outstanding Amount fields will 
automatically be updated.
Once the Rental Lines and if applicable, the Sales 
Lines, are completed the Contract Total and 
Outstanding Amount fields will automatically be 
updated.

3.4.2.2. Entering a Rental Unit Group on the Rental Lines
Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the cell No. with the value RU00001

Click on the Rental Unit Group to be added to the 
Rental Line.
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Click on the cell Rental Terms Code

The Rental Term Code field may be automatically 
populated depending on the setups selected on 
Rental Management Setup, Rental Units and the 
Customer.

If the Rental Term Code field is either blank or 
contains a rental term that is not the desired term, 
then you can select the term that is applicable to this 
rental. 

Click on the link in cell Rental Terms Code

Click on Code = MONTH-START, Description = 
Monthly Rental for Billing at Start of Contract

To review the rental group availability, complete the following steps.

CRITCAL:
The user must move off the Rental Unit No. field prior 
to reviewing the Group Availability Matrix.

Should this step be missed, this could lead to the 
contract not being able to be closed as Rental Amount 
Lines will be created on the group line and these 
cannot be deleted or invoiced.

The only way to address this item is to delete the 
group and linked child lines and re-enter them, which 
would have to be done prior an invoice is posted. 
Once an invoice is posted, then although the child 
lines are fully invoiced and the units have been 
returned, the contract will not close.

If the units have been shipped, however not invoiced, 
then the Function, Undo Shipment must be ran on 
each child unit line.
Then the Rental Unit Group line must be deleted, 
which will delete the child unit lines.
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After that the group must be re-entered and the units 
shipped, prior to invoicing.
Click on the navigation menu item popup Manage

Click on the navigation menu item Group Avail 
Matrix

For information on the Group Availability Matrix, 
please see the ODT Rental Online help in Processing 
Rentals, Processing Rentals Overview - Group 
Availability Matrix Overview.

Click on the back button

Click on the cell Rental Quantity
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Enter the text 2.

Click on the cell Location Code

Should your organization be tracking rentals by 
location, then select a location.

If on Rental Management Setup, the field Location 
Mandatory be checked, then in order to process the 
rental the Location Code must be entered.

Click on Code = EAST, Name = East Warehouse

Select the location from which the rental will occur.

Click on the cell Rental Return Date

Review and update, if needed, the Rental Return 
Date.

The Rental Return Date field is automatically 
calculated based on the Rental Period setup on the 
Rental Term which is on the line.

Should the Rental Return Date be different than the 
defaulted date, then update the Rental Return Date 
field with the date the units are expected to be 
returned.
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Click on the cell Rental Unit Price

The Rental Unit Price defaults from the Rental Price 
card when setup on the Rental Unit group.

The Rental Unit Price can be overridden, if need be, 
and will be used in determining the amount that will be 
billed to the customer.

Should there not be a Rental Price card setup on the 
group, then the Rental Unit Price can be entered 
manually on the line.

As a group has been entered on the rental line, the 
additional child rental lines will automatically be 
created, based on the Rental Quantity entered on the 
group line.

These child lines are for the selection of the individual 
units assigned to the rental group. The selection of 
the child units is required on a Rental Contract. 

When selecting the units on the child lines, the list of 
units will be filtered based on the Location Code 
entered on the rental group line.
Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00002

Select the Rental Unit in the group which is to be 
rented.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00003

Select the Rental Unit in the group which is to be 
rented.

The fields on the child rental lines will contain the same data as on the rental unit group record.

If any fields on the Rental Unit group record are modified, the child rental lines will be updated to the same 
settings.

For steps on adding a single rental unit to the rental 
lines, please see the ODT Rentals Online help, 
Processing Rentals, Rental Quotes -How to Create a 
Rental Quote and Make Contract.
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3.4.2.3. Reviewing the Rental Amount Lines
Review the Rental Amount lines for the each of the 
child rental units to verify the expected rental billings, 
including the amounts and the Billing Date in the 
Rental Amounts lines.

For information on the Rental Amount Line fields, see 
the ODT Rental Online help, Processing Rentals, 
Rental Quote Overview.

Highlight a child rental line.

Select one of the child Rental Lines.
Click on the navigation menu item More options

By clicking on the Pin at the right of the options, the 
user can set the command bar, so that the sub menu 
options are shown at all times.
Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Billing Date with the value 4/9/2018

The Billing Date provides users with the earliest date 
the unit can be invoiced on, when the Rental Term 
does not have the Early Billing Date Formula 
populated.

Click on the button Close

3.4.2.4. Printing the Rental Contract
The Rental Contract can be previewed, printed or 
emailed to the customer.
Click on the navigation menu item popup Process

Click on the button Pin command bar

By clicking on the Pin at the right, the sub menu 
options will always automatically show as each main 
option is selected.
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Click on the navigation menu item Print...

Options tab

For information on the printing request page, Option 
tab fields, point to the field name.

For additional information on the fields, go to ODT 
Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.

Should your organization require the contract to be 
printed instead of saved as a PDF document, then 
instead of selecting the Send to option, select Print.
Click on the button Send to...

Click on the item PDF Document

In the page that opens, PDF is selected by default, as 
this is the only type to be used for rental documents.

Then select the OK button.

When PDF document is selected and OK is clicked 
on, then the pdf document file is displayed at the 
bottom left of the window.

Click on the document file to open the pdf file, then 
print or save the file to the location on the network, if 
applicable.
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Click on the button OK

3.4.2.5. Shipping the Rental Units
Rentals provides the ability to review the pending shipments for a contract, directly from the contract, by 
selecting Show Pending Rental Shipments in the Actions, Filtering command bar option at the top of the 
contract.

A listing of all rental units entered, however, not shipped is provided.

NOTE: Sales lines, pending shipments are not included in the listing.

NOTE:

Should some of the rental units entered have different 
Rental Start Dates, then clear the Qty. to Rent on the 
lines that will be shipped on a later date than is in the 
Posting Date field on the General tab of the contract.

Otherwise all rental lines will be shipped as of the 
date in the Posting Date field.
Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

Click on the cell Qty. on Rent with the value 1 
Note that on the child rental lines the Qty. to Rent was 
updated to display 0 and the Qty. on Rent was 
updated with 1.

Review of the posted shipment can be done directly from the Rental Contract card by selecting the Posted 
Deliveries in the Rental command.

The Posted Delivery card rental lines contain the records related to the shipped Rental Units.

The Posted Delivery can as well be printed by clicking on the Process option, then the Print option on the 
Posted Deliveries list or the card.

3.4.2.6. Printing or Previewing the Proforma Invoice
The Proforma Invoice is a pre-posting Invoice that 
prints what will be billed to the Customer, based on a 
Cut Off Date the user specifies.

NOTE:
The Proforma will only print the details for those rental 
units which have been shipped.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 465/2540

ODT Rentals Online Help 5/15/2024 465/2540

Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma

Option tab fields when printing the Proforma Invoice

For information on following Option tab fields, go to 
ODT Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.
• Number of Copies
• Print Company Address
• Show Rental Details
• Hide Periodic/Standby Usage Details
Click on the field Cut-off Date

The users' Work Date in My Settings, automatically 
defaults to the Cut-off Date field until the first time the 
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Print Proforma is ran.

Then this date is saved in the page and must be 
updated when subsequently running the Print 
Proforma.

This can be overridden to specify what Cut-off Date 
for the Proforma Invoice should print the billing up to.

When on Rental Management Setup, the field, Default 
Blank Return Date is set to No, then the Cut-off Date 
entry for the Proforma is restricted to the Rental 
Amount Lines, which are available for invoicing.

When the Rental Management Setup field, Default 
Blank Return Date is set to Yes, then the Cut-off Date 
for the Proforma can be any date subsequent to any 
Rental Amount Line(s) which have been invoiced and 
are marked as Billed. The Proforma prints based only 
on full rental periods.

Should a date be entered that is earlier than the 
Billing Date on the Rental Amount line, then a 
message "Nothing to Invoice" will be displayed.
Click on the button Preview

The Proforma Invoice can be sent to PDF, Printed or 
Previewed.

3.4.2.7. Invoicing the Rental Contract
As this example is for billing at the start of the contract the invoicing is to be processed after the shipment of the 
rental units.

The Posting Date on the Contract, General tab is to be equal to or later than the Billing Date in the Rental 
Amount Lines. The Billing Date, by default, will be the same as the Rental Start Date.

Click on the field Posting Date

Should a date be in the Posting Date field that is 
earlier than the Billing Date, then a message "Nothing 
to Invoice" will occur.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Should you wish to print the invoice at the time of 
invoicing the contract, then select the Invoice and 
Print option in the Rental command bar options.

When using Invoice and Print, the system will used 
the Saved options from the last time a Posted Rental 
Invoice was printed.

Thus if from a Completed Rental Contract - Posted 
Invoices, an invoice was printed the options specified 
at that time will be used when running Invoice and 
Print from an open Rental Contract.
These options include Number of Copies, Print 
Company Address and Show Rental Details.
Click on the button Yes
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Click on the button OK

To review the Posted Rental Invoice, select the 
Posted Invoices on either the Rental or the Navigate 
command bar option.
A listing of posted invoices for the contract will be 
displayed.

The Posted Invoice can as well be printed from the 
invoice list or card.

3.4.2.8. Returning Rental Units
Rentals provides the ability to review the pending returns for a contract, directly from the contract, by selecting 
Show Pending Rental Returns in the Actions  - Filtering command bar option.

A listing of all rental units on rent is provided.

As the invoice has been posted, when the return is 
posted the Rental Contract will close.
In this example, the Rental Units are being returned on the Rental Return Date specified when the rental was 
entered.

Upon posting the return of the units the contract will close and will be available in the Completed Rental 
Contracts as the invoicing of this contract has already occurred.

Please see Reviewing Rentals - Completed and Posted Rental Documents in the ODT Rentals Online Help site 
for information on Completed Rental Contracts and Posted Rental Returns.

Click on the field Posting Date
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Click on the link 

Click on the link Next

Click on a date in the calendar

Select the date that the unit(s) are being returned.

In this example the units are being returned on the 
Rental Return Date.

Click on the cell Qty. to Return
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Enter the text 1.

Click on the cell Qty. to Return with the value 0 

Enter the text 1.

Click on the navigation menu item Return Rentals

Should the command bar not be pinned, the Return 
Rentals is located in the Rental command bar option.
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Click on the button Yes

The Posted Rental Return can be viewed and printed, 
if desired, from the Posted Documents when using the 
Sales Order Processor Profile.

When using the Business Manager Profile the Posted 
Rental Return can be located in the Rentals option.
To learn about Bulk Returns, go to ODT Rental Online Help, Processing Rentals, Rental Contracts, How to 
Process Bulk Returns.

3.4.3. How to Process Contracts for Billing at End of the 
Contract

Profile - Sales Order Processor

Rental Contracts can as well be created from the 
Business Manager Profile using the steps provided 
here.
The following example demonstrates the creation and 
processing of a contract for the pricing schema where 
the customer is billed for the full contract, at the end of 
the contract.

3.4.3.1. Creating a new Rental Contract for Billing at the End of the 
Contract

In this example, the Rental Contract command bar 
has been pinned to show the sub menu options 
automatically.
Click on the navigation menu item Rental Contract
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Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Select the Customer which the Rental Contract is for.

Click on the field External Document No.

If the customer has provided an external document 
number, then click on the field External Document No. 
field and enter it.

Click on the field Rental Terms Code

When a Rental Terms Code has been setup on a 
Customer card, it will default to this field.
The term can be changed should the contract be for a 
different pricing schema by looking up and selecting 
the applicable Rental Term.

The term will automatically populate the Rental Terms 
Code field on the Rental Lines, when Rental 
Management Setup does not have the field, Use Unit 
Rental Terms checked and the Rental Unit does not 
have a default Rental Term Code specified.
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Click on the link 

Click on Code = MONTH-END, Description = 
Monthly Rental for Billing at End of Contract

Click on the field Deposit Amount

Click on the field Deposit Amount
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Enter the text 200.00.

If a deposit is required, enter the amount. 
Otherwise, leave this field blank.

Once the Rental Lines and if applicable, the Sales 
Lines, are completed the Contract Total and 
Outstanding Amount fields will automatically be 
updated.

3.4.3.2. Entering a Rental Unit Group on the Rental Lines
In this example, the Rental Lines command bar has 
been pinned to show the sub menu options 
automatically.
Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00001

Select the Rental Unit group that contains the Rental 
Units you wish to rent out

To review the rental group availability, complete the 
following steps.
CRITCAL:
The user must move off the Rental Unit No. field prior 
to reviewing the Group Availability Matrix.
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Should this step be missed, this could lead to the 
contract not being able to be closed as Rental Amount 
Lines will be created on the group line and these 
cannot be deleted or invoiced.

The only way to address this item is to delete the 
group and linked child lines and re-enter them, which 
would have to be done prior an invoice is posted. 
Once an invoice is posted, then although the child 
lines are fully invoiced and the units have been 
returned, the contract will not close.

If the units have been shipped, however not invoiced, 
then the Function, Undo Shipment must be ran on 
each child unit line.
Then the Rental Unit Group line must be deleted, 
which will delete the child unit lines.
After that the group must be re-entered and the units 
shipped, prior to invoicing.
Click on the navigation menu item popup Manage

Click on the navigation menu item Group Avail 
Matrix

For information on the Group Availability Matrix, 
please see the ODT Rentals Online help, Processing 
Rentals Overview, Group Availability Matrix Overview.

Click on the back button
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Click on the cell Rental Terms Code

Click on the link in cell Rental Terms Code

Click on Code = MONTH-END, Description = 
Monthly Rental for Billing at End of Contract

Click on the cell Rental Quantity
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Enter the text 2.

Click on the cell Location Code

Click on Code = EAST, Name = East Warehouse

Should your organization be tracking rentals by 
location, then select a location.

If on Rental Management Setup, the field Location 
Mandatory be checked, then in order to process the 
rental the Location Code must be entered.

Click on the cell Rental Return Date

Review and update, if needed, the Rental Return 
Date.

The Rental Return Date field is automatically 
calculated based on the Rental Period setup on the 
Rental Term which is on the line.

Should the Rental Return Date be different than the 
defaulted date, then update the Rental Return Date 
field with the date the units are expected to be 
returned.
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Click on the cell Rental Unit Price

The Rental Unit Price defaults from the Rental Price 
card when setup on the Rental Unit group.

The Rental Unit Price can be overridden, if need be, 
and will be used in determining the amount that will be 
billed to the customer.

Should there not be a Rental Price card setup on the 
group, then the Rental Unit Price can be entered 
manually on the line.

As a group has been entered on the rental line, then the additional child rental lines will automatically be 
created based on the Rental Quantity entered.

These child lines are for the selection of the individual units assigned to the rental group. The selection of the 
child units is required on a Rental Contract. 

When selecting the units on the child lines, the list of units will be filtered based on the Location Code entered 
on the rental group line.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00002

Select the Rental Unit in the group which is to be 
rented.
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00003

Select the Rental Unit in the group which is to be 
rented.

The fields on the child rental lines will contain the same data as on the rental unit group record.

If any fields on the Rental Unit group record are modified, the child rental lines will be updated to the same 
settings.

For steps on adding a single rental unit to the rental 
lines, please see the ODT Rentals Online help, 
Processing Rentals, Rental Quotes, How to Create a 
Rental Quote and Make Contract.

3.4.3.3. Reviewing the Rental Amount Lines
Review the Rental Amount lines for the each of the 
child rental units to verify the expected rental billings, 
including the amounts and the Billing Date in the 
Rental Amounts lines.

For information on the Rental Amount Line fields, see 
the ODT Rental Online help, Processing Rentals, 
Rental Quote Overview.

Highlight a child rental line.
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Select one of the child Rental Lines.
Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Billing Date with the value 5/8/2018

The Billing Date provides users with the earliest date 
the unit can be invoiced on, when the Early Billing 
Date Formula is not populated on the selected Rental 
Term.
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Click on the button Close

3.4.3.4. Printing the Rental Contract
The Rental Contract can be previewed, printed or 
emailed to the customer.
Click on the navigation menu item popup Process

Click on the navigation menu item Print...

Options tab

For information on the printing request page, Option 
tab fields, point to the field name.

For additional information on the fields, go to ODT 
Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.
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Should your organization require the contract to be 
printed instead of saved as a PDF document, then 
instead of selecting the Send to option, select Print.

The contract a well can be previewed.
Click on the button Send to...

In the page that opens, PDF is selected by default, as 
this is the only type to be used for rental documents.

Then select the OK button.

When PDF document is selected and OK is clicked 
on, then the file for the pdf document will show at the 
bottom left on the window.

Click on the file to open the pdf file. On the open file 
save the contract to the location where the document 
is to be saved to or print the file, if applicable.
Click on the item PDF Document

Click on the button OK

3.4.3.5. Shipping the Rental Units
Rentals provides the ability to review the pending shipments for a contract, directly from the contract, by 
selecting Show Pending Rental Shipments in the Actions, Filtering command bar option at the top of the 
contract.

A listing of all rental units entered, however, not shipped is provided.

NOTE: Sales lines, pending shipments are not included in the listing.

NOTE:

Should some of the rental units entered have different 
Rental Start Dates, then clear the Qty. to Rent on the 
lines that will be shipped on a later date than is in the 
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Posting Date field on the General tab of the contract.

Otherwise all rental lines will be shipped as of the 
date in the Posting Date field.
Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK
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Click on the cell Qty. on Rent with the value 1 

Note that on the child rental lines the Qty. to Rent was 
updated to display 0 and the Qty. on Rent was 
updated with 1.

Review of the posted shipment can be done directly from the Rental Contract card by selecting the Posted 
Deliveries in the Rental command.

The Posted Delivery card rental lines contain the records related to the shipped Rental Units.

The Posted Delivery can as well be printed by clicking on the Process option, then the Print option on the 
Posted Deliveries list or the card.

3.4.3.6. Printing or Previewing the Proforma Invoice
The Proforma Invoice is a pre-posting Invoice that 
prints what will be billed to the Customer, based on a 
Cut Off Date the user specifies.

NOTE:
The Proforma will only print the details for those rental 
units which have been shipped.
Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma
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Option tab fields when printing the Proforma Invoice

For information on following Option tab fields, go to 
ODT Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.
• Number of Copies
• Print Company Address
• Show Rental Details
• Hide Periodic/Standby Usage Details
Click on the field Cut-off Date

The users' Work Date in My Settings, automatically 
defaults to the Cut-off Date field until the first time the 
Print Proforma is ran.

Then the date that was entered in this field the last 
time the Print Proforma was ran, is saved in the page 
and must be updated when subsequently running the 
Print Proforma.

This can be overridden to specify what Cut-off Date 
the Proforma Invoice should print the billing up to.

When on Rental Management Setup, the field, Default 
Blank Return Date is set to No, then the Cut-off Date 
entry for the Proforma is restricted to the Rental 
Amount Lines, which are available for invoicing.

When the Rental Management Setup field, Default 
Blank Return Date is set to Yes, then the Cut-off Date 
for the Proforma can be any date subsequent to any 
Rental Amount Line(s) which have been invoiced and 
are marked as Billed. The Proforma prints based only 
on full rental periods.

Should a date be entered that is earlier than the 
Billing Date on the Rental Amount line, then a 
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message "Nothing to Invoice" will be displayed.
Click on the link 

Click on the link Next

Click on a date in the calendar
Select the date up to, for which the Proforma is to 
print what the billing will be at that date.

NOTE:

The Billing Date in the Rental Amount lines provides 
the earliest date at which the invoicing can occur.

Click on the button Preview

The Proforma Invoice can be Sent to PDF, Printed or 
Previewed.

Below is an example of the Proforma Invoice for this contract.
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3.4.3.7. Invoicing the Rental Contract
In this example, the Rental Term has an Invoicing Type of End.

When using a Rental Term with the Invoicing Type of End, the invoicing and the return of the rental units can 
be done in any order. The invoice can be posted, then the units returned or the units can be returned and then 
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the invoice posted.

In this example, the invoicing is being done and then the return of the units.

Click on the field Posting Date

The Posting Date must be equal to or later than the 
Billing Date that is in the Rental Amount Lines for the 
unit(s), when the Rental Term does not have an Early 
Billing Date Formula specified.

Should a date be entered in the Posting Date field that 
is earlier than the Billing Date, then a message 
"Nothing to Invoice" will occur.

Click on the link 

Click on the link Next

Click on a date in the calendar
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Should you wish to print the invoice at the time of 
invoicing the contract, then select the Invoice and 
Print option in the Rental command bar option.

When using Invoice and Print, the system will used 
the Saved options from the last time a Posted Rental 
Invoice was printed.

Thus if from an open or Completed Rental Contract - 
Posted Invoices, an invoice was printed, the options 
specified at that time will be used when running 
Invoice and Print from an open Rental Contract.
Click on the button Yes
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Click on the button OK

To review the Posted Rental Invoice, select the 
Posted Invoices on either the Rental or the Navigate 
command bar option.
A listing of posted invoices for the contract will be 
displayed.

The Posted Invoice can as well be printed from the 
invoice list or card.
Option tab fields when printing the Rental Invoice

For information on following Option tab fields, go to 
ODT Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.
• Number of Copies
• Print Company Address
• Show Rental Details
• Hide Periodic/Standby Usage Details

3.4.3.8. Returning Rental Units
Rentals provides the ability to review the pending returns for a contract, directly from the contract, by selecting 
Show Pending Rental Returns in the Actions  - Filtering command bar option.

A listing of all rental units on rent is provided.

In this example the returns are being returned after 
the invoicing of the contract.
When the following steps are completed, the Rental 
Contract will close and will be available in the 
Completed Rental Contracts as the invoicing of this 
contract has already occurred.

Please see Reviewing Rentals - Completed and 
Posted Rental Documents in the ODT Rentals Online 
Help for information on Completed Rental Contracts. 
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Click on the field Posting Date

Verify the Posting Date is set to the date the rental 
units are being returned.

Click on the cell Qty. to Return

Enter the text 1.

Click on the cell Qty. to Return
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Enter the text 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

The Posted Rental Return can be viewed and printed, 
if desired, from the Posted Documents when using the 
Sales Order Processor Profile.

When using the Business Manager Profile the Posted 
Rental Return can be located in the Rentals option.
To learn about Bulk Returns, go to ODT Rental Online Help, Processing Rentals, Rental Contracts, How to 
Process Bulk Returns.

3.4.4. How to Process Contracts with Periodic Billing in 
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Advance
Profile - Sales Order Processor

Rental Contracts can as well be created from the 
Business Manger profile using the steps provided 
here.
The following example demonstrates the creation and 
processing of a contract, for the pricing schema where 
the customer is billed in advance periodically for each 
rental period the customer has the units.

In this example, the rental will be for two rental 
periods.

3.4.4.1. Creating a new Rental Contract for Periodic Billing in 
Advance

In this example, the Rental Contract command bar 
has been pinned to show the sub menu options 
automatically.
In the example provided here the rental term used is a 
monthly rental term for periodic billing in advance.

The contract is for 2 months for which individual 
invoices will be generated each month, billing one 
month at a time at the start of each rental period.
Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name
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Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Select the Customer that the Rental Contract is for.

Click on the field External Document No.

If the customer has provided an external document 
number, then enter it in this field.

Click on the field Rental Terms Code

When a Rental Terms Code has been setup on a 
Customer card, it will default to this field.
The term can be changed should the contract be for a 
different pricing schema by looking up and selecting 
the applicable Rental Term.

The term will automatically populate the Rental Terms 
Code field on the Rental Lines, when Rental 
Management Setup does not have the field, Use Unit 
Rental Terms checked and the Rental Unit does not 
have a default Rental Term Code specified.
Click on the link 
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Click on Code = MONTH-PSTART, Description = 
Monthly Rental - Per. Billing in Advance

Click on the field Deposit Amount

Should a deposit be required from the Customer, 
enter the amount in the Deposit Amount field.

Once the Rental Lines fields are completed the 
Contract Total and Outstanding Amount fields will 
automatically be populated.

3.4.4.2. Entering a Rental Unit Group on the Rental Lines
In this example, the Rental Lines command bar has 
been pinned to show the sub menu options 
automatically.
Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00001

Select the Rental Unit group that contains the Rental 
Unit you wish to rent out.

To review the rental group availability, complete the 
following steps.
CRITCAL:
The user must move off the Rental Unit No. field prior 
to reviewing the Group Availability Matrix.

Should this step be missed, this could lead to the 
contract not being able to be closed as Rental Amount 
Lines will be created on the group line and these 
cannot be deleted or invoiced.

The only way to address this item is to delete the 
group and linked child lines and re-enter them, which 
would have to be done prior an invoice is posted. 
Once an invoice is posted, then although the child 
lines are fully invoiced and the units have been 
returned, the contract will not close.

If the units have been shipped, however not invoiced, 
then the Function, Undo Shipment must be ran on 
each child unit line.
Then the Rental Unit Group line must be deleted, 
which will delete the child unit lines.
After that the group must be re-entered and the units 
shipped, prior to invoicing.
Click on the navigation menu item popup Manage
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Click on the navigation menu item Group Avail 
Matrix

For information on the Group Availability Matrix, 
please see the ODT Rental Online help in Processing 
Rentals, Processing Rentals Overview - Group 
Availability Matrix Overview.

Click on the back button

The Rental Term Code field will automatically 
populated from the Rental Unit Group card as the 
field, Use Rental Unit Terms, has been checked on 
Rental Management Setup, 

As the Rental Term setup on the Rental Unit Group is 
not a periodic billing in advance rental term, the rental 
term must be changed using the following steps.

Click on the cell Rental Terms Code

Click on the link in cell Rental Terms Code
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Click on Code = MONTH-PSTART, Description = 
Monthly Rental - Per. Billing in Advance

Click on the cell Rental Quantity

Enter the text 2.

Click on the cell Location Code

Should your organization be tracking rentals by 
location, then select a location.

If on Rental Management Setup, the field Location 
Mandatory be set to Yes, then in order to process the 
rental the Location Code must be entered.
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Click on Code = EAST, Name = East Warehouse

Select the location from which the rental will occur.

Click on the cell Rental Return Date

For this example, the Rental Return Date will need to 
be changed to reflect that the rental will be for 2 rental 
periods, by following the next steps.

Click on the link in cell Rental Return Date

Click on the link Next
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Click on a date in the calendar

Click on the cell Rental Unit Price

The Rental Unit Price defaults from the Rental Price 
card when setup on the Rental Unit group.

The Rental Unit Price can be overridden, if need be, 
and will be used in determining the amount that will be 
billed to the customer.

Should there not be a Rental Price card setup on the 
group, then the Rental Unit Price can be entered 
manually on the line.

As a group has been entered on the rental line, then the additional child rental lines will automatically be 
created based on the Rental Quantity entered.

These child lines are for the selection of the individual units assigned to the rental group. The selection of the 
child units is required on a Rental Contract. 

When selecting the units on the child lines, the list of units will be filtered based on the Location Code entered 
on the rental group line.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00002

Select the Rental Unit in the group which is to be 
rented.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00003

Select the Rental Unit in the group which is to be 
rented.

If any fields on the Rental Unit group record are 
modified, the child rental lines will be updated to the 
same settings when the user moves off the group line.

3.4.4.3. Reviewing the Rental Amount Lines
Review the Rental Amount lines for the each of the 
child rental units to verify the expected rental billings, 
including the amounts and the Billing Date in the 
Rental Amounts lines.
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For information on the Rental Amount Line fields, see 
the ODT Rental Online help, Processing Rentals, 
Rental Quote Overview.

Highlight a child rental line.

Select one of the child Rental Lines.
Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Billing Date with the value 4/9/2018

Note that the Billing Date on the first record is the 
same as the date in the Starting Date-Time field.
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Click on the cell Billing Date with the value 5/9/2018

Note that the Billing Date on the second record is the 
same as the date in the Starting Date-Time field on 
the second record.

Click on the button Close

3.4.4.4. Printing the Rental Contract
The Rental Contract can be previewed, printed or 
emailed to the customer.
Click on the navigation menu item popup Process

Click on the navigation menu item Print...
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Options tab

For information on the printing request page, Option 
tab fields, point to the field name.

For additional information on the fields, go to ODT 
Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.

Should your organization require the contract to be 
printed instead of saved as a PDF document, then 
instead of selecting the Send to option, select Print.

The contract a well can be previewed.
Click on the button Send to...

Click on the item PDF Document

In the page that opens, PDF is selected by default, as 
this is the only type to be used for rental documents.

Then select the OK button.

When PDF document is selected and OK is clicked 
on, then the file for the pdf document will show at the 
bottom left on the window.

Click on the file to open the pdf file. On the open file 
save the contract to the location where the document 
is to be saved to or print the file, if applicable.
Click on the button OK

Below is an example of the Rental Contract document for this contract.
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3.4.4.5. Shipping the Rental Units
Rentals provides the ability to review the pending shipments for a contract, directly from the contract, by 
selecting Show Pending Rental Shipments in the Actions, Filtering command bar option at the top of the 
contract.
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A listing of all rental units entered, however, not shipped is provided.

NOTE: Sales lines, pending shipments are not included in the listing.

NOTE:

Should some of the rental units entered have different 
Rental Start Dates, then clear the Qty. to Rent on the 
lines that will be shipped on a later date than is in the 
Posting Date field on the General tab of the contract.

Otherwise all rental lines will be shipped as of the 
date in the Posting Date field.
Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

Click on the cell Qty. on Rent with the value 1 
Note that on the child rental lines the Qty. to Rent was 
updated to display 0 and the Qty. on Rent was 
updated with 1.

Review of the posted shipment can be done directly from the Rental Contract card by selecting the Posted 
Deliveries in the Rental command.

The Posted Delivery card rental lines contain the records related to the shipped Rental Units.

The Posted Delivery can as well be printed by clicking on the Process option, then the Print option on the 
Posted Deliveries list or the card.

3.4.4.6. Printing or Previewing the Proforma Invoice
The Proforma Invoice is a pre-posting Invoice that 
prints what will be billed to the Customer, based on a 
Cut Off Date the user specifies.

NOTE:
The Proforma will only print the details for those rental 
units which have been shipped.
Click on the navigation menu item popup Process
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Click on the navigation menu item Print Proforma

Option tab fields when printing the Proforma Invoice

For information on following Option tab fields, go to 
ODT Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.
• Number of Copies
• Print Company Address
• Show Rental Details
• Hide Periodic/Standby Usage Details
Click on the field Cut-off Date
In this example the date displayed is not the Billing 
Date for the first invoice as Proforma Invoices from 
other contracts have been previewed and the date is 
saved.

If the date displayed is not equal to or later than the 
Billing Date for the first invoice, then select the date 
for which the Proforma is to print what the billing will 
be at that date.

NOTE:

The Billing Date in the Rental Amount lines provides 
the earliest date at which the invoicing can occur.

The users' Work Date in My Settings, automatically 
defaults to the Cut-off Date field until the first time the 
Print Proforma is ran.

Then this date is saved in the page and must be 
updated when subsequently running the Print 
Proforma.

This can be overridden to specify what Cut-off Date 
for the Proforma Invoice should print the billing up to.
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When on Rental Management Setup, the field, Default 
Blank Return Date is not checked, then the Cut-off 
Date entry for the Proforma is restricted to the Rental 
Amount Lines, which are available for invoicing.

When the Rental Management Setup field, Default 
Blank Return Date is checked, then the Cut-off Date 
for the Proforma can be any date subsequent to any 
Rental Amount Line(s) which have been invoiced and 
are marked as Billed. The Proforma prints based only 
on full rental periods.

Should a date be entered that is earlier than the 
Billing Date on the Rental Amount line, then a 
message "Nothing to Invoice" will be displayed.
Click on the link 

Click on the link Previous

Click on a date in the calendar
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Click on the button Preview

The Proforma Invoice can be Sent to PDF, Printed or 
Previewed.

Below is an example of the Proforma Invoice for this contract.
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3.4.4.7. Invoicing the Rental Contract for the First Month Rental
As this example is for billing in advance for each 
rental period, based on the Rental Term selected, 
there will be two invoices posted in the processing of 
this contract.
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The first invoice is to be processed after the shipment 
of the rental units.

The Posting Date on the Contract, General tab must 
be equal to or later than the Billing Date on the Rental 
Amount record for the first rental period, when 
invoicing for the first month.
Click on the field Posting Date

The Posting Date must be equal to or later than the 
Billing Date that is on the first record in the Rental 
Amount Lines. This record contains the billing 
information for the first rental period.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Should you wish to print the invoice at the time of 
invoicing the contract, then select the Invoice and 
Print option in the Rental command bar options.

When using Invoice and Print, the system will used 
the Saved options from the last time a Posted Rental 
Invoice was printed.

Thus if from a Completed Rental Contract - Posted 
Invoices, an invoice was printed the options specified 
at that time will be used when running Invoice and 
Print from an open Rental Contract.
These options include Number of Copies, Print 
Company Address and Show Rental Details.
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Click on the button Yes

Click on the button OK

To review the Posted Rental Invoice, select the 
Posted Invoices on either the Rental or the Navigate 
command bar option.
A listing of posted invoices for the contract will be 
displayed.

The Posted Invoice can as well be printed from the 
invoice list or card.

3.4.4.8. Invoicing the Rental Contract for the Second Month Rental
As this example is for billing at the start of each rental 
period the contract, there will be two invoices posted 
in the processing of this contract.

The second invoice is to be processed at the start of 
the second rental period.

The Posting Date must be changed and be equal to or 
later than the Billing Date on the Rental Amount 
record for the second rental period.
Click on the field Posting Date

The Posting Date must be equal to or later than the 
Billing Date that is on the second record in the Rental 
Amount Lines. This record contains the billing 
information for the second rental period.
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Click on the field Posting Date

Click on the link 

Click on the link Next

Click on a date in the calendar
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Should you wish to print the invoice at the time of 
invoicing the contract, then select the Invoice and 
Print option in the Rental command bar option.

When using Invoice and Print, the system will used 
the Saved options from the last time a Posted Rental 
Invoice was printed.

Thus if from a Completed Rental Contract - Posted 
Invoices, an invoice was printed the options specified 
at that time will be used when running Invoice and 
Print from an open Rental Contract.
These options include Number of Copies, Print 
Company Address and Show Rental Details.
Click on the button Yes

Click on the button OK

To review the second Posted Rental Invoice, select 
the Posted Invoices on either the Rental or the 
Navigate command bar option.
A listing of posted invoices for the contract will be 
displayed.

Select the second invoice posted, to review the 



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 516/2540

ODT Rentals Online Help 5/15/2024 516/2540

document.

The Posted Invoice can as well be printed from the 
invoice list or card.

3.4.4.9. Returning the Rental Units
Rentals provides the ability to review the pending returns for a contract, directly from the contract, by selecting 
Show Pending Rental Returns in the Actions  - Filtering command bar option.

A listing of all rental units on rent is provided.

In this example, the returns are being returned on the same date as the Rental Return Date on the lines.

When the following steps are completed the Rental Contract will close as the contract have been fully invoiced, 
and will be available in the Completed Rental Contracts.

Fully invoiced means that both of the Rental Amount Line records have the Billed field checked. The Billed field 
is checked by the system when the rental period is invoiced.

Please see Reviewing Rentals, Completed and Posted Rental Documents in the ODT Rentals Online Help site, 
for information on Completed Rental Contracts.

Click on the field Posting Date

Change the Posting Date to the date the units are 
returned.

Click on the link 

Click on the link Next
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Click on a date in the calendar

The Qty. To Return field is to be completed for each 
rental unit being returned.

Rental Unit group lines do not require this field to be 
populated.
Click on the cell Qty. to Return

Enter the text 1.

Click on the cell Qty. to Return with the value 0 
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Enter the text 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

The Posted Rental Return can be viewed and printed, 
if desired, from the Posted Documents when using the 
Sales Order Processor Profile.

When using the Business Manager Profile the Posted 
Rental Return can be located in the Rentals option.
To learn about Bulk Returns, go to ODT Rental Online Help, Processing Rentals, Rental Contracts, How to 
Process Bulk Returns.
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3.4.5. How to Process Contracts with Periodic Billing in Arrears
Profile - Sales Order Processor

Rental Contracts can as well be created from the 
Business Manager Profile using the steps provided 
here.
The following example demonstrates the creation and 
processing of a contract, for the pricing schema where 
the customer is billed in arrears periodically for each 
rental period the customer has the units.

In this example, the rental will be for two rental 
periods.

3.4.5.1. Creating a New Rental Contract for Periodic Billing in 
Arrears

In this example, the Rental Contract command bar 
has been pinned to show the sub menu options 
automatically.
In the example provided here the rental term used is a 
monthly rental term for periodic billing in arrears.

The contract is for 2 months for which individual 
invoices will be generated each month, billing one 
month at a time at the end of each rental period.
Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name
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Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Select the Customer that the Rental Contract is for.

Click on the field External Document No.

If the customer has provided an external document 
number, then enter it in this field.

Click on the field Rental Terms Code

When a Rental Terms Code has been setup on a 
Customer card, it will default to this field.
The term can be changed should the contract be for a 
different pricing schema by looking up and selecting 
the applicable Rental Term.

The term will automatically populate the Rental Terms 
Code field on the Rental Lines, when Rental 
Management Setup does not have the field, Use Unit 
Rental Terms checked and the Rental Unit does not 
have a default Rental Term Code specified.
Click on the field Deposit Amount

Should a deposit be required from the Customer, 
enter the amount in the Deposit Amount field.

Once the Rental Lines fields are completed the 
Contract Total and Outstanding Amount fields will 
automatically be populated.

3.4.5.2. Entering a Rental Unit Group on the Rental Lines
In this example, the Rental Lines command bar has 
been pinned to show the sub menu options 
automatically.
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00001

Select the Rental Unit group that contains the Rental 
Unit you wish to rent out.

To review the rental group availability, complete the 
following steps.
CRITCAL:
The user must move off the Rental Unit No. field prior 
to reviewing the Group Availability Matrix.

Should this step be missed, this could lead to the 
contract not being able to be closed as Rental Amount 
Lines will be created on the group line and these 
cannot be deleted or invoiced.

The only way to address this item is to delete the 
group and linked child lines and re-enter them, which 
would have to be done prior an invoice is posted. 
Once an invoice is posted, then although the child 
lines are fully invoiced and the units have been 
returned, the contract will not close.

If the units have been shipped, however not invoiced, 
then the Function, Undo Shipment must be ran on 
each child unit line.
Then the Rental Unit Group line must be deleted, 
which will delete the child unit lines.
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After that the group must be re-entered and the units 
shipped, prior to invoicing.
Click on the navigation menu item popup Manage

Click on the navigation menu item Group Avail 
Matrix

For information on the Group Availability Matrix, 
please see the ODT Rentals Online help, Processing 
Rentals Overview, Group Availability Matrix Overview.

Click on the back button

Click on the cell Rental Terms Code

The Rental Term Code field will automatically 
populated from the Rental Unit Group card as the 
field, Use Rental Unit Terms, has been checked on 
Rental Management Setup, 

As the Rental Term setup on the Rental Unit Group is 
a periodic billing in arrears rental term, the rental term 
does not need to be changed.

Should the Rental Term on the Rental Line not be a 
must be a periodic billing in arrears rental term, then 
the rental term will need to be changed by looking up 
and selecting the appropriate term.
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Click on the cell Rental Quantity

Enter the text 2.

Click on the cell Location Code

Should your organization be tracking rentals by 
location, then select a location.

If on Rental Management Setup, the field Location 
Mandatory be checked, then in order to process the 
rental the Location Code must be entered.

Click on Code = EAST, Name = East Warehouse

Select the location from which the rental will occur.
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Click on the cell Rental Return Date

Click on the link in cell Rental Return Date

For this example, the Rental Return Date has to be 
changed to reflect the rental is for 2 months by 
following the next steps.

Click on the link Next

Click on a date in the calendar
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Click on the cell Rental Unit Price

The Rental Unit Price defaults from the Rental Price 
card setup on the Rental Unit group.

The Rental Unit Price can be overridden, if need be, 
and will be used in determining the amount that will be 
billed to the customer.

As a group has been entered on the rental line, the 
additional child rental lines will automatically be 
created, based on the Rental Quantity entered on the 
group line.

These child lines are for the selection of the individual 
units assigned to the rental group. The selection of 
the child units is required on a Rental Contract. 

When selecting the units on the child lines, the list of 
units will be filtered based on the Location Code 
entered on the rental group line.
Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00002

Select the Rental Unit in the group that is to be 
rented.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00003

Select the Rental Unit in the group that is to be 
rented.

The fields on the child rental lines will contain the same data as on the rental unit group record.

If any fields on the Rental Unit group record are modified, the child rental lines will be updated to the same 
settings.

For steps on adding a single rental unit to the rental 
lines, please see the ODT Rentals Online help, 
Processing Rentals, Rental Quotes, How to Create a 
Rental Quote and Make Contract.
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3.4.5.3. Reviewing the Rental Amount Lines
Review the Rental Amount Lines for each of the child 
Rental Lines to verify the expected rental billing, 
including the amounts and the Billing Date.

Select one of the child Rental Lines.
Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Billing Date with the value 5/8/2018

Note that the Billing Date on the first Rental and 
Damage Waiver records are the same as the date in 
the Ending Date-Time field.
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Click on the cell Billing Date with the value 6/8/2018

Note that the Billing Date on the second Rental and 
Damage Waiver records are the same as the date in 
the Ending Date-Time field on the second record.

Click on the button Close

3.4.5.4. Printing the Rental Contract
The Rental Contract can be previewed, printed or 
emailed to the customer.
Click on the navigation menu item popup Process

Click on the navigation menu item Print...
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Options tab

For information on the printing request page, Option 
tab fields, point to the field name.

For additional information on the fields, go to ODT 
Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.

Should your organization require the contract to be 
printed instead of saved as a PDF document, then 
instead of selecting the Send to option, select Print.

The contract can be previewed as well.
Click on the button Send to...

In the page that opens, PDF is selected by default, as 
this is the only type to be used for Rental documents.

When PDF document is selected and OK is clicked 
on, then the file for the pdf document will show at the 
bottom left on the window.

Click on the file to open the pdf file. On the open file 
save the contract to the location where the document 
is to be saved to or print the file, if applicable.
Click on the item PDF Document

Click on the button OK
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Below is an example of the Rental Contract document 
for this contract.

3.4.5.5. Shipping the Rental Units
Rentals provides the ability to review the pending shipments for a contract, directly from the contract, by 
selecting Show Pending Rental Shipments in the Actions, Filtering command bar option at the top of the 
contract.

A listing of all rental units entered, however, not shipped is provided.

NOTE: Sales lines, pending shipments are not included in the listing.

NOTE:

Should some of the rental units entered have different 
Rental Start Dates, then clear the Qty. to Rent on the 
lines that will be shipped on a later date than is in the 
Posting Date field on the General tab of the contract.

Otherwise all rental lines will be shipped as of the 
date in the Posting Date field.
Click on the field Posting Date

Ensure the Posting Date is set to the date that the 
shipment is occurring on.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

Note that on the child rental lines the Qty. to Rent was 
updated to display 0 and the Qty. on Rent was 
updated with 1.
Review of the posted shipment can be done directly from the Rental Contract card by selecting the Posted 
Deliveries in the Rental command.

The Posted Delivery card rental lines contain the records related to the shipped Rental Units.

The Posted Delivery can as well be printed by clicking on the Process option, then the Print option on the 
Posted Deliveries list or the card.
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3.4.5.6. Printing or Previewing the Proforma Invoice
The Proforma Invoice is a pre-posting Invoice that 
prints what will be billed to the Customer, based on a 
Cut Off Date the user specifies.

NOTE:
The Proforma will only print the details for those rental 
units which have been shipped.
The following example is for printing of the Proforma 
Invoice prior to posting the first invoice.
Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma

Option tab fields when printing the Proforma Invoice

For information on following Option tab fields, go to 
ODT Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.
• Number of Copies
• Print Company Address
• Show Rental Details
• Hide Periodic/Standby Usage Details
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Click on the field Cut-off Date

The users' Work Date in My Settings, automatically 
defaults to the Cut-off Date field until the first time the 
Print Proforma is ran.

Then the date that was entered in this field the last 
time the Print Proforma was ran, is saved in the page 
and must be updated when subsequently running the 
Print Proforma.

This can be overridden to specify what Cut-off Date 
the Proforma Invoice should print the billing up to.

When on Rental Management Setup, the field, Default 
Blank Return Date is set to No, then the Cut-off Date 
entry for the Proforma is restricted to the Rental 
Amount Lines, which are available for invoicing.

When the Rental Management Setup field, Default 
Blank Return Date is set to Yes, then the Cut-off Date 
for the Proforma can be any date subsequent to any 
Rental Amount Line(s) which have been invoiced and 
are marked as Billed. The Proforma prints based only 
on full rental periods.

Should a date be entered that is earlier than the 
Billing Date on the Rental Amount line, then a 
message "Nothing to Invoice" will be displayed.
Click on the link 
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Click on the link Next

Click on a date in the calendar

Select a date that is equal to or later than the Billing 
Date in the Rental Amount Lines for the first rental 
period.

NOTE:
When running the Proforma for the second rental 
period, then enter a date equal to or later than the 
Billing Date in the Rental Amount Lines for the second 
rental period.

Click on the button Preview

The Proforma Invoice can be Sent to PDF, Printed or 
Previewed.

Below is an example of the Proforma Invoice for the first invoice on this contract.
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3.4.5.7. Invoicing the Rental Contract for the First Month Rental
As this example is for billing at the end of each rental 
period, there will be two invoices posted in the 
processing of this contract.
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Click on the field Posting Date

The Posting Date on the Contract, General tab must 
be equal to or later than the Billing Date on the Rental 
Amount record for the first rental period when 
invoicing for the first invoice.

Therefore, will need to be changed using the following 
steps.

Click on the link 

Click on the link Next

Click on a date in the calendar

Select the date that the first rental period is to be 
invoiced.

This date cannot be earlier than the Billing Date in the 
Rental Amount Lines. It must match or be later than 
the Billing Date on the Rental Amount Line for the first 
rental period.

NOTE:
The Posting Date can as well be a date later than the 
Billing Date, should circumstances require the posting 
date be the actual date the invoicing is to be posted. 
If the Posting Date is later than any subsequent 
Rental Amount Lines – Billing Dates these will be 
invoiced as well. 
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Should you wish to print the invoice at the time of 
invoicing the contract, then select the Invoice and 
Print option in the Rental command bar option.

When using Invoice and Print, the system will used 
the Saved options from the last time a Posted Rental 
Invoice was printed.

Thus if from a Completed Rental Contract - Posted 
Invoices, an invoice was printed the options specified 
at that time will be used when running Invoice and 
Print from an open Rental Contract.
These options include Number of Copies, Print 
Company Address and Show Rental Details.
Click on the button Yes

Click on the button OK

To review the Posted Rental Invoice, select the 
Posted Invoices on either the Rental or the Navigate 
command bar option.
A listing of posted invoices for the contract will be 
displayed.

The Posted Invoice can as well be printed from the 
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invoice list or card by selecting Print Rental Invoice.

The Print option from the Posted Rental Invoice will 
print the financial invoice which prints just the financial 
aspect of the invoicing. It does not show the rental 
units.
Below is an example of the Rental Invoice for the first invoice for this contract.
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3.4.5.8. Invoicing the Rental Contract for the Second Month Rental
As this example is for billing at the end of each rental 
period, there will be two invoices posted in the 
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processing of this contract.

The second invoice is to be processed at the end of 
the second rental period.
Click on the field Posting Date

The Posting Date must be equal to or later than the 
Billing Date that is on the second record in the Rental 
Amount Lines. This record contains the billing 
information for the second rental period.

Therefore, the Posting Date must be changed using 
the following steps.

Click on the link 

Click on the link Next

Click on a date in the calendar

Select the date that the second rental period is to be 
invoiced.

This date cannot be earlier than the Billing Date in the 
Rental Amount Lines. It must match or be later than 
the Billing Date on the Rental Amount Line for the first 
rental period.

NOTE:
The Posting Date can as well be a date later than the 
Billing Date, should circumstances require the posting 
date be the actual date the invoicing is to be posted. 
If the Posting Date is later than any subsequent 
Rental Amount Lines – Billing Dates these will be 
invoiced as well. 
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Should you wish to print the invoice at the time of 
invoicing the contract, then select the Invoice and 
Print option in the Rental command bar option.

When using Invoice and Print, the system will used 
the Saved options from the last time a Posted Rental 
Invoice was printed.

Thus if from a Completed Rental Contract - Posted 
Invoices, an invoice was printed the options specified 
at that time will be used when running Invoice and 
Print from an open Rental Contract.
These options include Number of Copies, Print 
Company Address and Show Rental Details.
Click on the button Yes

Click on the button OK

To review the second Posted Rental Invoice, select 
the Posted Invoices on either the Rental or the 
Navigate command bar option.
A listing of posted invoices for the contract will be 
displayed.

Select the second invoice posted, to review the 
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document.

The Posted Invoice can as well be printed from the 
invoice list or card by selecting Print Rental Invoice.

The Print option from the Posted Rental Invoice will 
print the financial invoice which prints just the financial 
aspect of the invoicing. It does not show the rental 
units.
Below is an example of the Rental Invoice for the second invoice for this contract.
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3.4.5.9. Returning the Rental Units
Rentals provides the ability to review the pending returns for a contract, directly from the contract, by selecting 
Show Pending Rental Returns in the Actions  - Filtering command bar option.
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A listing of all rental units on rent is provided.

In this example, the returns are being returned on the same date as the Rental Return Date on the lines.

When the following steps are completed the Rental Contract will close as the contract have been fully invoiced, 
and will be available in the Completed Rental Contracts.

Fully invoiced means that both of the Rental Amount Line records have the Billed field checked. The Billed field 
is checked by the system when the rental period is invoiced.

Please see Reviewing Rentals, Completed and Posted Rental Documents in the ODT Rentals Online Help site, 
for information on Completed Rental Contracts.

Click on the field Posting Date

Verify the Posting Date is set to the date the rental 
units are being returned.

Click on the cell Qty. to Return

Enter the text 1.
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Click on the cell Qty. to Return

Enter the text 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals
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Click on the button Yes

The Posted Rental Return can be viewed and printed, 
if desired, from the Posted Documents when using the 
Sales Order Processor Profile.

When using the Business Manager Profile the Posted 
Rental Return can be located in the Rentals option.
To learn about Bulk Returns, go to ODT Rental Online Help, Processing Rentals, Rental Contracts, How to 
Process Bulk Returns.

3.4.6. How to Process Contracts with Optimized Rental Pricing
Profile - Sales Order Processor

Rental Contracts can as well be created from the 
Business Manager Profile using the steps provided 
here.

3.4.6.1. Creating a new Rental Contract for Optimized End Billing
In this example, the Rental Contract command bar 
has been pinned to show the sub menu options 
automatically.
In the example provided here, the rental term used is 
a monthly rental term, however, the rental duration is 
greater than a single month but less than 2 months.

The following example is for a rental of 1 month, 1 
week and 2 days.
Click on the navigation menu item Rental Contract
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Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Select the Customer that the Rental Contract is for.

If the customer has provided an external document 
number, then enter it in this field.

Click on the field External Document No.

If the customer has provided an external document 
number, then enter it in this field.

Click on the field Rental Terms Code

When a Rental Terms Code has been setup on a 
Customer card, it will default to this field.
The term can be changed should the contract be for a 
different pricing schema by looking up and selecting 
the applicable Rental Term.

The term will automatically populate the Rental Terms 
Code field on the Rental Lines, when Rental 
Management Setup does not have the field, Use Unit 
Rental Terms checked and the Rental Unit does not 
have a default Rental Term Code specified.
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Click on the link 

Click on Code = MONTH-END-OPT, Description = 
Monthly Rental for Optimized End Billing

Click on the field Deposit Amount

Should a deposit be required from the Customer, 
enter the amount in the Deposit Amount field.

Once the Rental Lines fields are completed the 
Contract Total and Outstanding Amount fields will 
automatically be populated.

3.4.6.2. Entering a Rental Unit Group on the Rental Lines
In this example, the Rental Lines command bar has 
been pinned to show the sub menu options 
automatically.
Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00001

Select the Rental Unit group that contains the Rental 
Unit you wish to rent out.

To review the rental group availability, complete the 
following steps.
CRITCAL:
The user must move off the Rental Unit No. field prior 
to reviewing the Group Availability Matrix.

Should this step be missed, this could lead to the 
contract not being able to be closed as Rental Amount 
Lines will be created on the group line and these 
cannot be deleted or invoiced.

The only way to address this item is to delete the 
group and linked child lines and re-enter them, which 
would have to be done prior an invoice is posted. 
Once an invoice is posted, then although the child 
lines are fully invoiced and the units have been 
returned, the contract will not close.

If the units have been shipped, however not invoiced, 
then the Function, Undo Shipment must be ran on 
each child unit line.
Then the Rental Unit Group line must be deleted, 
which will delete the child unit lines.
After that the group must be re-entered and the units 
shipped, prior to invoicing.
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Click on the navigation menu item popup Manage

Click on the navigation menu item Group Avail 
Matrix

For information on the Group Availability Matrix, 
please see the help document -Processing Rentals 
Overview - Group Availability Matrix Overview.

Click on the back button

Click on the cell Rental Terms Code

The Rental Term Code field will automatically 
populated from the Rental Unit Group card as the 
field, Use Rental Unit Terms, has been checked on 
Rental Management Setup, 

For this example, the Rental Term setup on the 
Rental Unit Group selected is not an optimized 
monthly term. Therefore, look-up and select the 
applicable optimized rental term.
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Click on the link in cell Rental Terms Code

Click on Code = MONTH-END-OPT, Description = 
Monthly Rental for Optimized End Billing

The setup of rental prices on the rental unit group are for daily, weekly, and monthly optimized rentals. Each of 
these rental terms have the other terms setup in the Rental Terms Code Alt1 and Rental Terms Code Alt2 
fields. 
These terms default to the Rental Terms Code Alt1 and Rental Terms Code Alt2 Rental Line fields when the 
main Rental Terms Code field is populated.

Click on the cell Rental Quantity

Enter the text 2.
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Click on the cell Location Code

Should your organization be tracking rentals by 
location, then select a location.

If on Rental Management Setup, the field Location 
Mandatory be checked, then in order to process the 
rental the Location Code must be entered.

Click on Code = EAST, Name = East Warehouse

Select the location from which the rental will occur.

Click on the cell Rental Return Date

For this example, the Rental Return Date will need to 
be changed to be a total of 1 month and 9 days after 
the Rental Start Date.

Click on the link in cell Rental Return Date
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Click on a date in the calendar

Click on the cell Rental Unit Price

The Rental Unit Price, defaulted from the Rental Price 
cards setup on the Rental Unit group. 
The Alt1 Rental Unit Price and Alt2 Rental Unit Price 
fields are automatically populated as the Rental 
Terms Code Alt1 and Rental Terms Code Alt2 are 
populated on the Rental Line.

The prices in each of these fields can be overridden, if 
need be, and will be used in determining the amount 
that will be billed to the customer.

As a group has been entered on the rental line, then the additional child rental lines will automatically be 
created based on the Rental Quantity entered.

These child lines are for the selection of the individual units assigned to the rental group. The selection of the 
child units is required on a Rental Contract. 

When selecting the units on the child lines, the list of units will be filtered based on the Location Code entered 
on the rental group line.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00002

Select the Rental Unit in the group which is to be 
rented.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00003

Select the Rental Unit in the group which is to be 
rented.

If any fields on the Rental Unit group record are 
modified, the child rental lines will be updated to the 
same settings.

3.4.6.3. Reviewing the Rental Amount Lines
Review the Rental Amount Lines for each of the child 
Rental Lines and verify the expected rental billings, 
including the Starting Date-Time, Ending Date-Time, 
amount fields and the Billing Dates.
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Select one of the child Rental Lines.
Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Billing Date with the value 5/17/2018

The Billing Date provides users with the earliest date 
the unit can be invoiced on.

For this example there are 4 rental amount lines 
generated by the pricing calculation.

- One record for the full month rental, at the monthly 
rental price. 

- One record for a week rental, at the weekly rental 
price.
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- Two records for the 2 days, at the daily rental price.

With optimization, the price on the terms used can 
impact the results of the pricing calculation and 
subsequent Rental Amount Lines created.

For example, if the daily rate times 7 total was less 
than the weekly rate.
Then instead of only 4 rental amount lines, there 
would have been 10 records. 
One for the monthly rental for a full period and 9 
records at the daily rate.

As the terms used have an Invoicing Type of End, the 
Billing Date is set to the Return Date as entered on 
the Rental Line.
Click on the button Close

3.4.6.4. Printing the Rental Contract
The Rental Contract can be previewed, printed or 
emailed to the customer.
Click on the navigation menu item popup Process

Click on the navigation menu item Print...



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 557/2540

ODT Rentals Online Help 5/15/2024 557/2540

Options tab

For information on the printing request page, Option 
tab fields, point to the field name.

For additional information on the fields, go to ODT 
Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.

Should your organization require the contract to be 
printed instead of saved as a PDF document, then 
instead of selecting the Send to option, select Print.

Click on the button Send to...

In the page that opens, PDF is selected by default, as 
this is the only type to be used for rental documents.

Then select the OK button.

When PDF document is selected and OK is clicked 
on, then the file for the pdf document will show at the 
bottom left on the window.

Click on the file to open the pdf file. On the open file 
save the contract to the location where the document 
is to be saved to or print the file, if applicable.
Click on the item PDF Document

Click on the button OK

3.4.6.5. Shipping the Rental Units
Rentals provides the ability to review the pending shipments for a contract, directly from the contract, by 
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selecting Show Pending Rental Shipments in the Actions, Filtering command bar option at the top of the 
contract.

A listing of all rental units entered, however, not shipped is provided.

NOTE: Sales lines, pending shipments are not included in the listing.

NOTE:

Should some of the rental units entered have different 
Rental Start Dates, then clear the Qty. to Rent on the 
lines that will be shipped on a later date than is in the 
Posting Date field on the General tab of the contract.

Otherwise all rental lines will be shipped as of the 
date in the Posting Date field.
Click on the field Posting Date

Ensure the Posting Date is set to the date that the 
shipment is occurring on.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

Note that on the child rental lines the Qty. to Rent was 
updated to display 0 and the Qty. on Rent was 
updated with 1.
Review of the posted shipment can be done directly from the Rental Contract card by selecting the Posted 
Deliveries in the Rental command.

The Posted Delivery card rental lines contain the records related to the shipped Rental Units.

The Posted Delivery can as well be printed by clicking on the Process option, then the Print option on the 
Posted Deliveries list or the card.

3.4.6.6. Printing or Previewing the Proforma Invoice
The Proforma Invoice is a pre-posting Invoice that 
prints what will be billed to the Customer, based on a 
Cut Off Date the user specifies.

NOTE:
The Proforma will only print the details for those rental 
units which have been shipped.
Click on the navigation menu item popup Process
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Click on the navigation menu item Print Proforma

Option tab fields when printing the Proforma Invoice

For information on following Option tab fields, go to 
ODT Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.
• Number of Copies
• Print Company Address
• Show Rental Details
• Hide Periodic/Standby Usage Details
Click on the field Cut-off Date

The users' Work Date in My Settings, automatically 
defaults to the Cut-off Date field until the first time the 
Print Proforma is ran.

Then the date that was entered in this field the last 
time the Print Proforma was ran, is saved in the page 
and must be updated when subsequently running the 
Print Proforma.

This can be overridden to specify what Cut-off Date 
the Proforma Invoice should print the billing up to.

When on Rental Management Setup, the field, Default 
Blank Return Date is set to No, then the Cut-off Date 
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entry for the Proforma is restricted to the Rental 
Amount Lines, which are available for invoicing.

When the Rental Management Setup field, Default 
Blank Return Date is set to Yes, then the Cut-off Date 
for the Proforma can be any date subsequent to any 
Rental Amount Line(s) which have been invoiced and 
are marked as Billed. The Proforma prints based only 
on full rental periods.

Should a date be entered that is earlier than the 
Billing Date on the Rental Amount line, then a 
message "Nothing to Invoice" will be displayed.
Click on the link 

Click on a date in the calendar
Select the date up to, for which the Proforma is to 
print what the billing will be at that date.

NOTE:

The Billing Date in the Rental Amount lines provides 
the earliest date at which the invoicing can occur.

Click on the button Preview

The Proforma Invoice can be sent to PDF, Printed or 
Previewed.

Below is an example of the Proforma Invoice for this contract.
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3.4.6.7. Invoicing the Rental Contract
In this example, the Rental Term has an Invoicing 
Type of End.

When using a Rental Term with the Invoicing Type of 
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End, the invoicing and the return of the rental units 
can be done either separately or at the same time.

If doing the processes separately, they can be done 
by invoicing the contract, then returns or returns, then 
invoicing the contract.

In this example, .the invoicing is being done and then 
the return of the units.
For this Rental Contract the units are being returned 
on time, which means on the same date in the Rental 
Return Date in the Rental Lines, and the Posting Date 
will be the same as the Billing Date the Rental 
Amount Lines.

Therefore, the Posting Date must be changed to 
before posting the invoice using the following steps.
Click on the field Posting Date

The Posting Date must be equal to or later than the 
Billing Date that is in the Rental Amount Lines for the 
unit(s).

Should a date be entered in the Posting Date field that 
is earlier than the Billing Date, then a message 
"Nothing to Invoice" will occur.

Click on the link 

Click on the link Next
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Click on a date in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Should you wish to print the invoice at the time of 
invoicing the contract, then select the Invoice and 
Print option in the Rental command bar option.

When using Invoice and Print, the system will used 
the Saved options from the last time a Posted Rental 
Invoice was printed.

Thus if from a Completed Rental Contract - Posted 
Invoices, an invoice was printed the options specified 
at that time will be used when running Invoice and 
Print from an open Rental Contract.
These options include Number of Copies, Print 
Company Address and Show Rental Details.
Click on the button Yes
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Click on the button OK

To review the Posted Rental Invoice, select the 
Posted Invoices on either the Rental or the Navigate 
command bar option.
A listing of posted invoices for the contract will be 
displayed.

The Posted Invoice can as well be printed from the 
invoice list or card.

3.4.6.8. Returning the Rental Units
Rentals provides the ability to review the pending returns for a contract, directly from the contract, by selecting 
Show Pending Rental Returns in the Actions  - Filtering command bar option.

A listing of all rental units on rent is provided.

In this example, the returns are being returned on the same date as the Rental Return Date on the lines.

When the following steps are completed the Rental Contract will close as the contract have been fully invoiced, 
and will be available in the Completed Rental Contracts.

Fully invoiced means that both of the Rental Amount Line records have the Billed field checked. The Billed field 
is checked by the system when the rental period is invoiced.

Please see Reviewing Rentals, Completed and Posted Rental Documents in the ODT Rentals Online Help site, 
for information on Completed Rental Contracts.

Click on the field Posting Date

Verify the Posting Date is set to the date the rental 
units are being returned.

In this example all rental units are being returned on 
the same date.

The Qty. To Return must be completed for each rental 
unit being returned.

Rental Unit group lines do not require this field to be 
populated.
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Click on the cell Qty. to Return

Enter the text 1.

Click on the cell Qty. to Return

Enter the text 1.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

The Posted Rental Return can be viewed and printed, 
if desired, from the Posted Documents when using the 
Sales Order Processor Profile.

When using the Business Manager Profile the Posted 
Rental Return can be located in the Rentals option.
To learn about Bulk Returns, go to ODT Rental Online Help, Processing Rentals, Rental Contracts, How to 
Process Bulk Returns.

3.4.7. How to Process Contracts with Prorated Rental Pricing
Profile - Sales Order Processor

Rental Contracts can as well be created from the 
Business Manager Profile using the steps provided 
here.

3.4.7.1. Creating a new Rental Contract for Prorated End Billing
In the example provided here, the rental term used is 
a monthly rental term, however, the rental duration is 
greater than a single month but less than 2 months.
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The rental is for one month and seven days.

The customer will be billed at the end of the contract, 
consisting of one month at the full rental price plus 
7/31 times the rental price for the 7 days.
Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the lookup button Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Select the Customer that the Rental Contract is for.
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Click on the field External Document No.

If the customer has provided an external document 
number, then enter it here.

Click on the field Rental Terms Code

When a Rental Terms Code has been setup on a 
Customer card, it will default to this field.
The term can be changed should the contract be for a 
different pricing schema by looking up and selecting 
the applicable Rental Term.

The term will automatically populate the Rental Terms 
Code field on the Rental Lines, when Rental 
Management Setup does not have the field, Use Unit 
Rental Terms checked and the Rental Unit does not 
have a default Rental Term Code specified.
Click on the lookup button Rental Terms Code

Click on Code = MONTH-END PRORATE, 
Description = Monthly Rental for Prorated End 
Billing
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Click on the field Deposit Amount

Should a deposit be required from the Customer, 
enter the amount in the Deposit Amount field.

Once the Rental Lines fields are completed the 
Contract Total and Outstanding Amount fields will 
automatically be populated.

3.4.7.2. Entering a Rental Unit Group on the Rental Lines
Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00001

To review the rental group availability, complete the 
following steps.
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Click on the navigation menu item popup Manage

Click on the navigation menu item Group Avail 
Matrix

For information on the Group Availability Matrix, 
please see the help document -Processing Rentals 
Overview - Group Availability Matrix Overview.

Click on the back button

Click on the cell Rental Terms Code

The Rental Term Code field will automatically 
populated from the Rental Unit Group card as the 
field, Use Rental Unit Terms, has been checked on 
Rental Management Setup, 

As the Rental Term setup on the Rental Unit Group is 
not a prorated term, the Rental Term must be 
changed to a Prorated term.
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Click on the lookup button in the cell Rental Terms 
Code

Click on Code = MONTH-END PRORATE, 
Description = Monthly Rental for Prorated End 
Billing

Click on the cell Rental Quantity

Enter the text 2.
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Click on the cell Location Code

Should your organization be tracking rentals by 
location, then select a location.

If on Rental Management Setup, the field Location 
Mandatory be checked, then in order to process the 
rental the Location Code must be entered.

Click on the lookup button in the cell Location Code

Click on Code = EAST, Name = East Warehouse

Select the location from which the rental will occur.

Click on the cell Rental Return Date

For this example, the Rental Return Date will need to 
be changed to be 7 days after the defaulted Rental 
Return Date.
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Click on the lookup button in the cell Rental Return 
Date

Click on a date in the calendar

Click on the cell Rental Unit Price

The Rental Unit Price defaults from the Rental Price 
card setup on the Rental Unit group.

The Rental Unit Price can be overridden, if need be, 
and will be used in determining the amount that will be 
billed to the customer.

As a group has been entered on the rental line, then the additional child rental lines will automatically be 
created based on the Rental Quantity entered.

These child lines are for the selection of the individual units assigned to the rental group. The selection of the 
child units is required on a Rental Contract. 

When selecting the units on the child lines, the list of units will be filtered based on the Location Code entered 
on the rental group line.

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00002

Select the Rental Unit in the group that is to be 
rented.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00003

Select the Rental Unit in the group that is to be 
rented.

If any fields on the Rental Unit group record are 
modified, the child rental lines will be updated to the 
same settings.

3.4.7.3. Reviewing the Rental Amount Lines
Review the Rental Amount Lines for the child Rental Line and the rental line for the Rental Unit not linked to a 
group to verify the expected rental billing, including the amounts and the Billing Date.

Select one of the child Rental Lines.
Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Extended Quantity

When prorating for partial rental periods the Extended 
Quantity field calculates based on the number of days 
rental in the period when the number of days is less 
than a full rental period divided by the number of days 
in a full rental period.

In this example, the rental contains only 7 days in the 
following rental period, which occurs in a month that 
has 31 days.
Thus the Extended Quantity is calculated as 7 divided 
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by 31 = .22581.
The Extended Quantity field is rounded to 5 
characters.
Click on the button Close

3.4.7.4. Printing the Rental Contract
The Rental Contract can be reviewed and printed to 
send to the customer.
Click on the navigation menu item popup Process

Click on the navigation menu item Print...

Options tab

For information on the printing request page, Option 
tab fields, point to the field name.

For additional information on the fields, go to ODT 
Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.
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Should your organization require the contract to be 
printed instead of saved as a PDF document, then 
Instead of selecting the Send to option, select Print.

Click on the button Send to...

In the page that opens, PDF is selected by default, as 
this is the only type to be used for rental documents.

When PDF document is selected and OK is clicked on 
a window will open.
Browse to the location where the document is to be 
saved to. 
Click on the button OK

3.4.7.5. Shipping the Rental Units
Rentals provides the ability to review the pending shipments for a contract, directly from the contract, by 
selecting Show Pending Rental Shipments in the Actions ribbon tab.

A listing of all rental units entered, however, not shipped is provided.

NOTE: Sales lines, pending shipments are not included in the listing.

Click on the field Posting Date

Ensure the Posting Date is set to the date that the 
shipment is occurring on.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

Note that on the child rental lines the Qty. to Rent was 
updated to display 0 and the Qty. on Rent was 
updated with 1.
Review of the posted shipment can be done directly 
from the Rental Contract card by selecting the Posted 
Deliveries on the Home ribbon in the Rental section.

The Posted Delivery card rental lines contain the 
records related to the shipped Rental Units.

The Posted Delivery can as well be printed using the 
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Print option on the ribbon of the Posted Deliveries list 
or the card.

3.4.7.6. Invoicing the Rental Contract
Prior to invoicing the contract, the Proforma Invoice can be printed or previewed by going to the menu option 
Process, then Print Proforma.

The Proforma Invoice is a pre-invoice, which provides the ability to review what will be billed to the Customer 
based on a specified Cut-Off Date.

NOTE: 
The Proforma Invoice will only include the unit which have been shipped and are slated to be billed based on 
the Cut-Off Date. The Proforma will capture only those Rental Amount Lines with a Billing Date equal to or 
earlier than the Cut-Off Date specified and have not been invoiced.

In this example, the Rental Term has an Invoicing 
Type of End.

When using a Rental Term with the Invoicing Type of 
End, the invoicing and the return of the rental units 
can be done either separately or at the same time.

If doing the processes separately, they can be done 
by invoicing the contract, then returns or returns, then 
invoicing the contract.

In this example, the invoicing is being done and then 
the return of the units.
For this Rental Contract the units are being returned 
on time, which means on the same date in the Rental 
Return Date in the Rental Lines, and the Posting Date 
will be the same as the Billing Date the Rental 
Amount Lines.

Therefore, the Posting Date must be changed to 
before posting the invoice using the following steps.
Click on the field Posting Date

The Posting Date must be equal to or later than the 
Billing Date that is in the Rental Amount Lines for the 
unit(s). Therefore the Posting date must be changed 
to July 7.
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Click on the field Posting Date

Select the look-up button in the Posting Date field.

Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Should you wish to print the invoice at the time of invoicing the contract, then select the Invoice and Print option 
in the ribbon. When using Invoice and Print, the system will used the Saved options from the last time a Posted 
Rental Invoice was printed.

Thus if from a Completed Rental Contract - Posted Invoices, an invoice was printed the options specified at that 
time will be used when running Invoice and Print from an open Rental Contract. These options include Number 
of Copies, Print Company Address and Show Rental Details.

Alternatively you can select Invoice and Send, if the Document Sending Profile on the Customer card is set to 
an Email profile and the email address is specified.

Click on the button Yes

Click on the button OK

To review the Posted Rental Invoice, select the 
Posted Invoices option on the Home ribbon tab.
A listing of all posted invoices will be displayed and 
the invoice can be reviewed and printed.

The Posted Invoice can as well be printed from the 
invoice card.

3.4.7.7. Returning Rental Units
Rentals provides the ability to review the pending returns for a contract, directly from the contract, by selecting 
Show Pending Rental Returns in the Actions ribbon tab.
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A listing of all rental units on rent is provided.

In this example, the returns are being returned after 
the invoicing of the contract.

When the following steps are completed the Rental 
Contract will close and will be available in the 
Completed Rental Contracts.

Please see Reviewing Rentals - Completed and 
Posted Rental Documents in the ODT Rentals Online 
Help site for information on Completed Rental 
Contracts. 
Click on the field Posting Date

Verify the Posting Date is set to the date the rental 
units are being returned.

Click on the cell Qty. to Return

The Qty. To Return is to be completed for each rental 
unit being returned.

Rental Unit group lines do not require this field to be 
populated.
Enter the text 1.
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Click on the cell Qty. to Return

Enter the text 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 585/2540

ODT Rentals Online Help 5/15/2024 585/2540

Click on the button Yes

Click on the button OK

The Posted Rental Return can be viewed and printed, 
if desired, from the Posted Documents when using the 
Sales Order Processor Profile.

When using the Business Manager Profile the Posted 
Rental Return can be located in the Rentals option.
To learn about Bulk Returns, go to ODT Rental Online Help, Processing Rentals, Rental Contracts, How to 
Process Bulk Returns.

3.4.8. How to Process Contracts with a Summarized Day Rental 
Term

3.4.8.1. Overview
When organizations are renting product and billing using a daily rate on a contract which has a longer duration, 
the use of a daily rental term with the field, Summarize Rental Lines, activated will summarize the Rental 
Amount Lines into a single line for ease of review.

The Rental Amount Line, Starting Date-Time and Ending Date-Time, will in essence be based on the Rental 
Start Date and Rental Return Date.
The Rental Start Date and Rental Return Date automatically populate the Rental Billing Start Date-Time and 
Rental Ending Date-Time, which in turn, will automatically populate the Rental Amount Line, Starting Date-Time 
and Ending Date-Time on the summarized line.

When the day term is Periodic End or Periodic Start and multiple invoice invoices will be processed for only a 
portion of the contract at a time, the Rental Amount Line will be split each time an invoice is posted.

For example, when the first invoice is posted for a portion of the contract, the Rental Amount Lines will split and 
the first line will display the invoiced dates, and the next line will contain the remaining days not invoiced. If 
another invoice is posted for another set of dates, the second line will split into 2 lines, with one line for the days 
invoiced, and the next line will contain the date range for the days not invoiced.

3.4.8.2. How to Process Contracts with a Summarized Day Rental 
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Term
The following example demonstrates the processing of a contract with a daily rental term that has the 
Summarize Rental Lines field activated. 

The rental includes a group with a rental quantity of 1, and a single unit linked to an item with a rental quantity 
of 3 and the rental will be for 25 days.

In order to demonstrate the summarization on the Rental Amount lines, an invoice will be posted after 2 weeks, 
and a second invoice will be posted at the end of the contract.

The additional field, Billing Unit Quantity, has been added to the Rental Amount Lines in order to provide an 
explanation on how the Line Amount Excl. Tax is calculated.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00001

Click on the cell Rental Terms Code with the value 
MONTH-END
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Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value DAILY-
PEND

Click on the cell Rental Quantity with the value 0

Enter the text 1.
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Click on the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Rental Return Date with the value 
4/6/2020

Click on the link in cell Rental Return Date with the 
value 4/6/2020
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Click on a date in the calendar

Select the expected date of return. For this example, 
April 30 is selected.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00002

The following demonstrates the summarized Rental Amount Lines when the rental quantity is 1.
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Ending Date-Time with the value 
4/30/2020 11:59 PM

Note that the Starting Date-Time and Ending Date-
Time cover the full length of the contract.

Click on the cell Billing Date with the value 4/30/2020

The Billing Date is set to the date in the Ending Date-
Time field.
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Click on the cell Extended Quantity with the value 1

The Extended Quantity displays the quantity from the 
rental line.

Click on the cell Total Days with the value 25

The Total Days displays the number of days from the 
date in the Starting Date-Time field to the date in the 
Ending Date-Time field.

Click on the cell Billing Unit Quantity with the value 
25

The Billing Unit Quantity is a calculated quantity 
based on Extended Quantity times Total Days and is 
used in calculation the Line Amount Excl. Tax. For 
this line, 1 times 25 = 25.

Click on the cell Line Amount Excl. Tax with the 
value 7,500.00

The Line Amount Excl. Tax calculation is the Unit 
Price Excl. Tax times the Billing Unit Quantity. For this 
Rental Amount Line, 300.00 times 25 = 7,500.00.
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Click on the button Close

The following demonstrates the summarized Rental Amount Lines when the rental quantity is greater than 1.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value PG-001
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Click on the cell Rental Terms Code with the value 
MONTH-END

Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value DAILY-
PEND

Click on the cell Rental Quantity with the value 0
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Enter the text 3.

Click on the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Rental Return Date with the value 
4/6/2020
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Click on the link in cell Rental Return Date with the 
value 4/6/2020

Click on a date in the calendar

Select the expected date of return. For this example, 
April 30 is selected.

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Extended Quantity with the value 3

The Extended Quantity displays the quantity from the 
rental line.

Click on the cell Total Days with the value 25

The Total Days displays the number of days from the 
date in the Starting Date-Time field to the date in the 
Ending Date-Time field.

Click on the cell Billing Unit Quantity with the value 
75

The Billing Unit Quantity is a calculated quantity 
based on Extended Quantity times Total Days and is 
used in calculation the Line Amount Excl. Tax. For 
this line, 3 times 25 = 75.

Click on the cell Line Amount Excl. Tax with the 
value 1,875.00

The Line Amount Excl. Tax calculation is the Unit 
Price Excl. Tax times the Billing Unit Quantity. For this 
Rental Amount Line, 25.00 times 75 = 1,875.00.
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Click on the button Close

The contract can be previewed, printed or sent to PDF by selecting Process, then Print.

The following demonstrates the shipping and then invoicing of the contract 2 weeks after the Rental Start Date, 
and the review of the Rental Amount Lines after invoicing.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar

The date selected is 2 weeks after the start date, 
which will invoice the days from the start date up to 
and including the date selected in the Posting Date 
field.

A Proforma Invoice can be printed, previewed or sent to PDF by selecting Process, then Print Proforma.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Optionally Invoice and Print can be selected.

Click on the button Yes

Click on the button OK

The following is a review of the rental amount lines to demonstrate the splitting of the lines when an invoice is 
posted for a portion of days on the rental contract.
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Click on Rental Unit No. = RU00002, Rental Terms 
Code = DAILY-PEND, Rental Quantity = 1

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

The following picture displays a portion of the Rental 
Amount Lines after the invoice was posted, which now 
has 2 records. 

Note that on the first line the Ending Date-Time and 
the Billing Date now contain the date the invoice was 
posted, and that the Billed field is checked.

On the new line the Date-Time fields cover the 
remaining days yet to be invoiced and the Billing Date 
contains the same date as the Rental Return Date on 
the Rental Line.
The following picture contains the other fields on the 
Rental Amount Lines.

Note that on the first line the Invoice No. field is 
populated with the Posted Invoice No. and that the 
Billing Unit Quantity and Total Days now display 14, 
which is the number of days that were invoiced.

The Line Amount Excl. Tax on the first line contains 
the amount before tax that has been invoiced. This 
amount is calculated as the Unit Price Excl. Tax of 



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 602/2540

ODT Rentals Online Help 5/15/2024 602/2540

300.00 times the Billing Unit Quantity of 14, which 
equals 4200.00.

The second line Billing Unit Quantity and Total Days 
fields contain the number of days remaining to be 
invoiced.

The Line Amount Excl. Tax on the second line 
contains the amount before tax that has yet to be 
invoiced. This amount is calculated as the Unit Price 
Excl. Tax of 300.00 times the Billing Unit Quantity of 
11, which equals 3300.00.
Click on the button Close

Click on Rental Unit No. = PG-001, Rental Terms 
Code = DAILY-PEND, Rental Quantity = 3

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

The following picture displays a portion of the Rental 
Amount Lines after the invoice was posted, which now 
has 2 records. 

Note that on the first line the Ending Date-Time and 
the Billing Date now contain the date the invoice was 
posted, and that the Billed field is checked.

On the new line the Date-Time fields cover the 
remaining days yet to be invoiced and the Billing Date 
contains the same date as the Rental Return Date on 
the Rental Line.
The following picture contains the other fields on the 
Rental Amount Lines.

Note that on the first line the Invoice No. field is 
populated with the Posted Invoice No.

The Total Days field contains the number of days, 14, 
which were invoiced. The Billing Unit Quantity 
contains the calculated number of days, Total Days of 
14 times the Extended Quantity of 3, which equals 42.

The Line Amount Excl. Tax on the first line contains 
the amount before tax that has been invoiced. This 
amount is calculated as the Unit Price Excl. Tax of 
25.00 times the Billing Unit Quantity of 42, which 
equals 1050.00.

On the second line the Total Days field contain the 
number of days remaining to be invoiced. The Billing 
Unit Quantity contains the calculated number of days, 
Total Days of 11 times the Extended Quantity of 3, 
which equals 33. 

The Line Amount Excl. Tax on the second line 
contains the amount before tax that has yet to be 
invoiced. This amount is calculated as the Unit Price 
Excl. Tax of 25.00 times the Billing Unit Quantity of 
33, which equals 825.00.
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Click on the button Close

The following demonstrates the invoicing of the remaining days in the contract and the return of the Rental 
Units.

Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK
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Click on the cell Qty. to Return with the value 0

Enter the text 1.

Click on the cell Qty. to Return with the value 0

Enter the text 3.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.4.9. How to Process Contracts with Hybrid Hourly Pricing
Profile - Sales Order Processor

Rental Contracts can as well be created from the 
Business Manager Profile using the steps provided 
here.
In the example provided here, the rental term used is 
a 4 hour rental, which will be returned 20 minutes late.
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Due to the late return being over the Linked Term 
Time Tolerance setup of 15 minutes on Rental 
Management Setup, the pricing calculation will update 
the Unit Price Excl. Tax and other price fields, in the 
Rental Amount Lines to the 8 HR rate.

The cascade to the 8 HR rate occurs as the 8 HR 
rental term is the term populated on the 4 HR term 
card in the Linked Term field.

On Rental Management Setup, the field, Linked Term 
Time Tolerance has a setting of 15 minutes, which 
means a customer can return the units up to 15 
minutes late, without incurring additional rental 
charges.

The customer will be billed at the end of the contract, 
on return of the units.
The setups completed for this example included the 
setting up of:

• Rental Periods having duration of 2 hours, 4 hours 
and 8 hours
• Rental Terms for 2 HRs, 4 HRS, 8 HRS, DAY-END-
OPT-TIME, WEEK-END-OPT-TIME and MONTH-
END-OPT. The day, week and month rental terms 
must have the Rental Date Time Tracking field set to 
Track Date and Time
• Creation of a Rental Unit Group with a Minimum 
Rental Duration set to 1 minute
• Creation of units with a Minimum Rental Duration set 
to 1 minute and linking them to the group
• Adding Rental Prices to the Rental Unit Group 
created for the Rental Term noted above
• Entering a Time Tolerance of 15 Minutes in the 
Linked Term Tolerance field on Rental Management 
Setup

3.4.9.1. Creating a new Rental Contract for Hybrid Hourly Billing
In this example, the Rental Contract command bar 
has been pinned to show the sub menu options 
automatically.
Click on the navigation menu item Rental Contract
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Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Select the customer that this contract is for.

Click on the field External Document No.

If the customer has provided an external document 
number, then click on the field External Document No. 
field and enter it.

Click on the field Rental Terms Code

When a Rental Terms Code has been setup on a 
Customer card, it will default to this field.
The term can be changed should the contract be for a 
different pricing schema by looking up and selecting 
the applicable Rental Term.

The term will automatically populate the Rental Terms 
Code field on the Rental Lines, when Rental 
Management Setup does not have the field, Use Unit 
Rental Terms checked and the Rental Unit does not 
have a default Rental Term Code specified.
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Click on the link 

Click on Code = 4 HR, Description = 4 Hour Rental 
- End Billing

Click on the field Deposit Amount

Should a deposit be required from the Customer, 
enter the amount in the Deposit Amount field.

Once the Rental Lines fields are completed the 
Contract Total and Outstanding Amount fields will 
automatically be populated.

3.4.9.2. How to Add Time fields to Rental Lines
As the Hybrid Hourly pricing is based on time the 
Rental Start Time and Rental Return Time fields will 
need to be added to the columns on the Rental Lines.

This will enable the entry of the time the rental is to 
start and the time the unit(s) are expected to be 
returned.

It is recommended to add the fields to be displayed 
next to the Rental Start Date and Rental Return Date 
respectively.

The following steps will guide you through adding 
these fields to the Rental Lines.
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Click on the link Settings

Click on the menu item Personalize

Click on the link More

Click on the link Field
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Click on the data brick Caption = Rental Start Time

Drag the field to where the field is to be dropped, 
which will be indicated by a thick red line.

It is recommended that this field be placed directly to 
the right of the Rental Start Date.

Click on the data brick Caption = Rental Return 
Time

Drag the field to where the field is to be dropped, 
which will be indicated by a thick red line.

It is recommended that this field be placed directly to 
the right of the Rental Return Date.

The fields can be resized by moving the thick red line 
in the direction desired. Left to reduce the width of the 
field and right to expand the width of the field.
Click on the link Done

3.4.9.3. Entering a Rental Unit Group on the Rental Lines
In this example, the Rental Lines command bar has 
been pinned to show the sub menu options 
automatically.
Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00012

Select the Rental Unit group that contains the Rental 
Units you wish to rent out

Click on the cell Rental Terms Code

The Rental Term Code field may be automatically 
populated depending on the setups selected on 
Rental Management Setup, Rental Units and the 
Customer.

If the Rental Term Code field is either blank or 
contains a rental term that is not the desired term, 
then you can select the term that is applicable to this 
rental. 

Click on the lookup button in the cell Rental Terms 
Code
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Click on Code = 4 HR, Description = 4 Hour Rental 
- End Billing

Click on the cell Rental Quantity

Enter the text 2.

Click on the cell Location Code

Should your organization be tracking rentals by 
location, then select a location.

If on Rental Management Setup, the field Location 
Mandatory be checked, then in order to process the 
rental the Location Code must be entered.
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Click on Code = EAST, Name = East Warehouse

Select the location from which the rental will occur.

Click on the cell Rental Start Time

The Start Time defaults the current time that the line 
was entered.

Should the Start Time be different, then enter the time 
the rental is to commence.

Click on the cell Rental Return Time

The Rental Return Time will be calculated as 4 hours 
less 1 minute (based on the Rental Unit field, 
Minimum Rental Duration of 1 minute).

As the actual time the units will be returned is not 
know for sure, the recommendation is to leave the 
Rental Return Time as the defaulted time.
The actual time of return is to be entered when the 
units are returned.

Click on the cell Rental Unit Price

The Rental Unit Price defaults from the Rental Price 
card when setup on the Rental Unit group.

The Rental Unit Price can be overridden, if need be, 
and will be used in determining the amount that will be 
billed to the customer.

Should there not be a Rental Price card setup on the 
group, then the Rental Unit Price can be entered 
manually on the line.

As a group has been entered on the rental line, then the additional child rental lines will automatically be 
created based on the Rental Quantity entered.

These child lines are for the selection of the individual units assigned to the rental group. The selection of the 
child units is required on a Rental Contract. 

When selecting the units on the child lines, the list of units will be filtered based on the Location Code entered 
on the rental group line.
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00013

Select the Rental Unit in the group which is to be 
rented.

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00014

Select the Rental Unit in the group which is to be 
rented.

Repeat the above steps to add additional Rental Units 
or Rental Unit Groups to the Rental Contract.

3.4.9.4. Reviewing the Rental Amount Lines
Review the Rental Amount lines for the each of the 
child rental units and if entered, units not linked to a 
group, to verify the expected rental billings, including 
the amounts and the Billing Date in the Rental 
Amounts lines.

For information on the Rental Amount Line fields, see 
the ODT Rental Online help, Processing Rentals, 
Rental Quote Overview.

Select one of the child Rental Lines.
Click on the navigation menu item More options
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Unit Price Excl. Tax with the value 
45.00

Note that the Unit Price Excl. Tax is the same as the 
Rental Unit price on the Rental Line.

Click on the button Close

3.4.9.5. Printing the Rental Contract
The Rental Contract can be previewed, printed or 
emailed to the customer.
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Click on the navigation menu item popup Process

Click on the navigation menu item Print...

Options tab

For information on the printing request page, Option 
tab fields, point to the field name.

For additional information on the fields, go to ODT 
Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.

Should your organization require the contract to be 
printed instead of saved as a PDF document, then 
instead of selecting the Send to option, select Print.

Click on the button Send to...

In the page that opens, PDF is selected by default, as 
this is the only type to be used for rental documents.

Then select the OK button.
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Click on the item PDF Document

When PDF document is selected and OK is clicked 
on, then the file for the pdf document will show at the 
bottom left on the window.

Click on the file to open the pdf file. On the open file 
save the contract to the location where the document 
is to be saved to or print the file, if applicable.
Click on the button OK

3.4.9.6. Shipping the Rental Units
Rentals provides the ability to review the pending shipments for a contract, directly from the contract, by 
selecting Show Pending Rental Shipments in the Actions, Filtering command bar option at the top of the 
contract.

A listing of all rental units entered, however, not shipped is provided.

NOTE: Sales lines, pending shipments are not included in the listing.

Click on the field Posting Date

Ensure the Posting Date is set to the date that the 
shipment is occurring on.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK
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Click on the cell Qty. on Rent with the value 1 

Note that on the child rental lines the Qty. to Rent was 
updated to display 0 and the Qty. on Rent was 
updated with 1.

Review of the posted shipment can be done directly from the Rental Contract card by selecting the Posted 
Deliveries in the Rental command.

The Posted Delivery card rental lines contain the records related to the shipped Rental Units.

The Posted Delivery can as well be printed by clicking on the Process option, then the Print option on the 
Posted Deliveries list or the card.

3.4.9.7. Returning the Rental Units
Rentals provides the ability to review the pending returns for a contract, directly from the contract, by selecting 
Show Pending Rental Returns in the Actions  - Filtering command bar option.

A listing of all rental units on rent is provided.

In this example the returns are being returned before 
the invoicing of the contract and the return will be 20 
minutes late.

Alternatively, the return can be processed before the 
contract is invoiced.
Click on the field Posting Date

Verify the Posting Date is set to the date the rental 
units are being returned.

Click on the cell Rental Return Time

As the return of the units is 20 minutes late, the 
Rental Return Time must be changed to the actual 
time the units were returned.
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Enter the text 6:39 PM. Press the Arrow down key.

When the Rental Return Time is changed to be later 
than the defaulted time, then it is highly recommended 
that the Rental Amount Lines be reviewed to verify the 
updating of the Unit Price Excl. Tax.

When units are returned later than the Linked Term 
Time Tolerance specified on Rental Management 
Setup, the Unit Price Excl. Tax will be updated to 
reflect the cascading price to the next linked term.
Click on one of the child unit lines.
Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Unit Price Excl. Tax with the value 
80.00

Note that the Unit Price Excl. Tax has been updated 
to reflect the price setup on the 8 HR price card on the 
Rental Unit Group.
All related pricing calculation used this updated price.
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Click on the button Close

In this example all rental units are being returned.

The Qty. To Return must be completed for each rental unit being returned.

Rental Unit group lines do not require this field to be populated.

Click on the cell Qty. to Return

Enter the text 1.

Click on the cell Qty. to Return
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Enter the text 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes
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Click on the button OK

Click on the cell Qty. Returned with the value 1 

Note that the Qty. on Rent is set to 0 for the units 
returned and the Qty. Returned now shows 1 for each 
unit returned.

The Posted Rental Return can be viewed and printed, 
if desired, from the Posted Documents when using the 
Sales Order Processor Profile.

When using the Business Manager Profile the Posted 
Rental Return can be located in the Rentals option.
To learn about Bulk Returns, go to ODT Rental Online Help, Processing Rentals, Rental Contracts, How to 
Process Bulk Returns.

3.4.9.8. Invoicing the Rental Contract
Prior to invoicing the contract, the Proforma Invoice can be printed or previewed by going to the menu option 
Process, then Print Proforma.

The Proforma Invoice is a pre-invoice, which provides the ability to review what will be billed to the Customer 
based on a specified Cut-Off Date.

NOTE: 
The Proforma Invoice will only include the unit which have been shipped and are slated to be billed based on 
the Cut-Off Date. The Proforma will capture only those Rental Amount Lines with a Billing Date equal to or 
earlier than the Cut-Off Date specified and have not been invoiced.

In this example, the Rental Term has an Invoicing 
Type of End.

When using a Rental Term with the Invoicing Type of 
End, the invoicing and the return of the rental units 
can be done either separately or at the same time.

If doing the processes separately, they can be done 
by invoicing the contract, then returns or returns, then 
invoicing the contract.

In this example, the invoicing is being done and then 
the return of the units.
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As the Hybrid Hourly pricing is based on time, from 
start time to end time, the Rental Return Time field is 
used in the calculation of the amount to be billed to 
the Customer.

The Rental Return Time must be set to the actual time 
the unit(s) are returned prior to processing the invoice, 
if processing the invoice before returning the units as 
outlined in the previous chapter.
When the following steps are completed, the Rental 
Contract will close and will be available in the 
Completed Rental Contracts as both the return and 
the invoicing of this contract will have occurred.

Please see Reviewing Rentals - Completed and 
Posted Rental Documents in the ODT Rentals Online 
Help site for information on Completed Rental 
Contracts.
Click on the field Posting Date

Ensure the Posting Date is the correct date.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Should you wish to print the invoice at the time of 
invoicing the contract, then select the Invoice and 
Print option in the Rental command bar option.

When using Invoice and Print, the system will used 
the Saved options from the last time a Posted Rental 
Invoice was printed.

Thus if from a Completed Rental Contract - Posted 
Invoices, an invoice was printed the options specified 
at that time will be used when running Invoice and 
Print from an open Rental Contract.
These options include Number of Copies, Print 
Company Address and Show Rental Details.
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Click on the button Yes

For a user in the Sales Order Processor Profile, to 
review the Posted Rental Invoice, go to the Posted 
Documents menu option and select Posted Rental 
Invoices.

For a user in the Business Manager Profile, to review 
the Posted Rental Invoice, go to Rentals menu option 
and select Posted Rental Invoices.

The Posted Rental Invoice can be printed from the 
invoice card.

3.4.10. How to Process Contracts for Early Billing

3.4.10.1. Overview
In order to process early invoices the Rental Price for the terms setup with an Early Billing Date Formula can be 
setup on the Rental Unit or Rental Unit Group cards or the price can be manually entered on the Rental Line(s).

In this scenario, the Rental Price will be setup on a Rental Unit Group card.

To learn about setting up Rental Terms for Early 
Billing, see the ODT Rentals Online help, Rental 
Setups, Setup Rental Terms, How to Set Up Rental 
Terms for Early Billing.

3.4.10.2. Setting up Rental Prices for the Early Billing Terms
Profile Business Manager

The following steps demonstrate the setup of the 
Rental Prices on a Rental Unit group for the Rental 
Terms setup with an Early Billing Date Formula to be 
used in the contract processing example.
Click on the navigation menu item Rental Units
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Click on the link in cell No. with the value RU00001

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Prices

Click on the navigation menu item New
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Click on the field Rental Terms Code

Click on Code = MONTH-PEND-EARLY, Description 
= Monthly Rental - Early Per. Billing in Arrears

Click on the field Price

Enter the text 5000.00.
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Click on the field Tax Group Code

Click on Code = SUPPLIES, Description = Taxable 
Olympic Supplies

Click on the back button

Click on the navigation menu item New
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Click on the field Rental Terms Code

Click on Code = MONTH-PSTART-EARLY, 
Description = Monthly Rental - Early Per. Billing in 
Advance

Click on the field Price

Enter the text 5000.00.
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Click on the field Tax Group Code

Click on Code = SUPPLIES, Description = Taxable 
Olympic Supplies

Click on the back button

Click on the back button

3.4.10.3. How to Process the Invoice for Early Billing
The following example demonstrate the processing of a contract using early billing and displays the results.

The steps in the example consist of the following:

• A contract will be created for two rental periods using the monthly periodic end term previously setup with an 
Early Billing Date Formula of 5D (5 days). The contract will have an Order Date and Shipping Date of April 10, 
2018.
• Shipping of the contract will be done on April 10.
• The invoicing of the first invoice, with the early invoicing occurring on May 5, which is 5 days earlier than the 
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Billing Date of May 9 on the Rental Amount Lines.

The processing in the example has been done using 
the Sales Order Processor Profile.

The same steps apply to users having the Business 
Manager Profile.
Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00001

Click on the cell Rental Terms Code

Click on the link in cell Rental Terms Code
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Click on Code = MONTH-PEND-EARLY, Description 
= Monthly Rental - Early Per. Billing in Arrears

Click on the cell Rental Quantity

Enter the text 2.

Click on the cell Location Code
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Click on Code = EAST, Name = East Warehouse

Click on the cell Rental Return Date

As this rental is for 2 full rental periods the Rental 
Return Date should be changed to reflect the 
expected return date.

The following steps demonstrate this.

Click on the link in cell Rental Return Date

Click on the link Next
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Click on a date in the calendar

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00002
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00003

Click on the navigation menu item More options
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Billing Date with the value 5/9/2018

Note that the Billing Date is May 9 on the first record.

Thus for invoicing days early will be May 5.

Click on the button Close



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 641/2540

ODT Rentals Online Help 5/15/2024 641/2540

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK
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Click on the field Posting Date

Click on the link 

Click on the link Next

Click on a date in the calendar

Select May 5, which 5 days earlier than the Billing 
Date on the Rental Amount Line for the first rental 
period billing.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

The following demonstrates that the invoice was 
posted with a Posting Date of May 5.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Posted Invoices

Click on the link in cell No. with the value RI00011

Click on the field Posting Date

Note that the Posted Invoice has the Posting Date of 
5/5/2018.

Therefore all Rental Value Entries, G/L Entries, Tax 
Entries and Customer entries will have the Posting 
Date of 5/5/2018.
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Click on the back button

Click on the back button

The second invoice for this contract will be processed 
from the Rental Invoicing Worksheet.

To learn about processing early billing invoices from 
the Rental Invoicing Worksheet, see ODT Rentals 
Online help, Additional Rental Processes, How to 
Batch Invoice Rental Contracts, How to Batch Invoice 
Rental Contracts with Early Billing.

3.4.11. How to Process Invoices using Bill Until Date

3.4.11.1. Overview
The Bill Until Date feature provides the ability to bill a customer for past and future rental periods, while 
specifying a Posting Date to which the Ledger Entries are to be posted.

For example, if you have multiple past periods that have not been billed, the Bill Until Date can be set to bill the 
missed invoicing and set the Posting Date to be within the current accounting period for financial reporting.

Another example is, if you and your customer want to invoice multiple periods in advance, then the Bill Until 
Date can be set to bill future invoicing based on the Billing Date on the Rental Amount lines, while setting the 
Posting Date to a desired date that the Ledger Entries will be posted with.

On the rental contract, the Bill Until Date field is located on General tab.  The Show more must be selected to 
populate the date that the contract is to be billed up to. 

The Bill Until Date field is also an option on the Proforma Invoice request page.

NOTE: 
 
If you organization is using the  Rentals Accrual and Deferrals feature, then it is highly recommended that the 
Accrual Journal be ran for the end of each accounting period and posted to ensure that revenue related to the 
future periods are deferred as needed. Thus ensuring each accounting period has the correct rental revenue 
reported.

Processing Notes:
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When Bill Until Date is left blank on the contract, then the Posting Date is used to determine which Rental 
Amount Lines are to be billed.

When Bill Until Date is populated, then the date specified in the Bill Until Date field is used to determine which 
Rental Amount Lines are to be billed.

The Bill Until Date field on the contract  is cleared once the invoice is posted.

3.4.11.2. How to Process a Missed Invoice using Bill Until Date
The following example demonstrates the scenario where a contract was missed being invoiced in the May 
accounting period, and the financial statements for May have been completed and distributed.
 
The contract has a Rental Term for periodic invoicing on a monthly basis at the end of each rental period. The 
rental start date was April 29 and the first invoice should have been posted on May 28, however was not.
 
Therefore the Posting Date will need to be a date in June, but only the rental period missed being invoiced on 
May 28 is to be invoiced.

For this example, June 1 will be used as the Posting Date on the contract and the Bill Until Date will be set to 
May 28.

The Print Proforma Invoice will be ran prior to posting the invoice to demonstrate the use of the Bill Until Date 
for printing the Proforma Invoice.

Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date
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Click on the link Next

Click on the link Next

Click on a date in the calendar
 
Select June 1.

Click on the button Show more
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Click on the field Bill Until Date

Click on the link Previous

Click on a date in the calendar
 
Select May 28, which is the Billing Date for the first 
rental period that was not invoiced in May.

Click on the navigation menu item popup Process
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Click on the navigation menu item Print Proforma 
Invoice...

Print Proforma Invoice Processing Notes:
The Posting Date on the contract will populate the Cut-Off Date and can be overridden.

If the Bill Until Date is not populated, then the Cut-off Date will be used to determine which Rental Amount 
Lines are to be billed.

If the Bill Until Date field is entered on the contract, then the date will default to the Bill Until Date field on the 
Print Proforma page, and will  be used to determine which Rental Amount Lines are to be billed rather than the 
Cut-off Date. The Bill Until Date can be overridden if defaulted from the contract.

Click on the field Cut-off Date
 
Note that the Posting Date  and Bill Until Date entered 
on the contract has defaulted to the Print Proforma 
Invoice request page.

Click on Send to... Print Preview & Close Cancel
 
Select the preferred method for reviewing the 
Proforma Invoice.

Note in the Proforma Invoice picture below that the Rental Proforma Date on the upper right has the Cut-off 
Date.
 
Note that the Rental Charges are for April 29 to May 28 as per the date entered in the Bill Until Date field.
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Proforma Invoice Example

The following steps for invoicing the contract are the same as when not using the Bill Until Date, since the steps 
for setting the Bill Until Date on the contract  have already been covered.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice
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Click on the button Yes

Click on the button OK

Note in the following picture of the Posted Rental Invoice that the Invoice Date is June 1, and like the Proforma 
Invoice, the Rental Charges are from April 29 to May 28.

Posted Rental Invoice using Bill Until Date

3.4.11.3. How to Process an Invoice for Future Rental Periods with Bill 
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Until Date
The following example demonstrates the scenario where the customer is being billed at a daily rental rate in 
advance.

The invoices are processed for multiple days in advance which is easily done using the Bill Until Date field.

In this example, the Rental Units were shipped on April 20, and now the customer is to be be billed for 10 days 
in advance with the posting to occur on April 20.  Therefore the Posting Date will be April 20 and the Bill Until 
Date will be set to April 29.

Click on the button Show more

Click on the field Bill Until Date

Click on the link Open the date picker for Bill Until 
Date

Click on a date in the calendar
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Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma 
Invoice...

Click on the field Bill Until Date
 
Note that the Posting Date  and Bill Until Date entered 
on the contract has defaulted to the Print Proforma 
Invoice request page.

Note in the following picture of the Proforma Invoice that:
 The Rental Proforma Date is April 20.
 In the Rental Charges the customer will be billed at the daily rate for 10 days from April 20, up to and 

including April 29.
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Proforma Invoice Example with Bill  Until Date Future 
Billing

The following invoicing of the contract uses the normal invoicing steps, since the Posting Date and Bill Until 
Date have already been selected.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice
 
Select the preferred method on invoicing, whether 
Invoice, Invoice and Print or Invoice and Send.
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Click on the button Yes

Click on the button OK

The Posted Rental Invoice can be reviewed by selecting Rental, Posted Invoices, Actions, then Print Rental.
The invoice will display the Rental Charges the same as the Proforma Invoice.

3.4.12. How to Process a Foreign Currency Contract

3.4.12.1. Overview
ODT Rentals provides the ability to process Rental Quotes and Rental Contracts, for customers having a 
Currency Code setup that is different than the local currency. 

For foreign currency customers the setups to process rental transactions include:

• A Customer Posting Group for foreign customers
• A Gen. Business Posting Group for foreign customers
• General Posting Setup records for the Gen, Business Posting Group created
• Rental Price cards in which the foreign currency code is selected.
This is not mandatory as the Rental Unit Price will be automatically converted to the Customer currency, from 
the local currency price card, when setup. If price cards are not setup on the unit groups and/or units, then the 
price in the customer currency can be entered on the rental line.
• Setup of a Currency Code, other than the local currency, on a foreign Customer card.

To learn about setting up the Customer Currency Code, Customer Posting Group, Gen. Business Posting 
Group and General Posting Setup records, please review the Dynamics 365 Business Central help.

To learn about setting up a Rental Price on a Rental Unit for foreign currency, see the ODT Rentals Online 
help, Setup Rentals, Setup Rental Units, How to Add Rental Prices to a Rental Units.

3.4.12.2. How to Process a Foreign Currency Contract
Profile – Sales Order Processor

For users having the Business Manager Profile the same steps apply.

In this example, the required setups have been 
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completed. 

In addition, Rental Price cards for a Rental Unit group 
have been configured for the MONTH-END rental 
term for both local price and CAD currency.

Both the Customer and Rental Price card have the 
Currency Code of CAD assigned.

NOTE: 
The example that will be demonstrated is from a USA 
company. The same steps apply to a CA company.
The following demonstrates the entry of the Rental Lines.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on No. = C00010, Name = ODT Rentals Ltd., 
City = Calgary
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Click on the button Yes

The Invoice Details tab, Currency Code field will be populated with the Currency Code setup on the Customer 
card.

The Currency Code field cannot be edited.

Click on the field CAD

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00001

Click on the cell Rental Terms Code

Click on the lookup button in the cell Rental Terms 
Code lookup button

Click on Code = MONTH-END, Description = 
Monthly Rental for Billing at End of Contract
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Click on the cell Rental Quantity

Enter the text 2.

Click on the cell Location Code

Click on Code = EAST, Name = East Warehouse
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Click on the cell Rental Unit Price

The price in the foreign currency amount defaults from 
the Rental Price card that has a Currency Code 
matching the Currency Code on the Rental Line.

Click on the cell Currency Code with the value CAD 

The Currency Code on the Invoice Details tab, 
automatically populates the Currency Code on the 
Rental Line. The Rental Unit Price is then defaulted 
from the applicable Rental Price card setup on the 
unit.

The Currency Code field can be moved to be before the Rental Unit Price field on the Rental Lines using the 
Dynamics 365 Business Central, Personalize feature.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00002

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00003

The following picture displays the Rental Amount 
Lines for the first child unit selected.

Note that the Currency Code is displayed on the 
Rental Amount line and the amounts are in the foreign 
currency.

Rental Amount Lines can be reviewed by selecting 
the More Options, Lines, Rental Amount Lines on the 
Rental Lines command bar.
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The following picture displays the Rental Contract to 
show that the foreign currency prices are printed on 
rental documents.

The Total Price caption in the footer of the document 
prints the Currency Code related to the currency of 
the Customer and prices in the documents.

The Rental Quote, Rental Contract, Proforma Invoice 
and Posted Invoice, will all print the prices in the 
foreign currency amount. 

The following steps demonstrate the shipping and invoicing of the contract.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

Click on the field Posting Date

Click on the link 
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Click on the link Next

Click on a date in the calendar

Select the date which corresponds to the when the 
invoicing is for.

The date must be equal to, or later than the Billing 
Date in the Rental Amount Lines.
Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice
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Click on the button Yes

Click on the button OK

The following provides a review of the posted entries generated when posting the invoice.

Click on the cell Rental Unit No.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Value 
Entries

Click on the cell Unit Price with the value 6,250.00

Note that Unit Price in the Rental Amount line 
contains the amount in the foreign currency.

Click on the cell Currency Code with the value CAD

Click on the button Close
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Click on the navigation menu item Posted Invoices

Click on the link in cell No. with the value RI0017

Click on the navigation menu item popup Actions

Click on the navigation menu item Navigate
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Click on the cell Related Entries with the value Cust. 
Ledger Entry

Click on the navigation menu item Show Related 
Entries

Click on the link in cell Amount with the value 
12,500.00 

Note that the Amount column contains the total 
amount of the invoice in the foreign currency, CAD.

Click on the link in cell Amount ($) with the value 
8,320.05 

Note that the field contains the local currency of the 
company.
In this example, USD.

The G/L Entries, Tax Entries and Detailed Cust. Ledg. Entry can be reviewed as well.
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Click on the back button

Click on the back button

Click on the back button

The following demonstrates the returning of the units on the contract, to complete the processing of the 
contract.

Click on the field Posting Date

Ensure the Posting Date is the date the units are/have 
been returned on. 

If not, then lookup and select the applicable date.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 670/2540

ODT Rentals Online Help 5/15/2024 670/2540

Click on the cell Qty. to Return

Enter the text 1.

Click on the cell Qty. to Return

Enter the text 1.
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Click on the navigation menu item Return Rentals

Click on the button Yes

To learn about Bulk Returns, go to ODT Rental Online Help, Processing Rentals, Rental Contracts, How to 
Process Bulk Returns.

3.4.13. How to Sell a Fixed Asset on a Rental Contract

3.4.13.1. Overview
Fixed Assets can be entered on the Sales Lines on the Rental Quote and Rental Contract, and sold from the 
contract.
The entry on the Sales Lines is the same as the entry on the sales documents.

There are some restrictions to selling a Fixed Asset that is linked to a Rental Unit.

If the Rental Unit is on a Rental Line on a Rental Quote or Rental Contract, but has not been shipped, then a 
confirmation message will occur. 

Example of the message: 
RU00006 is linked to a rental unit that is currently on rental lines (RC00013). Are you sure you want to sell this 
Fixed Asset? Yes/No. 
• If select No, then the asset will not be entered on the Sales Line.
• If select Yes, then a message will occur. Example of the message is: RU00006 was linked to an active rental 
unit RU00006, and this rental unit has now been deactivated. Ok must be selected. The Rental Unit must be 
deleted from the quote or contract rental lines as it cannot be rented out.

If the Rental Unit is out on rent, then an error will occur, and the Fixed Asset cannot be entered on the Sales 
Lines. 

Example of the error:
FA00001 is linked to a rental unit that is on rent on rental contract RC00009. Return this rental before selling 
the Fixed Asset.

If the Rental Unit that the Fixed Asset is linked to is not on a on a rental line, then the following confirmation 
message will occur.
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Fixed Asset RU00006 is linked to an active rental unit RU00006. Do you want to deactivate this rental unit 
now? Yes/No.
• If No is selected, then the Inactive field on the unit will not be enabled.
• If Yes is selected, then the Inactive field on the unit will be enabled. This is the recommended response to the 
confirmation message.

In order to enter and sell a Fixed Asset, the following fields are available to add to the Sales Lines using 
Personalize.

• FA Posting Date
• Depr. Until FA Posting Date
• Depreciation Book Code
• Use Duplication List
• Duplicate in Depreciation Book

3.4.13.2. How to Sell a Fixed Asset on a Rental Contract
The following example demonstrates the entry and selling of a Fixed Asset on a Rental Contract.
For this example, in order to demonstrate the confirmation message, the Fixed Asset is linked to a Rental Unit, 
which in on a Rental Contract, however has not been shipped.

The fields related to selling a Fixed Asset have been added to the contract Sales Lines.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 673/2540

ODT Rentals Online Help 5/15/2024 673/2540

Click on the cell Type with the value G/L Account 
Item Resource Fixed Asset Charge (Item)

Click on the item Fixed Asset in the list

Click on the cell No.

Click on the link in cell No. with the value RU00006
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Click on the button Yes

Click on the button OK

As the Rental Unit can not be shipped on the contract 
it is on, ensure that the unit is changed on the rental 
line or delete the rental line from the contract.

Click on the cell Quantity with the value 0

Enter the text 1.
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Click on the cell Depreciation Book Code with the 
value COMPANY

Note that the Depreciation Book assigned to the Fixed 
Asset is automatically populated as the book is the 
default book specified on Fixed Asset Setup.

NOTE:
The other asset related fields can be used as they would be on a sales document, if required.

Click on the cell Unit Price Excl. Tax with the value 
0.00

Enter the text 400000.

Click on the cell Tax Group Code with the value 
NONTAXABLE

The Tax Group Code defaults from the Fixed Asset 
and may need to be changed for the sale.
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Click on the link in cell Code with the value 
SUPPLIES

Select the applicable Tax Group Code. 
If using the Rest of World version, then select the 
applicable VAT Prod. Posting Group.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes
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Click on the button OK

Remember on the contract that has the Rental Unit the Fixed Asset was linked must be either changed to a 
different unit or delete the Rental Line.

3.4.14. How to Re-Open Rental Contracts for Additional 
Processing

3.4.14.1. Overview
The ODT Rental App provides the ability to re-open a 
Completed Rental Contract using the menu option, 
Re-open Rental Contract, which is accessed from the 
Action menu option, on the Completed Rental 
Contract.
On the re-opened contract the following processes can be performed:

• If the contract that was re-opened had metered usage billing on any of units or rental package, then additional 
metered usage can be entered and invoiced.

• If the contract that was re-opened had rental units on the rental lines with periodic usage and standby charge 
pricing, and there were days not billed as either periodic usage or standby charges, then the Periodic Usage 
Entries can be updated and invoiced.

• A Rental Unit can be added to the contract on the rental lines and be processed using the standard rental 
processing.

• A Sale Line can be added and invoiced.

• A Corrective Rental Credit Memo can be created for the  most recent invoice, which when posted will re-open 
the Rental Amount Lines related to the invoice, and create a Rental Value Entry or entries for the credits.
The Rental Price and Line Discount % fields can be modified, which will update the Rental Amount Lines, and 
the contract can be re-invoiced.

• If the wrong contract is accidently re-opened, the contract can be closed by selecting Actions, Process – 
Close Contract.

NOTE:

The contract cannot extended to charge for additional rental periods, for the existing Rental Units or Rental 
Package on the contract.

3.4.14.2. How to Re-Open a Completed Rental Contract
Sales Order Processor Profile

The following example demonstrates how to re-open a Completed Rental Contract, add a Sales Line and post 
the invoice.
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In this example, the contract contains a group with 2 child units. The pricing for the rental term on the lines does 
not have metered usage or periodic usage.

Click on the navigation menu item popup Posted 
Documents

If using the Business Manager Profile, then select the 
main menu option, Rentals, to access the Completed 
Rental Contract

Optionally the Search option can be used to open the Completed Rental Contracts list.

Click on the navigation menu item Completed Rental 
Contracts

Click on the link in cell No. with the value RC00006

Click on the navigation menu item popup Actions
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Click on the navigation menu item Re-Open Rental 
Contract

Click on the cell Type with the value G/L Account 
Item Resource Fixed Asset Charge (Item)

Click on the cell No.

Click on the link Select from full list
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Click on the link in cell No. with the value 40100

Enter the text 1.

Click on the cell Unit Price Excl. Tax with the value 
0.00

Enter Unit Price Excl. Tax.
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Click on the cell Tax Group Code with the value 
NONTAXABLE

If the Tax Group Code that defaults onto the Sales 
Lines is not the one that is to be applied to the sale, 
then look-up and select the applicable Tax Group 
Code.

Click on the lookup button in the cell Tax Group 
Code

Click on the link in cell Code with the value 
SUPPLIES

Click on the field Posting Date

The Posting Date field will contain the date of the last 
posting transaction on the contract.

If a different date is required for the posting of the invoice for the sales line, then either enter the date, or open 
the calendar and select the applicable date.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

When Yes is selected and the invoice posts, then the 
contract will close as the rentals and sales will be fully 
invoiced.

Click on the button OK

Other processes that can be done on the re-opened contract include:

• A Rental Unit can be added to the contract on the rental lines and be processed as per standard rental 
processing.

• A Corrective Rental Credit Memo can be created for the  most recent invoice, which when posted will re-open 
the Rental Amount Lines related to the invoice, and create a Rental Value Entry or entries recording the 
applicable credits.
The Rental Price and Line Discount % fields can be modified, which will update the Rental Amount Lines, and 
the contract can be re-invoiced. 
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3.4.14.3. How to Add Metered Usage to a Re-opened Contract
The following example demonstrates the revising of the Metered Usage on a re-opened contract, when the 
pricing includes Metered Usage pricing.

In this example, the incorrect Current Meter Reading was entered and invoiced. The Current Meter Reading will 
be modified and the usage will be billable to the customer, therefore an invoice will be posted.

Click on the field Posting Date

Click on Rental Unit No. = RU00023-002, Rental 
Terms Code = MONTH-PEND, Rental Quantity = 1

Click on the cell Current Meter Reading with the 
value 6,100

Enter the text 6200.

When you move off the field, the Usage Transaction 
Details page will open, where the Entry Type, Posting 
Date and Description can be modified, if required,
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Click on the field Entry Type

The Entry Type field contains 2 options, Billable 
Usage and Adjustment. When the customer is to be 
billed the Billable Usage option must be selected.

In this example, the Posting Date of the last invoice date will be used and the Description will be left as the 
contract number.

Click on the button OK

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

In the Rental Amount Lines a new line has been added with a type of Metered Usage, for the additional 100 
Miles that is to be billed to the customer.
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Click on the cell Type with the value Metered Usage

Click on the cell Extended Quantity with the value 
100

Click on the cell Billed

Note that the field is not checked, which indicates that 
the Rental Amount Line has not been invoiced.

Click on the button Close
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

To address the incorrect entry of the Current Meter Reading which was invoiced, there is another process, 
which could be done once the contract was re-opened.

A Corrective Rental Credit Memo could have been processed and posted, which would have opened the Rental 
Amount Lines that were invoiced, then the Current Meter Reading could have been revised and the contract re-
invoiced.

3.4.14.4. How to Add Periodic Usage to a Re-opened Contract
The following example demonstrates the revising of the Periodic Usage Entries pn a re-opened contract for 
days that were not billed, which should have been billed to the customer.
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Click on Rental Unit No. = RU00024-001, Rental 
Terms Code = MONTH-PEND, Rental Quantity = 1

Click on the navigation menu item popup Line

Click on the navigation menu item Periodic Usage 
Entries

Click on the first record to set the usage to Periodic 
Usage
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Press and hold the Shift key down.
 Click on the last record in the range of dates that 
is to have the usage set to Periodic Usage

Click on the navigation menu item Set Usage

Click on the button OK

Click on the button Close
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

In the Rental Amount Lines, notice that new records have been created for the selected days in the Periodic 
Usage Entries that were set to Periodic Usage.
These records will be invoiced when the invoice is posted.

Click on the button Close

Click on the field Posting Date

The Posting Date can be changed, if required, 
however, it is recommended to use the same date as 
the same date as the invoice that had been posted for 
the period the dates fall within.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

Click on the button Yes
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Click on the button OK

3.4.14.5. How to Close a Contract Re-opened by Mistake
The following demonstrates how to close a Rental Contract that was re-opened by mistake.

Click on the navigation menu item popup Actions

Click on the navigation menu item popup Process

Click on the navigation menu item Close Contract

3.4.15. How to Review Dimensions on Rental Documents

3.4.15.1. Overview
The Rental Quotes and Contracts can have Dimensions for the contract and for both the Rental and Sales 
Lines.
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The Dimension Codes and Values for the contract will default from the Customer when assigned to the 
customer. Additional Dimension Codes and Values can be added, should this be required.

The Dimension Codes and Values for the Rental Lines will default from the Rental Units selected, The 
Dimensions are per unit line. 

The Dimension Codes and Values for the Sales Lines will default from the G/L Account, Item, Resource or 
Charge Item selected, The Dimensions are per sales line. 

Additional Dimension Codes and Values can be added to the Rental and Sales Lines, should this be required.

The two Global Dimension fields are displayed by default on the Rental and Sales Lines. When Dimension 
Values are entered on the lines, then the Dimensions displayed when selecting the menu options on the lines, 
will be updated.

To learn about assigning Dimensions to Rental Units, see ODT Rentals Online help, Setup Rentals, Set Up 
Rental Units, How to Set Up Dimensions on Rental Units.

Profile - Sales Order Processor

The same steps apply to users having the Business Manager Profile.

3.4.15.2. How to Review the Rental Contract or Quote Dimensions
Click on the navigation menu item popup Contract

Click on the navigation menu item Dimensions
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Click on the cell Dimension Code with the value 
CUSTOMERGROUP 

Click on the button Close

3.4.15.3. How to Review the Rental Line Dimensions
Click on the cell Rental Unit No.

Click on the navigation menu item More options
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Click on the navigation menu item popup Line

Click on the navigation menu item Dimensions

Click on the cell Dimension Code with the value 
DEPARTMENT 

The Dimensions assigned to the Rental Line are 
comprised of the Dimensions on the contract and from 
the Rental Unit on the line.

Click on the button Close
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3.4.15.4. How to Review the Sales Line Dimensions
Click on the cell Type

Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Dimensions
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Click on the cell Dimension Code with the value 
DEPARTMENT 

The Dimensions assigned to the Sale Line are 
comprised of the Dimensions on the contract and from 
the item on the line.

Click on the button Close

3.5. Quick Rentals
3.5.1. Quick Rentals Overview

3.5.1.1. Overview
The Quick Rental feature provides the ability to add Rental groups and Rental Units to the Rental Lines of an 
existing open rental document or create a new Rental Quote or Rental Contract with the selected rental groups 
and units automatically populated on the Rental Lines.

The Quick Rental feature is available on the Group Avail. Matrix, the Rental Unit Availability Matrix, and the 
Rental Inventory Avail. when accessed from the Business Manager and Sales Order Processor role centers or 
via Search.

NOTE:
This feature is not available from the Rental Lines menu options of Group Avail Matrix and its’ Rental Unit 
Availability Matrix or the Rental Inventory Avail.

3.5.1.2. Quick Rental Document Options
The following picture displays the Quick Rental Document request page when opened from the Group 
Availability Matrix.
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The following provides a brief overview of the fields on the request page.
 Document Type: Is used to specify whether the Quick Rental will be for a Rental Contract or Rental 

Quote.

 Document No.: When the rental groups or units are to be added to an existing contract or quote, then 
look-up and select the applicable document. When a new rental document is to be created this field is to be 
left blank.

 Sell-to Customer No.: When adding to an existing rental document the Sell-to Customer No. on the 
selected rental document will be displayed. When a new rental document is to be created, then look-up and 
select the Customer.

 Sell-to Customer Name: Displays the Sell-to Customer Name of the Sell-to Customer No.

 Rental Start Date: The User Work Date defaults to this field and can be modified to specify the date that is 
to populate the Rental Start Date on the Rental Lines.

 Rental End Date: If expected return date is known then it can be entered and will populate the Rental 
Return Date on the Rental Lines. If the field is left blank and on Rental Management Setup the Default 
Blank Return Date is not enabled, then the Rental Return Date will be set as one period based on the 
Rental Term. If the Default Blank Return Date is enabled, then the Rental Return Date will be blank on the 
Rental Lines.
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 Quantity Required: Is used to specify the quantity of Rental Units that are required for the selected rental 
group or for Rental Units linked to Items. The quantity entered will populate the Rental line, Rental Quantity 
field on rentals lines.

 Rental Terms Code: The entry of a Rental Term code is not mandatory. If a Rental Term is specified, then 
it will default to the Rental Lines.

When a Rental Term is not specified and on Rental Management Setup the Use Unit Rental Terms field is 
enabled, then if the group or units have a Default Rental Term, that term will default to the Rental Lines.

When a Rental Term is not specified and on Rental Management Setup the Use Unit Rental Terms field is not 
enabled the following occurs.

Then when a new rental document is to be created and the Customer card has a Rental Term, it defaults to the 
new rental document header and then defaults to the Rental Lines.

Or if appending to an existing rental document that has a Rental Term on the document header, the term will 
default to the new Rental Lines.

 Location Code: The entry of a Location Code is not mandatory. When a location is specified, it will default 
to the rental lines. If not specified and the rental group or units do have a Location code, then the Location 
will default to the rental lines. If the Rental Units do not have a Location Code and Locations are 
mandatory, then the Location Code must be entered on the Rental Lines.

3.5.2. How to Process a Quick Rental from the Group 
Availability Matrix

3.5.2.1. Overview
The Quick Rental function accessed from the global Group Availability Matrix and Rental Unit Availability Matrix 
provides the ability to either add to an existing quote or contract or create a new quote or contract for the 
selected rental groups or selected Rental Units.

When running the Quick Rental from the Group Availability Matrix the quantity required for the rental group, 
Rental Start Date, Rental End Date, Rental Terms Code and Location can be specified on the request page.

The Quick Rental feature allows for the selection of multiple rental groups from the Group Availability Matrix 
before selecting the menu option.

When running the Quick Rental from the Rental Unit Availability Matrix the Rental Start Date, Rental End Date 
and Rental Terms Code can be specified on the request page.

The Required Quantity and Location Code is not available on the Rental Unit Availability Matrix, Quick Rental 
request page. The location will default from the Rental Units selected.

When a Rental Term is specified, if the rental groups or units do not have a Rental Price card for the Rental 
Term, then the Rental Unit Price on the Rental Lines will be set to 0.00 and need to be populated.

NOTE:
This feature is not available from the Rental Lines, Group Availability Matrix, or the Rental Unit Availability 
Matrix.

3.5.2.2. How to Process a Quick Rental from the Group Availability 
Matrix

The following demonstrates the Quick Rental for creating a new Rental Contract when have selected multiple 
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rental groups that will require the same quantity, Rental Start Date, Rental End Date and Rental Term.

Click on the navigation menu item Group Avail. 
Matrix

Click on the row menu button

Click on the menu item Select More

Select the group or groups to be added to the new 
Rental Contract.

Click on the navigation menu item popup Process
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Click on the navigation menu item Quick Rental

Click on the lookup button Sell-to Customer No.

Click on the link in cell No. with the value 20000

Click on the link Open the date picker for Rental 
Start Date
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Click on a date in the calendar

Select the date that is to be the Rental Start Date on 
the Rental Lines.

Click on the field Rental End Date

Click on the link Open the date picker for Rental 
End Date

If the expected Return Date is known, then select or 
enter the date.

Click on a date in the calendar

Select the date that is to be the Rental Return Date on 
the Rental Lines.
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Click on the field Quantity Required

Enter the text 2.

Click on the lookup button Rental Terms Code

Click on the link in cell Code with the value MONTH-
PEND

Select the Rental Term that is to default to the Rental 
Terms Code on the Rental Lines.
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Click on the button OK

Click on the button Yes

Click on the field Posting Date

The Posting Date is populated based on the User 
Work Date.

Click on the cell Rental Unit No. with the value 
RU00008

Note that both groups with the Rental Quantity of 2 
and their respective child unit lines are created. The 
child line Rental Units will need to be selected.
Note that the Rental Terms Code has defaulted from 
the term entered on the Quick Rental.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 704/2540

ODT Rentals Online Help 5/15/2024 704/2540

Click on the cell Rental Start Date with the value 
5/11/2022

Note that the Rental Start Date and Rental Return 
Date are populated from the dates selected on the 
Quick Rental Document.

Click on the cell Rental Unit Price with the value 
300.00

The Rental Unit Price is populated on all lines as the 
rental groups do have Rental Price cards for the 
selected Rental Term on the Quick Rental.
If the rental group does not have a price card, the 
Rental Unit Price is set to 0.00 and will need to be 
entered for each group, which defaults to the child unit 
lines.

3.5.2.3. How to Process a Quick Rental from the Rental Unit 
Availability Matrix

The following demonstrates the Quick Rental from the Rental Unit Availability Matrix which is accessed from 
the Group Availability Matrix.

In this example, the multiple units of a group will be appended to the Rental Contract created in the previous 
example.

Information regarding the example:
 Rental Management Setup has the Use Unit Rental Term field enabled
 A Rental Term will not be specified on the Quick Rental Document

 The Rental Units have a Rental Term specified on the Rental Unit Card
 The Rental Group the units are assigned to has a Rental Price Card for the Rental Term that is on the 

Rental Units

NOTE:
When the Quick Rental is ran from the Rental Unit Availability Matrix the Rental Units are populated on the 
Rental Lines without the rental group.

Click on the navigation menu item Group Avail. 
Matrix
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Click on the cell No. with the value RU00018

Select the Rental Unit line that the assigned Rental 
Units are to be displayed in the Rental Unit Availability 
Matrix.

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Unit 
Availability Matrix

Click on the row menu button
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Click on the menu item Select More

Click on No. = RU00018-003, Description = Mini 
Excavator, 05 09 22 = 1

Click on the navigation menu item popup Process

Click on the navigation menu item Quick Rental
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Click on the lookup button Document No.

Click on the link in cell No. with the value RC00013

Click on the field Rental Start Date

The date in the Rental Start Date field defaults from 
the users Work Date and can be overridden.

Click on the link Open the date picker for Rental 
Start Date
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Click on a date in the calendar

Click on the link Open the date picker for Rental 
End Date

If the expected date of the return of the Rental Unit is 
known, then look-up and select or enter the date.

Click on a date in the calendar

Click on the button OK
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Click on the button Yes

The following displays the results of appending the selected Rental Units to an open Rental Contract.

Click on Rental Unit No. = RU00018-002

Note that the selected Rental Units have been added 
to the Rental lines of the specified Rental Contract.

Click on the cell Rental Terms Code with the value 
MONTH-PEND

As the Rental Term was not specified on the Quick 
Rental Document and Rental Management Setup has 
the Use Unit Rental Term field enabled, then the 
Rental Term defaulted from the Rental Unit Card.

Click on the cell Rental Start Date with the value 
5/11/2022

Note that the Rental Start Date and Rental Return 
Date are populated from the dates selected on the 
Quick Rental Document.
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Click on the cell Rental Unit Price with the value 
900.00

As the Rental Group has a Rental Price Card for the 
Rental Term on the Rental Line the Rental Unit Price 
is populated.
If there had not been a Rental Price Card on the 
Rental Group or the Rental Units, then 0.00 would be 
the price on the line and need to be populated.

3.5.3. How to Process a Quick Rental from Rental Inventory 
Availability

3.5.3.1. Overview
The Quick Rental function accessed from the global Rental Inventory Avail. provides the ability to either add to 
an existing quote or contract or create a new quote or contract for the selected rental groups or selected Rental 
Units.

The Quick Rental feature allows for the selection of multiple Rental Units to be added to the Rental Lines 
before selecting the menu option.

When running the Quick Rental from the Rental Inventory Avail. the quantity required for the Rental Units, 
Rental Start Date, Rental End Date, Rental Terms Code and Location can be specified on the request page.

When a Rental Term is specified, if the Rental Units do not have a Rental Price card for the Rental Term, then 
the Rental Unit Price on the Rental Lines will be set to 0.00 and will need to be populated.

3.5.3.2. How to Process a Quick Rental from the Rental Inventroy 
Availability

The following demonstrates the Quick Rental for creating a new Rental Contract when have selected multiple 
Rental Units that will require the same quantity, Rental Start Date, Rental End Date, Rental Term and Location 
Code.

Click on the navigation menu item Rental Inventory 
Avail.
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Click on the row menu button

Click on the menu item Select More

Click on No. = RU00033, Item No. = 1007, Item 
Description = Basket Grapple

Click on the navigation menu item Quick Rental
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Click on the lookup button Sell-to Customer No.

Click on the link in cell No. with the value 10000

Click on the field Rental Start Date

The Start Date defaults from the User Work Date. If 
the Start Date is to be different, either look-up and 
select the date or enter the date.

Click on the field Rental End Date

If the expected Return Date is known, then select or 
enter the date.
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Click on the link Open the date picker for Rental 
End Date

Click on a date in the calendar

Click on the field Quantity Required

Enter the text 2.
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Click on the lookup button Rental Terms Code

Click on the link in cell Code with the value MONTH-
PEND-PRO

Click on the lookup button Location Code

Click on the cell Code with the value EAST
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Click on the button OK

Click on the button Yes

Click on the field Posting Date

The Posting Date is populated based on the User 
Work Date.

Click on the cell Rental Unit No. with the value PG-
001

Note that Rental Lines are created for both of the 
Rental Units selected on the Rental Inventory 
Availability records.
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Click on the cell Rental Terms Code with the value 
MONTH-PEND-PRO

Note that the Rental Terms Code, Rental Quantity 
and the Location Code on the Rental Lines are 
populated with the data entered on the Quick Rental 
Document.

Click on the cell Rental Start Date with the value 
5/9/2022

Note that the Rental Start Date and Rental Return 
Date are populated from the dates selected on the 
Quick Rental Document.

Click on the cell Rental Unit Price with the value 
500.00

The Rental Unit Price is populated on all both Rental 
Lines as the Rental Units have Rental Price cards for 
the selected Rental Term.
When a Rental Units does not have a Rental Price 
card, then the Rental Unit Price is set to 0.00 and will 
need to be entered.

3.6. Rental Contracts Using Billing Cycles
3.6.1. Billing Cycle Types Overview

3.6.1.1. Overview
Some organizations have a requirement to have standardized billing cut-off dates for the rental company as a 
whole or per rental contract.
 
For customers being billed on a Periodic Start basis, the rental company may choose to have future billings 
calculated at the first of every calendar month regardless of the original day of the month when the equipment 
was rented. 
 
For those using Periodic End, the rental company may choose to calculate future invoices at the end of each 
calendar month.
 
Other companies may choose to have a standard billing cycle date used for a cut-off on a rental contract so 
that any future equipment added to the contract will be billed to the same cut-off date as the first unit(s) rented.

The Billing Cycle Types feature provides the means to meet these requirements.

The Billing Cycle Types include None, End of Month Billing (EOM), First of Month Billing (FOM) and Billing 
Cycle Date.
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 The None option, is the default option that indicates that billing will occur as per the standard rental pricing 
schemas. Billing will be based on the Invoicing Period Code on the Rental Terms which are on the rental 
lines.

 The three options of EOM, FOM and Billing Cycle Date are mutually exclusive for invoicing purposes, so 
only one can be specified on a Rental Quote or Rental Contract.

3.6.1.2. End of Month Billing
The End of Month Billing provides the functionality with Periodic End, Prorated terms to calculate future 
invoices for billing at the end of each calendar month.
 
When the product is rented out, and the Rental Billing Start Date on a rental line is within a calendar month, 
then a partial rental period will be created from the Rental Billing Start Date to the end of the month.
For the first invoice the partial rental period rate will be prorated from the Rental Billing Start Date to the end of 
the month.

All subsequent rental periods invoiced will be from the 1st of the month to the end of the month, with billing to 
occur on the last day of the calendar month.

To facilitate the proration of partial period calculations and the enforcement of EOM billing, configuration of 
specific rental terms is required.
The required Rental Term configuration for EOM is covered in, How to Set Up Rental Terms for End of Month 
Billing.

To learn about entering and processing rentals using the End of Month Billing cycle type, see How to Process 
Contracts for End of Month Billing.

3.6.1.3. First of Month Billing
The First of Month Billing provides the functionality with Periodic Start, Prorated terms to calculate future 
invoices for billing at the start of each calendar month.

When the product is rented out, and the Rental Billing Start Date on a rental line is within a calendar month, 
then a partial rental period will be created from the Rental Billing Start Date to the end of the month.
The first invoice billing will occur at the start of the rental, and the rental period rate will be prorated from the 
Rental Billing Start Date to the end of the month.

All subsequent rental periods will be from the 1st of the month to the end of the month, with billing to occur on 
the 1st of each calendar month.

To facilitate the proration of partial period calculations and the enforcement of FOM billing, configuration of 
specific rental terms are required.
The required Rental Term configuration for FOM is covered in, How to Set Up Rental Terms for First of Month 
Billing.

To learn about entering and processing rentals using the First of Month Billing cycle type, see How to Process 
Contracts for First of Month Billing.

3.6.1.4. Billing Cycle Date Billing
The Billing Cycle Date type provides the functionality to bill all equipment on rental contract with a consistent 
cut-off date.

The Rental Terms on the rental lines are restricted to either Periodic Start, Prorated or Periodic End, Prorated 
terms. This means that there cannot be a mix of Periodic Start and Periodic End terms on the lines.

To learn about setting up Prorated Rental Terms, see the help, How to Set Up Rental Terms for Proration for 
Partial Periods located in Setup Rentals, Set Up Rental Terms.
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The Billing Cycle Date utilizes a Default Invoicing Period Code, which is used to calculate the first Billing Cycle 
Date on a quote or contract and is used to determine what the next billing date will be when an invoice is 
posted.

If rental equipment is added after the first invoice has been posted, the billing will be pro-rated to the same 
Billing Cycle Date used for the original equipment on the recurring invoice. This will occur regardless of whether 
a weekly, calendar month, or other month length was chosen.

This does not mean everything has to be billed as of a particular date in the month.

NOTE:
However, the Billing Cycle Date Type does contain an additional feature that enables the ability to specify a 
specific Billing Cycle Day, between 1 and 28, which when configured will set the billing to be on that particular 
day, each calendar month.

Flexible setup is provided to enable companies to set a default Billing Cycle Type at a company level, 
Customer level and on the quotes and contracts.

To learn about the setups for Billing Cycle Types, see Setup Billing Cycles.

3.6.2. Setup Billing Cycles

3.6.2.1. Billing Cycles Setup Overview

3.6.2.1.1. Overview
Flexible setup is provided to enable companies to set the Billing Cycle Type for:
 All rentals on the Rental Management Setup
 On a per Customer basis on the Customer cards
 On each Rental Quote or Rental Contract

The setup on Rental Management will default to all quotes and contracts.

Should a Customer card have the Billing Cycle Type setup, then this setup takes priority over the Rental 
Management Setup, and defaults to the quotes and contracts.

On the Rental Quotes and Rental Contracts, the settings defaulted from either Rental Management Setup or 
the Customer card, can be modified or cleared, if required.

Should neither Rental Management Setup or the Customer cards be configured with the Billing Cycle Type and 
details, then the Billing Cycle Type and related details can be specified directly on the quotes and contracts.

3.6.2.1.2. Rental Management Setup
Rental Management Setup has several new fields, which are available when selecting Show more on the 
General tab.

Billing Cycle Type: The field has four possible options to specify what billing type will be enacted globally on 
all rental contracts, unless overridden on the Customer card or rental documents.
 None: The rental billings on rental contracts will follow normal business rules, unless overridden on the 

customer card or rental documents.
 Billing Cycle Date: Any prorated rental lines on any rental contract will automatically have Billing Cycle 

Date enacted, unless overridden on the customer card or rental documents.
 First of Month Billing: Any prorated rental lines on any rental contract will automatically be invoiced at the 

beginning of the month, unless overridden on the customer card or rental documents. Use of FOM is 
subject to restrictions as noted later.

 End of Month Billing: Any prorated rental lines on any rental contract will automatically be invoiced at the 
end of the month unless overridden unless overridden on the customer card or rental documents. Use of 
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EOM is subject to restrictions as noted later.

Default  Invoicing Period Code: If Billing Cycle Date is used, this code will default into the rental document 
header to be used in calculating the invoice date from the Last Date Invoiced.
 
Billing Cycle Day: This field can be used to specify a day of the month from 1-28, which allows a company to 
define a default date of the month that invoicing is to occur on. For example, the 17th.  Anyone wanting the end 
of the month should use the EOM capability as the month-end closing dates vary from month to month.  This 
field is only available if Billing Cycle Date type is selected.
 
Billing Cycle Tolerance Days: This field can be used to specify a minimum number of days to be included for 
an invoice to be calculated. The quantity entered would be combined with the Default Billing Period Code on 
the rental document.  This field is only available if Billing Cycle Date type is selected.

To learn about setting up Rental Management Setup for Billing Cycle Types, see How to Set Up Billing Cycle 
Types on Rental Management Setup and Customers.

3.6.2.1.3. Customer Card Setup
The same fields are also available on the Customer card, Rentals tab, which will  default to the rental 
documents. The Customer setting override the settings on Rental Management Setup.
 Billing Cycle Type
 Default Invoicing Period Code
 Billing Cycle Tolerance Days
 Billing Cycle Day

To learn about setting up a Customer card for Billing Cycle Types, see How to Set Up Billing Cycle Types on 
Rental Management Setup and Customers.

3.6.2.1.4. Rental Documents
The same setup fields are also available on the rental documents, Invoice Details tab.
 Billing Cycle Type
 Default Invoicing Period Code
 Billing Cycle Tolerance Days
 Billing Cycle Day

The settings on Rental Management and/or a Customer card will default to these fields. However, the defaulted 
settings can be overridden. And as well, if there are not any defaulted settings, the settings can be done directly 
on the rental documents.

3.6.2.2. How to Set Up Billing Cycle Types on Rental Mgmt Setup 
and Customers

3.6.2.2.1. How to Set Up Billing Cycle Types on Rental Management 
Setup

3.6.2.2.1.1. How to Setup EOM and FOM Billing Cycle Types
The following example demonstrates the setup of the Billing Cycle Type, End of Month Billing on Rental 
Management  Setup.
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Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the button Show more

Click on the field Billing Cycle Type
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Click on the item End of Month Billing in the list
Should the company by default bill at the beginning of 
each calendar month, then select the option, First of 
Month Billing.

3.6.2.2.1.2. How to Set Up Billing Cycle Date Type
The following example demonstrates the setups for the option Billing Cycle Date.

Click on the field Billing Cycle Type

Click on the item Billing Cycle Date in the list

Click on the lookup button Default Invoicing Period 
Code
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Click on the link in cell Code with the value MONTH
  Select the rental invoicing period which is most 
commonly used.

Note that the Billing Cycle Day and Billing Cycle Tolerance field are only modifiable when the Billing Cycle Type 
is Billing Cycle Date.

Click on the field Billing Cycle Day
This field should only be populated when an 
organization does invoice the majority of their 
customers on a specific day each month, other than 
the first or last day of a calendar month.

Click on the field Billing Cycle Tolerance Days
In this field and organization can specify the minimum 
number of days to that are to be included when an 
invoice is calculated.

3.6.2.2.2. How to Set Up Billing Cycle Types on Customer Cards
The following demonstrates setting up the FOM Billing Cycle Type on a Customer card.
 
When a Customer  card has a Billing Cycle Type setup, then when the customer is added to a rental document 
the settings on the Customer have priority over the setups on Rental Management Setup.

Click on the navigation menu item Customers



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 723/2540

ODT Rentals Online Help 5/15/2024 723/2540

Click on the link in cell No. with the value 20000

Click on the button Show more

Click on the field Billing Cycle Type

Click on the item First of Month Billing in the list

3.6.2.3. How to Set Up Rentals Terms for End of Month Billing

3.6.2.3.1. Overview
The setup of a Rental Term for processing End of Month Billing has specific settings that must be adhered to.
 Invoicing Type must be Periodic End
 Prorate must be All Periods
 Invoicing Period Code must be a monthly period with a Period Length formula of 1M.
 Enforce End of Month Billing must be enabled
The Rental Period Code field which is for specifying the rental rate period, can be set to Day, Week, Month, 28 
Days, etc. 
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When an organization sets up Rental Prices on rental groups and Rental Units, then once the Rental Terms are 
setup the Rental Prices will need to be setup.

3.6.2.3.2. Setting up a Monthly Rental Term for EOM Billing
The following example demonstrates the setting up of a monthly Rental Term for End of Month Billing.

Click on the navigation menu item Rental Terms

Click on the navigation menu item New

Click on the field Code

Enter the text MONTH-PEND-PRO-EOM.
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Click on the field Description

Enter the text Monthly Rental - Per. Prorate EOM 
Billing.

Click on the field Invoice Type

Click on the item Periodic End in the list
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Click on the field Prorate

Click on the item All Periods in the list

Click on the lookup button Period Code

Click on the link in cell Code with the value MONTH
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Click on the field Invoicing Period Code
For EOM Billing it is mandatory that the Invoicing 
Period Code is a Monthly Period with a Period Length 
formula of 1M.

Click on the toggle field Enforce End of Month Billing

3.6.2.3.3. Setting up a Weekly Rental Term for EOM Billing
Click on the link New

Click on the field Code
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Enter the text WEEK-PEND-PRO-EOM.

Click on the field Description

Enter the text Weekly Rental - Per. Prorate EOM 
Billing.

Click on the field Invoice Type
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Click on the item Periodic End in the list

Click on the field Prorate

Click on the item All Periods in the list

Click on the lookup button Period Code
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Click on the link in cell Code with the value WEEK

Click on the lookup button Invoicing Period Code

Click on the link in cell Code with the value MONTH
For EOM Billing it is mandatory that the Invoicing 
Period Code is a Monthly Period with a Period Length 
formula of 1M.

Click on the toggle field Enforce End of Month Billing

3.6.2.4. How to Set Up Rental Terms for First of Month Billing

3.6.2.4.1. Overview
The setup of a Rental Term for processing First of Month Billing has specific settings that must be adhered to.
 Invoicing Type must be Periodic Start
 Prorate must be All Periods
 Invoicing Period Code must be a monthly period with a Period Length formula of 1M.
 Enforce First of Month Billing must be enabled

The Rental Period Code field which is for specifying the rental rate period, can be set to Day, Week, Month, 28 
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Days, etc. 

When an organization sets up Rental Prices on rental groups and Rental Units, then once the Rental Terms are 
setup the Rental Prices will need to be setup.

3.6.2.4.2. Setting up a Monthly Rental Term for FOM Billing
The following example demonstrates the setting up of a monthly Rental Term for First of Month Billing.

Click on the navigation menu item Rental Terms

Click on the link New

Click on the field Code

Enter the text MONTH-PSTART-PRO-FOM.
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Click on the field Description

Enter the text Monthly Rental - Per. Prorate FOM 
Billing.

Click on the field Invoice Type

Click on the item Periodic Start in the list
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Click on the field Prorate

Click on the item All Periods in the list

Click on the lookup button Period Code

Click on the link in cell Code with the value MONTH
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Click on the field Invoicing Period Code
For FOM Billing it is mandatory that the Invoicing 
Period Code is a Monthly Period with a Period Length 
formula of 1M.

Click on the toggle field Enforce First of Month Billing

3.6.2.4.3. How to Set Up a Weekly Rental Term for FOM Billing
The following example demonstrates the setting up of a weekly Rental Term for First of Month Billing.

Click on the navigation menu item New

Click on the field Code
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Enter the text WEEK-PSTART-PRO-FOM.

Click on the field Description

Enter the text Weekly Rental - Per. Prorate FOM 
Billing.

Click on the field Invoice Type
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Click on the item Periodic Start in the list

Click on the field Prorate

Click on the item All Periods in the list

Click on the lookup button Period Code
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Click on the link in cell Code with the value WEEK

Click on the lookup button Invoicing Period Code

Click on the link in cell Code with the value MONTH
For FOM Billing it is mandatory that the Invoicing 
Period Code is a Monthly Period with a Period Length 
formula of 1M.

Click on the toggle field Enforce First of Month Billing

3.6.3. Processing Contracts with Billing Cycle Types

3.6.3.1. How to Process Contracts for End of Month Billing

3.6.3.1.1. Processing EOM Billing with Rental Management Setup 
Defined

The following example will be based on Rental Management Setup having the Billing Cycle Type set to End of 
Month Billing and the Customer will have a Billing Cycle Type of None.
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The contract will contain a group line with a monthly EOM rental term with the same start date and return date.

Click on the navigation menu item Rental Contract

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the field Billing Cycle Type
 
On the Invoicing Details tab, note that the Billing 
Cycle Type, End of Month Billing from the Rental 
Management Setup as the Customer did not have a 
Billing Cycle Type defined.
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00011

Click on the cell Rental Terms Code with the value 
MONTH-PEND
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Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value MONTH-
PEND-PRO-EOM

Click on the cell Rental Quantity with the value 0

Enter the text 2.
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Click on the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell No. of Periods

Enter the text 2.
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Click on the cell Rental Return Date with the value 
6/11/2021
 
By entering 2 in the No. of  Periods field, the Rental 
Return Date is calculated and populated for 2 rental 
periods.

Click on the cell Rental Unit No.

Click on the link in cell No. with the value RU00011-
003

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00011-
001

Click on Rental Unit No. = RU00011-003, Rental 
Terms Code = MONTH-PEND-PRO-EOM, Rental 
Quantity = 1

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Ending Date-Time with the value 
4/30/2021 11:59 PM
 
As the Rental Term on the Rental Line has the field, 
Enforce End of Month Billing enabled, the Ending 
Date-Time is automatically calculated and set to the 
last day in the calendar month or the last billable day 
as on the last line.

Click on the cell Extended Quantity with the value 
0.63333
 
The proration of the partial period calculated the 
extended quantity based on 19 days (April 12 - April 
30) being billable for the first invoice. The calculation 
is 19/30 = 0.63333.

Click on the cell Billing Date with the value 4/30/2021
 
Note that on the first 2 Rental Amount lines the Billing 
Date is set to the last day of the applicable calendar 
month.
The last line Billing Date reflects the Rental Return 
Date or Rental End Billing Date when Return Day 
Billable is enabled.
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Click on the button Close

The processing of the shipment, recurring invoicing and return of the units is the same as processing any 
contracts.
The following steps demonstrate the processing of the contract.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar
 
Select the billing date related to the first invoice to be 
posted.

The Proforma Invoice can be viewed, email or printed by selecting Process - Print Profoma Invoice.

Click on the navigation menu item popup Rental
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Click on the link Invoice

Click on the button Yes

Click on the button OK

Click on the link Open the date picker for Posting 
Date



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 748/2540

ODT Rentals Online Help 5/15/2024 748/2540

Click on the link Next

Click on a date in the calendar
 
Select the billing date related to the second invoice to 
be posted.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice
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Click on the button Yes

Click on the button OK

Click on the link Open the date picker for Posting 
Date

Click on the link Next
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Click on a date in the calendar
 
Select the billing date related to the final invoice to be 
posted which is a partial period.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes
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Click on the button OK

Click on the navigation menu item popup Rental

Click on the button OK

Click on the navigation menu item popup Rental
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Click on the navigation menu item Bulk Returns

Click on the button OK

Click on the navigation menu item Return Rentals

Click on the button Yes
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Click on the button OK

3.6.3.1.2. Processing EOM Billing with Various Rental Terms
The following example will be based on Rental Management Setup having the Billing Cycle Type set to End of 
Month Billing and the Customer will have a Billing Cycle Type of None.

This example is for demonstrating the impact: 
 On the billing dates for an EOM term that has a weekly rental rate.
 When a Rental Line has a Monthly Periodic End, Rental Term which is neither prorated or and EOM term.
 

The contract will contain multiple Rental Lines with allowed Rental Terms and all lines will have a Rental Start 
Date of April 12 and a Rental Return Date of May 31.
1. A rental unit  with a weekly EOM rental term.
2. A group line with a monthly EOM rental term.
3. A rental unit with a monthly periodic end rental term.

Click on the navigation menu item Rental Contract

Click on the lookup button Sell-to Customer Name
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Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.

Click on the field Billing Cycle Type
 
Note that the Billing Cycle Type, End of Month Billing, 
defaulted from the setting on Rental Management 
Setup.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value PG-001

Click on the cell Rental Terms Code with the value 
MONTH-END

Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value WEEK-
PEND-PRO-EOM
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Click on the cell Rental Quantity with the value 0

Enter the text 1.

Click on the cell Location Code

Click on the link in cell Code with the value EAST
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Click on the cell Rental Return Date with the value 
4/18/2021

Click on the link in cell Rental Return Date with the 
value 4/18/2021

Click on the link Next

Click on a date in the calendar
 
Select May 31.
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00011

Click on the cell Rental Terms Code with the value 
MONTH-PEND
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Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value MONTH-
PEND-PRO-EOM

Click on the cell Rental Quantity with the value 0

Enter the text 1.
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Click on the lookup button in the cell Location Code

Click on the link in cell Code with the value EAST

Click on the link in cell Rental Return Date with the 
value 5/11/2021

Click on a date in the calendar
Select May 31.
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00011-
003

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00007

Click on the cell Rental Terms Code with the value 
MONTH-PEND

Click on the link in cell Rental Return Date with the 
value 5/11/2021
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Click on a date in the calendar
 
Select May 31.

The following picture displays the Rental Amount Lines for the Rental Unit PG-001 with the Weekly EOM term.
 The first 3 lines all have the Billing Date of April 30 as the weekly term has the Enforce End of Month Billing 

enabled.
 The first 2 lines for April are full weeks for April 12-18 and April 19-25. The 3rd line is a partial period for 

April 26-30, with the Extended Quantity a prorated quantity of 5/30 = 0.71429 (rounded to display 5 decimal 
places).

 The remaining lines all contain the Billing Date of May 31, with the first 4 lines being full weeks and the last 
line being a partial period for May 29-31 in accordance with the End of Month Billing.

The following picture displays the Rental Amount Lines for the child line of the rental group, which has a 
monthly prorated EOM rental term.
 The first line has a Billing Date of April 30 and is prorated for April 12-30 as per End of Month Billing.
 The second line is for the full month of  May 1-31 with a Billing Date of May 31 as per End of Month Billing.

The following picture displays the Rental Amount lines for the unit line that has the monthly periodic end Rental 
Term, which does not have Prorate set or Enforce End of  Month Billing enabled.

When a rental term is not an EOM term, the Billing Cycle Type of End of Month Billing does not apply to that 
term or rental amount lines for billing purposes.
 Therefore the first  line is for April 12 to May 11, with a Billing Date of May 11 as per standard invoicing.
 And the second line is for May 12 to May 31, with a Billing Date of May 31, which is the Rental Return Date 

and/or the Rental End Billing Date.

Therefore based on the Rental Amount Lines invoice posting would occur on the following dates:
 April 30 for the units with EOM terms on the rental lines
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 May 11 for the unit that does not have an EOM term on the rental line
 May 31 for all units on the contract, if returned on time.

The contract is now ready for processing.
The basic processing steps are:
 Print/email or send the Contract report, if applicable
 Ship the Rental Units
 Change the Posting Date to April 30 for processing the first invoice for the unit lines with EOM terms
 Post the April 30 invoice
 Change the Posting Date to May 11 for processing the first invoice for the unit that does not have an EOM 

term
 Post the May 11 invoice
 Change the Posting Date to May 31 for processing the final invoice and the return of the rental units
 Process the return of the rental units
 Post the May 31 invoice

3.6.3.1.3. Example of the Error if Enter a Disallowed FOM Term
The following demonstrates the error that will occur when on a contract that has the Billing Cycle Type of End 
of Month Billing, a Rental Term is selected on the Rental Lines that  has Enforce First of Month enabled.

Click on the cell Rental Terms Code with the value 
MONTH-PEND

Click on the lookup button in the cell Rental Terms 
Code

Click on the lookup button in the cell Rental Terms 
Code
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Click on the link in cell Code with the value MONTH-
PSTART-PRO-FOM

Click on Validation Results Rental Contract Header 
RC00005 has Billing Cycle Type = End of Month 
Billing; Enforce First of Month Billing rental terms 
are not allowed on rental lines.

Select revert the change message at the top of the contract to reset the term to the original term and clear the 
error.

When a contract  has the Billing Cycle Type set to End of Month Billing and a user enters or changes the 
General tab, Rental Term Code field to an FOM term the same type of error will occur.

3.6.3.2. How to Process Contracts for First of Month Billing

3.6.3.2.1. Processing FOM Billing when Rental Management Setup 
has EOM

The following example will be based on Rental Management Setup having the Billing Cycle Type set to End of 
Month Billing and the Customer will have a Billing Cycle Type of First of Month.

The Billing Cycle Type setup on the Customer will be the type that defaults to the Invoice Details tab, as the 
Customer setting takes priority over the setting on Rental Management Setup.

To demonstrate the impact on the invoicing when different FOM terms are entered, the contract rental lines 
include:
 A rental group with a monthly periodic start term with Enforce First of Month Billing enabled
 A rental unit  with a weekly periodic start term with Enforce First of Month Billing enabled
The Rental Start Date and Rental Return Date will be June 11 and August 31 respectively on all rental lines.
The Return Day Billable field is flagged to indicate that the day the units are returned is billable to the customer.
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Click on the link Rental Contract

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 20000

Click on Invoice Details
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Click on the button Show more

Click on the field Billing Cycle Type
 
Note that the Billing Cycle Type of First of Month 
Billing has defaulted from the Customer card.

The Billing Cycle Type, whether defaulted from Rental Management Setup or the Customer card, can be 
changed on the contract.
 
Changing the type should always be done prior to entering the Rental Units and Rental Terms on the Rental 
Lines. Otherwise errors will occur due to the Billing Cycle Types being mutually exclusive.
 
 

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00008

Click on the cell Rental Terms Code with the value 
MONTH-PEND

Click on the link in cell Code with the value MONTH-
PSTART-PRO-FOM

Click on the cell Rental Quantity with the value 0
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Enter the text 2.

Click on the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Rental Return Date with the value 
7/10/2021
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Click on the link in cell Rental Return Date with the 
value 7/10/2021

Click on the link Next

Click on a date in the calendar

Click on the cell Rental Unit No.
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Click on the link in cell No. with the value RU00008-
001

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00008-
002
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00007

Click on the cell Rental Terms Code with the value 
MONTH-PEND
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Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value WEEK-
PSTART-PRO-FOM

Click on the cell Rental Return Date with the value 
6/17/2021

Click on the link in cell Rental Return Date with the 
value 6/17/2021
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Click on the link Next

Click on the link Next

Click on a date in the calendar

The following picture displays the Rental Amount Lines for one of the child lines of the rental group, which has 
a monthly prorated FOM rental term.
 
When the rental starts at a date within a calendar month, the first invoice will always be a partial period, in order 
to configure the invoicing of the subsequent rental periods to occur on the first day of the related month.

The last period to be invoiced may or may not be prorated, depending on the return date on the rental line.

The first rental amount line has a Billing Date of June 11 as the term is a periodic start term which is for billing 
in advance. It is a partial period for June 11-30, with the Extended Quantity a prorated quantity of 20/30 = 
0.66667 (rounded to display 5 decimal places).

The second and third lines are for full rental periods, with the Billing Dates set to July 1 and August 1 
respectively, in accordance with First of Month Billing.

The following picture displays the Rental Amount lines for the unit rental line with the weekly periodic start 
prorated FOM term.
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With the weekly term, for all calendar months except February, it is the last weekly period that will be a partial 
period.
This is as the Ending Date-Time is set to the last day of the calendar month so that the next invoice 
commences on the first of the following month.
 

Note that for the weeks and partial week with dates in June have the Billing Date of June 11. This is in 
accordance with Periodic Start  invoicing.

Note that the lines with dates in July all have a Billing Date of July 1, and lines with dates in August all have a 
Billing Date of August 1, as per the First of Month Billing cycle.

The contract is now ready for processing.
The basic processing steps are:
 Print/email or send the Contract report, if applicable
 Ship the Rental Units
 Ensure the Posting Date is set to June 11 for processing the first invoice
 Post the June 11 invoice
 Change the Posting Date to July 1 for processing the July invoice
 Post the July 1 invoice
 Change the Posting Date to August 1 for processing the final invoice 
 Post the August 1 invoice
 Change the Posting Date to August 31 for returning the units
 Process the return of the rental units by either entering the Qty. to Return on each rental line or using Bulk 

Returns to auto-update the lines.

As each invoice is posted, the Last Invoice Date field on the Invoice Details tab will be updated.
The following provides an example of this after posting the June 11 invoice.

Click on the field Last Invoice Date
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3.6.3.2.2. Example of the Error if Enter a Disallowed EOM Term
The following demonstrates the error that will occur when on a contract that has the Billing Cycle Type of First 
of Month Billing, a Rental Term is selected on the Rental Lines that has Enforce End of Month Billing enabled.
 
NOTE:
When a contract  has the Billing Cycle Type set to First of Month Billing and a user enters or changes the 
General tab, Rental Term Code field to an EOM term after entering the rental lines, the same type of error will 
occur.

Click on the cell Rental Terms Code with the value 
MONTH-PEND

Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value MONTH-
PEND-PRO-EOM

Click on Validation Results Rental Contract Header 
RC00006 has Billing Cycle Type = First of Month 
Billing; Enforce End of Month Billing rental terms 
are not allowed on rental lines.

Select revert the change message at the top of the contract to reset the term to the original term and clear the 
error.
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3.6.3.3. How to Process Contracts with Billing Cycle Date

3.6.3.3.1. Overview
The following configurations and setups for the example that will be demonstrated include:
 Rental Management Setup, Billing Cycle Type is set to None.
 Customer 40000 has Billing Cycle Type set to Billing Cycle Date, and the Default Invoicing Period Code set 

to Month.
 Rental Terms have been setup for monthly and weekly rentals with an Invoicing Type of Periodic End and 

Prorate set to All Periods.
 Rental Prices for the rental terms have been added to a rental group and a rental unit.

3.6.3.3.2. Creating a Contract Using Billing Cycle Date
The following example demonstrates the use of Billing Cycle Date on a contract when the initial rental lines 
entered contain the following:
 A Rental Unit with a weekly, periodic end prorated rental term
 A rental group with a monthly, periodic end prorated rental term
 The rental contract will be from April 12 to June 30.

Click on the navigation menu item Rental Contract

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 40000
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Click on Invoice Details

Click on the field Billing Cycle Type
 
Note that the Billing Cycle Type and Default Invoicing 
Period Code of MONTH defaulted from the Customer 
card. The settings can be modified, if required.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value PG-001

Click on the cell Rental Terms Code with the value 
MONTH-END

Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value WEEK-
PEND-PRO
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Click on the cell Rental Quantity with the value 0

Enter the text 1. Press the Enter key.

Click on the cell Location Code

Click on the lookup button in the cell Location Code
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Click on the link in cell Code with the value EAST

Click on the cell Rental Return Date with the value 
4/18/2021

Click on the link in cell Rental Return Date with the 
value 4/18/2021

Click on the link Next
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Click on the link Next

Click on a date in the calendar

Click on the field Billing Cycle Date
 
Note that the Default Invoicing Period Code is 
updated to reflect the Invoicing Period Code from the 
weekly term selected on the rental line, and the Billing 
Cycle Date is set to the last day of the first weekly 
rental period.

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00009

Click on the cell Rental Terms Code with the value 
MONTH-PEND

Click on the lookup button in the cell Rental Terms 
Code
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Click on the link in cell Code with the value MONTH-
PEND-PRO

Click on the cell Rental Quantity with the value 0

Enter the text 2.

Click on the cell Location Code
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Click on the lookup button in the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Rental Return Date with the value 
5/11/2021

Click on the link in cell Rental Return Date with the 
value 5/11/2021
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Click on the link Next

Click on a date in the calendar

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00009-
001

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00009-
002
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Click on the field Billing Cycle Date
 
Note that the Default Invoicing Period Code has been 
updated to MONTH and the Billing Cycle Date 
updated to the reflect the first billing date for a 
monthly rental.

When the Rental Lines contain a variety of rental terms the Default Invoicing Period Code will be set to the 
longest period length.

The Billing Cycle Date will be calculated using the Default Invoicing Period Code and use the billing start date 
of the earliest rental amount line from all rental lines, with the length being a maximum of the longest period 
length specified.

Therefore, for this example the calculation of  the Billing Cycle Date is using the Start Billing Date of April 12, 
and the period length from the monthly rental term to determine the Billing Cycle Date of 5/11/2021 as Return 
Day Billable is flagged on the rental lines.

If Return Day Billable had not been flagged, the Billing Cycle Date would have been set to 5/10/2021.

The following picture displays the Rental Amount Lines for the rental line with the weekly rental term to 
demonstrate the results of the Default Invoicing Period Code being set to MONTH and the Billing Cycle Date 
being set based on a monthly cycle.
 
Note that the Billing Date on the lines are set based on the monthly billing cycle and the generation of a 
prorated partial period for the last record in each cycle.

The invoice for the first billing cycle ending May 11, will include the 4 full weekly rental amount lines for April 11 
through to May 9, and the prorated partial weekly line for May 10-11.

To prorate the partial period, the Extended Quantity is calculated as 2 days/7 days.

The following picture displays the Rental Amount Lines for the first child rental line of the rental group to 
demonstrate that for the initial entry and using the calculated Billing Cycle Date, the lines are the same as 
would be without using the Billing Cycle Date.
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3.6.3.3.3. Processing the Shipment and First Invoice
The following steps cover the rental contract document, shipment, previewing of the Proforma Invoice, posting 
of the invoice, and the updating of the Invoice Details tab.

Click on the navigation menu item popup Process

Click on the link Print...

Complete the Options tab and select the preferred 
option to Send, Print or Preview the contract

The following picture displays the rental contract with the sum of the periods including the partial periods 
displayed.
 
The weekly rental is 10 full weeks plus the 3 partial periods, 0.28571 + 0.42857 + 0.71429 which equals 
11.42857 weeks at the weekly rate.
The monthly rental for each group child lines is 2 full weeks plus the partial period of 0.63333, which equals 
2.63333 months.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK
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Click on the link Open the date picker for Posting 
Date

Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Process
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Click on the navigation menu item Print Proforma 
Invoice...

Click on Options.
 
Review and modify the options, if applicable.

Click on Send to... Print Preview & Close Cancel
 
Select the preferred method for reviewing the 
Proforma Invoice.

The following picture displays the Proforma Invoice for the first billing cycle.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK
Click on the field Billing Cycle Date
 
Note that the Last Invoice Date field is populated with 
the posting date of the invoice posted.
And the Billing Cycle Date is updated to display the 
end date of the next invoicing period.

Last Invoice Date: By clicking on the date the Posted Sales Invoice list displaying the invoices posted for the 
contract will be displayed.

The posted invoice can be reviewed, printed, email or sent by selecting the menu options of Rental, then 
Posted Invoices.

The following demonstrates the invoicing of the second Billing Cycle.
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Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date

Click on the link Next

Click on a date in the calendar

The Proforma Invoice can be printed or previewed using the same steps as noted when processing the first 
invoice.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK
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Click on the field Billing Cycle Date
 
Note that the Last Invoice Date is update to the date 
the second invoice was posted, and the Billing Cycle 
Date is updated to the next End Billing Date, which in 
this example is the same as the Rental Return Date.

The posted invoice can be reviewed, printed, email or sent by selecting the menu options of Rental, then 
Posted Invoices.

The following demonstrates the processing of the final invoice and the return of the rental units.

Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK
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Click on the navigation menu item popup Rental

Click on the navigation menu item Bulk Returns

Click on the button OK

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.6.3.4. How to Process Billing Cycle Date Contracts with Tolerance 
Days

3.6.3.4.1. Overview
The following configurations and setups for the example that will be demonstrated include:
 Rental Management Setup, Billing Cycle Type is set to None.
 Customer 10000 will be used with Billing Cycle Type set to None to show setting the Billing Cycle Type and 

Billing Tolerance Days on the contract.
 Rental Terms have been setup for monthly and weekly rentals with an Invoicing Type of Periodic End and 

Prorate set to All Periods.
 Rental Prices for the rental terms have been added to a rental group and a rental unit.

3.6.3.4.2. Processing a Contract with Tolerance Days and Modify 
Billing Cycle Date

The following example demonstrates:
 The configuration of the Billing Cycle Type and Billing Tolerance Days on the contract.
 Entry of a Rental Unit for a weekly rental of 3 weeks.
 The modification of the calculated Billing Cycle Date, which results in the number of days to be invoiced for 

the Billing Cycle Date to be less than the Billing Tolerance Days, therefore, no invoice will be posted.
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Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 10000
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Click on the field Billing Cycle Type

Click on the item Billing Cycle Date in the list

Click on the lookup button Default Invoicing Period 
Code

Click on the link in cell Code with the value WEEK
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Click on the field Billing Tolerance Days

Enter the text 4.

Click on the button OK

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value PG-001

Click on the cell Rental Terms Code with the value 
MONTH-END

Click on the lookup button in the cell Rental Terms 
Code
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Click on the link in cell Code with the value WEEK-
PEND-PRO

Click on the cell Rental Quantity with the value 0

Enter the text 1.

Click on the cell Location Code
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Click on the lookup button in the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell No. of Periods

Enter the text 3. Press the TAB key.
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Click on the cell Rental Return Date with the value 
5/2/2021
 
Note that the Rental Return Date was automatically 
set for 3 weeks from the Rental Start Date by entering 
3 in the No. of Periods field.

The following steps demonstrate the modification of the Billing Cycle Date on the Invoice Details tab.

Click on the field Billing Cycle Date

Click on the link Open the date picker for Billing 
Cycle Date

Click on a date in the calendar

The following demonstrates the message that will occur advising the there is nothing to invoice.
 
NOTE: Should the company use the Rental Invoicing Worksheet to suggest contracts and post invoices, then 
an error message will be displayed on the record related to this contract.
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Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

When there are multiple Rental Lines and if any of the rentals meet the Billing Tolerance Days criteria, then an 
invoice will be generated including any lines which have less than the tolerance days.

NOTE:
There are other scenarios which may result in not meeting the Billing Tolerance Days criteria. 
For example:
 Setting days in the Rental Calendar as Non-Billable
 When billing based on Periodic Usage pricing and the number of days set as Periodic Usage and Standby 

Charges does not meet the required number of days.

3.6.3.5. How to Process Billing Cycle Date Contracts using Billing 
Cycle Day

3.6.3.5.1. Overview
The following configurations and setups that have been completed for the example that will be demonstrated 
include:
 Rental Management Setup, Billing Cycle Type is set to None.
 Customer 20000 will be used with Billing Cycle Type set to Billing Cycle Date and the Default Invoice 

Period Code set to MONTH.
 Rental Terms have been setup for monthly and weekly rentals with an Invoicing Type of Periodic End and 

Prorate set to All Periods.
 Rental Prices for the rental terms have been added to a rental group and a rental unit.
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3.6.3.5.2. Processing a Contract using Billing Cycle Day
The following example demonstrates:
 The setting of a specific Billing Cycle Day on the Invoice Details tab on which invoicing is to occur each 

month.
 The entry of rental lines including a rental unit and a rental group having different rental start dates, 

however will have the same Rental Return Date of June 30.
 Review of the Rental Amount Lines to show the impact on billing when setting the Billing Cycle Day.
 Processing of the rental invoices and showing the updating of the Invoice Details tab, Billing Cycle Date.
 Processing the return of the Rental Units using Bulk Returns.

Click on the navigation menu item Rental Contract

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 40000
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Click on the field Billing Cycle Day

Enter the text 20.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value PG-001

Click on the cell Rental Terms Code with the value 
MONTH-END

Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value MONTH-
PEND-PRO
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Click on the cell Rental Quantity with the value 0

Enter the text 1.

Click on the cell Location Code

Click on the lookup button in the cell Location Code
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Click on the link in cell Code with the value EAST

Click on the cell Rental Return Date with the value 
5/11/2021

Click on the link in cell Rental Return Date with the 
value 5/11/2021

Click on the link Next
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Click on a date in the calendar

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00009
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Click on the cell Rental Terms Code with the value 
MONTH-PEND

Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value MONTH-
PEND-PRO

Click on the cell Rental Quantity with the value 0
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Enter the text 2.

Click on the cell Location Code

Click on the lookup button in the cell Location Code

Click on the link in cell Code with the value EAST
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Click on the cell Rental Start Date with the value 
4/12/2021

Click on the link in cell Rental Start Date with the 
value 4/12/2021

Click on a date in the calendar

Click on the cell Rental Return Date with the value 
5/11/2021
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Click on the link in cell Rental Return Date with the 
value 5/11/2021

Click on the link Next

Click on a date in the calendar

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00009-
001

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00009-
002

Click on the field Billing Cycle Date
 
Note that on the Invoice Details tab, that the Billing 
Cycle Date is set to April 20 per he Billing Cycle Day 
entered. 
Had a Billing Cycle Day not been entered the date 
would be 5/11/2021 based on the Default Invoicing 
Period Code of MONTH and the Rental Start Date of 
April 12.

The following picture displays the Rental Amount Lines for the unit line, PG-001.

Note the following:
 The first record is a partial period for April 12-20 per the Billing Cycle Day being set to 20, which sets Billing 

Cycle Date to 4/20/2021.
 The Billing Date on the first 3 lines are all set to the 20th of each calendar month included in the contract 

duration.
 The final record is a partial period from June 21-30 with a Billing Date of June 30. This is as the Rental 

Return Date/Rental End Billing Date is June 30.

The following picture displays the Rental Amount Lines for the first child unit of the rental group, RU00009-001.

Note the following:
 The first record is a partial period for April 15-20 per the Billing Cycle Day being set to 20, which sets Billing 

Cycle Date to 4/20/2021.
 The Billing Date on the first 3 lines are all set to the 20th of each calendar month included in the contract 

duration.
 The final record is a partial period from June 21-30 with a Billing Date of June 30. This is as the Rental 

Return Date/Rental End Billing Date is June 30.
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The following steps cover the separate shipment of the units on April 12 and April 15.
To ship only the 1 unit on April 12, the Qty. to Rent must be set to 0 on the rental lines of the units that will be 
shipped on April 15.

Click on the field Posting Date
 
Ensure the Posting Date is set to the date the first unit 
is being shipped on.

Click on the cell Qty. to Rent with the value 1

Enter the text 0.

Click on the cell Qty. to Rent with the value 1
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Enter the text 0.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

Click on the field Posting Date
 
Change the Posting Date to the date that the other 
units are to be shipped on.

Click on the link Open the date picker for Posting 
Date

Double click on a date in the calendar
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

The following steps demonstrate the process steps for posting the first invoice on April 20.
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Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

Click on the field Billing Cycle Date
 
Note that the Billing Cycle Date has been 
automatically updated to display the next billing end 
date.
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Click on the field 4/20/2021
 
The Posting Date of the invoice just posted 
automatically populated the Last Invoice Date field. 
By clicking on the date in the Last Invoice Date field, a 
Posted Sales Invoice list for this contract will be 
displayed where the Rental Invoice can be printed, 
emailed or sent.

The following picture displays the Posted Rental Invoice for April 20.
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The following demonstrates the processing steps of the second invoice for May 20, and the review of the 
Invoice Details tab after posting the invoice.
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Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date

Click on the link Next

Click on a date in the calendar
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK
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Click on the field Billing Cycle Date
 
Note that the date is now updated to the next end 
billing date for the next invoice on June 20.

Click on the field 5/20/2021
 
Note that the Last Invoice Date is updated to display 
the date of the invoice just posted.

The following steps demonstrate the processing of the June 20 invoice, final invoice on June 30, and the return 
of the Rental Units.

Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date
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Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice
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Click on the button Yes

Click on the button OK

Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date
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Click on a date in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes
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Click on the button OK

As all Rental Units are being returned on June 30, the Rental Return Date, the using of the Bulk Returns 
feature is quick and easy as it updates the Qty. to Return on all the rental lines automatically.
Rather than going to each rental line and entering the Qty. to  Return manually.

Click on the navigation menu item popup Rental

Click on the navigation menu item Bulk Returns

Click on the button OK
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.7. Processing Contracts Using User Defined Terms
3.7.1. Processing with User Defined Billing Terms Overview

3.7.1.1. Processing Overview for User Defined Billing Terms
When the User Defined Billing Term defaults from the Customer Card, Rental Term field or is entered on the 
Rental Quote or Rental Contract, General tab, then the lines of the User Defined Billing Term can be view from 
the Contract menu option.
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If on Rental Management Setup the Use Unit Rental Terms is not enabled, and a User Defined Billing Term is 
on the Rental Terms Code field on the General tab of a quote or contract, the User Defined Billing Term will 
default to the Rental Lines as a rental group, unit or Roll-up Pricing Package is entered.

When a User Defined Billing Term is entered on a rental group line, the term defaults to the child lines as per 
standard rentals and can be modified on the child rental lines.

When the term is configured so that the Rental Rates are entered on the Billing Schedule, then when the 
Rental Rates are entered on a rental group line, the Rental Rates default to the Billing Schedules lines linked to 
the child units of the group and can be overridden.

When a Roll-up Pricing package is entered on a rental line and a User Defined Billing Term is entered on the 
package line, the term will default to the component lines. When the term, billing schedule lines does not have 
the Use Pricing From Setup enabled, then the Rental Rates will need to be specified on the Rental Line, Billing 
Schedule for all the components.

3.7.1.2. Modifying the Rental Line - Billing Schedule Lines
Prior to invoicing the Rental line, Billing Schedule lines can be modified, and lines can be added or deleted.
 
Date gaps between the schedule lines is not allowed. The From Date on the second and subsequent lines must 
be the date after the To Date on the previous line.

Lines can be deleted when none of the dates in the date range on the line have been invoiced. If any of the 
dates within the date range on a line have been invoiced, then the line cannot be deleted.

When the To Date is modified on a line, then the From Date and To Date on the subsequent lines are 
automatically updated based on the date formulas of the term lines. The From Date cannot be manually 
modified on the Billing Schedule lines.

When changing the To Date on a Billing Schedule line the following confirmation message will occur, which will 
update the From Date and To Date on subsequent lines when Yes is selected on the following confirmation 
message.
 
The change to the To Date will cause gaps or overlapping values for From Date/To Date. Do you want to 
update the following From Date/To Date to keep up with the change?

The following scenarios outlines what can be modified after one or more invoices have been posted, and yes is 
selected on the confirmation message.

 When the Rental line, Billing Schedule has multiple lines and have invoiced up to the To Date on first Billing 
Schedule line, which has a Billing Method of Initial Billing, and contains a rental term that is a Fixed Fee 
(flat) rental term, then the To Date field on the subsequent lines can be modified.

 When the Rental line, Billing Schedule has multiple lines and have only invoiced up to the To Date on first 
Billing Schedule record, which has a Billing Method of Fixed or Duration and contains a rental term that is 
not a Fixed Fee (flat) rental term, then the To Date field can modify on the first or subsequent lines.

 When the Rental Line Billing Schedule has multiple lines, and one or more invoices have been posted up to 
a date within the From Date and To Date on any of the lines, then the To Date can be modified on the line 
which contains the date invoiced up to. Subsequent lines can have the To Date modified, if required.

 When the Rental line, Billing Schedule has multiple lines and have only invoiced up to the To Date on first 
Billing Schedule record, which has a Billing Method of Fixed or Duration and contains a rental term that is 
not a Fixed Fee (flat) rental term, then the To Date field can modify on the first or subsequent lines. 
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3.7.2. How to Process Contracts with User Defined Variable 
Daily Rates

3.7.2.1. Overview
The following example demonstrates the processing of a rental contract using a User Defined Billing Term with 
billing schedule lines containing variable daily rates, which are fixed for multiple date ranges.

For this example, on Rental Management Setup the Use Unit Rental Terms field is disabled.

The User Defined Billing Term will be entered on the contract, General tab and reviewed from the contract 
menu.

A rental group will be entered on a Rental Line and the group Billing Schedule will be opened from the Rental 
Line menu.

The Rental Rates will be entered on the rental group Rental Line, Billing Schedule, which will default to the 
child unit lines, Billing Schedule. 
NOTE:
The rates and lines on the rental line, Billing Schedules related to the child lines can be modified to be different 
than the group line.

3.7.2.2. Processing a Contract with a Variable Daily Rate Term
Click on the navigation menu item Rental Contract

Click on the lookup button Sell-to Customer Name



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 841/2540

ODT Rentals Online Help 5/15/2024 841/2540

Click on the link in cell No. with the value 20000

Click on the lookup button Rental Terms Code

Click on the link in cell Code with the value 
VARIABLE DAILY RATE

The following steps demonstrate how to review the User Defined Billing Term lines for the term selected.

Click on the navigation menu item popup Contract
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Click on the navigation menu item User Defined 
Billing Term

The following picture displays the lines setup on the User Defined Billing Term that was selected on the 
General tab of the contract.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00008

Click on the cell Rental Terms Code with the value 
VARIABLE DAILY RATE

Note that the Rental Terms Code defaulted from the 
General tab.

Click on the cell Rental Quantity with the value 0

Enter the text 2.
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Click on the cell Rental Return Date with the value 
4/11/2022

Click on the link in cell Rental Return Date with the 
value 4/11/2022

Click on the link Next

Click on 15 in the calendar

The following steps demonstrate the selecting of both of the Rental Units on the group child lines.
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Click on the cell Rental Unit No.

Click on the link in cell No. with the value RU00008-
005

Click on the cell Rental Unit No.

Click on the link in cell No. with the value RU00008-
006

The following demonstrates the opening of the Billing Schedule for the group rental unit and the entry of the 
Rental Rates to be used per date range.
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Click on the navigation menu item popup Line

Click on the navigation menu item Billing Schedule

Click on the cell From Date with the value 4/11/2022

The From Date and To Date fields are set based on the date formulas which are the number of days from the 
Rental Billing Start Date on the Rental Line. 
 OD in the term billing schedule lines, From Day, on the first record was converted to the same date as the 

Rental Billing Start Date and populated the From Date

 3D in the term billing schedule lines, To Day, on the first record was converted to be 3 days after the Rental 
Billing Start Date On the subsequent lines the Date From and Date To are calculated in the same manner.

In this example the Rental Rates must be specified on the Billing Schedule lines in order to have different rental 
rates for each range of dates on rent.
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Click on the cell Rental Rate with the value 0.00

Enter the text 30.00.

Click on the cell Rental Rate with the value 0.00

Enter the text 25.00.
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Click on the cell Rental Rate with the value 0.00

Enter the text 20.00.

Click on the cell Rental Rate with the value 0.00

Enter the text 15.00.
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Click on the button Close

The Rental Rates, when specified on the Billing Schedule lines, are utilized in the creation of the Rental 
Amount Lines rather than the Rental Unit Price from the Rental Line.

The following picture displays the Rental Contract report with the pricing details displaying the date ranges and 
applicable Rental Rate that will be charged.
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The following steps cover the shipping of the units, then the running of the Proforma Invoice with a Cut-off Date 
of April 30 to preview what the customer will be billed when invoicing the contract for 20 days.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK
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Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma 
Invoice...

Click on the link Open the date picker for Cut-off 
Date

Click on 30 in the calendar
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Click on the button Preview & Close

The following picture displays the Proforma Invoice containing the pricing breakdown for the 20 days that will 
be invoiced.
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The following steps cover the invoicing of 20 days.
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Click on the link Open the date picker for Posting 
Date

Click on 30 in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Optionally the Invoice and Print or Invoice and Send 
can be selected when invoicing the contract.
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Click on the button Yes

Click on the button OK

The Posted Rental Invoice document can be previewed, printed, etc. from the Posted Sales Invoice.

The following step cover the invoicing of the remaining of the contract and the return of the units.

Click on the link Open the date picker for Posting 
Date

Click on the link Next
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Click on 15 in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes
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Click on the button OK

Click on the navigation menu item popup Rental

Click on the navigation menu item Bulk Returns

Click on the button OK
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.7.3. How to Process Contracts with User Defined Duration 
Daily Rates

3.7.3.1. Overview
The following example demonstrates the processing of a rental contract using a User Defined Billing Term with 
billing schedule lines containing variable daily rates, which are based on the duration of the rental.

In this example, on Rental Management Setup, the field Use Unit Rental Term is enabled. Therefore, when a 
rental unit has a default term, that term will default to the rental line.
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Therefore, if the User Defined Billing Term is entered on the General tab prior to entering the groups and units 
on the rental lines, will not default to the lines.
Should the User Defined Billing Term be entered on the General tab after entering the groups and/or units are 
entered on the rental lines, then a confirmation message will occur.

To demonstrate the confirmation message, the User Defined Billing Term will be entered on the contract 
General tab after entering a rental group that has a default Rental Term that is different.

3.7.3.2. Processing the Contract with the Duration Based User 
Defined Billing Term

Click on the navigation menu item Rental Contract

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 10000
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00008

Click on the cell Rental Terms Code with the value 
MONTH-PEND

Note that a Rental Term has defaulted to the Rental 
Line from the Rental Unit card.
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Click on the cell Rental Quantity with the value 0

Enter the text 2.

Click on the lookup button Rental Terms Code

Click on the link in cell Code with the value 
DURATION DAILY RATE
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Click on the button Yes

Click on the navigation menu item popup Contract

Click on the navigation menu item User Defined 
Billing Term

Click on the cell Billing Method with the value 
Duration Based
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Click on the column header Use Pricing From Setup

Note that the field, Use Pricing From Setup, is not checked on the lines as the same Rental Term is on all the 
lines, which is required when using the Billing Method of Duration.
Therefore, the Rental Rates must be entered on the Rental Line, Billing Schedules for the Rental Lines with the 
User Defined Billing Term.

Click on the button Close

Click on the cell Rental Unit No. with the value 
RU00008

Click on the cell Rental Return Date with the value 
4/11/2022
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Click on the link in cell Rental Return Date with the 
value 4/11/2022

Click on the link Next

Click on 13 in the calendar

The Rental Rates can be entered on the group unit line, which will default to the child unit lines. The Rental 
Rates can be modified on the child unit lines Billing Schedule.

Click on the navigation menu item popup Line



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 866/2540

ODT Rentals Online Help 5/15/2024 866/2540

Click on the navigation menu item Billing Schedule

Click on the cell From Date with the value 4/11/2022

The Day From and Day To, date formulas on the term 
lines are converted to dates on the rental line Billing 
Schedule lines.

The Rental Rates must be entered on each line to specify what rate may be billed to the customer depending 
on the duration of the rental.
The rate to be used when invoicing is based on the total rental duration from Rental Billing Start Date to Rental 
Billing End Date on the rental line.

The Rental Rates entered will decline the longer the total rental is for.
The customer will be billed using the determined rental rate throughout the contract.

Click on the cell Rental Rate with the value 0.00

Enter the text 30.00.
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Click on the cell Rental Rate with the value 0.00

Enter the text 25.00.

Click on the cell Rental Rate with the value 0.00

Enter the text 20.00.
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Click on the cell Rental Rate with the value 0.00

Enter the text 15.00.

Click on the button Close

Click on the cell Rental Unit No.
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Click on the link in cell No. with the value RU00008-
003

Click on the cell Rental Unit No.

Click on the link in cell No. with the value RU00008-
004

Click on Rental Unit No. = RU00008-003, Rental 
Terms Code = DURATION DAILY RATE, Rental 
Quantity = 1
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Unit Price Excl. Tax with the value 
20.00

As the entered Rental Return Date and defaulted 
Rental Billing End Date falls within the Billing 
Schedule line with the From Date 5/10/2022 and To 
Date of 7/23/2022, then the Rental Rate of 20.00 is 
the daily rental rate that is used when billing the 
customer.

Click on the button Close
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Click on the navigation menu item popup Process

Click on the navigation menu item Print...

Click on the button Preview

The following picture of the Rental Contract document displays the pricing for the contract based on the 
duration of the rental.
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The following covers the shipment of the rental units.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

The following steps cover the previewing of the Proforma Invoice for invoicing the contract up to April 17.
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Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma 
Invoice...

Click on the link Open the date picker for Cut-off 
Date

Click on 17 in the calendar



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 875/2540

ODT Rentals Online Help 5/15/2024 875/2540

Click on the button Preview & Close

The following picture of the Proforma Invoice displays what the customer will be invoiced when the Posting 
Date is set to April 17 when posting the invoice.
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The following steps cover invoicing the contract up to April 17.
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Click on the link Open the date picker for Posting 
Date

Click on 17 in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice
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Click on the button Yes

Click on the button OK

The following picture displays the Posted Rental Invoice for the posted invoice.
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Subsequent invoicing will be billed at the same daily rental rate.
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3.7.4. How to Process User Defined Initial Billing & Run On 
Billing Methods

3.7.4.1. Overview
This example will demonstrate the processing of a Rental Contract using a User Defined Billing Term with the 
first line having a Billing Method of Initial Billing and the second line having a Billing Method of Run On.

When invoicing the first line is invoiced based on the Rental Term on the Initial Billing line, and then all 
subsequent invoicing is based on the Rental Term specified on the line with the Billing Method of Run On.

The following picture displays the User Defined Billing Term Lines of the IB FIXED-RUN ON EOM term that will 
be used in the example.

On Rental Management Setup the field, Use Unit Rental Term, has been enabled.

A rental group will be entered on the Rental Lines which has the User Defined Billing Term specified in the 
Rental Term field on the group card. Therefore, the term will default to the group Rental Line and update the 
child lines, Billing Schedules.

A Rental Return Date will be entered on the group line which will result in the final billing being for a partial 
rental period.

On the group rental line, Billing Schedule, a Rental Rate will be entered on the Initial Billing record, which will 
be used when invoicing at the end of the first month.

The Run On record will be modified by enabling the Use Pricing From Setup field. Therefore, the Rental Unit 
Price will be used from the Rental Price card setup on the group unit card, instead of entering a Rental Rate on 
the Billing Schedule line.

After the selection of the child units, the Rental Amount Lines will be reviewed. 
The company will decide that they want to bill the partial rental period at a daily rental rate rather than the 
prorated amount calculated from the monthly rental price.

In order to bill the final partial period at a daily rental rate the Billing Schedule on the group will be modified.
The Run On record To Date will be modified to the end date of the last full month period.

A new record will be added with a Billing Method of Final Billing, a daily rental term will be selected and a 
Rental Rate will be specified for invoicing the final partial period.

3.7.4.2. Processing a Contract with a User Defined Billing Term with 
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Initial Billing and Run-On Methods
Click on the navigation menu item Rental Contract

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00011

Click on the cell Rental Terms Code with the value 
IB FIXED-RUN ON EOM

Click on the cell Rental Quantity with the value 0
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Enter the text 2.

Click on the cell Rental Return Date with the value 
4/30/2022

The Rental Return Date is automatically set to the 
date in the To Date field on the Initial Billing record in 
the Billing Schedule. The date will be modified to the 
expected return date.

If the rental is an indefinite rental the Rental Return Date can be cleared.

When the field, Default Blank Return Date, is enabled on Rental Management Setup the Rental Return Date 
will be blank.

Click on the link in cell Rental Return Date with the 
value 4/30/2022

Click on the link Next
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Click on the link Next

Click on the link Next

Click on 3 in the calendar

Click on the navigation menu item popup Line
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Click on the navigation menu item Billing Schedule

The following picture displays the Billing Schedule for the group line which will be modified prior to posting any 
invoices by:
 Entering a Rental Rate on the Initial Billing, Fixed Fee End term record
 Checking the Use Pricing From Setup on the Run On record with the periodic end, prorated, end of month 

term

Click on the cell Rental Rate with the value 0.00
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Enter the text 5000.00.

Click on Use Pricing From Setup

Click on the button Close

 When invoicing at the end of April, the Rental Unit Price will be used from the Rental Rate field on the 
Billing Schedule, Initial Billing record.

 When invoicing subsequent rental periods, the Rental Unit Price will be used from the Rental Price card 
setup on the rental group unit.

The following steps cover the selection of the Rental Units on the group child lines and the reviewing of the 
Rental Amount Lines on a child line.

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00011-
001

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00011-
003

The following picture displays the Rental Amount Lines for the unit RU00011-001.

The first record contains what will be billed for the Initial Billing, Fixed Fee billing schedule line.
The second and third records contain what will be billed for the Run On, Monthly Periodic End of Month term for 
May and June.

The last record contains the amount to be billed for the partial rental period.
The Extended Quantity for July 1 to 3 is calculated as 3 days divided by 31 days in July = 0.09677, which is 
displayed as a rounded amount.

The Line Amount Excl. Tax is based on a prorated daily rate times the number of days to be billed in the partial 
rental period.

The prorated daily rate is calculated as the Unit Price Excluding Tax of 9,000.00 divided by 31 days = 
290.3225806.
The Line Amount Excl. Tax is calculated as 290.3225806  times 3 days = 870.87.

In this example the company wants to charge a specific daily rate for the three days of July 1 to July 3 rather 
than the prorated daily rate.

The following demonstrates the modification of the Run On line and the addition of a new Final Billing line on 
the rental group unit line which updates the Billing Schedules on the child unit lines.

Click on the cell Rental Unit No. with the value 
RU00011
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Click on the navigation menu item popup Line

Click on the navigation menu item Billing Schedule

Click on the cell To Date with the value 9/15/2049

Enter To Date.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 890/2540

ODT Rentals Online Help 5/15/2024 890/2540

Click on the cell From Date

Enter From Date.

Click on the cell To Date

Enter To Date.
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Click on the cell Billing Method

Click on the item Final Billing in the list

Click on the cell Rental Terms Code

Click on the lookup button in the cell Rental Terms 
Code
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Click on the link in cell Code with the value DAILY-
PEND

Click on the cell Rental Rate with the value 0.00

Enter Rental Rate.

Click on the button Close

The following picture displays the Rental Amount Lines after the modifications to the Billing Schedule lines.

Note that July 1, 2 and 3 are now individual lines with a Unit Price Excl. Tax of 250.00.
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The following steps cover the shipping of the Rental Units.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

The invoicing process is the same as when using a single Rental Term on the Rental Lines.

The following steps cover the invoicing of the Initial Billing of the Fixed Fee for April 30.

The steps for invoicing the 2 subsequent  months, May 31 and June 30 and the Final Billing of the three days 
ending July 3 are the same steps.
The only difference is that the Posting Date must be set to the applicable date when invoicing.

Click on the field Posting Date

Enter the text 04302022.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Optionally select Invoice and Email or Invoice and 
Send.

Click on the button Yes

Click on the button OK

The following steps demonstrate how the Posted Rental Invoice can be viewed or printed directly from the 
contract.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Posted Invoices

Once the invoicing has been completed for the contract, then the Rental Units will need to be returned.
The following steps demonstrate the returning of the units using the Bulk Return functionality.

Click on the field Posting Date

Ensure the Posting Date is set to the date that the 
Rental Units are or were returned on.

Click on the navigation menu item popup Rental

Click on the link Bulk Returns



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 897/2540

ODT Rentals Online Help 5/15/2024 897/2540

Click on ODT Bulk Return

On the ODT Bulk Return page no settings are needed 
as the Rental Units will be returned on the date 
specified on the Rental Return Date field and be 
returned to the same Location as shipped from.

Click on the button OK

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals
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Click on the button Yes

Click on the button OK

3.8. Rental Contracts with Units Linked to Items
3.8.1. Processing Rentals with Units Linked to Items Overview

3.8.1.1. Overview
The Rentals ensures when a unit is linked to an item that Item Ledger Entries are created when units are 
rented out and returned. Thus ensuring that the Item Availability provides a clear picture as to the location of 
the item quantity on items linked to Rental Units.
 
ODT Rentals provides an Rental Inventory Availability matrix, which provides a list of Items linked to Rental 
Units and the projected available balance quantity of the Item that is available to rent out.
 
To learn about the Rental Inventory Availability matrix, see ODT Rental Online Help, Processing Rentals, 
Processing Rentals Overview.

When a unit that is linked to an item is entered on a 
Rental Quote with Commit Reservation checked, or 
on a Rental Contract, Transfer Orders will be created, 
but will not be posted.

Both the shipment and receipt of the Transfer order 
will be posted, when from the Rental Contract, the 
Ship Rentals is ran. This posting will transfer the item 
between the location where rented from to another 
location, which is to be used for when the item/unit is 
out on rent.
On the Rental Line, the additional field of ODT Transfer Order No., contains the Transfer Order No and 
provides the ability to open the Transfer Order when the number is clicked on. Once the Ship Rentals has been 
ran, the lookup is no longer available as the Transfer Order will have been shipped and received.

By default on return of the unit, the item will be transferred back to the location from which it was rented. This 
feature will also occur should the rental line with the unit be deleted from the quote or contract, instead of being 
shipped, invoiced and returned.
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Rental Units can be returned to a different or temporary rental location, and on return the item as well will be 
returned to the same location.

To learn about returning Rental Units with Items linked to the unit to a different or temporary location, see ODT 
Rental Online Help, Processing Rentals, Returning Units to a Different or Temporary Location.

The Transfer Order general tab has been modified to include a new field, Rental Transfer Order that is 
automatically enabled, when the order was created from a rental quote or contract.

When this field is enabled, users cannot modify the key fields on the General tab, nor can the lines be modified. 
In addition, the Transfer order be deleted or posted directly from the Transfer Order. The posting of the 
Transfer Order shipment and receipt occurs when on the rental contract, the Ship Rentals is ran.

The setups for rentals, when units are linked to items 
is conditional on whether on Inventory Setup, the 
Location Mandatory field has been enabled or not.

The use of Locations with Rentals has unique 
conditions when Rental Units are linked to Inventory 
Items.
When Rental Units are linked to an Inventory Item, then the Rental Unit card will not have a Location specified, 
even when Rental Management Setup has the Location Mandatory field enabled. 

Inventory Locations functionality and availability handle the use of Locations in conjunction with the Rental Unit 
linked to an Item.

For additional information, please review ODT Rentals Online Help, How to Setup Rental Locations. Review the 
How to Setup an Inventory Location and How to Setup an Inventory Rentals In-Transit Location.

When entering a unit on rental lines, the Item 
Availability and Rental Unit Reservations Entries will 
control the Rental Quantity that can be shipped for the 
unit on the line. 

ODT Rentals provides a report, Shortage List, to 
determine whether there are any shortages for any 
Rental Contract, Rental Lines, which can be ran for all 
contracts or from a Rental Contract just for that 
contract. Should there be any shortages, the 
functionality to resolve shortages directly from the 
Rental Contract is also provided.

For additional information, please review ODT Rentals 
Online Help, Processing Rentals, Resolving Rental 
Shortages.
The entry and processing steps on the Rental Quote 
and Rental Contract are the same as standard rental 
processing when the item does not have Serial No. 
tracking, Lot No, tracking or are stored in Bins.
The entry of units linked to items with Serial No. and/or Lot No. tracking requires the selection of the Item 
Tracking Entries for the Serial Nos. and/or Lot Nos. in the Item Tracking Entries. The Item Tracking Entries are 
accessed from the Rental Line menu option, Line, Item Tracking Lines.

The Transfer Order, Item Tracking Entries will be updated when the Serial Nos. and/or Lot Nos. are selected 
and the Item Tracking Entries page is closed.
The posting of the rental unit shipment will automatically post the Transfer Order, updating the inventory.

The entry of units linked to items which are in a rental location that has Bin Mandatory enabled, will by default 
populate the Bin Code field on the rental line, with the default Bin Code. The Bin Code field is an additional field 
available to add to the rental line using Personalize.
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The Bin Code can be overridden to specify the Bin the item is to be shipped from. The Transfer-From Bin Code 
and Transfer-To Bin Code fields on the Transfer Order will be updated with the Bin Code from the rental line.

The Transfer-From Bin Code and Transfer-To Bin Code fields are available to add to the Transfer Order lines 
using Personalize.

At times there may be a requirement to ship or return only a portion of the Rental Quantity on the rental line, 
when an Item is linked to a Rental Unit.

To learn about partially shipping and partially returning Rental Units that are linked to Items, see ODT Rental 
Online Help, Processing Rentals, Partial Shipments and Returns.

NOTE:
When an organization is using Rental Quotes and enters a Rental Unit linked to an Item, a Transfer Order is 
not automatically created. A Transfer Order will be created for the Item when Make Contract is ran, which will 
then reserve the Item.
 
Should the organization wish to reserve the Item on the entry of the unit linked to the Item on a quote, then the 
Commit Reservation box must be checked. This will create the Transfer Order. The Transfer Order No. remains 
the same, when the Make Contract is ran. If the Commit Reservation box is subsequently cleared, prior to 
running Make Contract, then the Transfer Order is deleted. Upon running the Make Contract a new Transfer 
Order will be created.

3.8.2. How to Process Contracts When Units are Linked to 
Items

3.8.2.1. Overview
The following examples demonstrate the processing 
of Rental Contracts with Rental Units linked to Items 
when the Transfer Orders created are direct transfers 
and indirect transfers.

The Item linked to the Rental Unit in the examples is 
not serialized, nor is it stored in Bins.
On Rental Management Setup, Location Mandatory is 
enabled.

3.8.2.2. Processing Contracts Without In-Transit Locations
Profile - Sales Order Processor

Basically the same steps can be used should the user 
have the Business Manager Profile assigned.
The purpose of the following chapter is to display the 
impact on the Item which has been linked to a Rental 
Unit, and the unit is rented out creating direct 
transfers for the items.

On Inventory Setup, Location Mandatory is not 
enabled, and on Rental Management Setup, the 
Location Mandatory is enabled. 

Included is a review of the Item Ledger Entries, 
Posted Transfer Shipment and the Item Availability 
when the unit is entered on a contract and when the 
unit is returned.
The setups completed for this example include:
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• Creation of an Item to link to a Rental Unit
• Purchasing the item, with selecting a Rental 
Location on the line
• Creation of a Rental Unit and linking it to the Item 
created
• Adding Rental Prices to the Rental Unit that was 
created
• Creating a new Location for where the Item will be 
transferred to, when entered on the Rental Line and 
the Location has been specified
• Adding the new Location to the Rental Management 
Setup, Inventory Rentals Location field
In this example, a location called RENTRESERV has 
been created and added to the Rental Management 
Setup, Inventory Rental Location field.

This is the location that the item will be transferred to, 
when the unit linked to an item is entered on a rental 
line, and the Location Code field is populated.
Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value PG-001

Click on the cell Rental Terms Code

If the Rental Term is to be different than the one that 
defaulted from the Rental Unit, then lookup and select 
the applicable term.
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Click on the cell Rental Quantity

Enter the text 4.

Click on the cell Location Code

Click on Code = EAST, Name = East Warehouse

Should there not be sufficient quantity of the item in inventory at the specified location, then this must be 
corrected in order to ship the rental unit from the contract, and to ensure the Item Availability displays the 
correct amounts.

If the Location selected is correct, then either a transfer or purchase must be made to that Location. 
Alternatively, the Rental Quantity could be reduced on the contract.

The shortage can be addressed directly from the rental contract. 

To learn about resolving rental shortages, see ODT Rental Online Help, Processing Rentals, Resolving Rental 
Shortages.
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Click on the cell Rental Return Date

Should the expected date of return of the unit be 
different than the automatically populated date, then 
enter or look-up and select the expected Rental 
Return Date.

Click on the link in cell ODT Transfer Order No. with 
the value 1006

When clicking on the ODT Transfer Order No., the 
created Transfer Order will automatically open.
However, the order cannot be edited or posted by 
users directly from the order. All changes to the 
quantity, Location, etc. are done on the Rental 
Contract, which updates the Transfer Order.

The contract can be printed from the contract command bar, by selecting Process, then Print.

The following steps demonstrate the posting of the shipment of the rental units.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

The following steps demonstrate viewing the Item 
Ledger Entries created when Rental Unit linked to an 
item was entered on the Rental Contract.
Click on the link 

Click on the field Type to start search:
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Enter the text items.

Click on Items Lists

Click on the data brick No. = 1000, Description = 
Portable Generator, Type = 0

Click on the navigation menu item popup Navigate
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Click on the navigation menu item popup History

Click on the navigation menu item popup Entries

Click on the navigation menu item Ledger Entries

The picture provided here displays the Item Ledger Entries created when the unit linked to the item was 
entered on the Rental Contract.

In the Item Ledger Entries, as per standard inventory 
processing of transfers, when Direct Transfers are 
done the Location code is not populated on the direct 
transfer entries.
The following steps demonstrate navigating to the 
Posted Transfer Shipment from the EAST Location 
which were created and highlights some of the fields 
related to the rentals.

The same can be done for the Posted Transfer 
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Receipt into the RENTRESERV Location.
Click on the navigation menu item popup Actions

Click on the navigation menu item Navigate

Click on the cell Related Entries with the value 
Posted Transfer Receipt

Click on the navigation menu item popup Process
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Click on the navigation menu item Show Related 
Entries

Click on the field Transfer-from Code

Note that the location matched the location that was 
entered on the rental line of the contract.

Click on the field Transfer-to Code

Note that the location is the location that was setup on 
the Rental Management Setup, Inventory Rental 
Location field for direct transfers.

Click on the field External Document No.

Note that the Rental Contract No. is populated in the 
External Document No., which makes it easy for a 
user to know which contract the transfer was related 
to.
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Click on the back button

Click on the back button

Click on the back button

The following steps demonstrate the Item Availability 
as a result of the transfers and Item Ledger Entries 
created.
Click on the navigation menu item popup Availability
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Click on the link Item Availability by 

Click on the navigation menu item Location

Click on the cell Qty. on Hand with the value 4

Note that as on the Rental Contract, the Rental 
Quantity entered was 4, the RENTRESERV Location 
now has 4 in that location.

Click on the cell Qty. on Hand with the value 16

When purchasing the item, a quantity of 10 was 
purchased into the EAST Location.

Note that the Qty. On Hand in the EAST Location now 
displays 6.
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Click on the back button

Processing of the invoicing and returning can be 
completed using the same steps as noted in the help 
document, How to Process Rental Contracts for 
Billing at End of the Contract located in the 
Processing Rentals, Rental Contracts.
When the units are returned on the contract, then a 
Transfer Order will be created and the shipment and 
receipt posted, which will transfer the item quantity to 
the EAST Location from the RENTRESERV Location.
To learn about Bulk Returns, go to ODT Rental Online Help, Processing Rentals, Rental Contracts, How to 
Process Bulk Returns.

3.8.2.3. Processing Contracts With In-Transit Locations
Profile - Sales Order Processor

Basically the same steps can be used should the user 
have the Business Manager Profile assigned.
The purpose of the following chapter is to display the impact on the Item, when it has been linked to a Rental 
Unit and the unit is rented out, where on Inventory Setup the Location Mandatory field is enabled.

Included is a review of the Item Ledger Entries, Posted Transfer Shipment and Receipt documents and the 
Item Availability, when the linked unit is entered on a contract and when the unit is returned.

Setups completed for using the In-Transit Location, in 
addition to the setups noted in the Processing 
Contract when In-Transit Locations are not used, 
include:

• Creating an new In-Transit Location for rental 
transfers
• Adding the new In-Transit Location to the Rental 
Management Setup, Inventory Rentals In-Transit 
Location field
• Enabling the Location Mandatory field on Inventory 
Setup
In this example, a location called RENTRESERV has been created and added to the Rental Management 
Setup,

As Location Mandatory field is enabled on the Inventory Setup, then the transfers cannot be direct transfers.

Therefore for rentals, the field on Rental Management 
Setup, Inventory Rental In-Transit Location must be 
populated. When the Inventory Setup has the field 
Location Mandatory enabled, then the system 
ensures that this field is populated. If not, then an 
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error will occur when the user tries to close Rental 
Management Setup.

An existing In Transit Location can be used or a new 
one setup, so that it is easy to see the transfers are 
related to Rentals.

For this example, a new In-Transit Location called 
RENT.LOG was created and selected on Rental 
Management Setup.
Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value PG-001

Click on the cell Rental Terms Code

If the Rental Term is to be different than the one that 
defaulted from the Rental Unit, then lookup and select 
the applicable term.

Click on the cell Rental Quantity
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Enter the text 2.

Click on the cell Location Code

Click on Code = WEST, Name = West Warehouse

Should there not be sufficient quantity of the item in inventory at the specified location, then this must be 
corrected in order to ship the rental unit from the contract, and to ensure the Item Availability displays the 
correct amounts.

If the Location selected is correct, then either a transfer or purchase must be made to that Location. 
Alternatively, the Rental Quantity could be reduced on the contract.

The shortage can be addressed directly from the rental contract. 

To learn about resolving rental shortages, see ODT Rental Online Help, Processing Rentals, Resolving Rental 
Shortages.
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Click on the cell Rental Return Date

Should the expected date of return of the unit be 
different than the automatically populated date, then 
enter or look-up and select the expected Rental 
Return Date.

The following steps demonstrate the posting of the shipment of the rental units.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

The following steps demonstrate viewing the Item 
Ledger Entries created when Rental Unit linked to an 
item was entered on the Rental Contract.
Click on the link 

Click on the field Type to start search:

Enter the text items.
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Click on Items Lists

Click on the data brick No. = 1000, Description = 
Portable Generator, Type = 0

Click on the navigation menu item popup Navigate

Click on the navigation menu item popup History
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Click on the navigation menu item popup Entries

Click on the navigation menu item Ledger Entries

When the Inventory Setup has the Location Mandatory field enabled, then an In-Transit Location must be used 
when creating and posting Transfer Orders.

In the picture provided here, which displays the entries created, the Location field has the RENT.LOG 
Locations, which was setup on Rental Management Setup.

The Posted Transfer Shipment and Posted Transfer 
Receipts can be viewed using the same steps 
demonstrated in the chapter, Processing Contracts 
When In-Transit Locations are not used.
Click on the back button

The following steps demonstrate the Item Availability 
as a result of the transfers and Item Ledger Entries 
created.
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Click on the navigation menu item popup Navigate

Click on the navigation menu item popup Availability

Click on the navigation menu item popup Item 
Availability by

Click on the navigation menu item Location
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Click on the link in cell Qty. on Hand with the value 8

As on the Rental Contract, the Rental Quantity 
entered was 2, the initial inventory of 10 in the WEST 
Location was reduced by 2.

Click on the cell Qty. on Hand with the value 2

Note that the RENTRESERV Location now has a 
quantity of 2 as a result of the entry of the Rental Unit 
linked to the item being entered on the contract.

Click on the back button

Processing of the shipping, invoicing and returning 
can be completed using the same steps as noted in 
the help document, How to Process Rental Contracts 
for Billing at End of the Contract located in the 
Processing Rentals, Rental Contracts.
When the units are returned on the contract, then a 
Transfer Order will be created and the shipment and 
receipt posted, which will transfer the item quantity to 
the WEST Location from the RENTRESERV Location.
To learn about Bulk Returns, see ODT Rental Online Help, Processing Rentals, Bulk Returns.

To learn about returning Rental Units to a different or temporary rental location, see ODT Rental Online Help, 
Processing Rentals, Returning Units to a Different or Temporary Location.

3.8.3. How to Process Contracts When Units are Linked to SN 
Items

3.8.3.1. Overview
The renting of Rental Units linked to Items, now includes serialized items. The Rental Quote and Rental 
Contract have been enhanced to include the menu option, Item Tracking Entries.
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This feature can be used with Locations, whether Inventory Setup has the field Location Mandatory enabled or 
not.

For processing rentals with a serialized item linked to the rental unit, the Item Tracking Code setup is required, 
and must be specified on the Item card.

When purchasing the items, the Serial Nos. can be assigned using a No. Series code when setup on the item 
card, or when purchasing custom Serial Nos. can be assigned.

The setup of the serialized item and the purchasing of the item is done using the standard processes and is not 
covered here.

Once the Item has been setup, then it is linked to the Rental Unit on the Link tab selecting the Type Item, and 
then selecting the Item in the Link Code.

When Locations are used, then the entry of units linked to serialized items, requires the selection of the 
serialized items in the Item Tracking Entries, accessed from the Rental Line menu option, Line, Item Tracking 
Lines.

The Transfer Order, Item Tracking Entries will be updated when the Serial Nos. are selected. The posting of the 
rental unit shipment will automatically post the Transfer Order, updating the inventory.

When used without Locations, the availability of the item is not updated, as no transfer order is created or 
posted.

For information on the setup of rental locations, see ODT Rental Online Help, Setup Rentals, Setup Rental 
Locations.

For information on the setup of Rental Management Setup for processing rentals, when an Item is linked to a 
Rental Unit, see ODT Rental Online Help, Setup Rentals, How to Set Up Rental Management Setup. 

For additional information, see Processing Rentals, Processing Rentals with Units Linked to Items and How to 
Process Contracts When Units are Linked to Items.

3.8.3.2. How to Set Up an Item Tracking Code for Serialized Rentals
The following demonstrates the setup of the Item Tracking Code for Serialized Items that will be linked to 
Rental Units.

Click on the link Tell me what you want to do.
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Click on the field Type to start search:

Enter the text item tracking.

Click on Item Tracking Codes

Click on the navigation menu item New
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Click on the field Code

Enter the text rentsnall.

Click on the field Description

Enter the text Rental Tracking Code.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 925/2540

ODT Rentals Online Help 5/15/2024 925/2540

Click on the toggle field SN Rental Tracking

Should an organization use of Serial No. Tracking be combined with the use of Bins, then it is recommended to 
enable the SN Warehouse Tracking so that the Serials Nos. are included in the Warehouse Entries.

Click on the back button

Click on the back button

3.8.3.3. How to Enter a Rental Line with a Rental Unit Linked to 
Serialized Items

The following demonstrates the creation of a Rental Contract, and the entry of a Rental Unit that has a 
Serialized Item linked to it.

In this example, both Inventory Setup and Rental Management Setup have the field, Location Mandatory 
enabled. Therefore the Transfer Orders with be indirect transfers.

The Item that will be using in demonstrating the processing of Rental Contracts with the Rental Unit it is linked 
to, has the Costing Method set to Specific, the Item Tracking Code to RENTSNALL and the Serial Nos. to SN1.

The specification of a No. Series for Serial Nos. is not mandatory. When purchasing the entry of Custom Serial 
Nos. can be completed in the Item Tracking Entries.
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Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00027

The following demonstrates the accessing of the Rental Inventory Availability matrix.
To learn about the Rental Inventory Availability matrix, see ODT Rental Online Help, Processing Rentals, 
Processing Rentals Overview.

Click on the navigation menu item popup Manage

Click on the navigation menu item Rental Inventory 
Avail.

The following is the steps to continue the entry on the Rental Line.
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Click on the cell Rental Quantity with the value 0

Enter the text 2.

Click on the cell Location Code

Click on the link in cell Code with the value EAST

The rental Item Tracking Lines are similar to the sales Item Tracking Lines contain the same menu options.

The main difference is that on the lines the rental fields, Qty. to Rent and Qty. to Return are displayed.

The Serial Nos. can be either selected using the look-up button or by using the menu option, Process, Select 
Entries.

The following demonstrates the selection of the Serial Nos. using the menu option.
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Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines

Click on the navigation menu item popup Process

Click on the navigation menu item Select Entries
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Click on the button OK

The lines in the Item Tracking Lines will automatically be populated with the Serial Nos. of the lines accepted as 
above.

Alternatively the records with the desired Serial Nos. can be selected by using the look-up in the Serial No. field 
on the lines.

The Qty. to Rent and Qty. to Return will be automatically populated on the lines.

Click on the button Close

The following demonstrates reviewing the Transfer Order, Item Tracking Lines.

Click on the link in cell ODT Transfer Order No. with 
the value 1005

Click on the navigation menu item popup Line
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Click on the navigation menu item popup Item 
Tracking Lines

Click on the navigation menu item Rental

Click on the cell Serial No. with the value SN00001

The Item Tracking Line Serial Nos. selected on the 
rental line Item Tracking Entries automatically 
populate the Transfer Order, Item Tracking Lines.

Click on the button Close
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Click on the button Close

The following demonstrates the reviewing of the Rental Inventory Availability, and the Item card opened to 
review the Item Availability by Location.

3.8.3.4. How to Enter a Serialized Item on the Sales Lines
The following demonstrates the entry of a Serialized Item on the Sales Lines.

Click on the cell Type

Click on the item Item in the list

Click on the cell No.
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Click on the link in cell No. with the value 1004

Click on the cell Location Code

Click on the lookup button in the cell Location Code

Click on the link in cell Code with the value WEST
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Click on the cell Quantity with the value 0

Enter the text 2.

Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 935/2540

ODT Rentals Online Help 5/15/2024 935/2540

Click on the navigation menu item popup Process

Click on the navigation menu item Select Entries

The Select Entries automatically select the first available record or records and populates the lines.
The Serial Nos. to be sold can alternatively be selected by using the look-up in the Serial No. field on the lines.

Click on the button OK

Click on the button Close

3.8.3.5. Processing the Rental Contract
The remaining steps in processing the contract, shipping, invoicing and return of the contract is the same as 
demonstrated in the Processing Rentals, Rental Contracts help, when the full quantity is shipped and returned.

NOTE:
On the To Ship list, the Item Tracking Line menu option is located within the Rental menu option for the 
selection of Serial Nos. of the items.
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On the To Return list, the Item Tracking Line menu option is located within the Rental menu option providing 
the capability for the selection of Serial Nos. of the items for processing partial returns.

NOTES:
The process of selecting the Serial Nos. and shipment of Rental Unit can be completed from the To Ship list 
accessed from the cue on the Sales Order Processor profile.
 
The process of returning the Rental Unit linked to an Item with Serial Nos. can be accomplished from the To 
Return list.
Returns can as well be processed using the Rental Rapid Returns, which provides the ability to scan or enter 
the Serial No. of the items.
 
To learn about using the Rental Rapid Returns feature to process returns of Units linked to Items with Serial 
No. Tracking, see ODT Rental Online Help, Processing Rentals, Rental Rapid Returns.

To learn about processing partial shipments and partial returns, when serialized Items are linked to Rental 
Units, see ODT Rental Online Help, Processing Rentals, Partial Shipments and Returns.
 
In addition the help in Processing Rentals, Pending Shipments and Returns demonstrates the processing of 
partial shipments and returns of Rental Units linked to serialized Items from the To Ship and To Return cues.
 
To learn about returning to a different or temporary location, when Items in Bins are linked to Rental Units, see 
ODT Rental Online Help, Processing Rentals, Returning Units to a Different or Temporary Location.

3.8.4. How to Process Contracts When Units are Linked to Lot 
Item

3.8.4.1. Overview
ODT Rentals Rental Units are linked to Items feature includes the capability for Lot Tracking with and without 
Use Expiration Dates enabled. The Use Expiration Dates in rentals includes both with and without Strict 
Expiration Posting enabled. ODT Rentals does not include Warranty Date Formula, or the Require Warranty 
Date Entry features related to Lot tracking.

For processing rentals of an Item with Lot tracking linked to the rental unit, the Item Tracking Code setup is 
required and must be specified on the Item card. The Item Tracking Code requires specific settings for 
processing rentals with linked items that have Lot Tracking, which is outlined in the chapter, How to Set Up an 
Item Tracking Codes for Lot No. Tracking.
 
The purchasing of the item with Lot Tracking is done using the standard processes and is not covered here.
 
Once the Item has been setup, then it is linked to the Rental Unit on the Link tab selecting the Type Item, and 
then selecting the Item in the Link Code.

This feature can be used with Locations, whether Inventory Setup has the field Location Mandatory enabled or 
not.
 
When Locations are used, then the entry of units linked to Items with Lot tracking requires the selection of the 
Item Lot Nos. in the Item Tracking Lines, which is accessed from the Rental Line menu option, Line, Item 
Tracking Lines.

The rental Item Tracking Lines are similar to the sales Item Tracking Lines and contain the same menu options. 
The main differences are that on the lines the rental fields, Qty. to Rent and Qty. to Return are displayed.  And 
the Qty. to Handle, Qty to Invoice (Base) and Appl.-to Item Entry fields are not displayed. The Lot No. field is 
displayed when the Rental Unit is linked to an Item which has an Item Tracking Code with Rental Lot Tracking 
enabled. 

When an organization is using Expiration Dates, then it is recommended that the Expiration Date field be added 
to the Item Tracking Lines page and the Item Tracking-Select Entries page using Personalize.
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IMPORTANT

If after selecting the Item Tracking Entry(s), the Item Tracking Line(s) is deleted, the Item Tracking Lines 
must  be closed and re-opened in order to update the Transfer Order, which updates the Item Inventory 
Availability, before running the Select Entries or lookup in the Lot No. field on the lines.

Should this not be done, then the Select Entries page will display incorrect data.

The Transfer Order, Rental Item Tracking Lines will be updated when the Lot Nos. have been selected and the 
Item Tracking Lines page is closed. The posting of the rental unit shipment will automatically post the Transfer 
Order, updating the inventory.

When used without Locations, the availability of the item is not updated, as no transfer order is created or 
posted.

For information on the setup of rental locations, see ODT Rental Online Help, Setup Rentals, Setup Rental 
Locations.

 
For information on the setup of Rental Management Setup for processing rentals, when an Item is linked to a 
Rental Unit, see ODT Rental Online Help, Setup Rentals, How to Set Up Rental Management Setup. 

 
For additional information, see Processing Rentals, Processing Rentals with Units Linked to Items and How to 
Process Contracts When Units are Linked to Items.

3.8.4.2. How to Set Up an Item Tracking Code for Lot No. Rentals
The ODT Rentals supports the following setups of Item Tracking Codes for Lot No. tracking for use with rentals:
 Lot Tracking with Use Expiration Dates disabled
 Lot Tracking with Use Expiration Dates enabled
 Lot Tracking with Use Expiration Dates and Strict Expiration Posting enabledWhen entering or selecting 

Item Tracking Lines and the Use Expiration Dates field is enabled and the Strict Expiration Posting is 
disabled, then the entry will be allowed. No informational message will occur.

When entering or selecting Item Tracking Lines and the Use Expiration Dates and the Strict Expiration Posting 
fields are enabled, then the following scenarios will result in an information message.

Example of the message: The selected Lot BGLOT-00004 will expire during the rental period or duration of the 
rental line. Shipment will not be allowed, if the Lot has expired before the shipment posting date. Ok.
 Selection of a Lot No. that has an Expiration Date that is equal to or before Posting Date on contract. The 

Lot No. will need to be changed as will result in the shipment of the Rental Unit being disallowed. An error 
will occur. Example of error: Expiration Date is before the posting date in Reservation Entry Entry 
No.='430',Positive='No'.

 Selection of a Lot that has an Expiration date later than the Posting Date on the contract, however, will 
expire equal to or before the Rental Return Date on the rental line. The user can choose to leave the Lot 
No. as selected and the shipment will be allowed.

 When the Rental Return Date is blank on the Rental Line and the selection of a Lot No. that will expire 
equal to or before the end of the first rental period of the term on the Rental Line. The user can choose to 
leave the Lot No. as selected and the shipment will be allowed.

3.8.4.2.1. Item Tracking Code  for Lot Tracking with Use Expiration 
Dates Disabled

The following demonstrates the setup of an Item Tracking Code for Items with Lot Tracking that will be linked to 
a Rental Unit with the Use Expiration Dates disabled.
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Click on the link Search

Click on the field Tell me what you want to do

Enter the text Item Track.

Click on Item Tracking Codes Administration 
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Click on the navigation menu item New

Click on the field Code

Enter the text RENTLOT.

Click on the field Description
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Enter the text Rental Lot Tracking.

Click on the toggle field Lot Rental Tracking

 
The enabling of the Lot Rental Tracking field is 
mandatory for processing rentals.
When enabled then other fields on the Lot No. tab are 
automatically enabled.

When an organization is using Lot tracking and be combined the use of Bins in the rental location(s), then it is 
recommended to enable the Lot Warehouse Tracking so that the Lot Nos. are included in the Warehouse 
Entries.

3.8.4.3. Processing Contracts with Rental Units Linked to Items with 
Lot Tracking

3.8.4.3.1. Overview of Example
The example on the entry of Rental Units linked to Items with Lot Tracking includes the:
 Entry of a Rental Unit where Lot Tracking, Use Expiration Dates is Disabled
 Entry of a Rental Unit where Lot Tracking, Use Expiration Dates is Enabled
 Entry of a Rental Unit where Lot Tracking, Use Expiration Dates and Strict Expiration Posting Enabled

 
Setups which have been completed for the example that follows include:
 Both Inventory Setup and Rental Management Setup have the field, Location Mandatory enabled. 

Therefore, the Transfer Orders with be indirect transfers.
 Item Tracking Codes have been setup which have the above configurations.
 The Items have been setup with the various Item Tracking Codes and purchases have been processed.
 Rental Units have been setup and linked to the Items.

The Rental Units and Items setup for the example are as follows:
 Rental Unit No. is RU00032. The unit is linked to Item 1006, Series 10 Sucker Rod Overshot with Item 

Tracking Code, RENTLOT, which has the User Expiration Dates field disabled. 
 Rental Unit No. is RU00033. The unit is linked to Item 1007, Basket Grapple with Item Tracking Code, 

RENTLOTEX1, which has the User Expiration Dates field enabled and the Strict Expiration Posting field 
disabled.

 Rental Unit No. is RU00034. The unit is linked to Item 1008, Spiral Grapple with Item Tracking Code, 
RENTLOTEX2, which has the User Expiration Dates and Strict Expiration Posting fields enabled. 

Rental Prices were setup on the Rental Units for daily rentals and monthly rentals with invoicing in arrears 
(Periodic End)
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3.8.4.3.2. Entry of Rental Units linked to Items with Lot Tracking
The following demonstrates the creation of a Rental Contract and the entry of the Rental Units linked to Items 
with the various Item Tracking Code settings, as noted in the Overview chapter.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the lookup button Rental Terms Code
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Click on the link in cell Code with the value MONTH-
PEND

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
 
The Rental Unit selected is linked t o an Item with the 
Item Tracking Code, RENTLOT, that the Use 
Expiration Dates is not enabled.

Click on the link in cell No. with the value RU00032

Once the Rental Unit is selected on the Rental Line, the Rental Inventory Availability matrix can be accessed by 
selecting the Rental Line menu option Manage, Rental Inventory Availability to review the rental projected 
available balance of the Item that is linked to the unit on a by day basis.

To learn about the Rental Inventory Availability matrix, see ODT Rental Online Help, Processing Rentals, 
Processing Rentals Overview.
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Click on the cell Rental Terms Code with the value 
MONTH-PEND

Click on the cell Rental Quantity with the value 0

Enter the text 2.

Click on the cell Location Code
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Click on the link in cell Code with the value EAST

Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines
 
The process of selecting entries in the Item Tracking 
Lines for Items with Lot Tracking is the same as when 
selling Items with Lot Tracking.

Click on the navigation menu item popup Process
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Click on the navigation menu item Select Entries

 
The suggested Lot No. and Selected Quantity can be accepted, changes or modified.

Click on the link in cell Lot No. with the value S10-001

Click on the cell Selected Quantity with the value 2

Click on the button OK

IMPORTANT
If after selecting the Item Tracking Entry(s), the Item Tracking Line is deleted, the Item Tracking Lines must  be 
closed and re-opened in order to update the Transfer Order, which updates the Item Inventory Availability, 
before running the Select Entries or lookup in the Lot No. field on the lines.
Should this not be done, then the Select Entries page will display incorrect data.
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Click on the button Close

The next Rental Unit that will be selected is linked to an Item that has the Item Tracking Code, RENTLOTEX1, 
which has the Use Expiration Dates enabled and the Strict Expiration Posting disabled.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00033
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Click on the cell Rental Quantity with the value 0

Enter the text 2.

Click on the cell Location Code

Click on the link in cell Code with the value EAST
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Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines

Click on the navigation menu item popup Process

Click on the navigation menu item Select Entries
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Click on Lot No. = BG-001

Click on the cell Expiration Date with the value 
4/12/2021
 
Note that the suggested entry line has an Expiration 
Date of April 12 which is later than the Rental Start 
Date of April 20.
The suggested entry can be accepted as on the Item 
Tracking Code specified on the Item card, the Strict 
Expiration Posting is disabled. Or can be changed to 
a Lot No. which has an expiry date that is later than 
the Rental Start Date on the Rental Line. 

Click on the button OK

Click on the cell Expiration Date with the value 
4/12/2021
 
Note that the selected entry with the Expiration Date 
of April 12 was accepted and that no informational 
message regarding the Expiration Date occurred. 
Shipping of the Rental Unit and transfer of the Item to 
the Rental Inventory Location (On Rent/Reserved) will 
be allowed.
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Click on the button Close

The next Rental Unit that will be selected is linked to an Item that has the Item Tracking Code, RENTLOTEX2, 
which has the Use Expiration Dates and the Strict Expiration Posting enabled.

For this example, first a Lot No. with an Expiration Date that is later than the Posting Date on the contract  will 
be selected to demonstrate the message that will occur.

Then the Item Tracking Line will be deleted and a Lot  No. with an Expiration Date that is after the Posting 
Date, but will expire during the rental duration of the contract will be selected.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00034



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 951/2540

ODT Rentals Online Help 5/15/2024 951/2540

Click on the cell Rental Quantity with the value 0

Enter Rental Quantity.

Click on the cell Location Code

Click on the link in cell Code with the value EAST
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Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines

Click on the navigation menu item popup Process

Click on the navigation menu item Select Entries
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Click on the cell Expiration Date with the value 
4/12/2021

Click on the button OK

An informational message will occur for both of the Lot. Nos selected due to the Expiration Dates of the Lots.

As the first Lot No. Expiration Date is earlier than the Posting Date on the Contract, shipping of the Rental Unit 
will not be allowed. A different Lot No. must be selected.

The second Lot No. Expiration Date is later than the Posting Date, however the Lot will expire during the rental 
duration of the contract. The shipping of the Rental Unit will be allowed. Whether the Lot No. is to be changed 
or kept will be based on the organizations policy related.

Click on the button OK

Click on the button OK

The following demonstrates the changing of the first Lot No. selected to a Lot No. which will not expire during 
the rental duration of the contract.
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Click on the row menu button

Click on the menu item Delete Line

Click on the button Yes

Click on the navigation menu item popup Process
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Click on the navigation menu item Select Entries

Click on the cell Selected Quantity with the value 1

Enter the text 0.

Click on the cell Selected Quantity
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Enter the text 1.

Click on the button OK

Click on the cell Expiration Date with the value 
5/31/2021
 
Note than no message occurred when the Lot No. 
with an Expiration Date later than the Rental Return 
Date was selected.

Click on the button Close

The Rental Contract is now ready for shipping, invoicing and returning the Rental Units. The standard rental 
processing steps are used.

When the total Rental Quantity is to be shipped and returned, there are no additional or different processes to 
be done when units are linked to Items with Lot Tracking.

NOTE:
When partial shipments or partial returns need to be processed, then there are specific processing steps to be 
followed.

To learn about processing partial shipments and partial returns for Rental Units linked to Items with Lot 
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Tracking, see ODT Rental Online Help, Processing Rentals, Partial Shipments and Returns.

3.8.4.3.3. Processing the Shipment, Invoicing and Return
Click on the field Posting Date

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

Click on the field Posting Date
 
The Posting Date must be set to a date equal to or 
later than the applicable Rental Amount Line, Billing 
Date.

Click on the link Open the date picker for Posting 
Date

Click on the link Next
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Click on a date in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 960/2540

ODT Rentals Online Help 5/15/2024 960/2540

Click on the button OK

When returning Rental Units from a contract, if all units are to be returned on the same date for the full quantity 
in the On Rent field, then using the Bulk Returns menu option is suggested as updates the Qty. to Return on all 
rental lines.
If preferred the user can enter the Qty. to Return on each Rental Line.

Click on the navigation menu item popup Rental

Click on the navigation menu item Bulk Returns

Click on the button OK
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Click on the cell Qty. to Return with the value 2

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes
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Click on the button OK

The Item entries created by the shipping and returning of the Rental Unit can be reviewed from the Item card, 
Related, History, Item Ledger Entries and Item Tracking Entries.

3.8.5. How to Process Contracts When Units are Linked to 
Items in Bins

3.8.5.1. Overview
Items which are stored in bins can be linked to a Rental Unit and rented out. The bin contents and inventory for 
the item are updated, when the unit is shipped and returned. 

The sale of items from bins can be processed on the Sales Lines on the rental documents

Setups and configuration for processing rental contracts with Rental Units linked Items stored in Bins include 
the following:

• A rental Location that the unit and item will be transferred to when the unit is shipped, and then added to 
Inventory Rentals Location field on Rental Management Setup
• An Inventory Rentals In-Transit Location for indirect transfers, if Inventory Setup has the Location Mandatory 
field enabled. Once setup, then will need to be added to the Inventory Rentals In-Transit Location field on the 
Rental Management Setup.
• Rental locations that have the Bin Mandatory field enabled, the Default Bin Selection specified and the Bin 
Codes setup.
• The purchase of the item into the rental locations and bins that have Bin Mandatory enabled
• Linking the Item to the applicable Rental Unit
• Adding the Bin related fields to the Rental Lines on the Rental Contract, and if applicable Rental Quote
• Adding the Bin related fields to the Transfer Order Lines

A modification has been made to the Location card, which restricts the activation of the fields on the 
Warehouse tab to Bin Mandatory, Default Bin Selection and the Calendar code fields, when Allow Rentals is 
activated. All other fields on the Warehouse tab cannot be active or activated, when Allow Rentals is activated.

To learn about setting up the Locations noted above, see ODT Rental Online Help, Setup Rentals, Setup 
Rental Locations.

To learn about setting up Rental Management Setup, see ODT Rental Online Help, Setup Rentals, Financials 
Set Up for Rentals.

The Bin Code can be added to the Rental and Sales Lines on the Rental Quote and Contract using 
Personalize. 

The entry of Rental Units linked to items, which are in a rental location that has Bin Mandatory enabled, will by 
default, populate the Bin Code field on the rental line, with the Default Bin Code.  The Bin Code can be 
overridden to specify the Bin the Item is to be shipped from.

On the Transfer Order, the Transfer-From Bin Code and Transfer-To Bin Code fields can be added to the lines 
using Personalize. The Transfer-From Bin Code will be updated with the Bin Code from the rental line. With the 
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transfer being to the Rental Inventory Location the Transfer-To Bin Code field will not be populated.

When the Rental Unit is shipped the Transfer Order is posted creating posted Transfer Shipments, Posted 
Transfer Receipts, Item Ledger Entries and Item Warehouse Entries, which updates the Bin Contents on the 
Item.

When returning the Rental Unit, the linked item can be returned to a different Bin Code in the location it was 
shipped from.

In addition, the Rental Unit and linked item can be returned to a different rental location with the item being 
returned to a Bin in that location. When returning the Rental Unit and linked item to a temporary rental location 
the item will not be returned to a Bin.

On the Rental Lines, the Return Location Code, Return Bin Code and Return Temporary Location fields are 
available to add using Personalize. 

To learn about returning to a different or temporary location, when Items in Bins are linked to Rental Units, see 
ODT Rental Online Help, Processing Rentals, Returning Units to a Different or Temporary Location.

To learn about processing partial shipments and partial returns, when Items in Bins are linked to Rental Units, 
see ODT Rental Online Help, Processing Rentals, Partial Shipments and Returns.

In addition the help in Processing Rentals, Pending Shipments and Returns demonstrates the processing of 
partial shipments and returns of Rental Units linked to Items stored in Bins from the To Ship and To Return 
cues.

NOTE:
The process of selecting a different Bin and shipment of Rental Unit can be completed from the To Ship list 
accessed from the cue on the Sales Order Processor profile.

The process of returning the Rental Unit linked to an Item stored in Bins can be accomplised from the To 
Return list accessed from the cue on the Sales Order Processor profile.

3.8.5.2. How to Process a Contract with a Unit Linked to an Item in 
Bins

The following example demonstrates the entry and processing of a contract with a Rental Unit linked to an Item 
stored in bins on the Rental Lines and an Item stored in bins on the Sales Lines.

Click on the navigation menu item Rental Contract
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Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00026

The following demonstrates reviewing the Rental Inventory Availability list which displays the item quantity 
available in all rental locations as of the users work date. A location filter can be applied, which will filter the 
quantity displayed in the Rental Avail. Inventory field to display the quantity for the specified rental location.

To learn about the Rental Inventory Availability list, see ODT Rental Online Help, Prcoessing Rentals, 
Processing Rentals Overview.

Click on the navigation menu item popup Manage

Click on the navigation menu item Rental Inventory 
Avail.
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Click on the cell Rental Avail. Inventory with the 
value 50

Click on the navigation menu item popup Rental

Click on the navigation menu item Item Card

Click on the navigation menu item popup Navigate
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Click on the navigation menu item popup Item 
Availability by 

Click on the navigation menu item Location

Click on the cell Code with the value CENTRAL

Click on the link in cell Qty. on Hand with the value 
50
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Click on the back button

Click on the back button

Click on the back button

Click on the cell Rental Quantity with the value 0
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Enter the text 2.

Click on the cell Location Code

Click on the link in cell Code with the value 
CENTRAL

Click on the cell Bin Code with the value C-001

The Bin Code specified as the Default Bin Code 
automatically populates the field on the rental line. 
The Bin Code can be overridden.

When the Bin Code is overridden on the rental line, the Transfer-from Bin Code field on the Transfer Order is 
automatically updated.
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Click on the link in cell ODT Transfer Order No. with 
the value 1006

Click on the cell Transfer-from Bin Code with the 
value C-001

Click on the button Close

As the item quantity for the location and bin is on the Transfer Order the Rental Inventory Availability updated to 
display the item quantity now available for rent.

The Item Availability by Location will be updated as would be as if the Transfer Order has been manually 
created.

The following demonstrates the entry of an Item stored in bins to the Sales Lines.

NOTE
The Bin Code field is to be added to the Sales Lines using Personalize.

Click on the cell Type with the value G/L Account 
Item Resource Fixed Asset Charge (Item)
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Click on the item Item in the list

Click on the cell No.

Click on the link in cell No. with the value 1002

Click on the cell Location Code
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Click on the link in cell Code with the value SOUTH

Click on the cell Bin Code with the value S-001

Click on the cell Quantity with the value 0

Enter the text 1.

The following demonstrates the shipping of the rental units on the contract.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

The following demonstrates the review of the Rental Inventory Availability, Item Availability by Location and the 
Item Warehouse, Bin Contents for the Item linked to the Rental Unit shipped.
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Click on the navigation menu item popup Manage

Click on the navigation menu item Rental Inventory 
Avail.

Click on the cell Rental Avail. Inventory with the 
value 48

Note that the quantity in the Rental Avail. Inventory 
field for the item has been reduced by 2 by the 
shipment of the unit.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Item Card

Click on the navigation menu item popup Navigate

Click on the navigation menu item popup Item 
Availability by 

Click on the navigation menu item Location
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Click on the cell Qty. on Hand with the value 48

Note that the Qty. on Hand in the Central location for 
the item has been reduced by the shipment of the 
unit.

Click on the back button

Click on the navigation menu item popup Navigate

Click on the navigation menu item popup Warehouse
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Click on the navigation menu item Bin Contents

Click on the cell Bin Code with the value C-001

Click on the cell Quantity with the value 48

Note that the quantity in the bin for the item has been 
reduced by the shipment of the unit.

Click on the back button
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Click on the back button

Click on the back button

Click on the back button

The following demonstrates the invoicing of the contract which will invoice the rental and ship and invoice the 
sales line containing an item stored in a bin.

Click on the link Open the date picker
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Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 980/2540

ODT Rentals Online Help 5/15/2024 980/2540

Click on the button Yes

Click on the button OK

The following demonstrates the return of the Rental Unit.

Click on the field Posting Date

Click on the cell Qty. to Return with the value 0
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Enter the text 2.

Click on the cell Return Bin Code with the value C-
001

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals
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Click on the button Yes

Click on the button OK

Upon selecting OK, the contract will close as it has 
been fully invoiced.

The following demonstrates the reviewing of the Item Availability by Location and the Warehouse Bin Contents 
for the Item linked to the Rental Unit returned.

You will note that the quantity displayed on both is now displaying 50.

Click on the navigation menu item Items

Click on the link in cell No. with the value 1001
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Click on the navigation menu item popup Navigate

Click on the navigation menu item popup Availability

Click on the navigation menu item popup Item 
Availability by 

Click on the navigation menu item Location



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 984/2540

ODT Rentals Online Help 5/15/2024 984/2540

Click on the cell Qty. on Hand with the value 50

Click on the back button

Click on the navigation menu item popup Navigate

Click on the link Warehouse
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Click on the navigation menu item Bin Contents

Click on the cell Quantity with the value 50

Click on the back button

Click on the back button

3.9. Rentals with Adv. Sales Line Shipping
3.9.1. Advanced Sales Line Processing Overview

3.9.1.1. Processing Overview
When an organization which has ODT Rentals decides to commence using the Advanced Sales Line Shipping, 
the Sales Orders will only be created on new Rental Contract.
 
The current open Rental Contracts with Sales Lines will not have a Sales Order created and will continue to be 
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shipped and invoiced when an invoice is posted on the contract.

When the Sales Order is created the information defaults from the Rental Contract to the Sales Order. 

The linked Sales Order has been restricted so that the order header and lines cannot be directly modified, Item 
tracking lines cannot be accessed, nor can the Sales Order shipping be posted directly from the order.

Any changes to the Sale Lines fields and Item Tracking lines on the contract will update the linked Sales Order 
Lines.

When the Posting Date is changed on the contract, then the Posting Date is updated on the Sales Order. If the 
Ship-to is changed on the contract prior to shipping either Rental or Sales Lines, then the Sales Order Ship-to 
will be updated.

Should Undo Shipment have been run on the Posted Sales Shipment, and the Rental Contract Sales Line(s) 
are to be deleted, then the Sales Order must be reopened prior to deleting the contract Sales Line(s).

3.9.1.2. Warehouse Shipments Information
On the linked Sale Order, a Warehouse Shipment can be created and, when posting the Warehouse Shipment, 
the option of Ship is to be used.

The Ship and Invoice option will generate a message advising that ship and invoice is not allowed. 
Example of the message: Sales Header S-ORD101013 is linked to Rental Contract RC00006. Can not perform 
warehouse ship and invoice for this type of document. Choose warehouse shipment only.

The posting of the Warehouse Shipment updates the Sales Order linked to the contract Sales lines, which in 
turn updates the contract Sales lines.

NOTE:
For organizations that are using the Rental Dispatch, Advanced Sales Line Shipping, and are going to use 
Warehouse Shipments, then the Warehouse Shipments must be created, and the shipments posted prior to 
releasing any lines on the contract for delivery.
The posting of the Warehouse Shipment is not allowed when the Dispatch Status on the contract has Awaiting 
Dispatch.

3.9.2. Advanced Sales Line Shipping Overview

3.9.2.1. Overview
The Advanced Sales Line Shipping with Sales Orders provides organizations with the option to ship sales lines 
separately from invoicing, including partial shipments, warehouse shipments, partial invoicing of shipped sales 
lines, and the ability to undo shipments.

A setup option field, Advanced Sales Line Shipping, has been added to Rental Management Setup where 
organizations can choose whether to use the Advanced Sales Lines Shipping feature or to continue using the 
process where the sales lines are shipped and invoiced when an invoice is posted on a Rental Contract.

When the Advanced Sales Line Shipping is enabled, then the feature includes:
 The creation of a Sales Order when Sales Lines are added to a Rental Contract when the contract is 

created from a Rental Quote or entered directly on the contract which is linked to the Rental Contract that 
remains open as long as the contract is open.

 The benefit to using the Advanced Sales Line Shipping is that when entering inventory items on the sales 
lines and the Sales Order is created the item availability will include the availability requirement from the 
Rental Contract Sales Lines.
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 The linked Sales Order is updated when changes are made on the Rental Contract .
 The Ship Rentals menu option ships the sales lines based on the Qty to Ship on the Sales Lines and 

synchronized Sales Order.

 The ability to post Warehouse Shipments on the linked Sales Order for Locations that have Require 
Shipment enabled on the Warehouse tab which updates the Sales Order and the Rental Contract.

 Invoices Sales product based on the Qty. to Invoice on the Sales Lines and Sales Order.

 The ability to Undo Shipments for sales lines from the Posted Sales Shipment which undoes the shipment 
on the Sales Order and updates the Qty. to Ship on the Sales Lines on the contract and the Lines on the 
linked Sales Order.

When the field is disabled, then a Sales Order will not be created for the Sales Lines, and the Sales Lines will 
continue to be shipped and invoiced when the Rental Contract is invoiced.

3.9.2.2. How to Activate Advanced Sales Line Shipping
The following demonstrates how to activate the Advanced Sales Line Shipping on Rental Management Setup.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the button General, Show more
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Click on the toggle field Advanced Sales Lines 
Shipping

By default, the Advanced Sales Line Shipping is 
disabled. By clicking on the toggle field, the Advanced 
Sales Line Shipping is activated. Any new Rental 
Contracts created with Sales Lines will automatically 
have a Sales Order created and linked to the contract.

3.9.3. How to Process Rental Sales Lines with Advanced Sales 
Line Shipping

3.9.3.1. Overview
The following examples will demonstrate the shipping of the Sales Lines when selecting Ship Rentals.
 Shipping the full sales line quantity
 Undo Shipment of a shipped sales line
 Shipping a partial quantity

3.9.3.2. How to Ship the Full Sales Line Quantity
The following will demonstrate the shipping of the full sales line quantity when shipping the rental lines which 
had been entered prior to entering the Sale Line.

Click on the link Sales Doc No.

Note that the Sales Doc. No. field is blank.

Click on the cell Type
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Click on the item Item in the list

Click on the cell No.

Click on the link in cell No. with the value 1005

Click on the cell Location Code
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Click on the link in cell Code with the value EAST

Click on the cell Quantity with the value 0

Enter the text 4.

Click on the field Sales Doc No.

The linked Sales Order will open when clicking on the 
Sales Doc. No.
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Sales Order Linked to Sales Lines

On the General Tab note that the field Rental Linked Sales Order is enabled. This indicates that the order is 
linked to Sales Lines on a Rental Contract and that the Sales Order cannot be posted from the Sales Order 
document.

Note that the line on the sales order contains the information from the contract Sales Line.
Close the Sales Order.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

Click on Type = 2, No. = 1005, Description = 
Generator Lubricant

Click on the cell Quantity Shipped with the value 4

Click on the field Sales Doc No.
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Click on the link in cell Quantity Shipped with the 
value 4

Click on the link in cell Document No. with the value 
S-SHPT102215

Click on the navigation menu item Show Document

The Posted Sales Shipment document will be 
displayed.

3.9.3.3. How to Undo Shipment of a Shipped Sales Line
The following demonstrates how to undo the shipment of a shipped Sales Line.
This example uses the Rental Contract where the full quantity of the Sales Line was shipped when Ship 
Rentals was run.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Posted Sales 
Shipments

If there are multiple Posted Sales Shipment documents in the list, then select the document that contains the 
sales product that was shipped and needs to have the shipment undone.

Click on the link in cell No. with the value S-
SHPT102215

If there are multiple lines on the Posted Sales Shipment document, then select the line that contains the 
product that the shipment is to be undone on.

Click on Type = Item, No. = 1005, Description = 
Generator Lubricant

Click on the navigation menu item popup Functions
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Click on the navigation menu item Undo Shipment

Click on the button Yes

Click on the cell Quantity with the value -4

Note that the Posted Sales Shipment has a second 
line now with the quantity being a negative quantity.

Click on the back button
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Click on the back button

Click on the cell Qty. to Ship with the value 4

Note that the Qty. to Ship on the Rental Contract 
Sales line now populated again with the initial Qty. to 
Ship as was prior to shipping.

Click on the field Sales Doc No.

Click on the field Status

Note that the Status of the linked Sales Order now 
contains Open due to the undo shipment being 
processed.
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Click on the cell Qty. to Ship with the value 4

Note that the Qty. to Ship on the linked Sales Order 
now contains the initial quantity prior to shipping and 
that teh Quantity Shipped  is now blank.

3.9.3.4. How to Process a Partial Shipment of a Sales Line
The following demonstrates the processing of a partial shipment on the contract sales line where the shipment 
was undone.

The partial shipment  will be done on a later date than the initial shipment.
Therefore, the Shipment Date on the Sales Line and the Posting Date on the contract must be modified.

Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar

Click on the link in cell Shipment Date with the value 
4/8/2024
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Click on a date in the calendar

Click on the link in cell Required Shipping Date with 
the value 4/8/2024

Click on a date in the calendar

Click on the cell Qty. to Ship with the value 4
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Enter the text 2.

Click on the field Sales Doc No.

Click on Posting Date 4/15/2024

Note that the Posting Date and Document Date on the 
linked Sales Order were updated to the Posting Date 
entered on the Rental Contract.

Note that in the following 2 steps the Qty. to Ship and the Delivery and Shipment Date fields were updated from 
the Rental Contract Sales Line changes made.

Click on the cell Qty. to Ship with the value 2
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Click on the cell Shipment Date with the value 
4/15/2024

Close the linked Sales Order.
And select Ship Rentals on the Rental Contract to process the partial shipment of the sales line.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

Click on the cell Quantity Shipped with the value 2

Note that the Qty. to Ship and Quantity Shipped fields 
have been updated to reflect the partial shipment of 
the sales line product.

Click on the field Sales Doc No.

Click on the link in cell Quantity Shipped with the 
value 2

Note that the Qty. to Ship and Quantity Shipped fields 
have been updated on the Sales Order line to reflect 
the partial shipment of the Rental Contract Sales Line.

To ship the remaining quantity on the sales line at a later date:
 Change the Shipment Date on the Sales Line to the date being shipped, which updates the linked Sales 

Order line.
 Change the Posting Date on the Rental Contract General tab, which updates the linked Sales Order 

Posting Date.
 Select Ship Rentals.

3.9.4. How to Process Advanced Sales Lines Warehouse 
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Shipments

3.9.4.1. Overview
The following example demonstrates the creation and posting of a Warehouse Shipment for an item located 
in  Bins in a Location that requires Warehouse Shipments and Receipts.

NOTE: On the Warehouse Shipment document only the shipment can be posted. An error will occur if Ship and 
Invoice is selected.

3.9.4.2. How to Process Advanced Sales Lines Warehouse 
Shipments

Click on the cell Type

Click on the item Item in the list

Click on the cell No.
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Click on the link in cell No. with the value 1012

Click on the cell Location Code

Click on the link in cell Code with the value EAST - 
SE

Click on the cell Bin Code with the value SE-001
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Click on the cell Quantity with the value 0

Enter Quantity.

Click on the cell Tax Group Code

Click on the link in cell Code with the value 
SUPPLIES

The following demonstrates opening the linked Sales Order, creating the Warehouse Shipment, and posting the 
shipment.
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Click on the field Sales Doc No.

Click on the navigation menu item popup Home

Click on the navigation menu item Create 
Warehouse Shipment

Click on the button OK
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Click on the button Post Shipment...

Click on the button OK

Click on the button OK

Click on the button Close
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Click on the cell Quantity Shipped with the value 2

Note that on the contract Sales line the Quantity 
Shipped has been updated with the quantity shipped.

3.10.Creating Rental Documents from a Contact
3.10.1. Creating Rental Documents from a Contact Card 

Overview

3.10.1.1. Overview
The ODT Rentals provides the ability to create rental documents directly from a Contact card.

The Contact card, Process menu option contains the options, Create Rental Quote and Create Rental Contract.

A Rental Quote can be created directly from a Contact card when the Contact has any of the following 
configurations.
 Type = Person, Company No. and Name are blank and Business Relation = None
 Type = Person, Company No. = a Contact No. and Name that has Type = Company and Business Relation 

= Customer
 Type = Company, Company No. = the same as the contact No. and Business Relation = Customer

A Rental Contract can be created directly from a Contact card when the Contact has either of the following 
configurations.
 Type = Person, Company No. = a Contact No. and Name that has Type = Company and Business Relation 

= Customer
 Type = Company, Company No. = the same as the contact No. and Business Relation = Customer

IMPORTANT:
A Rental Contract cannot be created from a Contact card when the Contact card configuration consists of Type 
= Person and the Company No. and Business Relation are blank.

3.10.2. How to Create a Rental Document From a Contact Card

3.10.2.1. Creating a Rental Document From a Contact Card Overview
The examples which will be demonstrated include those where the Contact card has the following 
configurations.
 Type = Person, Company No. and Name are blank and Business Relation = None
 Type = Person, Company No. = a Contact No. and Name that has Type = Company and Business Relation 

= Customer
 Type = Company, Company No. = the same as the contact No. and Business Relation = Customer
 

3.10.2.1.1. Contact with Type = Person and No Company No. or 
Business Relation

The following example demonstrates creating a Rental Quote when the Contact card configuration is: 
 Type = Person, Company No. and Name are blank and Business Relation = None
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IMPORTANT
With the above Contact configuration a Rental Contract cannot be created from the Contact card.

Click on the link Search

Click on the field Tell me what you want to do

Enter Tell me what you want to do.

Click on Contacts Lists 
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Click on the link in cell No. with the value CT000025

Click on the General tab
 
Note that the Type is set to Person, the Company No. 
and Name are blank and Business Relation displays 
None.

Click on the navigation menu item popup Process

Click on the navigation menu item Create Rental 
Quote
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Click on the field Sell-to Customer Name
 
Note that the Sell-to Customer Name is blank. This is 
as the Contact card did not have a Company No. or a 
Business Relation.

Click on the button Show more
 
Note that the following fields on the Rental Quote are 
automatically populated.

Click on the field Sell-to Contact No.

Click on the field Sell-to Contact
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Click on the field Sell-to Customer Template Code

The rental lines, and if applicable, sales lines can be populated and the Make Contract ran to create a Rental 
Contract.
To learn about these processes, see the online ODT Rental Help, Processing Rentals, Rental Quotes, How to 
Create a Rental Quote Using a Contact.

3.10.2.1.2. Contact with Type = Person, Company No. and Business 
Relation

The following example demonstrates creating a Rental Quote when the Contact card configuration is:  
 Type = Person, Company No. = a Contact No. and Name that has Type =  Company and Business 

Relation = Customer
NOTE:
A Rental Contract can be created from the Contact card when the card contains the configuration noted above.

Click on the link in cell No. with the value CT000002

Click on General Tab
 
Note that the Contact has Type set as Person and 
has a Company No. and Name of a different Contact 
and a Business Relation of Customer.

By clicking on the Business Relation, Customer,  the 
Customer card of the the Company No. Contact is 
linked to will be displayed.
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Click on the navigation menu item popup Process

Click on the navigation menu item Create Rental 
Quote
 
To create a Rental Contract instead of a Rental 
Quote, then select Create Rental Contract in the 
Process menu options.

Click on the field Sell-to Customer Name
 
Note that the Sell-to Customer Name and addres on 
the quote is populated with the Name and address 
from the Customer card the contact was linked to.

Click on the field Sell-to Contact No.
 
Note that the Sell-to Contact No. and Sell-to Contact 
are populated, from the Contact card the quote was 
created from.

When Create Rental Quote is selected, the rental lines, and if applicable, sales lines can be populated and the 
Make Contract ran to create a Rental Contract.

To learn about these processes, see the online ODT Rental Help, Processing Rentals, Rental Quotes.

When Create Rental Contract is selected, then see Online ODT Rental Help, Processing Rentals. Then review 
the applicable help in Rental Contracts, Rental Contracts using Billing Cycles or Rental Contracts with Units 
Linked to Items.

3.10.2.1.3. Contact with Type = Company, Company No. and Business 
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Relation
The following example demonstrates creating a Rental Quote when the Contact card configuration is:  
 Type = Company, Company No. = the same as the contact No. and Business Relation = CustomerNOTE:
A Rental Contract can be created from the Contact card when the card contains the configuration noted above.

Click on the link in cell No. with the value CT000001

Click on General Tab

Click on the navigation menu item popup Process

Click on the navigation menu item Create Rental 
Quote
 
To create a Rental Contract instead of a Rental 
Quote, then select Create Rental Contract in the 
Process menu options.
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Click on the field Sell-to Customer Name
 
Note that the Sell-to Customer Name and addres on 
the quote is populated with the Name and address 
from the Customer card the contact was linked to.

Click on the field Sell-to Contact No.
 
Note that the Sell-to Contact No. and Sell-to Contact 
are populated, from the Contact card the quote was 
created from.

When Create Rental Quote is selected, the rental lines, and if applicable, sales lines can be populated and the 
Make Contract ran to create a Rental Contract.

To learn about these processes, see the online ODT Rental Help, Processing Rentals, Rental Quotes.

When Create Rental Contract is selected, then see Online ODT Rental Help, Processing Rentals. Then review 
the applicable help in Rental Contracts, Rental Contracts using Billing Cycles or Rental Contracts with Units 
Linked to Items.

3.11.Resolving Rental Shortages
3.11.1. Resolving Rental Shortages Overview

3.11.1.1. Overview
The Resolving Rental Shortages consists of the following features.

Reconcile Quantity Feature
The Reconcile Quantity feature provides a Rental Shortage List report, to assist users in determining which 
contracts and contract lines have a shortage and need to be reviewed and addressed before shipment of the 
units can be completed.

The Rental Shortage List report contains the Rental Contract No., Customer Name, Rental Unit No., Rental 
Start and End Date, quantity required, available quantity, quantity short, scheduled receipt quantity, purchase 
order no. and indicates there is a shortage.

The report can be ran from the Business Manager and Sales Order Processor profiles home page by selecting 
Reports then Rental Reports or from a Rental Contract.  The report can as well be scheduled to run using Job 
Queue in order to run the report off hours.

Resolve Rental Shortages
The Resolve Rental Shortages provides the ability to resolve the shortages, from the Rental Contract.
 
The feature including the ability to transfer rental product from one rental location to another rental location, or 
create a purchase order to purchase items or sub-rent product.
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When a unit is linked to an item or fixed asset, then when a transfer is used to resolve the shortage for the unit, 
the item or fixed asset is transferred to the selected rental location as well.

Rental Shortage Cues
Rental Shortages cues displaying the number of contract and contract lines are available to be displayed on the 
Business Manager and Sales Order Processor role centers by enabling the field, Shortage Cues Visible, on 
Rental Management Setup. The cues are updated when the Rental Shortage List report is ran.

Rental Contracts, Rental Lines
A field called, Shortage, is available to add to the Rentals Lines using Personalize. When the report is ran and 
shortages are determine, then the field on the rental lines will be checked to indicate that a shortage exists for 
the unit or linked item selected on the rental line. If prior shortages reported have been addressed, then the 
field will be cleared.

3.11.2. How to Setup for Resolving Shortages Features

3.11.2.1. Overview
The setup for Resolving Rental Shortages consist of two setups.
 In order to view the Shortage Cues, Rental Management Setup requires the enabling of the field, Shortage 

Cues Visible
 The setup of a Job Queue for running the report during off hours. This setup is optional.

Organizations may want to setup a recurring Job Queue for running the report as the Shortages Cues and 
Rental Lines, Shortage field are only updated when the report is ran.
 
Organizations that have a large volume of Rental Contracts or contracts with a large volume of Rental Lines 
may wish to setup a recurring Job Queue for running the report during off hours.

3.11.2.2. How to Setup Rental Management Setup for Resolving 
Shortages

The following demonstrates the setup on Rental Management Setup to have the Shortage Cues visible on the 
Business Manager and Sales Order Processor role center profiles.

The steps have been completed using the Business Manager profile.

Click on the navigation menu item popup Rental 
Management
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Click on the navigation menu item Rental 
Management Setup

Click on the button Show more

Click on the toggle field Shortage Cues Visible

The following picture displays the Rental Shortages Cues that are displayed in the Rental Activities section 
when the Shortage Cues Visible is enabled.
 The Rental Contracts - Shortages cue will display the number of Rental Contracts that contain any 

shortages on the Rental Lines. When the cue is clicked on a list of the Rental Contracts will be displayed.
 The Shortages cue will display the number of Rental Lines on which the Shortage field is checked. When 

the cue is clicked on a list of these Rental Lines will be displayed.  
IMPORTANTNOTE:
The cues are only updated when the Rental Shortages List is ran and the shortages are calculated.

3.11.2.3. How to Setup a Job Queue for Running the Rental Shortage 
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List
The following demonstrates the setup of a recurring Job Queue for running the Rental Shortage List report.

The individual setting up the Job Queue must have the applicable permissions to setup a Job Queue.

Click on the link Search

Click on the field Tell me what you want to do

Enter the text Job Queue.

Click on Job Queue Entries Lists 
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Click on the navigation menu item New

Click on the field Object Type to Run
 
The Type  must be set to Report.

Click on the field Object ID to Run

Enter the text 70014229.
 
The Report ID has been entered, however, should the 
lookup be used, then search in the list for Rental 
Shortage List.

Configure the remainder of the Job Queue Entry per the Microsoft Dynamics 365 Business Central help.

When the Job Queue card is open the following steps will open the help.
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Click on the link Help

Click on the menu item Help & Support

Click on the link Job Queue Entry Card

The following picture displays an example of the Job Queue Setup, prior to selecting Process, Set Status to 
Ready so that the Job Queue for the report will run as scheduled.
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3.11.3. Reconciling Rental Shortage Quantities

3.11.3.1. Overview
The Reconciling Rental Shortage consists of the Rental Shortages List and the field, Shortage, which is 
available to add to the Rental Contract, Rental Lines using Personalize.

The Rental Shortages List is used to determine whether there are any shortages of rental product on the 
Rentals Lines for Rental Contracts which have not been shipped.

When the Rental Shortage List is ran and a shortage is determined to exist on a Rental Line, then the Shortage 
field will be checked on the line.

Once the rental unit/group lines with shortages have been determined, then the shortages can be addressed 
directly from the Rental Contract using the Resolve Shortages feature.

The Rental Shortage List focus is on Rental Units linked to an Item and rental groups and prints per Rental 
Contract for those contracts that have a shortage or shortages on the Rental Lines.
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The determination of shortages is calculated for each rental unit linked to an item or group and child lines on 
the Rental Contracts, Rental Lines which have not been shipped. 

All Rental Contract, Rental Lines and all Rental Quote, Rental Lines which have the Commit Reservation 
checked are taken into account in determining the quantity that is available.
 
When a Rental Unit on a contract Rental Line is linked to an Item, then Item availability and the unit Rental 
Reservation Entries are taken into account in determining if there is a shortage.

When the Rental Lines have a rental group then the Rental Reservation Entries are taken into account in 
determining if there is a shortage.

The reconciliation of the rental group available quantity is determined based on the Location Code field on the 
group rental line.

Therefore the reconciliation is impacted by:
 Whether the group rental line has a Location Code specified.
 Whether the Rental Units assigned to a group have a Location specified on the Rental Unit cards.
 Whether any of the child units have been selected on the Rental Lines.

NOTE:
If a child unit of a rental group is not blocked, however, is linked to a Fixed Asset  which is blocked, then the 
child unit will be excluded in the calculation of the group available quantity.

3.11.3.2. Rental Shortage List Report
Rental Shortage List - Request Page
The following picture displays the Rental Shortage List request page where filters can be specified when 
running the report.

Such as specific or a range of Rental Contract Nos., a specified Sell-to Customer or a specific Rental Location. 
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Rental Shortage List Report
The following picture displays an example of one contract from the Rental Shortage List report.

The report prints per Rental Contract and only includes contracts which contains rental lines with shortages.
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 The Type column displays the master record type when a unit is linked to another master record.
 The Unit column displays the Rental Unit No.
 The Description column displays the description that is on the Rental Line.

 The Location column displays the Location Code that is on the Rental Line.
 The Quantity Required displays the Rental Quantity from the Rental Line that applies to the Location Code.
 The Avail. Qty. column displays the quantity that is available in the Location for the dates on the line.

 The Qty. Short column displays the quantity shortage related to the Qty. Required.
 The Sched. Rcpt. Qty. column will display a quantity when the Rental Unit is linked to an Item and a 

Purchase Order has been created using the Resolve Shortages, but the item has not been received.

 Purch. Order No. will display the Purchase Order No., when a Purchase Order has been created using 
Resolve Shortages and the item has not been received.

 The Rental Start Date and Rental End Date display the dates from the Rental Line.

 The Required Shipping Date column displays the date from the same field on the Rental Line.
 The Shortage column displays Yes and has updated the field on the Rental Line for the unit.

3.11.3.3. How to Run the Rental Shortage List from a Rental Contract
The following demonstrates the running of the Shortage List from a Rental Contract.
The Rental Lines contain:
 A Rental Unit, PG-001, linked to an Item with a Location Code, Central, in which there is no item inventory.

 A Rental Group with a Rental Quantity of 2 that exceeds the quantity available, 1, in the Location Code of 
West selected on the group line. The child units assigned to the group are linked to Fixed Assets. No child 
units have been selected on either of the child lines.
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Click on the navigation menu item popup Process

Click on the navigation menu item Shortage List

Click on Filter list by:Rental Contract
 
When the Shortage List is ran from a Rental Contract 
the Type field defaults to Rental Contract and the No. 
field will display the Rental Contract No. automatically.

Click on Send to... Print Preview & Close Cancel
 
Select the preferred option. 
If Send to is selected, the option must be PDF to print 
or save the report.

The Shortage List prints per Rental Contract and only prints when there are lines that have a shortage.

If there are no shortages on any rental lines of a contract, then when ran from the contract a message will 
advise that no shortages were found.

The following picture displays the Shortage List report for the contract.
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The following picture displays the Rental Lines on the contract after running the Shortage List.
Notice that the first line with the unit linked to the item and the rental group lines have the Shortage field 
checked.

NOTE:
This contract will be used in the user help on How to Resolve Rental Shortages.

3.11.3.4. How to Run the Rental Shortage List from the Actions - 
Reports

The following example demonstrates running the Rental Shortage List report for all Rental Contracts from the 
Action section - Reports option on the Home page of the Business Manager profile.

Alternatively the Search can be used to locate and run the report.

Click on the navigation menu item popup Reports
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Click on the navigation menu item popup Rental 
Reports 

Click on the navigation menu item Rental Shortage 
List

Click on  No. : 
 
When the No. field is blank, then the quantity 
reconciliation will be calculated for all rental units and 
groups which have not been shipped on any open 
contracts.
 
When the No. field is populated with multiple contracts 
or a range of contracts, then the quantity 
reconciliation will be calculated for all rental units and 
groups which have not been shipped for only the 
specified contracts.
Click on  Location Code : 
 
When a Location Code is specified then the quantity 
reconciliation calculation will be restricted to rental 
unit and group lines not shipped that have the 
specified Location on the rental line.
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Click on Send to... Print Preview & Close Cancel
 
Select the preferred option. 
If Send to is selected, the option must be PDF to print 
or save the report.

The following picture displays examples of the 2 Rental Contracts which contain shortages on the rental lines.
 

Rental Shortages Cues
The following demonstrates that the Rental Shortage cues on the Home page are updated after running the 
Rental Shortage List and the lists which are displayed when the cues are clicked on.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1028/2540

ODT Rentals Online Help 5/15/2024 1028/2540

Click on the link Rental Contracts - Shortage 2

Click on the cell No. with the value RC00014
 
Note that the Rental Contract - Shortage list displays 
the 2 contracts on which shortages were determined 
when the Rental Shortage List was ran. 
The contracts can be opened from the list.

Click on the item Shortages 3

The following picture displays a listing of rental lines which have the Shortage field checked after running the 
Rental Shortage List.
 
The Rental Contact can be opened for a selected line by selecting the Contract menu option.

3.11.4. How to Resolve Rental Shortages By Transfers and 
Purchases

Rental Shortages can be addressed from the
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3.12.Copying Rental Documents
3.12.1. Copying Rental Documents Overview

3.12.1.1. Overview
The rental copy document feature provides the ability to copy a Completed Rental Contract , an open Rental 
Contract, a Completed Rental Quote or an open Rental Quote.
These can be copied from a new Rental Quote and Rental Contract for the same or different customer.
 
The feature provides options for specifying the Rental Start Date and Rental Return Date for the rental lines on 
the new contract, whether to include the contract header, and whether to recalculate the rental lines.

When copying a Rental Contract, whether open or completed there are conditions that apply.
 When the new contract has a different Customer selected than the contract being copied, then the Include 

Header is deactivated, and the Recalculate Lines is activated automatically. Neither field can be modified to 
ensure that the Customer defaults on the new contract are applied to the rental and sales lines. For 
example, discount settings and dimensions.

 When the contract being copied has a rental group on the rental lines, and if any of the child units are not 
available for rent, then the child rental line for that unit will be created with the Rental Unit No. field blank

 When the new contract has a different Bill-to Customer selected than the contract being copied which has a 
Job No. specified on the General tab and the rental and sales lines have the Job No. and Job Task No., 
then the Job No. and Job Task No are not copied to the new contract header and lines.

 When from a contract a Rental Quote with a Template Job No. is copied the Job Template No. on the 
header and lines and Job Task No. on the lines are not copied to the new contract.

 When the contract being copied has a rental unit linked to a serialized item, the Item Tracking Entries are 
not copied. The Serial Nos. will have to be selected on the new contract.

 The Shipment Date on the new contract is set to the date entered in Rental Start Date option field.

When copying a Rental Contract, whether open or completed, there are restrictions that apply that will generate 
an error advising the reason that the contract cannot be copied.
 If a unit on the contract being copied, is not available to be rented, during the Rental Start to Rental Return 

Date entered in the options, then the copying of the contract will not be allowed.
 If on the contract being copied, a Sales Line exists with a Fixed Asset, and the invoice has been posted, 

and the Fixed Asset, Blocked field is enabled, then the copying of the contract will not be allowed.
 If copying a Completed Rental Contract which has a Job No. on the General Tab that has a Job Status of 

Completed, then the copying of the contract will not be allowed.

3.12.1.2. Copy Rental Document Fields
The following provides an explanation of the fields on the Copy Rental Document page as shown below.
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• Document Type
Specifies the type of rental document that will be copied. The Rental Contract type is Order.

• Document No.
This field is for looking up the rental contract that is to be copied.

• Sell-to Customer No.
Specifies the sell-to customer number that the new rental document is for.

• Sell-to Customer Name
Specifies the sell-to customer name that the new rental document is for.

• Rental Start Date
Specifies the rental start date that will be used on the rental lines that are copied from the rental document 
being copied. The users work date defaults to the field, and should be modified to the date the rental is to 
commence.
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• Return Date
Specifies the rental return date that will be used on the rental lines that are copied from the rental document 
being copeid. If on Rental Management Setup, the field Default Blank Rental Return Date is not enabled and no 
date is entered, then the return date will be automatically calculated from the Rental Start Date, and the rental 
period on the rental term on the rental line being copied.

IMPORTANT
Due to an issue, the following process must be used when on Rental Management Setup the field, Default 
Blank Return Date is enabled.
A Return Date MUST be specified, otherwise the error, The Date not valid, will occur and the centract will not 
be copied.

• Include Header
Specifies whether the information on the rental document header of the document being copied is to be copied 
to the new document. This option can only be enabled when the new contract is to or has the same Customer 
as the contract being copied.

When the Include Header option is activated, then the data on the Completed Rental Contract on the General 
tab, Shipping tab and Invoice Details tab are copied to the new contract. The Shipping Date on the Shipping 
tab, however, is set to the same date as entered in the Rental Start Date. In addition, the Dimensions, rental 
comments, attachments, links and notes on the header are copied to the new contract.

• Recalculate Lines
Specifies whether the rental lines are to be recalculated, when inserted onto the new rental document being 
created. 

When enabled, the rental unit numbers and quantities will remain the same, but the amounts on the rental lines 
will be recalculated, based on the Rental Unit Price cards and the customer information on the new rental 
document header. 

In this way, the rental prices and discounts that are specifically linked to the Rental Unit and the Customer will 
be accounted for.

If a Rental Unit on a rental line of the document being copied does not have a Rental Price card for the Rental 
Term on the line, then the Rental Unit Price will be set to zero on the new contract rental line.

3.12.2. How to Copy Rental Documents

3.12.2.1. Copying a Rental Contract for the Same Customer
The following example demonstrates the copying of a Completed Rental Contract from a Rental Contract. 

The same process is used to copy contracts from a Rental Quote and copying a Rental Quote.

In this example, the contract being copied is a Completed Rental Contract and on Rental Management Setup, 
the field, Default Blank Return Date is disabled. The new contract will be for the same customer, and the 
Include Header will be enabled when copying the contract. The rental lines will not be recalculated.
 
The Completed Rental Contract being copied has a Note, a document and a Link attached to the contract 
header.

On the Rental Lines, the Rental Term is for a monthly 
rate, with periodic billing in arrears consisting of the 
following:

• The first line contains a single Rental Unit that does 
not have the Allow Overbooking field activated on the 
unit card, and is not linked to an item card. A 
document was attached to the unit rental line.
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• The second line contains a single Rental Unit, which 
is linked to an Item.
• The third line contains a Rental Unit group with a 
quantity of 2, which is followed by the 2 units.

The Sale Lines contain a line with an item and has a 
document attached.

None of the Rental Units on the contract being copied 
are on any open contracts. 
Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the navigation menu item popup Process
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Click on the navigation menu item Copy Document

Click on the field Document Type

Click on the item Order in the list
 
The Document Type field is used to select the type of 
document that is to be copied, and contains the 
options of Quote and Order.

Click on the lookup button Document No.

When the Document Type of Order is selected, then 
the list includes all Rental Contracts, both open and 
completed. At the right is the field Completed, which 
when checked indicates that the contract is a 
completed contract.
 
When the Document Type of Quote is selected, then 
the list includes all Rental Quotes, both open and 
completed. At the right is the field Completed, which 
when checked indicates that the quote is a completed 
quote.
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Click on the link in cell No. with the value RC00008

Click on the field Rental Start Date

Select the date that is to be the Rental Start Date on 
the rental lines on the new contract. 

Click on the field Return Date

Enter or select the expected Rental Return Date for 
the units on the new contract, if known.

Click on the link Open the date picker
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Click on a date in the calendar

Click on the toggle field Recalculate Lines

Click on the button OK

The following is a review of the new Rental Contract.

Note that the Rental Lines and Sales Lines were copied from the Completed Rental Contract.

Click on the cell Rental Unit No. with the value 
RU00025
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Click on the cell Type with the value Item

Click on the Attachments fact box

Note that the Link and Note were copied from the 
Completed Rental Contract as the Include Header 
was activated.

Click on the button  Details

Click on on the Details fact boxes

Note that the documents attached to the contract 
header, the rental unit line and the sales line were 
copied from the Completed Rental Contract as the 
Include Header was activated and the Recalculate 
Lines was deactivated.

3.12.2.2. Copying a Rental Contract for a Different Customer
The following demonstrates the copying of a Completed Rental Contract that has a different Customer than the 
new contract.
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In this example, the same Completed Rental Contract as in the previous example will be copied.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 20000

Click on the navigation menu item popup Process
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Click on the navigation menu item Copy Document

Click on the field Document No.

Click on the lookup button Document No.

Click on the link in cell No. with the value RC00006



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1039/2540

ODT Rentals Online Help 5/15/2024 1039/2540

Click on the field Rental Start Date

Click on the field Return Date

Click on the link Open the date picker

Click on a date in the calendar
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Click on the button OK

Click on Include Header

Note that the Include Header is automatically 
deactivated when a different customer is on the new 
contract.

Click on Recalculate Lines

Note that the Recalculate Lines field is activated and 
cannot be modified.

This ensures that if the Customer on the new contract has special prices and discounts configured that they are 
applied to the sales lines. 

And if the Customer has rental line discount percentages configured that they will be applied to the rental lines.

Note that on the Sales Line that the Unit Price was reset to zero and the Tax Group Code were reset to the 
code on the G/L Account.

Click on Type = 1, No. = 40100, Description = 
Income, Services



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1041/2540

ODT Rentals Online Help 5/15/2024 1041/2540

Click on the cell Unit Price Excl. Tax with the value 
0.00

Click on the cell Tax Group Code with the value 
NONTAXABLE

Note in the following pictures that the Link, Note and attachments on the header, rental lines and sales line 
were not copied from the Completed Rental Contract as the Include Header was not enabled and the 
Recalulate Lines was enabled.

Click on Attachments fact box

Click on the button  Details
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Click on Details fact box

3.13.Blank Rental Return Date
3.13.1. Blank Rental Return Date Feature

3.13.1.1. Overview
Organizations when renting out Rental Units may or may not know, an expected date that the units will be 
returned.

Rentals provides organizations who, as a standard, have open/indefinite rentals to select a global option on 
Rental Management Setup.

The Default Blank Return Date field, when checked, specifies that the Rental Return Date on the quote and 
contract lines will be blank, when a unit or unit group is entered.

When the field is not checked, then the Rental Return Date on the lines will be calculated for a single rental 
period. Users can change the date to the expected date of return of the unit(s) or delete the date making the 
rental for that rental line an open/indefinite rental.

On rental lines with a blank rental return date, the Rental Amount lines are created one rental period at a time. 
When one period is invoiced, then new records are created for the next full rental period, until a Rental Return 
Date is entered. When Rental Return Date is entered, then Rental Amount Line(s) will be created, if the date 
entered warrants new records.

With this feature a new field, Invoice No., has been added to the Rental Amount Lines. This field is populated 
when the invoice is posted. When a Credit Memo is created using the Create Corrective Rental Credit Memo, 
then the field will be cleared for the invoice credited.

Invoicing
 
When invoicing, the Posting Date must be equal to, or greater than a full rental period, while the Rental Return 
Date is blank.
 When greater than a full period, but less than 2 periods, then only 1 period will be invoiced.
 Invoicing is allowed for multiple periods at a time. This is accomplished by setting the Posting Date a date 

that will create an invoice for multiple periods.

For example, setting the Posting Date to equal or be later than 2 rental periods, but less than 3 periods, when 
the Rental Return Date is blank. The second Rental Amount line will be created to enable the multi-period 
invoice to be posted. The Rental Invoicing Worksheet provides for the multiple period invoicing.

With this feature there is no difference between Invoicing Types on the Rental Term. Whether terms have End 
or Periodic End (Start or Periodic Start) the same generation process occurs, and invoicing is based on 
ongoing rentals per period.

Therefore, the Invoicing Type, End, can be used and invoicing can occur on a recurring basis with invoicing 
individual rental periods, period after period until a Rental Return Date is entered.
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Returns 

The Rental Return Date must be entered, in order to return the units. 
 
When the Rental Return Date has been entered, then base rentals functionality on invoicing will occur from the 
Contract and from the Rental Invoicing Worksheet.

In that, if the user then enters a Posting date later than Rental Return Date, the popup occurs asking whether 
the Rental Return Date should be updated on all lines or not.

Documents 
The Rental Quote and Rental Contract documents will print based on a single rental period when the Rental 
Return Date is blank.
 
Reprinting of a Rental Contract, after invoicing has occurred, will print based on the number of period billing 
records that are in the Rental Amount Lines.

3.13.1.2. Setup for Using Blank Rental Return Date
Profile - Business Manager

The following steps demonstrate setting up rentals to at a global level so that the Rental Return Date is blank 
on all lines when units are entered on the Rental Lines.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup
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Click on the action toggle edit/view

Click on the toggle field Default Blank Return Date

3.13.1.3. How to Process Contracts With a Blank Rental Return Date
Profile - Sales Order Processor

The following steps can as well be completed from the Business Manager Profile.

The following steps demonstrate the entry, shipping, and invoicing of lines on a Rental Contract, when the 
Rental Management Setup has the Default Blank Return Date checked.

NOTE
The command bars have been pinned on the contract and on the Rental Lines to enable the visibility and ease 
of selection on the menu options.

Click on the navigation menu item Rental Contract
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Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00001

Click on the cell Rental Terms Code

Either accept the defaulted Rental Term or lookup and 
select the applicable term.

Click on the cell Rental Quantity

Enter the text 2.
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Click on the cell Location Code

Click on Code = EAST, Name = East Warehouse

Click on the cell Rental Return Date

Note that the Rental Return Date is blank as on 
Rental Management Setup the field, Default Blank 
Return Date was set to Yes.

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00002

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00003

The following demonstrates the initial Rental Amount Lines for one of the rental units.

Note that although the rental will be ongoing for an undetermined length, the Rental Amount Lines show 
expected billing for only the first rental period.

Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Billing Date with the value 5/8/2018

The Billing Date provides users with the expected 
invoicing date for the rental for the dates displayed in 
the Rental Amount Lines.

Click on the button Close

The following demonstrates the shipping and invoicing of the first rental period, followed by a review of the 
Rental Amount Lines.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

Click on the field Posting Date

Click on the link 
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Click on the link Next

Click on a date in the calendar

Select the date that the invoice is for.

The date must be either equal to, or later than the 
Billing Date on the Rental Amount Lines for period 
being billed.

Click on the navigation menu item Invoice

Click on the button Yes
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Click on the button OK

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Billing Date with the value 6/8/2018

As the first rental period is invoiced, then new Rental 
Amount Lines are generated for the next rental period.
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Click on the button Close

3.13.1.4. Rental Reservations
When a unit has been entered on a quote with commit reservation checked or entered on a contract line, then 
the unit is reserved indefinitely.

The following demonstrates the Reservation Entry for one of the units from the contract, using the Group 
Availability Matrix.

Click on the cell Rental Unit No.

Click on the navigation menu item popup Manage

Click on the navigation menu item Group Avail 
Matrix
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Click on the field Reserved

Click on the cell Ending Date-Time

The Ending Date-Time field on the Reservation Entry 
will be blank when the Rental Return Date is blank.

The Reservation Entry will be updated when the 
Rental Return Date is entered on the rental line to 
display the new Ending Date-Time for the unit.

3.13.1.5. Returning Units With a Blank Rental Return Date
When the unit(s) are being returned, or if preferred, when the expected return date becomes known, then users 
can populate the Rental Return Date.

Then complete the processing of the contract as per usual.

Click on the cell Rental Return Date

Click on the link in cell Rental Return Date
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Click on the link Next

Click on a date in the calendar

Click on the cell Rental Unit No.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Billing Date with the value 6/1/2018

When the Rental Return Date is entered, then the 
Rental Amount line(s) for the unit will be updated to 
reflect the billing based on that date.

In this example, the Billing Date changed from 
6/8/2018 to 6/1.2018, the date entered in the Rental 
Return Date. 
The Ending Date-Time field as well is updated to 
display the applicable date and time that the contract 
is expected to end.
When the rental term entered on the Rental Line is for Optimized or Prorated pricing, and the Rental Return 
Date results in a partial period, then the Rental Amount lines will be optimized or prorated in the billing records 
in the Rental Amount Lines.

Click on the button Close

Click on the cell Qty. to Return
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Enter the text 1.

Should a user attempt to enter a Qty. to Return 
without populating the Rental Return Date, then an 
error message will advise the user they must enter a 
Rental Return Date first.

Click on the cell Qty. to Return

Enter the text 1.

Click on the field Posting Date
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Click on the link 

Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.14.Batch Invoicing Rental Contracts
3.14.1. How to Batch Invoice Rental Contracts

3.14.1.1. Overview
The Rental Invoicing Worksheet provides the ability to process multiple invoices as of a billing cut-off date, 
without having to go into each individual Rental Contract and invoicing it separately. In addition, a function is 
provided to automatically extend Rental Contracts, when the units have not been returned as of the cut-off 
date.
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Users can review the rental and sales lines for a chosen record by selecting Process, then Rental Contracts in 
the command bar menu, at the top of the screen.

Proforma Invoices (pre-posting invoices) can be sent to PDF, printed, or previewed for a single or multiple 
records in the worksheet, prior to posting the invoices.

The user can then, either Post the planned invoices, Post and Print Invoices or Post and Send Invoices from 
the command bar options in the Worksheet.

These are described in the chapter, Command Bar Menu Options. Deleting a rental contract line from the 
records in the worksheet will not delete the actual contract.

When Metered Usage pricing is used, the entry of the Current Meter Reading or Metered Usage Qty. must be 
entered from the contract.

Should the entry for metered usage not be done, and the Allow Zero Usage not be checked, then when 
suggesting contracts the error, Zero Usage is not allowed, will populate the Error field.

Either the usage must be entered, or the Allow Zero Usage field must be checked on the contract line or lines, 
then the Validate must be ran, which will clear the error message, recalculate the amount fields and check the 
Ready to Invoice field. Then the invoice can be posted from the worksheet.

The above message will also occur should the Cut-off Date be after the Rental Return Date on a contract that 
has Metered Usage pricing, which has been invoiced up to the Rental Return Date.

When Periodic Usage pricing is used, the updating of the Rental Periodic Usage Calendar specifying the days 
that are to be billed for Periodic Usage, and if applicable, Standby Charges must be completed from the 
contract.

Should the calendar not be updated, and the Allow Zero Usage not be checked, then when suggesting 
contracts the error, Zero Usage is not allowed, will populate the Error field.

Either the calendar must be updated, or the Allow Zero Usage field must be checked on the contract line or 
lines, then the Validate must be ran, which will clear the error message, recalculate the amount fields and 
check the Ready to Invoice field.
 
Then the invoice can be posted from the worksheet.

The above message will also occur should the Cut-off Date be after the Rental Return Date on a contract that 
has Periodic Usage pricing, which has been invoiced up to the Rental Return Date.

3.14.1.2. How to Access the Rental Invoicing Worksheet
Profile - Sales Order Processor
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The same steps to access the Rental Invoicing Worksheet can be used in the Business Manager Profile.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental Invoicing 
Worksheet

3.14.1.3. Rental Invoicing Worksheet Fields
To see a brief description of any field or menu option, point to the caption or option with your mouse.

Click on the field Batch Name

Specifies the batch name of the rental invoicing 
worksheet.

A new batch can be created directly from the Rental 
Invoicing Worksheet by clicking on the box to the right 
of the name and selecting New in the window that 
opens.

Below is a table describing the Worksheet Line fields that are displayed by default.
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Additional data columns are available for selection using the Personalize feature in Dynamics 365 Business 
Central. These include Bill Until Date, Bill-to City, Bill-to Contact, External Document No., Bill-to Customer No., 
Bill-to Name and Salesperson.

All these fields are populated by running the “Suggest Contracts” functions.
These lines can also be created manually by selecting the values in each field; however it is recommended the 
“Suggest line” function be used.

3.14.1.4. Command Bar Menu Options
The Rental Invoicing Worksheet Command Bar options are displayed below.

The options available in the command bar Manage option are described below.
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The options available in the command bar Process option are described below.

The options available in the command bar History option are described below.
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The options available in the command bar Actions, Functions menu option are described below.

The options available in the command bar Actions - Posting option are described below.

The options available in the command bar Related, Line menu option are described below.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1066/2540

ODT Rentals Online Help 5/15/2024 1066/2540

3.14.1.5. Suggesting Contracts Overview
The Suggest Contracts is a helpful tool located in the command bar options of Process and Actions - Functions.

This tool gathers all Rental and Sales Lines amounts on every Rental Contract that is due for Invoicing. A 
single record per contract is created in the Rental Invoicing Worksheet with the total amount that is due for 
invoicing.

With Suggest Contract you can modify, delete (if you choose to post the Invoice later), and post your contracts. 
This tool works in a similar fashion as the Suggested Vendor Payments found in the Accounts Payable 
department, Payment Journal.

ODT Rentals provides the ability to invoice earlier than the Billing Date on the Rental Amount Lines.

Please review the help document, How to Batch Invoice Rentals Contracts with Early Billing located on ODT 
Rentals Online help in Additional Rental Processes, Batch Invoicing Rental Contracts.

The Suggest Contracts provides the ability for rental units to be billed before the Billing Date in the Rental 
Amount Lines using the Bill Until Date.

To learn about the Bill Until Date feature, see the help in Processing Rentals, Rental Contracts. Information can 
be found in the Rental Contract Overview and in the How to Process Invoices using Bill Until Date.

IMPORTANT NOTES:
 When a Rental Contract contains Sales Lines which have the Quantity to Invoice populated, these will be 

brought into the worksheet at all times. The dates used in the Suggest Contracts does not filter the Sales 
Lines based on the dates at this time. If the Sales Line(s) are not to be invoiced for the dates entered in the 
Posting Date, then the Quantity to Invoice field must be cleared on the Sales Line(s).

 Rentals that are based on Hybrid Hourly Rental Terms, will not be brought into the Rental Invoicing 
Worksheet. The Hybrid Hourly rentals is based on short term, hourly rentals. These types of contracts must 
be invoiced individually from the Rental Contracts.

 In a future release, the ability to filter on the Rental Contract Header fields will be added to the Suggest 
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Contracts functionality.

3.14.1.6. Example 1 – Suggesting Contracts with Sales Lines
For this example, a contract exists that the rental lines first billing date is later than the Posting Date that will be 
entered on the Suggest Contracts page. Thus, no rentals are ready for invoicing until that date. However, the 
contract does have a Sales Line on it with the Quantity to Invoice populated.

The pulling of Sales Line, where the clearing of the Quantity to Invoice was not done on a future contract is 
demonstrated as this is an item that users need to watch for. This also emphasizes the importance of reviewing 
the contracts pulled in to ensure that what will be invoiced is what should be invoiced.

Click on the navigation menu item popup Process

To have the sub-menu options show for each Command Bar option when they are clicked on, then pin the 
command bar using the following step.

Click on the button Pin command bar

Click on the navigation menu item Suggest 
Contracts...
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Click on the field Posting Date

Enter or look up and select the date that invoicing is to 
occur up to.

Click on the button OK

Review the contract to verify if this contract should be invoiced.

Click on the cell Document No. with the value 
RC00017 

Click on the navigation menu item popup Process
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Click on the navigation menu item Rental Contract

Click on the cell Rental Unit No. with the value 
RU00002

Select one of the unit rental lines.

Click on the navigation menu item More options

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Billing Date with the value 5/8/2018

Note that the Billing Date is later than the date 
entered on the Suggest Contracts page.

Click on the button Close

When opening the Rental Contract from the Rental Invoicing Worksheet, the contract opens in read only mode.

To make changes to the contract complete the following steps.

Click on the button Make changes on the page.
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Click on the cell Type with the value Item

Click on the cell Qty. to Invoice with the value 1
 
Notice that the Sales Line has the Quantity to Invoice 
populated and the Amount Excl. Tax matches the 
amount in the worksheet for this contract.

A decision is needed as to whether or not to invoice the Sales Line ahead of invoicing the Rental Lines.

If the Sales Line is not to be invoiced, then the worksheet record is to be deleted from the worksheet.

If the Sales Line is to be invoiced, then the Proforma Invoice can be printed or previewed, and the contract(s) 
can be invoiced by selecting either Post Invoices or Post and Print Invoices.

For this example, the worksheet record for this contract will be deleted using the following steps.

Click on the cell Qty. to Invoice

Enter the text 0. Press the Enter key.
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Click on the back button

The following steps demonstrate how to delete records from the worksheet.

Click on the cell Document No. with the value 
RC00017 

Click on the navigation menu item popup Manage

Click on the navigation menu item Delete
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Click on the button Yes

3.14.1.7. Example 2 - Extending Rental Contracts
In this example the steps demonstrate the steps to extend a rental contract when the units have not been 
returned on time and generates the error, "Posting Date is later than Return Date on one or more lines in the 
worksheet.

Click on the navigation menu item popup Process

Click on the navigation menu item Suggest 
Contracts...

Click on the navigation menu item popup Process
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Click on the navigation menu item Suggest 
Contracts...

Click on the field Posting Date

The Work Date defaults to the Posting Date field, 
which is the desired date for this demonstration.

This date can be overridden to specify the date the 
posting is to occur on and will be the Posting Date on 
all posted entries.

Click on the link 

Click on the link Next
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Click on the link Next

Click on a date in the calendar

Click on the button OK

Click on the cell Document No. with the value 
RC00016 
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Click on the cell Error Message with the value 
Posting Date is later than Return Date on one or 
more lines. 

As the units were not returned and, on the contract, 
the Rental Return Date is later than the Posting Date 
used on the Suggest Contracts the error message is 
generated and the record is not flagged as Ready to 
Invoice.

Review the contract using the Rental Contract option from the Process menu.

The following steps demonstrate extending the rental for the contract and subsequent review of the contract.

Click on the navigation menu item Validate Lines

Click on Auto Extend

Notice that the Auto Extend field is set to Yes.

Click on the button OK
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Click on the button OK

This message will advise how many worksheet 
records have been validated, which means extended.

Click on the cell Ready to Invoice

Notice that the field Ready to Invoice is now checked.

Click on the cell Error Message

Notice that the Error Message field is now blank, 
indicating the reason for the error no longer exists for 
the contract.

To verify what will be billed to the client for the Posting Date entered when suggesting contracts there are two 
options:

1. Print the Proforma Invoice
2. Review the contract, Rental Amount Lines to confirm the changes made to the contract. On the contract the 
Posting Date and Rental Return Date will be updated. New Rental Amount lines will be created for the next 
invoice to be posted.

The following demonstrates the printing of the Proforma Invoice form the worksheet.

The Proforma Invoice is a per-posting Invoice that prints what will be billed to the Customer, based on a Cut Off 
Date the user specifies.
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Click on the cell Document No. with the value 
RC00016 

Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma

For information on the fields, No. of Copies, Print Company Address and Show Alternative Prices, see the ODT 
Rentals Online help, Processing Rentals, Rental Contract documents.

Click on the field Number of Copies
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Click on Print Company Address, Yes

Click on Show Alternate Prices, Yes

Click on the field Cut-off Date

The Cut-Off Date will contain the last date entered 
when running the Print Proforma from the worksheet 
or when running from a contract.

Click on the button Preview

Below is an example of the Proforma Invoice for this contract.
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The contract is now ready for invoicing from the Rental Invoicing Worksheet.

IMPORTANT

Rental Contract records for contracts that are not to be invoiced must be deleted from the worksheet.
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3.14.1.8. How to Invoice Multiple Contracts from the Worksheet
The following steps demonstrate how to select multiple lines in the worksheet. 

This can be used to either select multiple records to be deleted.

NOTE:
Records for contracts which have the Ready to Invoice checked that are not to be invoiced must be deleted.

Click on the row menu button

Click on the menu item Select More

Click in the box to the left of the Document No. on 
each record required.

The following steps demonstrate how to select all lines in the worksheet. 

This can be used to delete all records in the worksheet.

NOTE:
Records for contracts which have the Ready to Invoice checked that are not to be invoiced must be deleted.

Click on the row menu button
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Click on the menu item Select More

Click on the boolean box at the left of the Document 
No field caption

Notice that all records in the worksheet are automatically selected.
After the records are selected, then the Manage - Delete option can be selected, which will delete only those 
records selected.

When all records in the worksheet are to be invoiced, then the Process options of Post Invoices or Post and 
Print Invoices can be ran which will include all records in the worksheet that have Ready to Invoice checked.

Currently to filter printing of the Proforma Invoice requires the manual entry of the Document Nos. in the No. 
field of the Print Proforma page.

Click on the navigation menu item popup Process

Click on the navigation menu item Post Invoices...
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Click on the button Yes

3.14.2. How to Batch Invoice Rental Contracts with Early Billing

3.14.2.1. Overview
The following examples demonstrate the processing an initial invoice of a contract using a periodic start rental 
terms with the Early Billing Date Formula specified and displays the results.

These examples are based on a Rental Return Date being on the Rental Lines.
The same process applies to when the Rental Return Date is blank by default or blanked out on the line.

NOTE:
The posting date used on the first invoice with an early billing term cannot be earlier than the date used when 
posting the shipment of the units. Should a user attempt to do this, then an error will occur advising as such.

The processing in the examples has been done using the Sales Order Processor Profile.

The same steps apply to users having the Business Manager Profile.

3.14.2.2. How to Batch Invoice an Early Billing Contract with Rental 
Start Date and Ship Date the Same

When a Rental Contract has the units shipped on the date the rental commences (Rental Start Date), then the 
process is to post the first invoice from the contract and subsequent invoices from the Rental Invoicing 
Worksheet using the Early Billing Date feature.

The following example demonstrates this process.

The steps in the first example consist of the following:
 A contract will be created with an Order Date of June 7, using the monthly periodic start term that was 

setup with an Early Billing Date Formula of 5D (5 days) and will have a Rental Return Date of August 6.
 The shipping of the units will occur on June 7.

 The rental start date will be set to June 7, which is when the rental will commence.
 The first invoice will be generated and posted from the Rental Contract using a Posting Date of June 7.
 The second invoice will be generated from the Rental Invoicing Worksheet using a Posting Date of July 3.
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Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Click on the field Rental Terms Code
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Click on the link 

Click on Code = MONTH-PSTART-EARLY, 
Description = Monthly Rental - Early Per. Billing in 
Advance

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00001

Click on the cell Rental Terms Code

Click on the lookup button in the cell Rental Terms 
Code

Click on Code = MONTH-PSTART EARLY, 
Description = Monthly Rental - Early Per. Billing in 
Advance
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Click on the cell Rental Quantity

Enter the text 2.

Click on the cell Location Code

Click on Code = EAST, Name = East Warehouse
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Click on the cell Rental Return Date

Click on the link in cell Rental Return Date

Click on the link Next

Click on a date in the calendar

Select August 6 as the Rental Return Date.
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Press the Arrow down key.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00002
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00003

Click on the navigation menu item popup Rental
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Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

The following demonstrates the invoicing of the first invoice from the contract.

Reminder
The Posting Date cannot be earlier than the Posting Date used when shipping the units.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

The following demonstrates the reviewing of the Rental Amount Lines, Billing Date, for one of the child units.

Click on the cell Rental Unit No.
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Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Billing Date with the value 7/7/2018

Note that the Billing Date is July 7. 
The Billing Date is not modified by the Early Billing 
Date Formula as this date has many other purposed 
in the rentals.
The user must determine the earliest allowed 
invoicing date.

For Early Billing of this invoice, where the Early Billing 
Date is 5D, the earliest Posting Date that can be used 
is July 3.
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Click on the button Close

The following demonstrates the invoicing of the second invoice early from the Rental Invoicing Worksheet, 
using the earliest allowed date of July 1.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental Invoicing 
Worksheet

Click on the navigation menu item popup Process
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Click on the navigation menu item Suggest 
Contracts...

Click on the field Posting Date

Either enter or lookup and select July 3 in the 
calendar.

Click on the link 

Click on the link Next
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Click on a date in the calendar

Select July 3 on the calendar, if using the lookup.

Click on the button OK

Click on the cell Posting Date with the value 7/3/2018 

Note that the Posting Date on the record is the same 
as the Cut-off Date entered when running the Suggest 
Contracts.

Click on the cell Ready to Invoice

Note that the Ready to Invoice field is checked and no 
error related to the Posting Date has occurred when 
Early Billing is used.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1097/2540

ODT Rentals Online Help 5/15/2024 1097/2540

Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma

Click on the field Number of Copies

Click on Print Company Address, Yes
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Click on Show Alternate Prices, Yes

Click on the field Cut-off Date

Note that the Cut-off Date is July 3.
Ensure the date is the same as on the line in the 
Rental Invoicing Worksheet.

Click on the button Preview

The Proforma can be printed as well, or sent to a PDF document.

Displayed here is the preview of the Proforma Invoice for the invoice that will be posted.

Note that the posting date on the invoice is July 1 and the rental period that will be billed is for July 5 through 
August 4.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1099/2540

ODT Rentals Online Help 5/15/2024 1099/2540

The contract can now be posted using either Posted or the Post and Print Invoices ribbon option.
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Click on the navigation menu item Post Invoices...

Click on the button Yes

The following displays the updates made to the Rental Contract upon the posting of the early invoice.

Click on the link Rental Contracts- Open1

Click on the link in cell No. with the value RC00019
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Click on the field Posting Date

The Posting Date has been updated to July 1 as per 
the Posting Date used in the Rental Invoicing 
Worksheet.

Click on the cell Rental Unit No.

Click on the navigation menu item More options

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Billed

Note that the record for the second invoice posted 
from the Rental Invoicing Worksheet for the period 
has been marked as billed.

Click on the cell Invoice No. with the value RI00023

Click on the button Close

To review the Posted Invoice, go to the command bar option, Rentals, and select Posted Invoices.

3.14.2.3. How to Batch Invoice an Early Billing Contract with Varied 
Dates

When a Rental Contract has the units shipped on a date that is earlier than when the rental commences 
(Rental Start Date), then the first invoice and subsequent invoices can be processed from the Rental Invoicing 
Worksheet using the Early Billing Date feature.

The following example demonstrates this process.
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The steps in the second example consist of the following which incorporates the use of varied dates on the 
contract.
 A contract will be created with an Order Date of June 5, using the monthly periodic start term that was 

setup with an Early Billing Date Formula of 5D (5 days)
 Adding the Required Shipping Date to the Rental Lines using the Dynamics 365 Business Central 

Personalize function.

 The Rental Start Date will be set to June 15, which is when the rental will commence.
 The Rental Return Date will be set to August 14 for a two month rental.
 The Required Shipping Date for the units will be set to June 10.

 The shipment will be posted using a Posting Date of June 10.
 The first invoice will be generated and posted from the Rental Invoicing Worksheet using a Posting Date of 

June 10.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta
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Click on the field Posting Date

Note that Posting Date, Order Date and Document 
Date are all set to June 5.

Click on the field Rental Terms Code

Click on the link 

Click on Code = MONTH-PSTART-EARLY, 
Description = Monthly Rental - Early Per. Billing in 
Advance
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00001

Click on the cell Rental Terms Code
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Click on the link in cell Rental Terms Code

Click on Code = MONTH-PSTART-EARLY, 
Description = Monthly Rental - Early Per. Billing in 
Advance

Click on the cell Rental Quantity

Enter the text 2.
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Click on the cell Location Code

Click on Code = EAST, Name = East Warehouse

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00002

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00003

The following steps demonstrate the adding of the Required Shipping Date field to the Rental Lines.
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Click on the link Settings

Click on the menu item Personalize

Click on the link More

Click on ManageMore options
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Click on the link Field

Click and hold the left mouse button on the data brick 
Caption = Required Shipping Date

Drag and drop the Required Shipping Date field to 
where you want this on the Rental Line.

Note:
As the Required Shipping Date must be changed after 
the Rental Start Date is changed, it is recommended 
to have this field somewhere after the Rental Start 
Date.

Click on the link Done

The following steps demonstrate the setting of the 
Rental Start Date, Rental Return Date and Required 
Shipping Date fields, to the dates as indicated in the 
steps for this example.
Click on the cell Rental Start Date
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Click on the link in cell Rental Start Date

Click on a date in the calendar

Select June 15 as per the steps in the example 
information.

Click on the cell Required Shipping Date

Note that the Shipping Date was updated to the new 
Rental Start Date.

Thus this field must be modified after updating the 
Rental Start Date.

Click on the link in cell Required Shipping Date
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Click on a date in the calendar

Select June 10 as per the step in the example 
information.

Click on the cell Rental Return Date

Click on the link in cell Rental Return Date

Click on the link Next
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Click on a date in the calendar

Select August 14 as per the steps in the example 
information.

Press the Arrow down key.

When moving off a group line all child lines will be 
updated with the same dates entered on the fields just 
changed.

The following steps demonstrate the posting of the shipment of the units.

Click on the field Posting Date

Click on the link 
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Click on a date in the calendar

Select June 10 as this is the date the units are being 
shipped to the customer.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

Click on the back button

Press the Esc key.

The following steps demonstrate the use of the Rental Invoicing Worksheet to generate the invoice on June 10, 
for the rental period of June 15 through July 14.

Click on the navigation menu item popup Rental 
Management
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Click on the navigation menu item Rental Invoicing 
Worksheet

Click on the navigation menu item popup Process

Click on the navigation menu item Suggest 
Contracts...

Click on the field Posting Date
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Click on the link 

Click on a date in the calendar

Select June 10 as the Posting Date to be used when 
posting the invoice early for the rental from June 15 to 
July 14.

Click on the button OK

For a selected line on the worksheet, the open Rental Contract can be viewed by selecting the Rental Contract 
option located in the menu option Related, then Line.

Click on the cell Document No. with the value 
RC00020 
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Click on the cell Posting Date with the value 
6/10/2018 

Note that the Posting Date on the Worksheet line was 
set to June 10 as entered when running the Suggest 
Contracts.

Click on the cell Ready to Invoice

Note that the line for the contract has the Ready to 
Invoice checked.
This means you are good to go ahead an invoice the 
contract.

The following shows the steps for Previewing the Proforma Invoice which displays what will be invoiced to the 
customer.

Click on the navigation menu item Print Proforma

Click on the field Cut-off Date
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Click on the button Preview

Note that in the following picture:

The Rental Proforma Date is June 10. When the invoice is posted the Invoice Date will be June 10 and all 
entries posted will have a Posting Date of June 10.

In the body of the Proforma the rental period that will be invoiced is June 15 through July 14.
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The following steps demonstrate the posting of the invoice.

Optionally Post and Print Invoices or Post and Send can be used.
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Click on the navigation menu item popup Process

Click on the navigation menu item Post Invoices...

Click on the button Yes

Click on the back button

As the Rental Contract is still open the Posted Rental Invoice can be viewed from the contract by selecting 
Posted Invoices on the command bar Rentals option.

For the Sale Order Processor Profile, the user can alternatively view the Posted Sale Invoice from the home 
page, by selecting Posted Documents in the command bar, and then select Posted Sales Invoices. Then locate 
and open the last invoice posted.

For the Business Manager Profile the user can alternatively view the Posted Rental Invoice from the home 
page of the interface, by selecting Rentals in the command bar, and then selecting Posted Rental Invoices. 
Then locate and open the last invoice posted.
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3.14.3. How to How to Batch Invoice Contracts using Bill Until 
Date

3.14.3.1. Overview
The Suggest Contracts request page includes the Posting Date and the Bill Until Date fields.

When Bill Until Date is left blank on the contract, then the Posting Date is used to determine which Rental 
Contracts are to be billed.

When Bill Until Date is also populated, then the date specified in the Bill Until Date field is used to determine 
which Rental Contracts and the amounts that are to be billed.

To learn about the Bill Until Date feature, see ODT Rental Online Help, Processing Rentals, Rental Contracts, 
How to Process Invoices using Bill Until Date.

3.14.3.2. Batch Invoicing Using the Bill Until Date Feature
With this example both of the contracts are to bill the customer up to and including June 5.

However, the invoice is to be posted with a Posting Date of May 31 so that the entries will be posted in the May 
accounting period.

This example includes 2 contracts which are for billing the customer at a daily rate.

One contract has a rental group with 2 units and a Rental Term which is for periodic invoicing at the end of 
each rental period. The Rental Start Date is May 25, and the expected Return Date is June 11. The daily rental 
rate for the units is 400.00 per day.

The expected amount excluding tax to be invoiced is 12 days x 400.00 x 2 units, which equals 9,600.00

The other contract has a Rental Term which is for periodic invoicing at the start of each rental period, and has a 
Rental Start Date of May 28 and an expected Return Date of June 30 on all rental lines.

The contract includes a single rental unit with a quantity of 2, and a group with a quantity of 2. The single unit 
has a daily rental rate of 25.00 per day, and the units in the group have a daily rental rate of 10.00 per day.

The expected invoice amount excluding tax is (9 days x 25.00 x 2) + (9 days x 10.00 x 2), which equals 630.00.

Click on the navigation menu item popup Rental 
Management
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Click on the navigation menu item Rental Invoicing 
Worksheet

Click on the navigation menu item popup Process

Click on the navigation menu item Suggest 
Contracts...

Click on the link Open the date picker for Posting 
Date
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Click on the link Previous

Click on a date in the calendar
 
Select May 31.

Click on the link Open the date picker for Bill Until 
Date

Click on a date in the calendar
 
Select June 5 so that the contracts will be billing up to 
and including June 5.
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Click on the button OK

For this example, the Bill Until Date field was added using Personalize to show that the dates have defaulted 
from the Suggest Contracts request page.
Note that the Invoice Amount for each contract matches the expected results.

Rental Invoicing Worksheet

The following demonstrates the previewing of the Proforma Invoice and the posting of the Invoices.
 
The invoicing options available are Post Invoices, Post and Print Invoices, and Post and Send Invoices.

Click on the row menu button

Click on the menu item Select More
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Click on the column header Selected

Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma

Click on the link Open the date picker for Cut-off 
Date



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1127/2540

ODT Rentals Online Help 5/15/2024 1127/2540

Click on the link Previous

Click on a date in the calendar
 
The Cut-off Date must be set to the Posting Date that 
was used when suggesting contracts and is on the 
lines.

Click on the link Open the date picker for Bill Until 
Date

Click on a date in the calendar
 
The Bill Until Date must be set to the date that is on 
the lines.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1128/2540

ODT Rentals Online Help 5/15/2024 1128/2540

Click on the button Preview & Close

The following picture displays the Proforma Invoice. Note that the Proforma Invoice Date is May 31.
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The following steps demonstrate the invoicing of the contracts.
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Click on the row menu button

Click on the menu item Select More

Click on the column header Selected

Click on the navigation menu item popup Process
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Click on the navigation menu item Post Invoices...

Click on the button Yes

3.15.Undo Rental Shipments
3.15.1. How to Undo Rental Unit Shipments

3.15.1.1. Overview
ODT Rentals provides the ability to undo a rental 
shipment prior to invoicing should an incorrect rental 
unit have been entered and shipped.

It is recommended that the Posting Date be the same 
date that was used when shipping the rental unit.

On the Rental Ledger Entries the field, Correction, will 
be checked on both the Rental and Return type 
records related to the contract Rental Line that the 
Undo Shipment was ran on.
When Rental Units are linked to Items, then the Item will be transferred back to the location it was transferred 
from. If the Item is an item that is stored in bins it will be transferred back to the bin it was transferred from. 
When the item is a serialized item, the item by serial no. will be transferred back to the location it was originally 
transferred from.

3.15.1.2. Steps to Undo a Rental Shipment
The following example demonstrates the creation of a 
Rental Contract containing a rental group with a 
quantity of 1 which was shipped, however, the rental 
unit shipped was accidently the wrong unit.

And then demonstrates the running of the Undo 
Shipment function to return the incorrectly shipped 
rental unit.
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Click on the navigation menu item Rental Contract

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00001

Click on the cell Rental Quantity with the value 0

Enter the text 1.
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Click on the cell Location Code

Click on the lookup button in the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00005

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

NOTE:
It is recommended that the Posting Date is the date on which the shipping of the rental unit(s) occurred. Verify 
the Posting Date is correct.

Click on the navigation menu item popup Functions

Click on the navigation menu item Undo Shipment
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Click on the button Yes

Click on the button OK

Click on the cell Qty. to Rent with the value 1

Note that the Qty. to Rent now has 1 and the Qty. on 
Rent has been reset to 0.

3.15.1.3. Reviewing the Rental Ledger Entries
A review of the Rental Ledger Entries for the unit on 
which the Undo Shipment was ran should be done to 
confirm the entries related to the undoing of the 
shipment.

There will be 2 entries related to the undo. The initial 
"Rental" type entry and a "Return" type entry, both 
with the Correction field checked.

The following demonstrates the review of the Rental 
Ledger Entries.
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Click on the cell Rental Unit No. with the value 
RU00005

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Ledger 
Entries

There are 2 entries, one with an Entry Type of Rental which indicates the shipment of the unit and the other 
with an Entry Type of Return. Both entries have the Correction field checked, which indicates this was a 
reversal of the initial shipment.

Click on the cell Correction with the value on
 
When undo shipment is ran the field, Correction will 
be checked on both the Rental and Return Type lines.
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Click on the button Close

3.15.1.4. Revising the Rental Unit on the Rental Line
The following steps demonstrate the selection of the 
Rental Unit that should have been initially selected 
and the shipping of the unit.
Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00003

Click on the navigation menu item popup Rental
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Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

3.16.Pending Shipments and Returns
3.16.1. Pending Shipments and Returns Overview

3.16.1.1. Overview
For most rental companies, the next step after creating a rental contract is for the warehouse or yard personnel 
to identify the orders needing to be shipped or returned.

The Global Pending Shipments and Returns feature enables users to view listings of pending Shipments and 
Returns by Rental Contract and by Rental Unit. This can be done directly from the Business Manager and 
Sales Order Processor profiles. The cues are split into two categories, Contracts Ship/Return and Units 
Ship/Return.
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The Contracts Ship/Return category contains cues for Shipments Due Today, Shipments – Future  and 
Returns. Each of these cues provides users with the number of Rental Contract that have units awaiting 
shipment or returns.

The cues, when selected, provide lists of Rental Contracts, where there are units to be shipped or returned. 
Users can access contract line details from a selected contract in the listing.

From the Shipments Due Today and Shipments – Future, warehouse or yard personnel are able to print a Pick 
List for a single or multiple contracts. The Pick List prints individual pick tickets for each contract, where the 
personnel can note the rental unit selected and add a signature, the date picked and a reviewer’s signature.

From the Returns cue, warehouse or yard personnel are able to review a list of contracts and open the 
contracts to view the details related to units that are on rent and expected to be returned.

The Units Ship/Return category contains cues of To Ship and To Return that display the number of units, which 
are either yet to be shipped or to be returned. The Rental Contract can be opened by clicking on the Document 
number of the contract to be opened.

From the To Ship cue, warehouse or yard personnel are able to print a Pick List of units to be shipped, enter 
and ship the units. The Pick List prints a listing of units to be shipped grouped by Rental Contract. Personnel 
can note the rental unit selected and add a signature, the date picked and a reviewer’s signature at the end of 
the list.

To learn about processing shipments from the To Ship, see How to Process Shipments from the To Ship Cue.

The document includes processing shipments for Rental Units, Rental Units linked to Serialized Items, partial 
shipments, partial shipments for Rental Units linked to Serialized Items, and partial shipments for Rental Units 
linked to Items stored in Bins.

From the To Return cue, warehouse or yard personnel are able to review a list of units which are out on rent, 
and process the return of units to the same, a different or a temporary rental location. Partial returns can be 
processed from the To Return list.

To learn about processing returns from the To Return, see How to Process Returns from the To Return Cue.

To learn about processing returns to a different or temporary location, see ODT Rental Online Help, Processing 
Rentals, Returning Units to a Different or Temporary Location.

The document includes processing returns for Rental Units, Rental Units linked to Serialized Items, partial 
returns, partial returns for Rental Units linked to Serialized Items, and partial returns for Rental Units linked to 
Items stored in Bins.

To accommodate situations where shipment of units is required ahead of the rental starting date, additional 
fields for Required Shipping Date and Shipment Date are available and can be displayed on the list lines, the 
quote and contract rental lines.

For the situation where the Customer is picking up the rental, an additional field for Customer Pickup is 
available to add to the list lines and rental lines.
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These fields are displayed by default on the To Ship list.

For information on the fields and ribbon options on the lists provided by the cues, point to the column name or 
ribbon option.

3.16.1.2. How to Add Rental Line Fields for Pending Shipments
To add fields to the Rental Lines of the Rental Quote and Rental Contract, a quote or contract must be opened. 
To add fields to the To Ship or To Return list rental lines, the list must be open.

On the To Ship list it is recommended to add the Location Code and Bin Code, if units are linked to Items 
stored in Bins.

On the To Return list, if units may be returned to different rental locations, then add the Location Code, Return 
Location Code and Return Temporary Location fields. When units are linked to Items stored in Bins and may be 
returned to a different Bin, then add the Return Bin Code field.

The following demonstrates the adding of some fields to a rental contract rental line.

The same steps can be used from the To Ship and To Return lists to add fields to the lines.

Click on the link Settings

Click on the menu item Personalize

Click on the link More
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Click on the link Field

Click and hold the left mouse button on the data brick 
Caption = Required Shipping Date

Drag and drop the field to the location on the rental 
line where it is to be displayed.

Click on the data brick Caption = Shipment Date

Drag and drop the field to the location on the rental 
line where it is to be displayed.

Click and hold the left mouse button on the data brick 
Caption = Customer Pickup

Drag and drop the field to the location on the rental 
line where it is to be displayed.

The fields can be resized by moving the thick red line in the direction desired. Left to reduce the width of the 
field and right to expand the width of the field.
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Click on the link Done

3.16.2. How to Process Shipments from the To Ship Cue

3.16.2.1. Overview
The following examples demonstrate the creation of a Rental Contract, the running of the Pick Tickets, and 
multiple scenarios for processing shipments from the To Ship list.

The examples provided here include processing full shipments and partial shipments from the To Ship cue.

For additional information on partial shipments and partial returns, see ODT Rental Online Help, Processing 
Rentals, Partial Shipments and Returns.

3.16.2.2. How to Enter a Rental Contract with an Early Shipment Date
The following steps demonstrate the creation of a rental contract, and the entry of the Rental Lines, including 
the new fields of Required Shipping Date and Customer Pickup.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1145/2540

ODT Rentals Online Help 5/15/2024 1145/2540

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Click on the cell Rental Unit No.

Click on No. = RU00001, Description = Buckeye 
Ditcher Group

Click on the cell Rental Quantity
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Enter the text 1.

Click on the cell Location Code

Click on Code = EAST, Name = East Warehouse

Click on the column header Customer Pickup

If the Customer will be picking up the unit, then check 
the Customer Pickup box.

When this field is checked, then the Pick Ticket will 
reflect this, and the warehouse or yard personnel will 
know the Customer will be picking up the unit.

If the unit is not specified on the rental line, the unit 
will still need to be picked.
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Press the Arrow down key.

Upon moving off the group line, the child unit line(s) 
are automatically created based on the Rental 
Quantity entered.

Click on the cell Rental Start Date

The Rental Start Date is automatically populated with 
the Order Date from the General tab.

In this example, the rental is to commence 4 days 
later.
Therefore, the Rental Start Date must be changed.

 Changing the date on the group line will automatically 
update all related child lines, when moving off the 
group line.
Click on the link in cell Rental Start Date

Click on a date in the calendar
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Click on the cell Required Shipping Date

The date in the Required Shipping Date field is 
automatically populated with the Rental Start Date 
when the line is entered.

When shipping is to occur before the Rental Start 
Date, then the date must be changed to the date that 
the shipment must occur on.

This date field is used in populating the Contract - 
Pending Shipments Cue.
Click on the link in cell Required Shipping Date

Click on a date in the calendar

Click on the cell Rental Return Date

Review and change the Rental Return Date, as the 
defaulted date is calculated from the initial Rental 
Start Date and is based on the rental period on the 
term selected on the line.
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Click on the link in cell Rental Return Date

Click on a date in the calendar

The date changes made on the group line will update 
the child unit lines, when moving off the group line.

As the Pending Shipments cues are filtered based on the Shipment Date on the Shipping Tab, this date is to be 
set to the earliest Required Shipping Date entered on the Rental Lines.

Click on Shipping

Click on the field Shipment Date
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Click on the link 

Click on a date in the calendar

For this Contract - Pending Shipment example, the unit to be shipped is being left to the warehouse or yard 
personnel to determine the unit to ship on this contract.

When the Pick Ticket is provided to the user, who will update the To Ship line, the user will enter the selected 
unit to be rented out by looking up the unit in the Rental Unit No. field on the To Ship line. The shipment of the 
unit can be posted from either the To Ship list or from the rental contract.

Therefore, until the picking is done the child line, Rental Unit No. field is being left blank.

This is not mandatory.
The unit can be selected, which will print on the Pick Ticket, so the warehouse or yard personnel know what 
unit to pick.

3.16.2.3. How to Generate Pick Tickets from Shipments Due Today
The listing in the Shipments Due Today is filtered based on the users Work Date, which is set in My Settings. 
All contracts that have a Shipment Date on the Shipping tab outstanding on that work date or earlier than the 
work date will be displayed.

This example demonstrated the printing of the Pick list from the Shipments Due Today.

The following steps apply as well to printing the Pick List from the Shipments - Future, which displays all 
contacts with pending shipments, which are after the users work date.
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Click on the link Shipments DueToday

Multiple contracts can be selected using a variety of methods.
 By using the Select More option provided in Dynamics 365 Business Central.
 By using keyboard keys the same as in excel. 
For example, to select a range of contract, then click on the first contract to be included, press and hold the 
Shift key, and then select the last contract to be included.

Or if the contracts to be included are not consecutive, then after clicking on the first contact, press and hold the 
Ctrl key down, and then select the additional contracts to be included on the Pick List.

When only one contract is selected, then on the report request page, the No. field will be displayed and 
populated with the contract number that the cursor is on.

Click on the cell No. with the value RC00013

Click on the navigation menu item popup Process
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Click on the navigation menu item Print Pick List...

Click on the button Preview

The Picklist provides the ability to print the report 
using Send To, Print and Preview.

Pick Ticket Information: The header of the Pick Ticket includes the Rental Contract Number, Rental Contract 
Date, Sell To and Ship-To customer information, Customer ID, Salesperson, External Document No., and 
contact information.
 
The body of the ticket can include two sections, Rental and Sales. The Sales section only prints when Sales 
Lines are populated on the contract.

Rental Section:
 Type: The Type field will display the Link Type, when the unit is linked to a master record, such as an Item 

or Fixed Asset.
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 Unit: When the unit has been selected on the rental lines, then this field will be populated. This advised the 
picker what unit to pick. If the unit was not selected, then the picker will need to select the unit to be 
shipped and note the Rental Unit No. on the ticket.

 Group No.: If the rental unit lines in the contract are child lines of a group, then the Group No. field will be 
populated with the Group No. This will aid the warehouse/yard personnel in picking units when they have 
not been selected on the rental lines.

 Description: Prints the description of the unit or unit group if the unit was not selected.
 Bin Code: When a Rental Unit is linked to an Item that is stored in Bins, then the Bin Code from the line 

will be displayed.
 Qty. to Ship: This quantity is defaulted from the “Qty. to Rent” field on the rental line for the unit.

 Qty. Shipped: This quantity is defaulted from the “Qty. on Rent” field on the rental line for the unit.
 Customer Pickup: When on the rental line the field Customer Pickup is checked, then Yes will print on the 

ticket. If the field is not checked, then No will print on the ticket.
 Required Shipping Date: Prints the Required Shipping Date specified on the rental line.

Sale Section:
 Type: The Type field will display the Type selected on the Sales Line.
 No.: Prints the number of the product entered on the Sales Line.
 Description: Prints the description of the product selected on the Sales Line.

 Qty. to Ship: This quantity is defaulted from the “Qty. to Ship” field on the Sales Line.
 Qty. Shipped: This quantity is defaulted from the “Qty. Shipped” field on the Sale Line.

 Customer Pickup: This field prints as Yes or No, depending on the setting on the applicable line.
 Required Shipping Date: This field prints the date specified on the applicable line.

Footer Section:
 Picker Name field where the picker is to sign.
 Date Picker field, which the Picker is to populate the date.
 Reviewer Name field, where the reviewer is to sign.

3.16.2.4. How to Generate a Pick List from Units - To Ship
Click on the link To Ship

Select the records which are to be included on the Pick List.
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Click on the navigation menu item popup Actions

Click on the navigation menu item Print Pick List...

Select the desired method of printing. The options are the same as noted for printing the Pick Tickets from 
Shipments Due Today.

Click on the button Preview

The Pick List contains the same fields in the body and footer of the Pick Tickets from the Contracts - Shipments 
Due Today. The following picture is an example of the Unit - To Ship Pick List, with the units grouped by Rental 
Contract.
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3.16.2.5. Processing Shipments from the To Ship List
When the picking has been completed and the ticket has been signed, the entry and shipping of the units can 
be completed from the To Ship cue list or be provided to a user who would enter and ship the unit from the 
rental contract.

To learn about shipping from a rental contract, see the ODT Rentals Online Help, Processing Rentals, Rental 
Contracts.

The following demonstrates the entry of a unit and the subsequent shipping from the To Ship list.

Click on the link To Ship

Click on the navigation menu item Edit List
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00002

Click on Document No. = RC00025, Rental Unit No. 
= RU00002, Description = Buckeye Ditcher
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Press and hold the Shift key down.
 Click on Document No. = RC00026, Rental Unit No. 
= BD-006, Description = Buckeye Ditcher

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the toggle field Update Shipment Date

When the actual shipment date differs from the 
Shipment Date on the record, then enable the Update 
Shipment Date.
Otherwise, do not enable the field.

In this example, the actual shipment date differs from the line and the following demonstrates the process for 
recording the New Shipment Date.
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Click on the field New Shipment Date

Click on the link Open the date picker

Click on a date in the calendar

NOTE
When the term on any of the selected records contain records which have the setting of Tracking Date and 
Time, then an additional field New Shipment Time will be displayed for the entry of the actual time the shipment 
occurred on.

The New Shipment Time field is not displayed, when all the selected records have terms which have the setting 
of Tracking Date Only.

Click on the field Posting Date

Enter or lookup and select the date on which the 
shipment is to be posted.
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Click on the link Open the date picker

Click on a date in the calendar

Click on the button OK

Click on the navigation menu item popup Rental
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Click on the navigation menu item Ship Rentals

3.16.2.6. Processing Partial Shipments from the To Ship List
When a contract contains a Rental Unit record with a quantity greater than 1, then a partial shipment can be 
processed.

An example would be a unit linked to an item with a quantity of 4, and on the Required Shipping Date there are 
only 2 available to be shipped. The remaining quantity of 2 to be shipped on the following day.

The following demonstrates the partial shipment and subsequent shipment.

Click on the link To Ship 1

Click on the navigation menu item Edit List

Click on the cell Qty. to Rent with the value 4
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Enter the text 2. Press the Enter key.

Click on the button Yes

Click on the cell Qty. to Rent with the value 2

Enter the text 0.

It is recommended to set the Qty. To Rent to 0 on the 
newly created record, which is not being shipped on 
the Required Shipping Date.
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Click on Document No. = RC00027

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the field Posting Date

The Posting Date will require revision to the date the 
units are being shipped.
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Click on the link Open the date picker

Click on a date in the calendar

Click on the button OK

Click on the cell Qty. to Rent with the value 2

On the record where the Qty. to Rent was set to 0, the 
field is reset to the remaining quantity upon the 
posting of the first record.

The following demonstrates the shipment of the remaining quantity on the subsequent day.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the toggle field Update Shipment Date

Click on the link Open the date picker
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Click on a date in the calendar

Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar
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Click on the button OK

3.16.2.7. Processing Shipments for Units Linked to Serialized Items
When Rental Units are linked to Items that are serialized, then as with selling serialized items, the Serials Nos. 
must be selected in the Item Tracking Entries. 
For rentals, the selected Serial Nos. are to be equal to the Rental Quantity on the line.

For additional information on Rental Units linked to serialized Items, see ODT Rental Online Help, Processing 
Rentals, Rental Contract with Rental Units Linked to Items.

The following demonstrates how to manually select the required number of Serial Nos. for Item that is linked to 
the Rental Unit on the selected record.

Click on the link To Ship

Click on the cell Document No. with the value 
RC00012
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Click on the navigation menu item popup Rental

Click on the navigation menu item Item Tracking 
Lines

Click on the cell Serial No.

Click on the link in cell Serial No.
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Click on the cell Serial No. with the value SN00003

Click on the button OK

Click on the cell Serial No.

Click on the link in cell Serial No.
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Click on the cell Serial No.

Click on the link in cell Serial No.

Click on the cell Serial No. with the value SN00004

Click on the button OK
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Click on the button Close

The following demonstrates how to automatically select the next available Serial Nos. for required number for 
the Item that is linked to the Rental Unit on the selected record.

Click on the link To Ship

Click on the cell Document No. with the value 
RC00012

Click on the navigation menu item popup Rental
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Click on the navigation menu item Item Tracking 
Lines

Click on the navigation menu item popup Process

Click on the navigation menu item Select Entries

Note that when Select Entries is clicked on that the next 2 available Serial Nos. are automatically selected and 
populate the lines.

Click on the cell Serial No. with the value SN00003
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Click on the button Close

Click on the navigation menu item Ship Rentals

Click on the button OK

3.16.2.8. Processing Partial Shipments for Units Linked to Serialized 
Items

The following example demonstrates how to process a partial shipment, when the Rental Unit is linked to a 
serialized Item.

In the example the Serial Nos. had been already selected, to demonstrate what will occur.

NOTE:
When processing a partial shipment of a Rental Unit linked to a serialized Item, the Serial Nos. should not be 
selected prior to changing the Qty. to Rent to the quantity that is to be shipped on the line.
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Click on the link To Ship

Click on the cell Document No. with the value 
RC00015

Click on the navigation menu item Edit List

Click on the cell Qty. to Rent with the value 4



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1174/2540

ODT Rentals Online Help 5/15/2024 1174/2540

Enter the text 1. Press the Enter key.

Click on the button Yes

This message will occur should the Serial Nos. have 
been selected before changing the Qty. to Rent to the 
partial quantity that is to be shipped.

Click on the button Yes

Click on the navigation menu item popup Rental
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Click on the navigation menu item Item Tracking 
Lines

Click on the navigation menu item popup Process

Click on the navigation menu item Select Entries

Click on the cell Serial No. with the value SN00008
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Click on the button OK

Click on the button Close

Click on the navigation menu item Ship Rentals

Click on the button OK

The following demonstrates the shipping of the remaining quantity.

If the shipment was to occur on a different date, then the Shipment Date will need to be changed on the line 
and the same date be entered in the Posting Date field on the Ship Rentals page.
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Click on Document No. = RC00015, Rental Unit No. 
= RU00027, Description = Air Impact Wrench 1 
inch Drive

Click on the navigation menu item popup Rental

Click on the navigation menu item Item Tracking 
Lines

Click on the navigation menu item popup Process
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Click on the navigation menu item Select Entries

Click on the button OK

Click on the button Close

Click on the navigation menu item popup Rental
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Click on the navigation menu item Ship Rentals

Click on the field Posting Date

Click on the button OK

3.16.2.9. Processing Shipments for Units Linked to Items Stored in 
Bins

When a Rental Unit is entered on the rental line of the contract, the Bin Code specified as the Default Bin, 
defaults to the Bin Code on the rental line. The Bin Code on the rental line populates the Transfer-from Bin 
Code field on the Transfer Order created.

The Bin Code can be modified on the To Ship List or the Rental Contract, should the quantity of items required 
need to be picked from a different Bin. To open the Rental Contract, select Process, then Card.

When the items are picked from the bin that is displayed in the Bin Code on the line and Pick List, then 
processing of the shipment consists of selecting the menu option Rental, then Ship Rental.
 
 
The following example demonstrates the process for when the items are picked from the bin that is on the line 
and Pick List.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1180/2540

ODT Rentals Online Help 5/15/2024 1180/2540

Click on the link To Ship

Click on Document No. = RC00013, Rental Unit No. 
= RU00026, Description = Wacker Hammer Drill 
Bits 3/16 inch

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the field Posting Date

Click on the button OK

3.16.2.10. Processing Partial Shipments for Units Linked to Items 
Stored in Bins

The following example demonstrates the processing of a partial shipment when the Rental Unit is linked to an 
Item stored in Bins. The example also demonstrates the processing of the second shipment on a subsequent 
date and from a different bin.

Click on the link To Ship 1

Click on the navigation menu item Edit List
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Click on the cell Qty. to Rent with the value 5

Enter the text 2. Press the Enter key.

Click on the button Yes

Click on Document No. = RC00017, Rental Unit No. 
= RU00026, Description = Wacker Hammer Drill 
Bits 3/16 inch
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the field Posting Date

Click on the button OK

The following demonstrates the process to be used to change the Bin Code when the items were picked from a 
different bin than displayed on the line and the shipping of the Rental Unit on a different Shipment Date than on 
the line.
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Click on the cell Bin Code with the value C-001

Click on the lookup button in the cell Bin Code

Click on the link in cell Code with the value C-002

Click on the navigation menu item Rental
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Click on the navigation menu item Ship Rentals

Click on the toggle field Update Shipment Date

Click on the link Open the date picker for New 
Shipment Date

Click on a date in the calendar
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Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar

Click on the button OK

3.16.3. How to Process Returns from the To Return Cue

3.16.3.1. Overview
From the To Return cue, warehouse or yard personnel are able to review a list of units which are out on rent, 
on all the open Rental Contracts and process the return of the Rental Units. Returns can be processed for 
multiple contracts at the same time.

In addition, partial returns can be processed from the To Return list, when the Rental Quantity is greater than 1 
on the line.

There are additional fields, which can be added to the line in the list using Personalize.
Which fields should be added is dependent on the organization's configuration for rentals, and whether 
locations are used.

When units are linked to Items stored in Bins, and may be returned to a different Bin, then add the Return Bin 
Code field.
On the To Return list, units can be returned to a different rental location, or to a temporary rental location. In 
order to do so, add the Location Code, Return Location Code and Return Temporary Location fields.

For information on how to add fields to the To Return list lines, see the Pending Shipments and Returns 
Overview.
To learn about processing returns to a different or temporary location, see ODT Rental Online Help, Processing 
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Rentals, Returning Units to a Different or Temporary Location.

 NOTE:
When an organization unit has Metered Usage or Periodic Usage pricing the usage must be entered on the 
rental contract.

The following examples demonstrate the processing of returns from the To Return list.

3.16.3.2. Processing Returns from the To Return List
The following demonstrates the processing of returns from the To Return list for individual Rental Units from 2 
different rental contracts.

Click on the link To Return

Click on the navigation menu item Edit List

Click on the cell Qty. to Return with the value 0
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Enter the text 1.

Click on the cell Qty. to Return with the value 0

Enter the text 1.

Select the records on which the units are to be returned.

Press and hold the Shift key down.
 Click on Document No. = RC00025, Rental Unit No. 
= RU00002, Description = Buckeye Ditcher
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

In this example the units are being returned on the Rental Return Date.

Therefore, the Update Return Date field is not being enabled and subsequently the New Return Date field 
cannot be edited.

Click on the field Posting Date

Click on the link Open the date picker
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Click on the link Next

Click on a date in the calendar
Select the date the returns are to be posted to. 
Normally this will be the same date that the Rental 
Units are returned.

Click on the button OK

3.16.3.3. Processing Partial Returns from the To Return List
The following example demonstrates the process for partial returns when Rental Units are linked Items. The 
Rental Return Date on the line is 7/3/2020, however one of the units is being returned a day early on 7/2/2020.

The same process is used when a Rental Unit allows overbooking and the Rental Quantity shipped is greater 
than one.

Click on the link To Return
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Click on the navigation menu item Edit List

Click on Document No. = RC00019, Rental Unit No. 
= PG-001, Description = Portable Generators

Click on the cell Qty. to Return with the value 0

Enter the text 1.

Press the Tab or Enter key to move off the field.
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Click on the button Yes

Click on the cell Partial Return Date with the value 
6/4/2020

Click on the link in cell Partial Return Date with the 
value 6/4/2020

Click on the link Next
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Click on a date in the calendar

Select the date that the quantity is being returned on.
In this example, 7/2/2020 is selected.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button OK

Note that a line remains in the list for the contract and unit, which contains the remaining quantity that was not 
returned in the Qty. on Rent field.
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Click on Document No. = RC00019, Rental Unit No. 
= PG-001, Description = Portable Generators

Click on the cell Qty. on Rent with the value 2

The following demonstrates the returning of the remaining quantity still out on rent on the subsequent day.

Click on the cell Qty. to Return with the value 0

Enter the text 2.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the link Open the date picker

Click on a date in the calendar

Select the date the remaining units are being returned 
on.
In this example 7/3/2020.
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Click on the button OK

3.16.3.4. Processing Partial Returns for Units Linked to Serialized 
Items

The following example demonstrates the process for partial returns, when Rental Units are linked to Serialized 
Items.
In the example, 2 of the 3 units out on rent are being returned the day before the Rental Return Date on the 
line.

When returning the full Rental Quantity for units linked to serialized items, the process is to select Rental, 
Return Rentals, then set the Posting Date to the date of the return and select ok.

Click on the link To Return 4

Click on Document No. = RC00015, Rental Unit No. 
= RU00027, Description = Air Impact Wrench 1 
inch Drive

The Item Tracking Lines must have the Qty. to Return field set to 0 on the lines, for the Serial Nos. of the item 
or items not being returned.

IMPORTANT
This must be done before changing the Qty. to Return quantity on the To Return lines.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Item Tracking 
Lines

Click on the cell Qty. to Return with the value 1

Enter the text 0.
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Click on the button Close

Click on the cell Qty. to Return with the value 0

Enter the text 2.

When moving off the field, then the following message 
will occur.

Click on the button Yes
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Click on the cell Partial Return Date with the value 
6/4/2020

As the Posting Date on the Rental Contract defaults to 
the Partial Return Date, it is important to review and 
revise the date. The date should be set to the date the 
Rental Units are returned.

Click on the link in cell Partial Return Date with the 
value 6/4/2020

Click on the link Next

Click on a date in the calendar

Select the date that the return occurred on.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the field Posting Date

The Posting Date should be set to the date the unit or 
units are returned, if different from the date in the 
field.

Click on the link Open the date picker
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Click on a date in the calendar

Click on the button OK

The following demonstrates the return of the remaining quantity.

Click on Document No. = RC00015, Rental Unit No. 
= RU00027, Description = Air Impact Wrench 1 
inch Drive

Click on the navigation menu item popup Rental
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Click on the navigation menu item Item Tracking 
Lines

Click on the cell Qty. to Return with the value 0

Enter the text 1.

Click on the button Close
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Click on the cell Qty. to Return with the value 0

Enter the text 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals
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Click on the field Posting Date

Note that in this example the date is the same as the 
Rental Return Date on the line, therefore does not 
require changing as that is the date the remaining unit 
is being returned on.

Click on the button OK

3.16.3.5. Processing Partial Returns for Units Linked to Items in Bins
The following example demonstrates the process for partial returns when Rental Units are linked to Items 
stored in Bins.
 
In the example, 2 of the 3 units out on rent are being returned to the same Location but a different Bin than they 
were shipped from.

When returning the full Rental Quantity for units linked to Items stored in Bins to a single Bin, then the process 
is to select Rental, Return Rentals, then set the Posting Date to the date of the return and select ok.

Click on the link To Return 3

Click on the navigation menu item Edit List
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Click on Document No. = RC00017, Rental Unit No. 
= RU00026, Description = Wacker Hammer Drill 
Bits 3/16 inch

Click on the cell Return Bin Code with the value C-
002

The Bin Code that the items were picked and shipped 
from defaults to the Return Bin Code field. When 
being returned to a different Bin, then the Return Bin 
Code field must be modified.

Click on the lookup button in the cell Return Bin 
Code

Click on the link in cell Code with the value C-001
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Click on the cell Qty. to Return with the value 0

Enter the text 2.

When moving off the field, then the following message 
will occur.

Click on the button Yes

Click on the cell Partial Return Date with the value 
6/4/2020

The Partial Return Date defaults from the Rental 
Contract, Posting Date. If the date is different than the 
date of the return, then the date must be set to the 
date of the return.
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Click on the link in cell Partial Return Date with the 
value 6/4/2020

Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the field Posting Date

The Posting Date should be set to the date the unit or 
units are returned, if different from the date in the 
field.

Click on the link Open the date picker

Click on a date in the calendar
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Click on the button OK

Click on the cell Qty. on Rent with the value 1

Click on the cell Qty. to Return with the value 0

Enter the text 1.
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Click on the cell Return Bin Code

Select the Bin Code that the rental items are being 
returned to. If left blank, then the rental items will be 
returned to the Default Bin Code, when the Rental 
Unit is returned.

Click on the lookup button in the cell Return Bin 
Code

Click on the link in cell Code with the value C-002

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the field Posting Date

Review the Posting Date, and if required, change the 
date to the actual date the Rental Unit is being 
returned.

Click on the button OK

3.17.Parital Shipments and Returns
3.17.1. Partial Shipments and Returns Overview

3.17.1.1. Overview
The entry of Rental Units with a Rental Quantity greater than one on Rental Quotes and Rental Contracts is 
dependent on the Allow Overbooking feature.

Rental units assigned to a group, are not allowed to have a Rental Quantity greater than one entered on quotes 
and contracts.

On Rental Management Setup, when the field Allow Unit Overbooking is checked, then all units not assigned to 
a Rental Unit Group can by default have a Rental Quantity entered that is greater than one. Also when the field 
is checked, then the field is not displayed on the Rental Unit cards.

If on Rental Management Setup, the field Allow Unit Overbooking is not checked, then the field is displayed on 
the Rental Unit cards. The organization can then select which specific units are allowed to be overbooked. 
When checked on the unit, the Rental Quantity on the Rental Line of a quote or contract can be greater than 
one.

The single units linked to a Fixed Asset, Resource or G/L Account or is not linked, must have the Allow 
Overbooking field checked in order to enter a Rental Quantity greater than one.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1212/2540

ODT Rentals Online Help 5/15/2024 1212/2540

The Item Availability applies to Rental Units linked to Items and manages the availability, therefore the Allow 
Overbooking feature does not apply to these units.

Only with single units not assigned to a group, can partial shipments and partial returns be processed.

Partial Shipments:
For a unit linked to an item there are required setups to be configured in order to enter and process the quotes 
and contracts. Rental Units can be linked to Items, Items with Serial No. and/or Lot Tracking and Items stored 
in Bins.
 
To learn about these required setups, please see the help, Processing Rentals, Rental Contracts with Rental 
Units Linked to Items.

When the Qty. to Rent on the Rental Line is modified to specify that only a portion of the units are to be 
shipped, then the rental line will be split into two lines. One line having the Rental Quantity and Qty. to Rent as 
specified in the Qty. to Rent for the partial shipment. The other Rental Line with have the remainder of the 
quantity yet to be shipped.

Partial Returns: 
When on a contract the Rental Quantity and Qty. on Rent are greater than one, and the Qty. to Return is 
modified to specify that only a portion of the units are to be returned, then the field Partial Return Date must be 
populated.

When the return is posted, then the Rental Line will be split into two lines. One having the quantities equal to 
the number returned and the other with the number still out on rent. This updates the Rental Amount lines, 
which is what is used to bill customers. The Rental Amount lines are then split between the rental lines to 
reflect the correct amounts previously billed and generated the new lines for the quantity still out on rent.

In addition, the related Rental Value Entries related to any posted invoices are updated with split records, 
based on the Rental Amount Line splitting between the rental lines.

When locations are used with rentals, then the partial returns allows for the returning of units to different rental 
locations or to a temporary rental location.

To learn about returning units to a different or temporary rental location, see ODT Rental Online Help, 
Processing Rentals, Returning Units to a Different or Temporary Location.

NOTES
The partial shipments and partial returns can as well be completed from the To Ship and To Return cue lists.
 
To learn about processing partial shipments and partial returns from the To Ship and To Return cue lists, see 
ODT Rental Online Help, Processing Rentals, Pending Shipments and Returns.

3.17.2. How to Process Partial Shipments and Returns

3.17.2.1. Overview
The following examples are based on the Rental 
Management Setup, Allow Unit Overbooking not 
being checked, and the units to be entered on the 
line, do have the Allow Overbooking field checked.

3.17.2.2. Setups for Partial Shipments and Returns
For Rental Units not linked to a master card, a unit must be created that is not assigned to a group. The Allow 
Overbooking field must be checked and Rental Prices can be setup on the unit or entered on the rental line.

The following example demonstrates these setups.
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Profile – Business Manager

Double click on the navigation menu item Rental 
Units

Click on the field No.

Press the Enter key.

Enter the text 16 G Brad Nailers.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1214/2540

ODT Rentals Online Help 5/15/2024 1214/2540

Click on the field Serial No.

Enter a Serial No., if applicable.

Click on the field Location Code

Click on Code = EAST, Name = East Warehouse

Click on the field Gen. Prod. Posting Group
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Click on Code = RETAIL, Description = Retail

Click on the field Tax Group Code

Click on Code = SUPPLIES, Description = Taxable 
Olympic Supplies

Click on Allow Overbooking, No
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Click on the field Rental Terms Code

Click on Code = MONTH-PEND, Description = 
Monthly Rental - Per. Billing in Arrears

Click on the field Minimum Rental Duration

Enter the text 1 day.

Once the unit has been setup, then the Rental 
Price(s) can be configured. This will then default the 
price to the Rental Line when the unit and term has 
been entered on the line.

This is not mandatory. 

Should there not be a price card setup for any or all 
terms on the Rental Unit, the Rental Unit Price can be 
entered on line, after entering the Rental Unit and any 
term on the line. 
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Setup all applicable prices that apply to the unit being setup, if the organization requires the price cards be 
setup.

The following steps demonstrate the setting up of a rental price on the new unit.

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Prices

Click on the navigation menu item New

Click on the field Rental Terms Code
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Click on Code = MONTH-PEND, Description = 
Monthly Rental - Per. Billing in Arrears

Click on the field Price

Enter the text 500.

Click on the field Tax Group Code
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Click on Code = SUPPLIES, Description = Taxable 
Olympic Supplies

Click on the back button

Click on the back button

Click on the back button

Once the unit has been setup, then the Rental 
Price(s) can be configured. This will then default the 
price to the Rental Line when the unit and term has 
been entered on the line.

This is not mandatory. Should there not be a price 
card setup for any or all terms on the unit, then the 
user can after entering the unt and any term, then can 
enter the Rental Unit price on line of a quote or 
contract.
Setup all applicable prices that apply to the unit being setup, if the organization requires the price cards be 
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setup.

The following steps demonstrate the setting up of a rental price on the new unit.

NOTE:
In order to process partial shipments and returns for 
units linked to a Fixed Asset, Resource or G/L 
Account, these master cards must exist or be setup. 
Then on the unit cards the Link Type and Link Code 
fields must be setup.
All other setups are the same as the above example.

The setup partial shipments and returns for units 
linked to Items will not be demonstrated at this time, 
as this is related to another feature, Item Availability 
and Rental Units. Information related to the setups for 
units linked to items is located in the Processing 
Rentals, Rental Contracts book in the online help.

3.17.2.3. How to Process Partial Shipments
Profile - Sales Order Processor

The following steps can as well be completed from the 
Business Manager Profile.
In this example the partial shipment feature is 
demonstrated with a Rental Unit, which is not linked to 
a master record.

On the contract rental line the Rental Quantity entered 
is three. Two of the units will be shipped on the order 
date and the other will be shipped on the following 
day. 
Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name
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Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on No. = RU00013, Description = 16 G Brad 
Nailers
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Click on the cell Rental Quantity

Enter the text 3.

Click on the cell Qty. to Rent

Enter Qty. to Rent. Press the Arrow down key.
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Click on the button Yes

Click on the cell Qty. to Rent

To have the second rental line not be shipped when 
posting the shipment of the first line the Qty. to Rent 
must be set to 0.

Enter Qty. to Rent.

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

Click on the cell Qty. to Rent

The system automatically resets the Qty. to Rent on 
the second line when the posting of the shipment of 
the first line is completed.

Click on the cell Rental Start Date
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Click on the link in cell Rental Start Date

As the second rental line is being shipped on a 
different date, the Rental Start date should be revised 
to reflect the data the rental is to commence.

Click on a date in the calendar

Click on the field Posting Date

As the second rental line is being shipped on a 
different date, the Posting Date must be changed to 
reflect date the shipment is occurring on.

Click on the link 
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Click on a date in the calendar

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

The contract can now continue to be processed as per the standard processing for rentals.

3.17.2.4. How to Process Partial Returns
Profile - Sales Order Processor

The following steps can as well be completed from the 
Business Manager Profile.
In this example, a Rental Contract with a Rental Unit not linked to a master record demonstrates the partial 
returns feature. On the contract line, both the Rental Quantity and Qty. on Rent are three.
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The contract is for two rental periods, where the rental has been shipped and the first rental period has been 
billed to the customer. 

After invoicing the first rental period, two of the three units will be returned. The remaining unit will remain on 
rent until the end of the second rental period, being invoiced and returned at that time.

The next steps are provided to show the Rental 
Amount Lines and Rental Value Entries for the invoice 
that was posted.

Thus providing a reference to compare to, after the 
partial return has been posted.
Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Invoice No. with the value RI00026

Note the record for the first rental period has been 
billed for a quantity of three, and the Invoice No. field 
displays the invoice number.

Click on the button Close

Click on the navigation menu item Rental Value 
Entries

Click on the cell Quantity with the value 3
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Click on the cell Amount Including Tax with the 
value 1,530.00

The value entry for the first invoice has a quantity of 3 
and the Amount Incl. Tax is for the quantity of 3.
Click on the button Close

The next steps demonstrate the process for partial 
returns.
Click on the cell Qty. to Return

Enter the text 2. Press the Arrow down key.

The following pop-up will occur requiring confirmation 
that a partial return is desired.

Select Yes, to continue with processing the partial 
return.
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Select No, to abort the process when a partial return 
is not wanted.
Click on the button Yes

Click on the cell Partial Return Date

Verify the Partial Return Date and if needed, change 
the date to the date the partial return is occurring on.

Click on the field Posting Date

Verify the Posting Date is correct.

This date has to be at least equal to the Partial 
Return. This is the date that will be on all entries 
created when posting the partial return.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

When the line splitting occurs the previously posted 
invoice or invoices are allocated to each of the rental 
lines based on the quantity on the split lines.
The following steps demonstrate the results of the line 
splitting that occurs when posting a partial return.
Both lines are shown with the key fields displayed.
Click on the cell Rental Quantity
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Click on the cell Qty. on Rent with the value 0 

Click on the cell Qty. Returned with the value 2 

Click on the cell Qty. on Rent with the value 1 

The next steps are provided to show the, Rental 
Amount Lines and Rental Value Entries for the invoice 
that was posted prior to the partial return.

Thus demonstrating what occurs when a partial return 
is posted.

The splitting enables the unit still on rent to be 
subsequently invoiced.
When the splitting occurs the initial records in the 
Rental Amount Lines and Rental Value Entries are 
split to reflect the quantity and dollars applicable to 
each rental line.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1233/2540

ODT Rentals Online Help 5/15/2024 1233/2540

Click on the cell Rental Unit No.

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Extended Quantity with the value 2

Note that on the first rental line, the Rental Amount 
Line record has the Extended Quantity set to 2.
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Click on the cell Amount Including Tax with the 
value 1,020.00

Note that on the first rental line, the Rental Amount 
Line record, the Amount Including Tax displays the 
appropriate revenue when the Extended Quantity is 
set to 2.

Click on the cell Invoice No. with the value RI00026

Note that the Invoice No. retains the Invoice No. and 
the line has the Billed field checked.

Click on the button Close

Click on the cell Rental Unit No.
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Extended Quantity with the value 1

Note that on the second rental line, the Rental 
Amount Line record has the Extended Quantity set to 
1.

Click on the cell Amount Including Tax with the 
value 510.00

Note that on the second rental line, the Rental 
Amount Line record, the Amount Including Tax 
displays the appropriate revenue when the Extended 
Quantity is set to 1.
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Click on the cell Invoice No. with the value RI00026

Note that the Invoice No. retains the Invoice No. and 
the line has the Billed field checked.

Click on the button Close

The following show what occurs Rental Value Entry 
for the previously posted invoice.

Note that the value entries mirror the changes which 
occurred on the Rental Amount Lines when the 
splitting occurred.
Click on the cell Rental Unit No.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Value 
Entries

Click on the cell Invoice No. with the value RI00026

Click on the cell Quantity with the value 2

Click on the cell Amount Including Tax with the 
value 1,020.00
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Click on the button Close

Click on the cell Rental Unit No.

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Value 
Entries
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Click on the cell Invoice No. with the value RI00026

Click on the cell Quantity with the value 1

Click on the cell Amount Including Tax with the 
value 510.00

Click on the button Close

The Rental Line with the Qty. on Rent of 1 can 
continue to be invoiced for additional rental period 
using the standard rental processing procedures.

3.17.3. Processing Partial Shipments or Returns for Units Linked 
to SN Items

3.17.3.1. Overview
When Rental Units are linked to Items that are serialized, then as with selling serialized items, the Serials Nos. 
must be selected in the Item Tracking Entries. 
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For rentals, the selected Serial Nos. are to be equal to the Rental Quantity on the line.

For additional information on Rental Units linked to serialized Items, see ODT Rental Online Help, Processing 
Rentals, Rental Contract with Rental Units Linked to Items.

Partial Shipments
When processing a partial shipment of a Rental Unit linked to a serialized Item, the Serial Nos. should not be 
selected on the Item Tracking Lines prior to changing the Qty. to Rent on the Rental Line to the quantity that is 
to be shipped.
 
If the Serial Nos. have been selected on the Item Tracking Lines before changing the Qty. to Rent on the 
Rental Line, then a confirmation message will occur advising that the Item Tracking Lines will be deleted.

The Rental Line will be split into 2 lines, one with the quantity specified in the Qty. to Rent field and a new line 
with the quantity difference between what was on the initial line, Rental Quantity and the Qty to Rent entered.
 
On the Rental Line that contains the quantity that is to be shipped the Serial Nos. will need to be selected on 
the Item Tracking Lines.
 
On the new line created by the splitting of the Rental Unit Line for the partial shipment, the Qty. to Rent must be 
cleared prior to running Ship Rentals for the initial line.

Partial Returns
When processing a partial return, then the Item Tracking Lines, Qty. To Return must be set to zero on the 
Serial Nos. that are not being returned. 
 
Then the Qty. to Return is to be set on the Rental Line equal to the sum of the quantity in the Qty. to Return 
field on the Item Tracking Lines.
 
 If the Qty. to Return on the Rental Lines does not match the sum, then the return will not be allowed, and an 
error will occur.

To learn about the processing of partial shipments and returns for Rental Units linked to serialized Items from 
the To Ship and To Return cue lists, see ODT Rental Online Help, Processing Rentals, Pending Shipments and 
Returns.

3.17.3.2. Processing Partial Shipments of Units Linked to Serialized 
Items

The following example demonstrates the process for performing a partial shipment of Rental Units linked to 
serialized Items from a Rental Contract.

A total of 5 units will be rented out with a quantity of 1 being shipped 2 days before the Rental Start Date, and 
the remaining 4 will be shipped the day before the Rental Start Date.

NOTE:
When processing a partial shipment of a Rental Unit linked to a serialized Item, the Serial Nos. should not be 
selected prior to changing the Qty. to Rent to the quantity that is to be shipped on the line. If the Serial Nos. 
have been selected before changing the Qty. to Rent on the Rental Line, the selected Serial Nos. will be 
deleted.
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Click on the field Posting Date

In this example, the Posting Date is the date the 
partial shipment is to occur.

Click on the cell Qty. to Rent with the value 5

Enter the text 1. Press the Enter key.

Click on the button Yes
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Click on Rental Unit No. = RU00027, Rental Terms 
Code = MONTH-PEND, Rental Quantity = 1

Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines

Click on the cell Serial No.
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Click on the link in cell Serial No.

Click on Serial No. = SN00003, Total Quantity = 1, 
Total Requested Quantity = 0

Click on the button OK

Click on the button Close
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Click on the link in cell ODT Transfer Order No. with 
the value 1037

Click on the field Posting Date

Note that the Posting Date is the same as the Posting 
Date on the contract.

Click on the navigation menu item popup Line

Click on the navigation menu item popup Item 
Tracking Lines
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Click on the navigation menu item Rental

Click on the cell Serial No. with the value SN00003

Note that the Transfer Order, Item Tracking Lines for 
Rental contain the Serial No. selected on the contract.

Click on the button Close

Click on the button Close

IMPORTANT
The Qty. to Rent of 4 on the Rental Line, which is not to be shipped, must have the Qty. to Rent set to zero, 
prior to posting the shipment on the line that is to be shipped, otherwise those units and linked items will be 
shipped as well.
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Click on the cell Qty. to Rent with the value 4

Enter the text 0.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

The following demonstrates the shipping of the remaining quantity.

Click on the field Posting Date

Click on the link Open the date picker
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Click on a date in the calendar

Click on Rental Unit No. = RU00027, Rental Terms 
Code = MONTH-PEND, Rental Quantity = 4

Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines
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Click on the navigation menu item popup Process

Click on the navigation menu item Select Entries

NOTE:

The Serial Nos. for the quantity of 4 can as well be manually selected in the Serial No. field on the Item 
Tracking Lines.

Click on the button OK

Click on the button Close
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

3.17.3.3. Processing Partial Returns of Units Linked to Serialized 
Items

The Item Tracking Lines must have the Qty. to Return field set to 0 on the lines, for the Serial Nos. of the item 
or items not being returned.

IMPORTANT
This must be done before changing the Qty. to Return quantity on the To Return lines.

The following example demonstrates the process for performing a partial return from a Rental Contract.
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar
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Click on Rental Unit No. = RU00027, Rental Terms 
Code = MONTH-PEND, Rental Quantity = 4

Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines

Click on the cell Qty. to Return with the value 1
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Enter the text 0.

Click on the button Close

Click on the cell Qty. to Return with the value 0

Enter the text 3.
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Click on the navigation menu item popup Rental

Click on the button Yes

Click on the cell Partial Return Date with the value 
8/7/2020

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

The following demonstrates the return of the remaining rental lines on the Rental Return Date.

Click on the field Posting Date
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Click on the link Open the date picker

Click on a date in the calendar

Click on the cell Qty. to Return with the value 0

Enter the text 1.
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Click on Rental Unit No. = RU00027, Rental Terms 
Code = MONTH-PEND, Rental Quantity = 1

Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines

Click on the cell Qty. to Return with the value 0
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Enter the text 1.

Click on the button Close

Click on the cell Qty. to Return with the value 0

Enter the text 1.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.17.4. Processing Partial Shipments or Returns for Units Linked 
to Lot Items

3.17.4.1. Overview
When Rental Units are linked to Items that have Lot Tracking, then as with selling Items with Lot tracking, the 
Lot Nos. must be selected in the Item Tracking Entries.
For rentals, the selected Lot Nos. are to be equal to the Rental Quantity on the line.

For additional information on Rental Units linked to Items with Lot Tracking, see ODT Rental Online Help, 
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Processing Rentals, Rental Contract with Rental Units Linked to Items.

Partial Shipments
When processing a partial shipment of a Rental Unit linked to an Item with Lot tracking, the Lot Nos. should not 
be selected on the Item Tracking Lines prior to changing the Qty. to Rent on the Rental Line to the quantity that 
is to be shipped.

If the Lot Nos. have been selected on the Item Tracking Lines before changing the Qty. to Rent on the Rental 
Line, then a confirmation message will occur advising that the Item Tracking Lines will be deleted.

The Rental Line will be split into 2 lines, one with the quantity specified in the Qty. to Rent field and a new line 
with the quantity difference between what was on the initial line, Rental Quantity and the Qty to Rent entered.
 
On the Rental Line that contains the quantity that is to be shipped the Lot Nos. will need to be selected on the 
Item Tracking Lines.

On the new line created by the splitting of the Rental Unit Line for the partial shipment, the Qty. to Rent must be 
cleared prior to running Ship Rentals for the initial line.

Prior to running the Ship Rentals for the new line, the Lot No(s). must be selected.

Partial Returns
When processing a partial return, then the Item Tracking Lines, Qty. To Return must be set on the line(s) to 
equal the partial quantity that is to be returned.
 
Then the Qty. to Return is to be set on the Rental Line equal to the sum of the quantity in the Qty. to Return set 
on the Item Tracking Lines.

If the Qty. to Return on the Rental Lines does not match the sum, then the return will not be allowed, and an 
error will occur.

IMPORTANT

If after selecting the Item Tracking Entry(s), the Item Tracking Line(s) is deleted, the Item Tracking Lines 
must  be closed and re-opened in order to update the Transfer Order, which updates the Item Inventory 
Availability, before running the Select Entries or lookup in the Lot No. field on the lines.

Should this not be done, then the Select Entries page will display incorrect data.

3.17.4.2. Processing Partial Shipment of Units Linked to Items with 
Lot Tracking

The following example demonstrates the process for performing a partial shipment of a Rental Unit linked to 
Item with Lot tracking from a Rental Contract.
 
On creation of the Rental Contract on April 20, a Rental Line was entered with a Rental Quantity of 5 with a 
daily rental term, a Rental Start of April 22, and a Rental Return Date of May 1.

Subsequently a quantity of 1 will be shipped on April 21, and the remaining 4 will be shipped on April 22, the 
Rental Start Date.

The Item Tracking Lines will be populated in order to demonstrate the confirmation message that will occur 
when the Qty. to Rent is set to a quantity less than selected in the Item Tracking Lines.
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Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines

Click on the navigation menu item popup Process

Click on the navigation menu item Select Entries
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Click on Lot No. = S10-001
 
Note that 2 Lot Nos. will be needed to fulfill the 
required Rental Quantity of 5 on the Rental Line.

Click on the button OK

Click on the button Close

The following will show the confirmation message that will occur when the Item Tracking Lines are selected for 
the Rental Quantity and then the Qty. to Rent is set to 1 to do a partial shipment.

Click on the field Posting Date
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Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar
 
As the partial shipment is to occur on April 21 the 
Posting Date must be set to April 21.

Click on the cell Qty. to Rent with the value 5

Enter the text 1.
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Click on the button Yes

Click on the button Yes

Click on the cell Rental Start Date with the value 
4/22/2021

Click on the link in cell Rental Start Date with the 
value 4/22/2021
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Click on a date in the calendar
 
Select the date the rental is to commence when 
shipped earlier than the date that initially entered on 
the line and billing is to commence on the date the 
unit is shipped.

Click on the navigation menu item popup Line

Click on the link Item Tracking Lines

Click on the navigation menu item popup Process
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Click on the navigation menu item Select Entries

Click on the cell Selected Quantity with the value 1

Click on the button OK

IMPORTANT

If after selecting the Item Tracking Entry(s), the Item Tracking Line(s) is deleted, the Item Tracking Lines 
must  be closed and re-opened in order to update the Transfer Order, which updates the Item Inventory 
Availability, before running the Select Entries or lookup in the Lot No. field on the lines.

Should this not be done, then the Select Entries page will display incorrect data.

Click on the button Close
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Click on the cell Qty. to Rent with the value 4

Enter the text 0.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

The following demonstrates the steps for processing the shipment for the Rental Line created when the partial 
shipment was done.

Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar
 
As the shipment of the remaining quantity on the 
second Rental Line is to occur on April 22, the Posting 
Date is set to the date of the shipment.

As the Item Tracking Lines are deleted when a partial shipment is processed, the Item Tracking Lines for the 
Lot Nos. must be selected prior the shipping the second Rental Line.
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Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines

Click on the navigation menu item popup Process

Click on the navigation menu item Select Entries
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Click on the button OK

Click on the button Close

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

3.17.4.3. Processing Partial Returns of Units Linked to Items with Lot 
Tracking

IMPORTANT
When processing partial returns the Item Tracking Line(s), Qty. to Return must be modified to reflect the 
quantity of the partial return before the Qty. to Return is entered on the Rental Line.

Thus if there are multiple lines with different Lot Nos. the total the quantities in the Qty. to Return field for all the 
tracking lines are to be equal the quantity being returned.

If the Qty. to Return is modified before the Item Tracking Lines, then a partial return message will occur, "Are 
you sure you want to process a partial return? Partial return date will be set to the posting date and can be 
changed on the line." When Yes is selected, then an error will occur and the partial return cannot be processed.

The following example demonstrates the process for performing a partial return of a Rental Unit linked to Item 
with Lot tracking from a Rental Contract.

For this example the same contract created for the partial shipment will be used.  On both Rental Lines the 
Rental Return Date is May 1.

On April 30, a quantity of 1 will be returned on the second rental line which has a quantity of 4 out on rent.

Click on the link Open the date picker for Posting 
Date
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Click on a date in the calendar
 
Select the date the partial return is occurring on.

Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines

As the tracking lines have 2 records with different Lot Nos., select the line with the Lot No. that the partial return 
is applicable to.

Click on the cell Qty. to Return with the value 2
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Enter the text 1.

Click on the cell Qty. to Return with the value 2

Enter the text 0.

Click on the button Close
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Click on the cell Qty. to Return with the value 0

Enter Qty. to Return. Press the Enter key.

Click on the button Yes

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

Click on the cell Qty. Returned with the value 1
 
When a partial return is posted the Rental Line is split, 
with the quantity returned recorded on the initial line.
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Click on the cell Qty. on Rent with the value 3
 
A new line is created for the Rental Unit which 
contains the remaining quantity not returned during 
the partial return.

The Item Tracking Lines linked to the newly generated line contain the Lot  records with the remaining quantity 
still on rent.
The following is a review of the tracking lines.

Click on the navigation menu item popup Line

Click on the navigation menu item Item Tracking 
Lines

Click on the cell Quantity (Base) with the value 1
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Click on the button Close

The contract can be invoiced and the remaining quantity on rent returned.

3.17.5. Processing Partial Shipments or Returns for Units Linked 
to Bin Items

3.17.5.1. Overview
When Rental Units are linked to Items that are stored in Bins are entered on the Rental Line, then the Bin Code 
on the Rental Line is automatically populated with the Default Bin Code specified in the Item Bin Contents. The 
Bin Code can be changed on the Rental Line to specify that the items are to be shipped from a different Bin.

When processing partial shipments of Rental Units linked to Items stored in Bins, the Bin Code on the partial 
shipment can be set to a different Bin. Additionally, when shipping the remaining quantity the Bin Code can be 
changed.

For additional information on Rental Units linked to Items stored in Bins, see ODT Rental Online Help, 
Processing Rentals, Rental Contract with Rental Units Linked to Items.

To learn about the processing of partial shipments and returns for Rental Units linked to Items stored in Bins, 
from the To Ship and To Return cue lists, see ODT Rental Online Help, Processing Rentals, Pending 
Shipments and Returns.

3.17.5.2. Processing Partial Shipments of Units Linked to Items in 
Bins

The following example demonstrates the process for performing a partial shipment of Rental Units linked to 
Items stored in Bins from a Rental Contract.

In the example, the rental line has a Rental Quantity of 5, and 2 will be shipped out 2 days before the Rental 
Start Date.
The remaining 3 will be shipped out the following day.

Click on the field Posting Date



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1278/2540

ODT Rentals Online Help 5/15/2024 1278/2540

Click on the cell Bin Code with the value C-001

The Default Bin for the selected Location defaults to 
the Bin Code on the Rental Line and can be changed 
to a different Bin, if required.

Click on the cell Qty. to Rent with the value 5

Enter the text 2. Press the TAB key.

Click on the button Yes

IMPORTANT
The Qty. to Rent of 3 on the Rental Line, which is not be shipped, must have the Qty. to Rent set to zero, prior 
to posting the shipment on the line that is to be shipped, otherwise those units and linked items will be shipped 
as well.
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Click on the cell Qty. to Rent with the value 3

Enter the text 0.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

The following demonstrates the shipping of the remaining quantity.  
For this example, the Bin Code on the line will be changed to a different bin.

Click on Rental Unit No. = RU00026, Rental Terms 
Code = MONTH-PEND, Rental Quantity = 3

Click on the cell Bin Code with the value C-001
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Click on the lookup button in the cell Bin Code

Click on the cell Code with the value C-002

The following demonstrates the review and verification of the Transfer-from Bin Code on the Transfer Order 
prior to shipping the Rental Unit.

Click on the link in cell ODT Transfer Order No. with 
the value 1043

Click on the cell Transfer-from Bin Code with the 
value C-002

Note that the Transfer-from Bin Code is automatically 
updated when the Bin Code is changed on the Rental 
Line.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1282/2540

ODT Rentals Online Help 5/15/2024 1282/2540

Click on the button Close

Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

3.17.5.3. Processing Partial Returns of Units Linked to Items in Bins
The following example demonstrates the process for partial returns, when Rental Units are linked to Items 
stored in Bins.  In the example, 2 of the 3 units out on rent are being returned to the same Location, but a 
different Bin than they were shipped from.

In order to return the items to a different Bin, the Return to Bin Code field will need to be added to the Rental 
Line using Personalize.
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on Rental Unit No. = RU00026, Rental Terms 
Code = MONTH-PEND, Rental Quantity = 3
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Click on the cell Bin Code with the value C-002

The rental items were shipped from the bin C-002, 
that is displayed in the Bin Code field.

Click on the cell Qty. to Return with the value 0

Enter the text 2.

Click on the button Yes
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Click on the cell Return Bin Code with the value C-
002

Click on the lookup button in the cell Return Bin 
Code

Click on the link in cell Code with the value C-001

When the return is posted the rental items will be 
returned to the selected Bin C-001.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

Click on Rental Unit No. = RU00026, Rental Terms 
Code = MONTH-PEND, Rental Quantity = 1

Note the Rental Line is split into 2 lines when the 
return is posted for the partial return. The new Rental 
Line contains the remaining quantity in the Qty. on 
Rent field.
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Click on the cell Qty. on Rent with the value 1

The following demonstrates the returning of the remaining quantity on rent on the Rental Line created by the 
partial return.
The return will occur on the date displayed in the Rental Return Date field and be returned to the Bin it was 
shipped from.

Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1289/2540

ODT Rentals Online Help 5/15/2024 1289/2540

Click on the cell Qty. to Return with the value 0

Enter the text 1.

Click on the cell Return Bin Code

Click on the link in cell Code with the value C-002
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Click on the navigation menu item popup Rental

Click on the link Return Rentals

Click on the button Yes

Click on the button OK

3.18.Swapping Rental Units
3.18.1. Swapping Rental Units Overview

3.18.1.1. Overview
On occasion an exchange of one unit out on rent for another may be required. This could be due to a 
breakdown or scheduled maintenance on the unit out on rent.

This feature is restricted to Rental Units assigned to Rental Unit Groups. Units that are not assigned to a group 
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cannot be swapped or exchanged.

ODT Rentals provides 2 methods for handling the swap/exchange of rental units that are out on rent.
 the ability to swap a single unit from the rental lines Functions menu option, Rental Swap.
 the ability to process the exchange of 1 or more units from the contract Rental menu option, Rental 

Exchange.

On the Rental Lines, the field, Replaced By, can be added using Personalize. When a Rental Unit has been 
swapped or exchanged, then on the original rental unit rental line, the Rental Unit No. of the replacement unit 
will be displayed in this field.
 
When a Rental Swap or Rental Exchange is processed, then on the Rental Contract the Posting Date and 
Document Date are updated to the Swap Date.

3.18.1.1.1. Rental Swap from the Rental Line Menu
When swapping Rental Unit using the Rental line, Functions menu option, Rental Swap, the following applies to 
the swap:
 The original unit is automatically returned to the rental location it was shipped from
 The new unit selected must be located in and shipped from the same location as the original unit was 

shipped from

3.18.1.1.2. Rental Exchange from the Contract Menu
The Rental Exchange function provides the ability to:
 Return or not return the original rental unit at the same time of processing the exchange
 Return the original unit to a different or temporary rental location
 Replace the original unit with a unit  located in a different rental location

 Replace the original unit with a substitute unit from a different group
 Process the return of the original unit at a later date
 Creates a single Posted Rental Return document for all units returned in the exchange
 Creates a single Posted Rental Delivery document for all units shipped in the exchange

IMPORTANT NOTE for Release 8.1
In Release 8.1, the Rental Exchange should not be exchange of rental units with metered usage or periodic 
usage pricing due to a known issue.
Please see the ODT Rentals ODT Rentals North American Release Notes V8.1.0.2 Revision 2.

3.18.1.1.3. Posted Rental Documents
The Posted Rental Delivery and Posted Rental Return documents generated by the swap or exchange will 
have a Posting Date and Document Date equal to the swap date specified.
 
On the Posted Rental Delivery when the shipped unit is a replacement unit, then a comment will print beneath 
the shipped rental unit line advising which rental unit the shipment was replacing.

3.18.2. Rental Swap from Rental Line Menu

3.18.2.1. Rental Swapping from the Rental Line Overview

3.18.2.1.1. Processing Overview
The processing steps for the Rental Swap from the Rental line Functions menu option:
 Selecting the Rental Line of the Rental Unit to be swapped
 Selecting the menu option, Rental Swap, located in the Rental Lines, Functions menu
 Specifying the swap date the exchange is occurring on
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 Selecting the Rental Unit that will replace the original rental unit

Processing Information
The following provides detailed information of what occurs when the Rental Swap is processed.

Original Rental Unit Returned
When the original unit is returned, then on the original rental unit contract line:
 The Rental Return Date is updated to the Swap Date and cannot be modified
 The Rental Billing End Date will be updated to the Swap Date, if an invoice has not been posted that 

includes the original unit

 The Rental Billing End Date will be set to the date in the Ending Date-Time field of the last invoiced Rental 
Amount line with the type of Rental when an invoice has been posted which includes the original rental unit

 The Rental Billing End Date cannot be modified on the original unit rental line

 The Qty. to Return will be populated on the original Rental Unit line  to be returned during the swap process 
and the return of the unit will be t o the Rental Location the unit was shipped from.

 The rental return will be automatically posted
 A Posted Return Delivery document will be created which will include the Rental Unit returned during the 

rental swap process

Replacement Units
 A new rental line will be created for each of the new replacement Rental Unit 
 The Rental Start Date is essentially set to the day after the swap date
 When the original rental unit line had a Rental Return Date, prior to the exchange, then the replacement 

rental unit line, Rental Return Date, will be set to the that date

 If the Rental Return Date on the original unit line was blank, then the Rental Return Date will be blank on 
the new unit rental line

 The Rental Billing Start Date will be set to the original unit Rental Billing Start Date if no invoices have been 
posted that include the original rental unit

 When an invoice(s) existed on the original unit line, then the Rental Billing Start Date will be set to the day 
after the Rental Billing End Date on the original rental unit line of the last invoice

 The Rental End Billing Date will be set to the same date that was on the original rental unit line prior to 
processing the rental swap

 The shipment of the replacement rental unit will be automatically posted
 A Posted Rental Delivery document will be created, which will include the Rental Unit shipped during the 

rental swap process

3.18.2.1.2. Rental Swap Page Fields
The following provides an overview of the fields on the Rental Swap page.
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Rental Unit Swap Page

Rental Contract No.:
 Displays the Rental Contract No. that the swap is occurring on.
Swap Date:
 The date the swap is occurring on is to be entered in this field. The user work date defaults to the field.

Original - Rental Unit No.:
 Displays the Rental Unit No. that will be returned when the swap is processed.
New - Rental Unit No.:
 The replacement unit is to be selected in this field.When OK is selected on the page , then the Rental Swap 

will be processed.

3.18.2.2. How to Swap a Rental Unit Out on Rent from the Rental Line 
Menu

3.18.2.2.1. Overview
This example demonstrates a rental swap for a 
recurring monthly rental with billing at the end of each 
rental period.

On the Rental Contract Rental Lines, the Rental 
Return Date is automatically populated and will be 
overridden to be for a two month rental and the 
Return Day Billable field checked.

The first invoice will be posted, then one of the units 
will be swapped five days later.
NOTE:
For swapping units that have Metered Usage pricing, see ODT Rentals Online Help, Additional Processes, 
Metered Usage.

For swapping units that have Periodic Usage pricing, see ODT Rentals Online Help, Additional Processes, 
Periodic Usage and Standby Charges.

3.18.2.2.2. How to Process a Rental Swap
Profile - Sales Order Processor

The same steps apply to a user with the Business 
Manager Profile.
The following steps demonstrate the creation of the 
contract, the shipping of the units and the posting of 
the first invoice.

The rental will start on 4/9/2018 and the units are to 



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1294/2540

ODT Rentals Online Help 5/15/2024 1294/2540

be returned 6/8/2018.

The units will be shipped on 4/9/2018.
The first invoice for 5/8/2018 will be posted.
Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00001

Click on the cell Rental Terms Code

Click on the cell Rental Quantity
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Enter the text 2.

Click on the cell Location Code

Click on Code = EAST, Name = East Warehouse

Click on the cell Rental Return Date
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Click on the link in cell Rental Return Date

Click on the link Next

Click on a date in the calendar

Select June 8, 2018 as the Rental Return Date.

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00002

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00003

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

Click on the field Posting Date

Click on the link 

Click on the link Next
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Click on a date in the calendar
Select May 8, 2018 as this is the Billing Date for the 
first invoice.

NOTE:
The Billing Date can be determined by looking at the 
Rental Amount Lines for one of the child unit lines.

To check the Rental Amount Lines:

In the Ribbons, select Rental Lines - Line, and then 
Rental Amount Lines.
Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

The following demonstrates the steps to review the 
Rental Amount Lines on the first child unit, for 
comparison purposes to after the swap has been 
completed.
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Click on the cell Rental Unit No.

Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Billing Date with the value 5/8/2018

Note that the rental charge and damage waiver 
charge for the first invoice have the Billed field 
checked, and the Invoice No. field is populated.

There is a rental charge and damage waiver charge 
line for the second rental period, which remain to be 
invoiced.

Click on the button Close

The following demonstrates the processing of the 
swapping of the first child unit line, returning it and 
shipping out a replacement unit.

The swap will take place on May 13, 2018.
Click on the cell Rental Unit No.

Click on the navigation menu item popup Functions
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Click on the navigation menu item Rental Swap

Click on the button Yes

Click on the button OK

Click on the field Swap Date

The users Work Date will default to this field.

This actual date the swap is to occur must be entered 
in this field.

IMPORTANT
This date impacts the posting date of the rental ledger 
entries created. This date also impacts the dates used 
in the Posted Rental Return in the initial unit and the 
Posted Rental Delivery created that will populate on 
the new units' Rental Start Date and Rental Return 
Date for the new unit.
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Click on the link 

Click on the link Next

Click on a date in the calendar
For this example May 13, 2018 has been selected.

Click on the field Rental Unit No.
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Click on the lookup button 

Click on the link in cell No. with the value RU00005
Select the unit that is to be shipped out to replace the 
initial unit.

Click on the button OK

The following shows the results of the swap for the 
contract dates and the Rental Line dates for the initial 
and new units after the swap.
Click on the cell Rental Unit No.
Select the child line for the unit which was returned in 
the swap process.
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Click on the cell Rental Return Date with the value 
5/13/2018 

The Rental Return Date is automatically set to the 
Swap Date that was selected.

Click on the cell Rental Unit No.

Select the child line for the unit which was shipped out 
in the swap process.

Click on the cell Rental Start Date

As the initial unit is returned on May 13, 2018 at 
11:59:59 PM, the Rental Start Date of the 
replacement unit must be one second later for billing 
purposes.

Therefore the Rental Start Date is May 14, 2018 at 
12:00:00 AM for the replacement unit.

Click on the cell Rental Return Date
For the replacement unit, the Rental Return Date has 
been set to be the same as the group line.

When the swap occurs on a date which requires a 
different Rental Return Date than the group line, the 
date will be the end of the next rental period which 
has not been billed.
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Click on the cell Rental Unit No.
Select the rental line for the unit which was returned in 
the swap process.

Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Billing Date with the value 5/8/2018
Note that Rental Amount Lines now contains only the 
records which were billed on the first invoice.
The subsequent records for the second rental period 
no longer exist on the initial unit.

Click on the button Close

The following display the changes to the Rental Amount Lines of the initial unit that was returned in the swap 
and the Rental Amount Lines created for the replacement unit.

Click on the cell Rental Unit No.
Select the rental line containing the replacement unit 
which was shipped out in the swap process.

Click on the navigation menu item popup Line



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1310/2540

ODT Rentals Online Help 5/15/2024 1310/2540

Click on the navigation menu item Rental Amount 
Lines

Note that in the Rental Amount Line records that the 
billing will start as of May 9, 2018 and end as of June 
8, 2018.

The next invoice (Billing Date), on June 8, 2018, will 
include the billing for the replacement unit for the next 
rental period.
Click on the cell Starting Date-Time with the value 
5/9/2018 12:00 AM

Click on the cell Ending Date-Time with the value 
6/8/2018 11:59 PM

Click on the cell Billing Date with the value 6/8/2018
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Click on the button Close

3.18.3. Rental Exchange from Contract Menu

3.18.3.1. Rental Exchange Processing Overview

3.18.3.1.1. Overview
The processing of rental exchanges entails:
 Specifying the swap date the exchange is occurring on
 Selecting the Rental Units on the rental lines that are to be replaced
 Specifying whether the selected unit will be returned at the same time the replacement unit is shipped

 If a unit is to be returned to a different or temporary location specify the location
 If a unit is being returned to a temporary location, provide a description of the temporary location
 Select the replacement unit from either the same REntal Group or a Substitution Unit from a different group
 Process the exchange

Processing Information
 
The following provides detailed information of what occurs when the exchange is processed
 
Original Rental Unit Returned
When the original unit is returned, then on the original rental unit contract line:
 The Rental Return Date is updated to the Swap Date and cannot be modified
 The Rental Billing End Date will be updated to the Rental Billing Start Date, if an invoice has not been 

posted that includes the original unit

 The Rental Billing End Date will be set to the date in the Ending Date-Time field of the last invoiced Rental 
Amount line with the type of Rental when an invoice has been posted which includes the original rental unit

 The Rental Billing End Date cannot be modified on the original unit rental line

 If a Rental Unit is being returned to a different rental location, then the Return Location Code is updated on 
the original unit rental line from the Rental Exchange page

 If a Rental Unit is being returned to a temporary location, then the Return Location Code and Temporary 
Location fields are updated on the original unit rental line from the Rental Exchange page

 The Qty. to Return will be populated on the original Rental Unit lines checked to be returned during the 
exchange process. rental lines and the returns will be automatically posted

 A single Posted Return Delivery document will be created and will include all Rental Units returned during 
the exchange process

Original Unit Not Returned
When the original unit is not returned during the exchange process, then on the original unit rental line:
 If a Rental Return Date exists on the original unit rental line, then the Rental Return Date will not be 
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updated to the Swap Date and can be modified to the date of the return when the unit is subsequently 
returned

 If the Rental Return Date is blank on the original rental unit line, then the Rental Return Date will be set to 
the Swap Date and can be modified to the date of the return when the unit is subsequently returned

 The Rental Billing End Date will be updated to the Rental Billing Start Date, if an invoice has not been 
posted that includes the original unit

 The Rental Billing End Date will be set to the date in the Ending Date-Time field of the last invoiced Rental 
Amount line with the type of Rental when an invoice has been posted which includes the original rental unit

 The Rental Billing End Date cannot be modified on the original unit rental line
 The Qty. to Return will not be populated and the unit will not be returned

Replacement Units
 A new rental line will be created for each of the new replacement Rental Units when the replacement unit is 

from the same Rental Group as the original unit
 When the replacement unit is from a substitute group, then rental lines for both the replacement rental 

group and rental unit will be created
 The Rental Start Date is essentially set to the day after the swap date

 When the original rental unit line had a Rental Return Date, prior to the exchange, then the replacement 
rental unit line, Rental Return Date, will be set to the that date 

 If the Rental Return Date on the original unit line was blank, then the Rental Return Date will be blank on 
the new unit rental line

 The Rental Billing Start Date will be set to the original unit Rental Billing Start Date if no invoices have been 
posted that include the original rental unit

 When an invoice(s) existed on the original unit line, then the Rental Billing Start Date will be set to the day 
after the Rental Billing End Date on the original rental unit line of the last invoice

 The Rental End Billing Date will be set to the same date that was on the original rental unit line prior to 
processing the exchange

 The shipment of the replacement rental units will be automatically posted
 A single Posted Rental Delivery document will be created, which will include all Rental Units shipped during 

the exchange process

3.18.3.1.2. Rental Exchange Page Overview
The following provides an overview of the fields on the Rental Exchange page.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Rental Exchange

Document section
 Rental Contract No.: Displays the Rental 

Contract that the exchange is being processed 
for.

 Swap Date: Specifies the date on which the 
exchange of the Rental Units in the lines is to 
occur on.

Click on the column header Original Rental Unit No.
 
Used for selecting the Rental Units that are to be 
exchanged. 
Multiple units can be selected in the look-up list which 
will populate the Rental Exchange lines.

Click on the column header Original Unit Returned
 
If the original unit selected is to be returned on the 
same date of the exchange, then this field must be 
checked.
If the unit is not or has not been returned at the same 
time that the replacement unit is shipped, then this 
field should not be checked. 
The original unit can be returned at a later date from 
the rental contract.
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Click on the column header Return Location Code
 
A Return Location Code can only be selected when 
the Original Unit Returned filed is checked.
This field is for selecting a rental location or a 
temporary location the Rental Unit is to be returned to, 
when the Location is a different Rental Location, than 
it was shipped from.

Click on the column header Temporary Location
 
This field is for describing the temporary location the 
unit is to be returned to, when a temporary location is 
selected in the Return Location Code field. When a 
temporary location is selected in the Return Location 
Code field, then the entry of a description in this field 
is mandatory.

Click on the column header New Rental Unit

When the replacement Rental Units are to be from the 
same Rental Group they are selected in this column.

Click on the navigation menu item Available 
Substitutions

When the replacement unit is to be selected from a 
substitution group then the Rental Unit is to be 
selected by opening the Available Substitutions list to 
view and select the replacement unit.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1315/2540

ODT Rentals Online Help 5/15/2024 1315/2540

Click on the column header Ship-From Location 
Code
 
Displays the rental location the selected new rental 
unit is located in and will be shipped from.

Once the exchange lines have been completed the 
menu option, Process Exchange must be selected to 
process the exchange transactions and update the 
rental lines.

3.18.3.2. How to Exchange Multiple Units Out on Rent

3.18.3.2.1. Overview
The following examples will demonstrate the exchanging of multiple units out on rent from a rental contract, 
which will include:
 A unit that will be returned to the rental location it was shipped from
 A unit that will be returned to a different rental location than it was shipped from

 A unit that will not be returned during the exchange process
 The selection of replacement units from the same and different rental locations
 The subsequent return of the unit that was not returned during the exchange process

The field, Replaced By, has been added to the Rental Lines using Personalize.
 
This field will display the Rental Unit No. of the new/replacement unit on the original Rental Unit line once an 
exchange has been processed.

3.18.3.2.2. Processing a Rental Exchange When No Invoices are 
Posted

The Rental Term on the contract rental lines is a monthly periodic end term and there has not been an invoice 
posted on the contract.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Exchange

Click on the link Open the date picker for Swap 
Date
 
The date in the Swap Date field is defaulted from the 
Users' Work Date. If the exchange of the units has/is 
occurring on a different date, then the date will need 
to be changed.

Click on a date in the calendar
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Click on the cell Original Rental Unit No.

Click on the lookup button in the cell Original Rental 
Unit No.
 
The listing will display all the rental units assigned to a 
group that are out on rental. 
Select the rental unit lines which are to be included in 
the exchange.

Click on the row menu button

Click on the menu item Select More
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Click on Rental Unit No. = RU00011-002, Rental 
Terms Code = MONTH-PEND, Rental Quantity = 1

Click on Rental Unit No. = RU00011-003, Rental 
Terms Code = MONTH-PEND, Rental Quantity = 1

Click on the button OK

Click on the cell Original Unit Returned
 
If the return of the original rental unit is to be 
processed, then check the field.
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Click on the cell New Rental Unit

Click on the lookup button in the cell New Rental Unit

Click on the link in cell No. with the value RU00011-
004

The following demonstrates the steps for returning the original unit to a different Rental Location.

Click on Original Unit Returned
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Click on the cell Return Location Code

Click on the link in cell Code with the value WEST

NOTE:
If the Return Location Code selected is a Temporary Location, then the Temporary Location field must be 
populated with a description of the location that the unit will located at.

Click on the cell New Rental Unit

Click on the lookup button in the cell New Rental Unit
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Click on the link in cell No. with the value RU00011-
005
 
The new Rental Unit selected is located in a different 
Rental Location that the original Rental Unit.

The following demonstrates the steps when the original Rental Unit will not be returned during the exchange 
process.
The Original Rental Unit will be returned at a later date.

Click on the cell New Rental Unit

Click on the lookup button in the cell New Rental Unit

Click on the link in cell No. with the value RU00011-
006
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Click on the navigation menu item Process 
Exchange

Click on the button Yes

Review of the Rental Lines After the Exchange
On the Rental Contract, the Posting Date will be updated to the Swap Date specified in the Rental Exchange 
page.

A Posted Rental Return document was automatically created, which includes both Rental Units returned during 
the exchange.
 
A Posted Rental Delivery document was automatically created, which includes the shipment of the 3 
replacement units.

The following picture displays the relevant Rental Lines fields after the exchange was processed.

Review of the original Rental Unit lines included in the exchange:
 The Rental Return Date was updated to the Swap Date of 4/20/2021 for the units that were returned.
 The Rental Return Date on the original unit line that was not returned is not updated as the unit was not 

returned.

 The Rental Billing End Date updated to be the same as the Rental Billing Start Date as no invoice had 
been posted before processing the rental exchange. Therefore, no subsequent invoicing will include these 
units.
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 The Replace By field displays the Rental Unit No. of the replacement unit on each of the original rental unit 
lines.

 For the units that had the Original Unit Returned field checked, the rental units were automatically returned 
during the exchange, which in turn populated the Qty. Returned field on the lines.

 For the unit not returned during the exchange, the Qty. on Rent will still be populated.
 The Return Location Code was populated on each of the returned units. RU00011-001 with the location it 

was shipped from as the Return Location Code field was not populated on the Rental Exchange page. 
RU00011-002 with WEST, the Return Location Code specified on the exchange page.

 A Rental Ledger Entry was created on each of the units returned during the exchange process.

Review of the replacement units rental lines created by the exchange process:
 The Rental Start Date was set to April 21, the day following the Rental Return Date set on the original 

rental unit that was returned.
 The Rental Return Date is set to June 11, which was the return date on the returned unit lines before the 

exchange was processed.

 The Rental Billing Start Date was set to April 12 as no invoice was posted that included the units that were 
returned. Therefore, when the invoice is posted on May 11 for the first rental period the invoice will be 
invoicing the replacement units.

 The Rental Billing End Date was set to be the same as the Rental Return Date on the line. 

 The Qty. on Rent is populated as the replacement units were automatically shipped.
 A Rental Ledger Entry was created on each of the replacement units for the rental of the units.
 Rental Amount Lines were created on each of the replacement units for the dates, from April 12 through to 

June 11.

On the original Rental Units there will not be any Rental Amount lines as the exchange occurred before any 
invoice was posted on the contract.

NOTE:
Had the exchange taken place in the second rental period after the first rental period was invoiced. The Rental 
Amount lines on the original  Rental Unit would contain the records that were invoiced.

3.18.3.2.2.1. Returning the Rental Unit Not Returned During the Exchange
The following demonstrates the returning of the Rental Unit not returned during the exchange process 2 days 
after the exchange occurred.

Click on the cell Rental Unit No. with the value 
RU00011-003
 
Select the rental line which contains the Rental Unit 
that was not returned during the exchange process.
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Click on the link in cell Rental Return Date with the 
value 6/11/2021
 
Type or look-up and select the date on which the 
Rental Unit is being returned.

Click on a date in the calendar

Click on the cell Qty. to Return with the value 0

Enter the text 1.

NOTE:When the Rental Term on the line has an Invoicing Type of Start or Periodic Start and an invoice had 
been posted, then when entering the Return Date when the unit is being returned, and select yes to the 
confirmation message, “There are invoiced rental amounts later than 02/08/22. Are you sure you want to set 
the return date to 02/08/22? Yes/No”, a credit memo will not be created. 
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Click on the link Open the date picker for Posting 
Date
 
Select the date the return is to be posted on.

Click on a date in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals
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Click on the button Yes

Click on the button OK

3.18.3.2.3. Processing a Rental Exchange When an Invoice is Posted
In this example, the Rental Term on the contract rental lines is a monthly periodic start term for billing in 
advance and there has been an invoice posted on the contract.

The exchange will be processed within the dates that were already invoiced.

The contract is for 2 rental periods covering April 12 through June 11.

The Rental Units on the contract have been shipped and an invoice posted on April 12.
The Rental Exchange will be processed on April 30 for all 3 units as noted in the Overview chapter.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Rental Exchange

Click on the field Swap Date
 
Enter or look-up and select the date on which the 
exchange is occurring.

Enter the text 04302021. Press the TAB key.

Click on the cell Original Rental Unit No.
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Click on the lookup button in the cell Original Rental 
Unit No.

When more than one Rental Unit is going to be exchanged, then the multiple units to be exchanged can be 
selected:
 By using the Select More and clicking on the units to include 
 By select individual lines by clicking on one record then holding down the Ctrl key and click on the other 

lines with the units to be exchanged

 Or if there is a range of unit, then click on one record, hold down the Shift key and select the end record to 
be included

 As all units displayed in the list are being exchanged as in this example, then all the displayed lines can be 
selected by checking the box at the top left.

Click on the row menu button

Click on the menu item Select More
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Click on the column header Selected

Click on the button OK

Click on Original Unit Returned
 
Check the Original Unit Returned box to indicate that 
the original unit is to be returned when the exchange 
is processed.

Click on the cell New Rental Unit
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Click on the lookup button in the cell New Rental Unit

Click on the link in cell No. with the value RU00008-
004

Click on Original Unit Returned

Click on the cell Return Location Code
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Click on the lookup button in the cell Return Location 
Code

Click on the link in cell Code with the value WEST

Click on the cell New Rental Unit

Click on the lookup button in the cell New Rental Unit
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Click on the link in cell No. with the value RU00008-
005

Click on the cell New Rental Unit

Click on the lookup button in the cell New Rental Unit

Click on the link in cell No. with the value RU00008-
006
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Click on the navigation menu item Process 
Exchange

Click on the button Yes

Review of the Rental Contract After the Exchange
On the Rental Contract, the Posting Date will be updated to the Swap Date specified in the Rental Exchange 
page.

A Posted Rental Return document was automatically created, which includes both Rental Units returned during 
the exchange.
 
A Posted Rental Delivery document was automatically created, which includes the shipment of the 3 
replacement units.

Review of the original Rental Unit lines included in the exchange:
 The Rental Return Date was updated to the Swap Date of 4/30/2021 for the units that were returned.
 The Rental Return Date on the original unit line that was not returned is not updated as the unit was not 

returned.

 The Rental Billing End Date updated to be the last date which was included in the invoice that had been 
posted before processing the rental exchange. This date is from the Ending Date-Time, 5/11/2021 11:59 
PM, in the Rental Amount Line which was invoiced.

 The Replace By field displays the Rental Unit No. of the replacement unit on each of the original rental unit 
lines.

 For the units that had the Original Unit Returned field checked, the rental units were automatically returned 
during the exchange, which in turn populated the Qty. Returned field on the lines.

 For the unit not returned during the exchange, the Qty. on Rent will still be populated.

 The Return Location Code was populated on each of the returned units. RU00008-001 with the location it 
was shipped from as the Return Location Code field was not populated on the Rental Exchange page. 
RU00008-002 with WEST, the Return Location Code specified on the exchange page.

 A Rental Ledger Entry was created on each of the units returned during the exchange process.

Review of the replacement units’ rental lines created by the exchange process:
 The Rental Start Date was set to May 1, the day following the Swap Date set on the Rental Exchange 

page.
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 The Rental Return Date is set to June 11, which was the return date on the returned unit lines before the 
exchange was processed.

 The Rental Billing Start Date was set to May 12 as the invoice was posted for April 12 to May 11 that 
included the units that were returned. Therefore, when the next invoice is posted on May 12 for the next 
rental period the invoice will be invoicing the replacement units.

 The Rental Billing End Date was set to be the same as the Rental Return Date on the line.

 The Qty. on Rent is populated as the replacement units were automatically shipped.
 A Rental Ledger Entry was created on each of the replacement units for the rental of the units.
 Rental Amount Lines were created on each of the replacement units for the dates, from May 12 through to 

June 11.

For the steps to return the rental unit not returned during the exchange see the chapter, Returning the Rental 
Unit Not Returned During the Exchange, in the first example.

3.18.3.3. How to Exchange Units from Different Groups

3.18.3.3.1. Overview
The Rental Exchange from different Rental Groups provides the ability to select Rental Units from 
a  Substitution list.

In order to select substitute Rental Units, the setup of Substitutions on the Rental Group Unit cards is 
mandatory. 
To learn about setting up substitutes, please review the chapter, How to Setup Substitutes.

If exchange an original unit or units that are not within a Rental Package, then the Rental Groups and the 
selected Rental Units will populate the Rental Lines starting on first blank line.

If the selected substitute Rental Unit is assigned to a Rental Group that is currently on the Rental Lines, then a 
new group line and child line are created after all groups and units currently on the Rental Lines.

If exchange an original unit that is within a Rental Package, then the new Rental Group and selected Rental 
Unit lines are inserted into the package after the last package component line.

When exchanging a Rental Unit that is not in a Price Allocation Rental Package and select a substitute Rental 
Unit where either the group it is assigned to or the unit itself has a Rental Price card for the Rental Term on the 
original Rental Units' Rental Line, then the following occurs.

 If the Rental Unit Price is different from the Rental Unit Price on the original Rental Unit line, then users will 
be prompted to either keep the existing price or accept the substitutes price.

 If the Rental Unit Price is the same, then no message will occur.

When exchanging a Rental Unit within a Price Allocation Rental Package (Use Roll-up Pricing is not enabled) 
and select a Substitute Rental Unit, then the price is automatically copied to new Rental Unit line from the initial 
unit line.

NOTE:
If initial unit pricing included Damage Waiver or Additional Fee billing and the substitute Rental Group or Unit 
does not have these setup on a Rental Price card or does not have a Rental Price card for the Rental Term 
then these fees will not be billed on the new Rental Unit.

3.18.3.3.2. Rental Unit Substitutes
From the Rental Group Unit cards, a list of possible substitutes must be created to be able to exchange Rental 
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Units from a different rental group.
The following displays an example of the Rental Unit Substitutions list.

Rental Unit Substitutions

3.18.3.3.2.1. Rental Unit Substitution List Fields
The following provides an overview of each of the fields on the Rental Unit Substitutions list.

Substitution Type: Contains the options of Rental Unit, Rental Group and Rental Category. The option Rental 
Unit is displayed by default. When selecting Rental Group this specifies that the substitution list in the Rental 
Exchange will contain the Rental Units assigned to the selected Rental Group. When selecting Rental Category 
this specifies that the substitution list in the Rental Exchange will contain the Rental Units that have the 
selected Rental Category.

IMPORTANT NOTE: 
The Substitution Type of Rental Unit is not to be selected for the Rental Exchange feature. This type will be 
used in the next phase of the Resolve Shortages feature to include the substituting a rental unit for resolving 
shortages.

Substitution No.:  Select the Rental Group or Rental Category based on the Substitution Type on the line.
 When the Rental Group Substitution Type is selected, then the Substitute No. field look-up will be filtered to 

display all the Rental Groups for selecting a Rental Group.

 When Rental Category is selected, then the Substitution No. field look-up will be filtered to display all 
Rental Categories for selecting a category.

Interchangeable: This field provides the ability to specify that on the selected substitute Rental Group a 
substitution record of Rental Group is to be created with the Substitution No. set as the current Rental Group 
No., and the interchangeable field will be checked.

Include Subcategories:  Provides the ability to specify that Rental Units that have a subcategory of the 
selected Rental Category are to be included in the list of substitutes for selection when processing an 
exchange.

3.18.3.3.2.2. How to Setup Substitutes
The following demonstrates the setting up of a a Rental Group and Rental Category substitute from a Rental 
Group card.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Substitutions

Click on the navigation menu item New

Click on the cell Substitution Type with the value 
Rental Unit

Click on the item Rental Group in the list
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Click on the cell Substitution No.

Click on the link in cell No. with the value RU00009

Click on Interchangeable

As the field is being checked, on the Rental Group 
RU00009 a Rental Unit Substitution record will be 
created with Substitution Type set to Rental Group, 
Substitution No. set to RU00008 and the 
Interchangeable field will be checked.

Click on the cell Substitution Type
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Click on the cell Substitution Type with the value 
Rental Unit

Click on the item Rental Category in the list

Click on the cell Substitution No.

Click on the link in cell Code with the value BRAD 
NAILERS

All Rental Units with a Rental Category of BRAD 
NAILERS will be included in the Rental Exchange, 
Substitutions list.

The Categories of BRAD NAILERS and FRAMING NAILERS are sub-categories of the NAILERS category.

If the Rental Category of NAILERS had been selected and the Include Subcategories was checked, then in the 
Rental Exchange Substitutions list the Rental Units with the NAILERS Category or either of the sub-categories 
on the unit cards would be included in the list.

3.18.3.3.3. How to Process a Rental Exchange using a Substitute
The following demonstrates the processing of a Rental Exchange when selecting a substitute unit from a 
different Rental Group which was setup as a substitute on the Rental Group the original unit is assigned to.
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The substitute will be from the Rental Group substitute setup on the Rental Group the Rental Unit being 
exchanged is assigned to.
No Invoice has been posted, the exchange will occur 5 days after the Rental Units were shipped and the 
original unit will be returned in the exchange.

Click on the cell Rental Unit No. with the value 
RU00008-005

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Exchange

Click on the field Swap Date
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Click on the link Open the date picker for Swap 
Date

Click on a date in the calendar

Click on the cell Original Rental Unit No.

Click on the lookup button in the cell Original Rental 
Unit No.
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Click on the Rental Unit No. that is to be exchanged

Click on Original Unit Returned

Click on the navigation menu item Available 
Substitutions

Click on the link in cell Substitution No. with the 
value RU00009-004
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Click on the button Yes

If you want to have the Rental Price from the original 
unit to default to the new Rental Group and Rental 
Unit lines, then you would select No.

Click on the cell New Rental Unit with the value 
RU00009-004

Note that the selected substitute Rental 
Unit populates the New Rental Unit field.

Click on the navigation menu item Process 
Exchange

Click on the button Yes
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Click on the cell Rental Unit No. with the value 
RU00009-004

Note that the Rental Group the selected unit and the 
selected unit are populated on the Rental Lines.

3.19.Bulk Returns
3.19.1. Bulk Returns Overview

3.19.1.1. Overview
Bulk Returns is a time saving feature that enables users to automatically populate the Qty. to Return field on 
the Rental Lines.

The Bulk Returns menu option is available on the Rental Contract, in the Rental menu option and on the Rental 
Lines, in the Functions menu option. The Bulk Returns is also available on the To Return Cue list, in the Rental 
menu option.

The Bulk Returns page contains two option fields that provide the ability to update the Rental Return Date on 
the rental lines, when the date the units are being returned is different from the Rental Return Date on the 
Rental Lines.
 
In addition, a different or temporary rental location can be specified when the Rental Units are to be returned to 
a different rental location. When the Rental Unit or units are linked to Items stored in Bins and are to be 
returned to a different Bin, the Bin Code that the Items are to be returned to can be specified.
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To learn about returning Rental Units to a different or temporary rental location, see ODT Rental Online Help, 
Processing Rentals, Returning Units to a Different or Temporary Location.

3.19.2. How to Process Bulk Returns on a Rental Contract

3.19.2.1. Overview
When the Bulk Returns is ran from the Rental menu option on a Rental Contract, then then all the units on the 
Rental Lines will automatically populates the Qty. to Return field on all units that are currently out on rent on the 
contract. Should the option to Update Return Date be enabled and a Return Date entered, then all rental lines 
with units still out on rent will have the Rental Return Date updated.

The Bulk Returns menu option on the Rental Lines provides the ability to select the individual rental lines which 
contain the Rental Units that are to have the Qty. to Return populated.

The posting of the return is to be ran after running the Bulk Returns feature. Prior to posting the Rental Returns, 
ensure that the Posting Date contains the date of return.

IMPORTANT NOTE:
Should an organization be tracking rentals based on date and time, where the time returned will impact the 
amount(s) to be invoiced to a customer, the Return Time is set to the time at which the Qty. to Return is 
populated.
 
Therefore, if the actual time the units were returned is different, then the Rental Return Time field will require 
that the actual return time is modified to reflect the actual time of return.

3.19.2.2. Processing Bulk Returns when all Units Returned on Rental 
Return Date

Profile - Sales Order Processor

Bulk Returns from the Rental Contracts can as well be 
processed from the Business Manager Profile using 
the steps provided here.
The following example demonstrates the using the Bulk Returns feature from an open contract that has been 
shipped, however, has not been invoiced.

In the example, all the units are being returned on the Rental Return Date on the rental lines.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Bulk Returns

When returning all of the units on a contract on the 
Rental Return Date that is on the rental lines, then no 
options need to be set on the ODT Bulk Returns 
page.
Click on the button OK

Click on the cell Qty. to Return with the value 1

Notice that the Qty. to Return has been populated on 
all unit lines in the contract.

Posting of the Rental Returns is completed using the following steps.

Click on the cell Rental Return Date with the value 
5/5/2020

Note the Rental Return Date as the units are being 
return on that date.
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Click on the field Posting Date

As the Posting Date is not the date the units are being 
returned, the date will need to be modified.

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Select the same date as the Rental Return Date 
noted.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.19.2.3. Process Bulk Returns for all Units with a Different Return 
Date

Profile - Sales Order Processor

Bulk Returns from the Rental Contracts can as well be 
processed from the Business Manager Profile using 
the steps provided here.
The following example demonstrates the Bulk Returns feature from an open contract that has been shipped, 
however, has not been invoiced.
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In the example, all the units are being return 2 days earlier than the Rental Return Date on the rental lines.

Click on the cell Qty. on Rent with the value 1

Notice that all 3 units on the contract are out on rent.

Click on the cell Rental Return Date with the value 
6/4/2020

Note that the Rental Return Date is June 4, however 
the units are being returned on June 2.

Click on the navigation menu item popup Rental

Click on the navigation menu item Bulk Returns
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Click on the toggle field Update Return Date

The Update Return Date option is used to specify 
whether the Rental Return Dates on all the rental lines 
for units out on rent are to be updated or not.

When this field is set to Yes, then the process will update the Rental Return Date field on all rental lines for 
units still out on rent.

Also when setting the option to Yes, the following option of Rental Return Date becomes editable and must be 
populated with the actual return date.

When the Update Return Date Option is set to No, then the Rental Return Date will remain as is on the rental 
lines.

Click on the field Return Date

By default the users' Work Date populates the field 
and will require the user to enter or look-up and select 
the actual date the units are returned on.

Click on the link Open the date picker

Click on a date in the calendar

June 2 is selected as that is the date the units are 
returned on.
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Click on the button OK

Notice that the Rental Return Date has been updated on all the rental lines, and that the Qty. to Return 
populated on all the lines.

Click on the cell Rental Return Date with the value 
6/2/2020

Click on the cell Qty. to Return with the value 1

Posting of the Rental Returns is completed using the following steps.

Click on the field Posting Date

The Posting Date needs to have the date set to when 
the units were returned.
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Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.19.2.4. Processing Bulk Returns from the Rental Line
Profile - Sales Order Processor

Bulk Returns from the Rental Contract, Rental Lines 
can as well be processed from the Business Manager 
Profile using the steps provided here.
The following example demonstrates the using the Bulk Returns feature from the Rental Lines on an open 
contract that has been shipped, however, has not been invoiced.

In the example, some of the units are being returned the day before the Rental Return Date on the rental lines.
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Click on Rental Unit No. = RU00010-001, Rental 
Terms Code = MONTH-PEND, Rental Quantity = 1

Click on the row menu button

Click on the menu item Select More

Click on Rental Unit No. = RU00010-003, Rental 
Terms Code = MONTH-PEND, Rental Quantity = 1
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Click on Rental Unit No. = RU00007, Rental Terms 
Code = MONTH-PEND, Rental Quantity = 1

Alternatively, the individual lines can be selected in 
the same manner as non-consecutive lines can be 
selected in excel. 

Select the first line, press and hold the Ctrl key on the 
keyboard, then select the other lines that have the 
units that will be returned.

Should the units being returned at the same time be 
consecutive, then as with excel, select the first record, 
the press and hold the Shift key on the keyboard and 
select the last record.
Click on the navigation menu item popup Functions

Click on the navigation menu item Bulk Returns
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Click on the toggle field Update Return Date

Click on the button OK

Click on the cell Rental Return Date with the value 
6/18/2020

Note that only the selected rental lines have the 
Rental Return Date modified to the Return Date 
entered on the Bulk Return page.

Click on the cell Qty. to Return with the value 1

Note that only the selected rental lines have the Qty. 
to Return populated.
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Click on the field Posting Date

The Posting Date needs to have the date set to when 
the units were returned.

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.19.3. How to Process Bulk Returns on the To Return List

3.19.3.1. Overview
The Bulk Returns option on the To Return list provides the ability to select the individual lines in the list for 
multiple contracts, which contain the Rental Units that are being returned on the same date to have the Qty. to 
Return populated. 

And if applicable, update the Rental Return Date on the rental lines of the select lines.
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The Bulk Returns page also includes the ability to specify that the units are to be returned to a different or 
temporary location as noted in the Bulk Returns Overview.

3.19.3.2. Processing Bulk Returns on the To Return List
Profile - Sales Order Processor

Bulk Returns from the To Return list can as well be 
processed from the Business Manager Profile using 
the steps provided here.
The following example demonstrates the use of the Bulk Returns feature to return multiple units which are on 
different contracts at one time.

It also demonstrates the setting of the return date to the date the units are actually returned as one of the units 
on a contract is being returned a month and day earlier than the Rental Return Date on the line.

Click on the cell Document No. with the value 
RC00028

Click on the cell Rental Return Date with the value 
6/16/2020

Click on the cell Document No. with the value 
RC00029
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Click on the cell Rental Return Date with the value 
7/17/2020

Click on the cell Document No. with the value 
RC00028

Click on the row menu button

Click on the menu item Select More
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Click on Document No. = RC00029, Rental Unit No. 
= RU00009-001, Description = 16 G Brad Nailer

Alternatively, the individual lines can be selected in 
the same manner as non-consecutive lines can be 
selected in excel. 

Select the first line, press and hold the Ctrl key on the 
keyboard, then select the other lines that have the 
units that will be returned.

Should the units being returned at the same time be 
consecutive, then as with excel, select the first record, 
the press and hold the Shift key on the keyboard and 
select the last record.
Click on the navigation menu item popup Rental

Click on the navigation menu item Bulk Returns
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Click on the toggle field Update Return Date

As one of the unit lines selected has later date in the 
Rental Return Date field, the Update Return Date can 
be enabled and the date entered, which will update 
the unit Rental Return Date field.

Click on the field Return Date

When the date the units were returned is different 
than the date displayed, then select or enter the date 
the units were actually returned on.

Click on the button OK

Click on the cell Document No. with the value 
RC00029
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Click on the cell Rental Return Date with the value 
6/16/2020

Note that the Rental Return Date has been updated to 
6/16/2020 on the unit line which initially had a Rental 
Return Date of 7/17/2020.

Click on the cell Qty. to Return with the value 1

Note that on the unit lines selected prior to running the 
Bulk Return, now have the Qty. to Return field 
populated.

Click on the cell Document No. with the value 
RC00028

Click on the row menu button
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Click on the menu item Select More

Click on Document No. = RC00029, Rental Unit No. 
= RU00009-001, Description = 16 G Brad Nailer

Click on the navigation menu item popup Rental
As on the Bulk Returns page the Rental Return Date 
was updated, this is not required on the Rental Return 
page.

Click on the field Posting Date

Ensure the Posting Date is set to the date the units 
were returned on.

The Posting Date is used in the Rental ledger Entries and the Posted Return documents created when posting 
the return.
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Click on the button OK

3.20.Rental Rapid Returns
3.20.1. Rental Rapid Returns Overview

3.20.1.1. Overview
Some rental organizations utilize barcodes on their rental product, and require the ability to return rental units 
using barcode scanning. The barcode may be the one on the product when purchased, which is the Serial No. 
of the product. Or the organization may have generated their own barcodes using the Rental Unit No. or a Lot 
No., and attached them to the units.

The Rental Rapid Return document provides the ability to quickly process full or partial returns, by scanning the 
barcode on the unit, whether the barcode is a Serial Number, Rental Unit No. or a Lot No.. In addition, the 
Serial No., Rental Unit No. or a Lot No. can be entered manually on the rapid return line.

Multiple Rental Rapid Return documents can be open with a different Rental Return Date, and if applicable, 
different Return Locations.
 
Each Rental Rapid Return document is per Rental Return Date and Posting Date, which means that all returns 
scanned or entered on the document lines will be returned on the same date and all related ledger entries will 
have the same Posting Date.

When the processing of the returns is completed on the rapid return document, then the Rental Rapid Return 
document will be flagged as completed and saved as a Posted Rental Rapid Return document.

The Posted Rental Rapid Returns menu option on the Business Manager role center is located in the Rentals 
main menu.

On the Sales Order Processor role center, the Posted Rental Rapid Returns menu option is located in the 
Posted Documents main menu.

3.20.2. How to Set-Up Rental Rapid Returns

3.20.2.1. Overview
A No. Series for the Rental Rapid Return documents is required, which must be specified on the Rental 
Management Setup, Numbering tab.

If the barcodes on the rental product  are serial numbers, then the following setup and processing conditions 
apply.
 When the rental product is setup as individual rental units, then the serial number must be setup on the 

rental unit card.
 When the Rental Units are linked to inventory Items that are setup with an Item Tracking Code, the Rentals 

field must be enabled. The Serial Nos. must be assigned when the items are purchased, and must be 
specified on the contract. Item Tracking Lines when the unit is rented out.
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If the barcodes on the rental product have been generated with the Rental Unit No. being the barcode, then no 
other setup is required on the Rental Units.

3.20.2.2. How to Setup the Rapid Returns No. Series from Rental 
Managment Setup

The following demonstrates the setup of No. Series  from Rental Management Setup to populate the Rental 
Rapid Return Nos. on the Numbering tab.

Click on the link Rental Management

Click on the link Rental Management Setup.

Click on the lookup button Rental Rapid Return Nos.

Click on the link New
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Click on the cell Code

Enter the text Rapid Returns.

Click on the cell Description

Enter the text Rental Rapid Returns.
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Click on Default Nos.

Click on the link in cell Starting No. with the value   

Click on the cell Starting No.

Enter the text RRP00001.
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Click on the cell Ending No.

Enter the text RRP99999.

Click on the button Close

Click on the button OK

3.20.3. Processing Rental Rapid Returns Overview

3.20.3.1. Processing Rental Rapid Returns Overview
Whether scanning barcodes that are Serial Nos. or Rental Unit Nos., then all open Rental Contract, Rental 
Lines and, if applicable, Rental Item Tracking Lines are searched to locate the Serial No. or Rental Unit No. 
And thus locates the Rental Contract  line or lines the unit has been shipped on.

The same process occurs when manually entering a Serial No. or Rental Unit No. on the Rental Rapid Return 
Lines.
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Should the Rental Unit have been shipped on multiple rental lines or multiple contracts, then a Contract Line list 
will be provided to select the applicable rental line.

Processing returns when Rental Locations are mandatory

When using Rental Locations, and on Rental Management Setup, the Location Mandatory field is enabled, then 
the selection of the Return Location Code field on the Rental Rapid Return document becomes mandatory, and 
must be populated before any rapid return lines can be entered or scanned in.
 All rapid return lines created where the shipped from location is different than Return Location Code on 

general tab will have the Return Location Code field on the lines populated with the same Return Location 
Code.

 The Return Location Code on the General tab cannot be modified once any rapid return lines have been 
entered.

The Temporary Location description field on the general tab can only be modified, if the Location card selected 
in the Rental Return Location has Temporary Location enabled. The Temporary Location description field  will 
then be mandatory.
 If the Return Location Code is a temporary location, then the Temporary Location field must be entered 

before any rapid return lines are created.  All rapid return lines will have the Temporary Location field 
populated with the description entered on the general tab.

 The Temporary Location description field cannot be modified once rapid return lines created.

Processing returns when Rental Locations are not mandatory

When on Rental Management Setup, the Location Mandatory field is disabled, then the selection of a Return 
Location Code on the general tab is not mandatory.
 If a Return Location Code is not entered on the general tab, then any rapid return lines created will not 

have the Return Location populated. 
 If there are records entered that were shipped from a Location, then the units/items will be returned to that 

Location.
 The Return location Code cannot be modified once any rapid return lines are created.

If a Return Location Code is entered on the general tab, before any rapid return lines are created, then all rapid 
return lines will have the Return Location populated with the location selected.
This occurs when the Rental Unit was shipped from a location that is different from the selected location.

The Return Location Code on the General tab cannot be modified once any rapid return lines are created.

Scanning Barcodes when the Serial No. is on the Rental Unit card
 If the barcode scanned is Serial No. which has been specified on the Rental Unit, and the Rental Unit does 

not allow overbooking, then the line will automatically be populated with the rental contract and rental line 
information.    

Scanning Barcodes of Rental Units Linked to a Serialized Inventory Item:
 When a Serial No. has been scanned into the Scan Rental Unit field on a line, the Rental Lines which have 

been shipped, and Item Tracking Lines on all open rental contacts will be searched for the Serial No., and 
locate the related rental unit number, contract and rental line. Then the rapid return line fields will be 
populated with the applicable data.

Scanning Barcodes when the barcode scanned is the Rental Unit No.
 If the barcode scanned is the Rental Unit No., and the Rental Unit does allow overbooking, or is linked to 

an inventory item that is not serialized, and if the unit is on rent on more than one line of a contract, or is on 
more than one contract, then a Rental Contract Line List will be displayed for the user to select the 
applicable contract and contract rental line. The Rental Contract Line List displays only the contract lines on 
which the unit has been shipped.

 If the barcode scanned is the Rental Unit No., and the rental unit is linked to a serialized item, then if the 
unit is on more than one line of a contract or is on more than one contract, then a Rental Contract Line List 
will be displayed for the user to select the applicable contract and contract rental line.  The Rental Contract 
Line List displays only the contract lines on which the unit has been shipped. After selecting the applicable 
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record and clicking on OK, then a list of Serial Nos. on the contract for the rental unit will be displayed. The 
user will need to select the applicable Serial No. related to the unit being returned.

3.20.3.2. Rental Rapid Return List and Document Overview
The following picture shows the Rental Rapid Return List, which will display all the open Rental Rapid Return 
documents, and is where new documents are created from.

The list can located:
 In the Rentals main menu
 In the Actions section, Rental Management menu option
 By searching for Rental Rapid Return.

Menu Options:
 New: When selected creates a new Rental Rapid Return document.
 Manage: Contains the following 3 menu options.
 Edit: Opens the selected record in edit  mode. 
 View: Opens the selected record in view only mode.
 Delete: Deletes the selected document record.
 Navigate: Contains the menu option, Posted Rental Rapid Returns, which opens a listing of all the 

completed documents.

Column Fields:
 No: Displays the Rental Rapid Return document number.
 Rental Return Date:  Displays the return date specified on the document.
 Posting Date: Displays the Posting Date specified on the document.
 Return Location Code: Displays the Return Location Code, if specified on the document.
 Status: Displays the status of the documents. On the Rental Rapid Return list the status will display Open.
 Created By: Displays the user which created the document.
 Created Date: Displays the date the document was created.

The following picture displays the Rental Rapid Return document.

Menu Options
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 Return Rentals: When selected the return of the rental units on the lines will be posted on the applicable 
contracts, if there is a quantity in the Qty. to Return field.  

 Mark as Completed:  Provides the capability to mark the Rental Rapid Return document as completed.

General tab fields
 No.: The Rental Rapid Return document number will be automatically populated using the No. Series 

specified on Rental Management Setup, when clicking on any field on the General tab.
 Rental Return Date: All scanned or entered rental units will be returned on the date specified. When 

Return Rentals is ran the Rental Return Date on the contract rental lines will be set to the date specified.
 Posting Date: The Posting Date on all ledger entries creating when returning the rental units will have the 

Posting Date specified.

 Return Location Code: When entered, then all rental units will be returned to the rental location specified.
 Temporary Location: The entry of the description of temporary location is only available if  the location 

code specified in the Return Location Code is a rental location configured as a temporary location. When a 
temporary location is specified, then the entry of  a description of the location is mandatory.

 Order Status, Created By and Created Date: These fields are the same as on the Rental Rapid Return 
list.

Rental Rapid Return Lines:
 Scan Rental Unit:  When scanning barcodes, the cursor must  be placed in this field prior scanning. In 

addition to scanning barcodes, the Serial No. or the Rental Unit can be entered in this field.
For a brief explanation of the other fields on the lines, point the mouse at the column caption. Additional 
information on the fields will be provided in the How to Process Rapid Returns help documentation.

3.20.4. How to Process Returns Using Rental Rapid Returns

3.20.4.1. Processing Returns using the Rental Rapid Returns
The following examples will demonstrate the creation of Rental Rapid Return documents and the processing of 
full returns for:
 Barcode Scanning of Serial Nos. setup on the Rental Unit
 Barcode Scanning of Serial Nos. of Serialized Items linked to Rental Units
 Barcodes with Rental Unit Nos. Scanning

3.20.4.1.1. Creating a Rental Rapid Return Document
The following demonstrates the creating of a rapid return document  when on Rental Management Setup, the 
field Location Mandatory is enabled. 
Therefore the Return Location Code is mandatory.

All returns recorded on this document will  be returned to the Location selected on the General tab.

Click on the navigation menu item popup Rental 
Management
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Click on the navigation menu item Rental Rapid 
Returns

Click on the navigation menu item New

Click on the field Rental Return Date

Click on a date in the calendar
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Click on the field Posting Date

Click on the field Return Location Code

Click on the link in cell Code with the value EAST

Once a rapid return line is created that the Rental Return Location cannot be edited. All unit returns recorded in 
the lines will be returned to this location.

3.20.4.1.2. Returning a Rental Unit that has a Serial No.
The following demonstrates scanning in a barcode that is a Serial No., which is specified on a Rental Unit.

Click on the cell Scan Rental Unit

Scan the Serial No. barcode that is on the Rental Unit.
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Click on the cell Rental Contract No. with the value 
RC00005
Note that the fields on the line are automatically 
populated.

3.20.4.1.3. Returning Serialized Items Linked to a Rental Unit
The following demonstrates scanning in Serial Nos. barcodes that are from an Inventory Item with Item 
Tracking which is linked to a Rental Unit.
The Rental Contract with the Rental Unit  has a Rental Quantity of 2 and both Serial Nos. will be scanned, thus 
processing a full return of the Rental Unbit.

Click on the cell Scan Rental Unit
Scan the Serial No. barcode that is on the rental Item.

Click on the cell Scan Rental Unit
Scan the Serial No. barcode that is on the rental Item.

Click on the cell Scan Rental Unit with the value 
SN00002
Note that when scanning in serialized items that 
individual lines are created for each Serial No. for the 
same contract and contract line no., while the contract 
has only one line for the Rental Unit linked to the 
serialized item.

3.20.4.1.4. Returning a Rental Unit linked to an Inventory Item
The following example demonstrates the entry of a Rental Unit that is linked to an Inventory Item that is not a 
serialized item. The example also demonstrates the returning of the unit to a different location than it was 
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shipped from.

The rental item has a barcode that was generated and attached to the items using the Rental Unit No. to 
facilitate the scanning of the return of the rental items.

On the Rental Contact there are 2 rental lines with the same Rental Unit with different Rental Start Dates and 
Rental Return Dates.
The rentals were shipped from the West rental location. The first rental line will be returned to East rental 
location on the same date as the previous examples.

Therefore, the return is recorded on the same Rental Rapid Return document, which will demonstrate the 
Rental Contract Line. No. page where the user it to select the applicable Contract and line that is being 
returned.

Click on the cell Scan Rental Unit
Scan the barcode that was generated with the Rental 
Unit No. and attached to the rental item.

Press the Enter key.

Click on the cell Document No. with the value 
RC00008
As the Rental Unit scanned has been shipped on 
multiple rental lines on a contract and on another 
contract, the Rental Contract Line List page opens.
The user will need to select the applicable record for 
the rental items being returned.
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Click on the button OK

In this example the full quantity on rent for the Rental Unit on the same contract and rental line is being 
returned.
There are 2 methods that can be used for the entry.
1. Modify the Qty. to Return on the initial line scanned in.
2. Scan each item to be returned into the next line, Scan Rental Unit field. Each time the item is scanned 

and the same record in the Rental Contract Line List is selected, the initial line, Qty. to Return and 
Outstanding Quantity fields will be updated.For this example the Qty. to Returned will be modified.

Click on the cell Qty. to Return with the value 1

Enter the text 3.

Click on the cell Outstanding Quantity with the value 
0
Note that the Outstanding Quantity field is 
automatically updated.
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Click on the link in cell Return Location Code with 
the value EAST
As the Rental Unit was shipped from the West rental 
location, and the Rapid Return document header has 
the Return Location Code of East, then the Return 
Location Code on the line is automatically set to East.

3.20.4.1.5. Processing the Returns from the Rental Rapid Return 
Document

Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

As all records in the document consisted of full returns on each line the Rental Rapid Return document is set to 
Completed.

3.20.4.1.6. Accessing the Posted Rental Rapid Return Documents
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Click on the navigation menu item popup Rentals

Click on the navigation menu item Posted Rental 
Rapid Return

Click on the link in cell No. with the value RRP00001

Posted Rental Rapid Return Document

3.20.5. How to Process Partial Returns on Rapid Returns

3.20.5.1. Overview
The processing of partial returns on the Rental Rapid Return documents will provide the same messages 
related to partial returns as when processing the partial return from the contract.

3.20.5.2. Processing a Partial Return
The following example demonstrates the processing of a partial return of a Rental Unit linked to an inventory 
item.
The rental contract  line has a Qty. on Rent of 2 . The return will be to the same location from which it was 
shipped.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1379/2540

ODT Rentals Online Help 5/15/2024 1379/2540

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental Rapid 
Returns

Click on the navigation menu item New

Click on the field Rental Return Date
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Click on a date in the calendar

Click on the field Return Location Code

Click on the link in cell Code with the value WEST

Click on the cell Scan Rental Unit
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Click on the cell Document No. with the value 
RC00008
Scan the barcode on the rental item.

Click on the cell Qty. to Return with the value 1
For this example only 1 rental item is being returned, 
so the Qty. to Return will be left as 1.

Click on the navigation menu item Return Rentals

Click on the button Yes
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Click on the button Yes

Click on the button OK

When the Return Rentals was ran, then on the Rental Contract , the rental line will be split, with one line 
recording the return of 1 per the rapid returns, and a new line containing the remaining quantity still on rent.

3.21.Returning Units to a Different Location
3.21.1. Returning Units to a Different or Temporary Location 

Overview

3.21.1.1. Overview
ODT Rentals provides the capability to return Rental Units to a different or temporary rental location from the 
Rental Contract or the To Return list. The Bulk Returns feature can be used to return units to a different or 
temporary location from the contract and the To Return list.

A temporary location is a location that is not owned by the organization. For example, a unit may be sent to a 
vendors’ place of business for maintenance, rather than being returned to a company warehouse or yard. The 
temporary location must be setup in order to return to a temporary location.

NOTE:
The return to a different or temporary location can as well be performed on rental units that are not assigned to 
a Rental Group and are not linked to an Item or Fixed Asset when the Allow Overbooking field is enabled.

To learn about setting up a temporary location, see ODT Rental Online Help, Setup Rentals, Setup Rental 
Locations.

Additional fields using Personalize, will need to be added to the rental lines and/or the To Return list. The fields 
available to be added include Return Location Code, Return Temporary Location and Return Bin Code.
The Return Temporary Location field is a text field for describing the temporary location and is mandatory when 
the Return Location selected is the temporary location.

When Rental Units are not linked or are linked to a G/L Account or Resource and are being returned to a 
different or temporary rental location, then the Rental Unit, Location Code field will be updated to the location 
the unit was returned to.

When Rental Units are linked to an Item, then when the Return Location Code is populated, the transfer order 
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created for the return will have the Transfer-To Location populated with the Return Location Code. The Item will 
be returned to the location specified upon the return of the Rental Unit.

The Return Bin Code field is for when returning Rental Units that are linked to an Item which was rented out 
from a location requiring the Bin Code. The Bin Code initially rented from defaults to the Return Bin Code and 
can be overridden to return the item to the initial location, but a different bin.

When the Return Location Code is populated with a different location that requires bins, then a Bin Code 
configured on the return location must be selected.

When Rental Units are linked to a Fixed Asset, then in order to ensure that the Rental Unit and the Fixed Asset 
Rental Locations are synchronized there are additional setups required.
On Rental Management Setup, the Rental FA Transfer Mandatory should be enabled, and the FA Trans. 
Receipt and FA Trans. Shipment No. Series fields populated.

When the Rental Unit is returned to a different or temporary rental location, the FA Transfer Journal will be 
created and posted, returning the unit to the specified location. The Fixed Asset, Rental Location and the 
Rental Unit, Location Code fields will be updated with the location entered in the Return Location Code field.

If the temporary location is selected in the Return Location Code, then the description entered in the Return 
Temporary Location field on the asset and unit cards will be populated.
 
To learn about the Rental FA Transfer Journal, see ODT Rental Online Help, Additional Rental Processes.

3.21.1.2. How to Add the Return Location Fields
The following demonstrates adding the return fields to the Rental Lines on a Rental Contract.

The same steps can be used to add the fields to the To Return list, which is accessed from the To Return cue.

Click on the link Settings

Click on the menu item Personalize

Click on the Rental Lines section of the contract.
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Click on the link Field

Click on the search button

Click on the field Search Add Field to Page

Enter the text return.
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Click on the data brick Return Location Code

Drag and drop the field to the desired location on the 
rental line.

Click on the data brick Return Temporary Location

Drag and drop the field to the desired location on the 
rental line.

Click on the data brick Return Bin Code

Drag and drop the field to the desired location on the 
rental line.

Click on the link Done

3.21.2. How to Return Units to a Different or Temporary Location

3.21.2.1. Overview
The following examples demonstrate the returning of a Rental Unit that is not linked to another master record, 
to a different rental location and to a temporary rental location.

When a Rental Unit is linked to a G/L Account or Resource, the same steps and results will occur.

To learn about setting up a temporary location, see ODT Rental Online Help, Setup Rentals, Setup Rental 
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Locations.

3.21.2.2. How to Return a Rental Unit to a Different Location
The following example demonstrates the returning of a Rental Unit that is not linked to another master record, 
to a different rental location.

Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar
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Click on the cell Location Code with the value EAST

Note that the Rental Unit was shipped from Location 
Code, EAST.

Click on the cell Qty. to Return with the value 0

Enter the text 1.

Click on the cell Return Location Code
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Click on the link in cell Code with the value WEST

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes
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Click on the button OK

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Ledger 
Entries

The Location Code field is available to add to the Rental Ledger Entries list using Personalized, for visibility as 
to where the Rental Unit was rented from and where it was returned to.

The Location Code was added for this example.
The Location Code field 

Click on the cell Location Code with the value EAST
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Click on the cell Location Code with the value WEST

Click on the button Close

3.21.2.3. How to Return a Rental Unit to a Temporary Location
The following example demonstrates the returning of a Rental Unit that is not linked to another master record, 
to a temporary location.

Click on the cell Qty. to Return with the value 0

Click on the cell Qty. to Return with the value 0
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Enter Qty. to Return.

Click on the cell Return Location Code

Click on the link in cell Code with the value TEMP

Click on the cell Return Temporary Location
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Enter the text Joe's Maintenance Shop.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes
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Click on the button OK

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Ledger 
Entries

Click on the cell Location Code with the value EAST
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Click on the cell Location Code with the value TEMP

Click on the button Close

The following shows the Rental Unit Location Code and Temporary Location updated by the return to the 
temporary location.

Click on the link in cell No. with the value RU00011-
002

Click on the field Location Code
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Click on the field Temporary Location

3.21.3. How to Return Units Linked to Serialized Items to a 
Different Location

3.21.3.1. Overview
Items which are serialized can be linked to a Rental Unit and rented out. The inventory for the item are 
updated, when the unit is shipped and returned. 

The Rental Unit and linked serialized item can be returned to a different or temporary rental location.

In order to return Rental Units linked to serialized Items to a different rental location or temporary location the 
Return Location Code and Return Temporary Location fields must be added to the Rental Lines on a contract 
using Personalize. 

To learn more about Rental Units linked to serialized Items, see ODT Rental Online Help, Processing Rentals, 
Rental Contracts with Rental Units Linked to Items.

3.21.3.2. Returning a Unit Linked to a Serialized Item to a Different 
Location

This example demonstrates the returning of a Rental Unit linked to a serialized Item to a different rental location 
than they were shipped from.

The Rental Quantity shipped in this example is 2, and the full quantity will be returned to the different rental 
location on the Rental Return Date.

Click on the cell Rental Return Date with the value 
6/24/2020

Note the Rental Return Date as this is the date the 
unit has been returned.
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Select the date the unit was actually returned on. In 
this example, select the same date as the Rental 
Return Date.
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Click on the cell Qty. to Return with the value 0

Enter the text 2.

Click on the cell Return Location Code

Click on the link in cell Code with the value WEST

Select the rental location the unit/items have been 
returned to.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.21.3.3. Returning a Unit Linked to a Serialized Item to a Temporary 
Location

This example demonstrates the returning of a Rental Unit linked to a serialized Item to a temporary rental 
location.

The Rental Quantity shipped in this example is 2, and the full quantity will be returned to the temporary rental 
location on the Rental Return Date.
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Click on the cell Rental Return Date with the value 
6/24/2020

Note the Rental Return Date as this is the date the 
unit has been returned.

Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next
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Click on a date in the calendar

Select the date the unit was actually returned on. In 
this example, select the same date as the Rental 
Return Date.

Click on the cell Qty. to Return with the value 0

Enter the text 2.

Click on the cell Return Location Code
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Click on the link in cell Code with the value TEMP

When the temporary location code is selected, the 
Return Temporary Location field becomes editable 
and it is mandatory that a description of the location 
be entered.

Click on the cell Return Temporary Location

Enter the text Joes Maintenance Shop.

Enter a description of the temporary location the 
unit/items have been returned to.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.21.4. How to Return Units Linked to Items in Bins to a Different 
Location

3.21.4.1. Overview
Items which are stored in bins can be linked to a Rental Unit and rented out. The bin contents and inventory for 
the item are updated, when the unit is shipped and returned. 

When returning the Rental Unit, the linked item can be returned to a different Bin Code in the location it was 
shipped from.

In addition, the Rental Unit and linked item can be returned to a different rental location with the item being 
returned to a Bin in that location. When returning the Rental Unit and linked item to a temporary rental location 
the item will not be returned to a Bin.

In order to return Rental Units linked to Items stored in bins to a different rental location or temporary location 
the Return Location Code, Return Bin Code and Return Temporary Location fields must be added to the Rental 
Lines on a contract using Personalize. 

To learn more about Rental Units linked to Items stored in Bins, see ODT Rental Online Help, Processing 
Rentals, Rental Contracts with Rental Units Linked to Items.
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3.21.4.2. Returning a Unit Linked to an Item Stored in Bins to a 
Different Bin

The following demonstrates the returning of a Rental Unit which is linked to an Item stored in bins, to the same 
location, but a different bin.

Click on the cell Bin Code with the value C-001

When the rental was shipped the items were shipped 
from the bin displayed in the Bin Code field. This was 
accomplished when the Transfer Order was posted 
when the Ship Rentals was ran.

Click on the field Posting Date

Click on the link Next

Click on a date in the calendar

Select the date that the rental unit/items were 
returned on.
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Click on the cell Qty. to Return with the value 0

Enter the text 2.

Click on the cell Return Bin Code with the value C-
001

Click on the lookup button in the cell Return Bin 
Code
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Click on the link in cell Code with the value C-002

Select the Bin Code where the Items were returned 
to.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes
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Click on the button OK

3.21.4.3. Returning a Unit Linked to an Item Stored in Bins to a 
Different Location

The following demonstrates the returning of a Rental Unit which is linked to an Item stored in bins, to a different 
rental location, which has Bin Mandatory enabled.

Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar

Select the date that the rental unit/items were 
returned on.
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Click on the cell Location Code with the value 
CENTRAL
The Rental Unit was shipped from the Central rental 
location.

Click on the cell Bin Code with the value C-001

The Items were shipped from the Central location 
from the C-001 Bin.

Click on the cell Qty. to Return with the value 0

Enter the text 3.
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Click on the cell Return Location Code

Click on the link in cell Code with the value SOUTH

Select the location the unit/items have been returned 
to.

Click on the cell Return Bin Code

Click on the lookup button in the cell Return Bin 
Code
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Click on the link in cell Code with the value S-002

Select the Bin Code that the items were returned to in 
the selected location.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes
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Click on the button OK

3.21.4.4. Returning a Unit Linked to an Item Stored in Bins to a 
Temporary Location

The following demonstrates the returning of a Rental Unit which is linked to an Item stored in bins, to a 
temporary rental location.

When returned to a temporary location, the items are not returned to a bin.

Click on the cell Location Code with the value 
CENTRAL
The Rental Unit was shipped from the Central rental 
location.

Click on the cell Bin Code with the value C-002

The Items were shipped from the Central location 
from the C-002 Bin.

Click on the cell Rental Return Date with the value 
6/19/2020

As the Rental Units are being returned on the Rental Return Date the Posting Date must be changed to be the 
same date.
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Select the date that the rental unit/items were 
returned on.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1412/2540

ODT Rentals Online Help 5/15/2024 1412/2540

Click on the cell Qty. to Return with the value 0

Enter the text 2.

Click on the cell Return Location Code

Click on the link in cell Code with the value TEMP
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Click on the cell Return Bin Code

Notice that the Bin Code field is automatically cleared 
and cannot be modified.
This is as the temporary location does not allow for 
bins.

Click on the cell Return Temporary Location

When the temporary location code is selected, the 
Return Temporary Location field becomes editable 
and it is mandatory that a description of the location 
be entered.

Enter the text Joes Machine Shop.

Enter a description of the temporary location the 
unit/items have been returned to.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.21.5. How to Return Units to a Different Location Using Bulk 
Returns

3.21.5.1. Overview
The Bulk Returns feature contains the options to return multiple Rental Units to a different or temporary rental 
location.

3.21.5.2. How to Return Units to a Different Location Using Bulk 
Returns

The following example demonstrates the returning of multiple Rental Units to a different location from the 
Rental Contract.
On the contract 2 of the 3 Rental Units will be returned to a different rental location.

The same settings on the Bulk Return page can be used to return multiple units to a different rental location 
from the To Return list.
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Click on the cell Rental Unit No. with the value 
RU00008-001

Press and hold the Ctrl key down.
 Click on the cell Rental Unit No. with the value 
RU00008-003

Click on the navigation menu item popup Functions

Click on the navigation menu item Bulk Returns
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Click on the field Location Code

Click on the link in cell Code with the value WEST

Click on the button OK

Click on the cell Return Location Code with the 
value WEST

Note that the lines selected automatically had the 
Return Location Code field populated with the location 
selected on the Bulk Return page.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1417/2540

ODT Rentals Online Help 5/15/2024 1417/2540

Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Select the date the unit was actually returned on. In 
this example, select the same date as the Rental 
Return Date.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

3.22.Undo Rental Returns
3.22.1. Undo Rental Returns Overview
The Undo Return functionality provides the ability to undo a rental return directly from an open Rental Contract. 
Should the contract be completed, then the Rental Contract must be re-opened to run the Undo Return.

When on a selected rental line and the Undo Return is run, the Rental Unit on the line is automatically shipped. 
A Posted Delivery document is created for the shipment and a Rental Ledger Entry is created with the Type of 
Rental. In the Rental Ledger Entries, the Correction field will be checked on the initial Rental and Return 
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records.

If a Rental Unit was returned to a different Rental Location than shipped from and Undo Return is run, then by 
default the Location Code on the Rental Line will be changed to the location the unit was returned to.
The Return Location code on the Rental Line will still contain the initial Return Location Code, so when the 
Rental Unit is returned in the future and the unit is not to be returned to that location, then the Return Location 
Code will need to be modified.

There are conditions related to the process of undoing a return of a Rental Unit.
 The unit must be available to rent out in the location it was returned to.
 When a unit is linked to an item there must me at least the same item quantity available for rental in the 

location the unit was returned to.

 Should the item returned be stored in a Bin, then there must be at least the same quantity available for rent 
in that Bin equal or greater than was returned to process the Undo Return. 

 When a unit linked to an item with Serial No. Tracking was returned, then that item with that Serial No. that 
was return must be available to rent.

 When linked to an item with Lot Tracking there must be at least the same quantity returned available in the 
Lot.

There are return scenario restrictions where undoing a return is not allowed which include:
 Units returned using the Rental Swap or Rental Exchange 
 Units returned when using the Transfer Contract feature
 When an Advanced Proforma Invoice was created, whether open or posted.

IMPORTANT NOTE:
In Release 8.1 there is a known issue with Rental Packages with price allocation. When the Undo Return is run 
on a component rental line and there are other components that have been returned, then all return is being 
processed on all units when the undo return should only occur on the selected Rental Unit line.

3.22.2. How to Undo Rental Unit Returns

3.22.2.1. Overview
In this example the undoing of the return will encompass:
 A Rental Unit which is not assigned to a rental group nor is linked to another master record and is not 

available to rent out.
 A Rental Unit which is assigned to a rental group.

On a Rental Contract for April 12 to June 11 a unit not assigned to a group and a unit in a group were returned 
on April 30 when they should not have been returned. 

In the example, the Undo Return will be ran on each of these units.

To show the error that will occur if a unit is not available to rent out, the unit not assigned to the group was 
entered on another Rental Contract for May 5 to June 4 after it was returned.

3.22.2.2. How to Undo the Return of a Rental Unit
The following shows the undoing of a return where the unit is available to rent out.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1420/2540

ODT Rentals Online Help 5/15/2024 1420/2540

Click on the cell Rental Unit No. with the value 
RU00011-001

Click on the cell Rental Return Date with the value 
4/30/2021

Click on the navigation menu item popup Functions

Click on the navigation menu item Undo Return
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Click on the button Yes

Click on the button OK

Click on the cell Rental Return Date with the value 
4/30/2021
 
When the return of the unit is undone, the Rental 
Return Date and Rental Billing End Date are not 
updated.
To include this unit in subsequent invoicing the Rental 
Return Date must be updated which will update the 
Rental Billing End Date.

Click on the cell Qty. on Rent with the value 1
 
Note that the Qty. on Rent is populated after the 
process is ran and the Qty. Returned is re-set to 0.
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Ledger 
Entries

Click on the cell Posting Date with the value 
4/12/2021
 
Note that the Rental Ledger Entries contain a new 
entry with the Entry Type of Rental and that the 
Posting Date is the same as the initial entry with the 
type of Rental.

Click on the cell Correction with the value on
 
Note that the first 2 entries, Rental and Return have 
the Correction field checked.
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Click on the button Close

The following shows the undoing of a return where the unit is not available to rent out to provide an example of 
the error that will occur, which disallows the undo return of the unit.

Click on the cell Rental Unit No. with the value 
RU00007

Click on the navigation menu item popup Functions

Click on the navigation menu item Undo Return
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Click on the button Yes

Click on the button OK

3.23.Rental Document Pictures
3.23.1. Taking Pictures on Rental Documents Overview

3.23.1.1. Overview
ODT Rentals provides the ability to take or import pictures on the Posted Rental Delivery and Posted Rental 
Return documents. The feature includes the ability to take multiple pictures for the document itself and per 
rental line.

Pictures can be taken from a cell phone, tablet, laptop, or any mobile devices that has a camera and has the 
Business Central and ODT Rentals installed. The pictures will be automatically saved and displayed on the 
documents.

When taking pictures, they can be automatically saved in the database, in SharePoint or on OneDrive. When 
saved to SharePoint or OneDrive the pictures on the documents are linked to the related picture in the folder 
the pictures have been saved in.

IMPORTANT:
The setup and configuration for the saving of the pictures to an online drive of SharePoint or OneDrive is 
complex and should only be attempted by knowledgeable personnel with administrative access on the 
organizations’ network, Business Central, and OneDrive or SharePoint. Assistance is available from Opendoor.

3.23.1.2. Rental Documents Overview
Two factbox’s have been added to the documents for the taking of pictures or importing them and displaying 
the pictures of the rental product when delivered and when returned.
 
One for pictures linked to the document header and one for pictures that are linked to the Rental Line the 
cursor is on.

On the Posted Rental Delivery document, the factbox for taking picture to be linked to the header is called 
Rental Delivery Picture, and the factbox for taking pictures to be linked to the selected rental line is called 
Rental Delivery Line Picture.
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On the Posted Rental Return document, the factbox for taking picture to be linked to the header is called Rental 
Return Picture, and the factbox for taking pictures to be linked to the selected rental line is called Rental Return 
Line Picture.

Fact Boxes Example from a Posted Rental Delivery 
Document

When there is more than one picture the user can easily view other pictures by selecting Previous and Next in 
the fact boxes.
 
When pointing to the title in each fact box the following menu options include:
 Take for taking pictures.
 Import for importing pictures.
 Export for exporting pictures.

 Delete for deleting pictures.
 Next Image to view the next picture if there is more than one picture.
 Previous Image to view the previous picture if there is more than one picture.

Each of the fact boxes provide the ability to view all the pictures linked to the document header or the selected 
Rental Line by selecting the link Picture x of y, with x being the number of the picture and y being the number of 
pictures linked to the fact box.

For the Rental Delivery Picture or Rental Return Picture fact box, in the Rental Pictures gallery each picture 
contains the Document No. of the Posted Rental Delivery or Posted Rental Return followed by the number of 
the picture starting with 1. 
For example, the numbers of the pictures in a Posted Rental Delivery Document RD0000 would be numbered 
as RD00001 1, RD00001 2.

For the Rental Delivery Line Picture fact box, in the Rental Pictures gallery each picture contains the Document 
No. of the Posted Rental Delivery or Posted Rental Return followed by the rental line number and then followed 
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by the number of the picture starting with 1.

For example, if you take 2 pictures on a Posted Rental Delivery document with the number RD00006 for the 
first Rental Line which has a line no. of 10000, then the picture numbers would be RD0000610000 1 and 
RD0000610000 2.

Click on the field Picture 1 of 2

Rental Pictures gallery example.

The Rental Pictures gallery page provides the following Actions menu options:
 Export, for exporting the selected picture.
 Picture Info displays the Format, Size Width and Height of the picture.
 Resize Picture to Thumbnail, for resizing the picture and contains the options of Small, Medium, and 

Large.

 Send and Open in OneDrive, which would only be used if saving imported pictures to SharePoint or 
OneDrive per the setup instead of being taken from a cell phone, tablet, laptop, or any mobile devices that 
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has camera. NOTE: The menu option name is being changed in the upcoming release to be Send to 
Online Drive. 

 Rotate Picture, which will rotate the picture to the desired orientation.

3.23.1.3. Planning for the Storage of the Pictures
Decide whether the pictures are to be saved in the database, SharePoint, or OneDrive.

NOTE:
It is recommended that SharePoint be used as the site is shared with other users and can be managed by your 
IT Team, including the security and access on the SharePoint drive.

If choosing to have the pictures saved in the database, over time the pictures will use a lot of space in the 
database.

If selecting to use OneDrive it will be the drive of the individual who sets up the ONLINEDRIVE External 
Connector - OneDrive in Rentals and will require that the user setup and maintain the appropriate security 
permissions on the drive, which could pose a problem if the individual leaves the company.

Determine the folder structure for the filing of the pictures. This information is needed when setting up the folder 
or folders in SharePoint or OneDrive.

Determine which individual(s) will be completing the required setups including SharePoint or OneDrive, the 
Entra ID App Registration and the External Connector for the Online Drive, and the Online Drive folder mapping 
in ODT Rentals.

Whether you are using SharePoint or OneDrive, it is advisable to create a dedicated service account to 
configure the integration.
If you use an individuals' account, the integration may stop working if such accounts get blocked/deleted (i.e., 
when the individual leaves the organization).

NOTE:
The dedicated service account must have the appropriate security permissions and access to:
 Entra ID (aka Azure AD) portal to create and configure the Entra ID App Registration.

 Setup the online folders and assign the appropriate permissions on the folders on SharePoint or OneDrive 
for the users to view the pictures in the fact boxes on the rental documents.

 Business Central for configuring the External Connector and Online Drive mapping.

3.23.2. Taking Pictures Setup Overview

3.23.2.1. Overview
The setup for taking pictures is dependent on the decision as to where the pictures are to be saved.
 
If the pictures are to be saved in the database there are no setups to be done.

If the pictures are to be saved to SharePoint or OneDrive, then the following setups are required.
 Setup the folder structure in SharePoint or OneDrive as decided in the planning stage.
 Create and Configure an Entra ID App Registration.

 Setup an External Connector for ONLINEDRIVE with configuration to the folder drive of SharePoint or 
OneDrive as decided in the planning stage.

 Rental Management Setup, Rental Picture tab must be configured.

IMPORTANT NOTE:
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If your organization has multiple companies in the database, then the following will need to be done in for/in 
each company.
 Setup the folder structure in SharePoint or OneDrive as decided when planning the folder structure.
 Setup an External Connector for ONLINEDRIVE with configuration to the folder drive of SharePoint or 

OneDrive decided in the planning stage.

 Configuration of the Rental Management Setup, Rental Picture tab.

3.23.2.2. Setup SharePoint or OneDrive folder(s) and Permissions
Setup the folder and sub-folder(s), as applicable, for SharePoint or OneDrive where the picture files are to be 
saved to. 

NOTE: 
The destination folder must be saved as a drive.

If your organization is going to use SharePoint:
 Log in into SharePoint using your Azure account.
 On your organizations’ SharePoint site select or create a site to be used for the storage of the pictures.

 Under the root folder, Documents, add the folder and sub-folder(s), if applicable, for where the picture files 
will be saved to. The folder path where the files are to be saved to will be needed when setting up the 
External Connector, ONLINEDRIVE for SharePoint for the pictures.

SharePoint Folder Structure example: Documents/Business Central/ Rental Pictures

NOTE: 
If your organization has multiple companies, then we recommend that a folder be created for each company 
above the folder drive where the pictures are to be saved to.

SharePoint Folder Structure example: Documents/Business Central/company name/Rental Pictures

If your organization is going to use OneDrive:
 Log in into OneDrive using the dedicated service account. This must be the user who will be setting up the 

External Connector, ONLINEDRIVE for OneDrive.

 On the OneDrive under the root drive OneDrive, add the folder and sub-folder(s), if applicable, for where 
the pictures will be saved to. The folder path where the files are to be saved to will be needed when setting 
up the External Connector, ONLINEDRIVE for OneDrive.

 Assign the appropriate permissions for users who have access to the Posted Rentals Delivery and Posted 
Rental Return documents and will need to be able to view the pictures in the fact boxes.

 
Folder Structure example: OneDrive/Business Central/Pictures Archived

NOTE: 
If your organization has multiple companies, then we recommend that a folder be created for each company 
above the destination folder drive where the pictures are to be saved to.

OneDrive Folder Structure example: OneDrive/Business Central/company name/Pictures Archived

3.23.3. How to Create and Configure an Entra ID App 
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Registration

 Login to your Microsoft Entra ID portal, https://entra.microsoft.com, using your Microsoft 365 admin 
account.

 In the Microsoft Entra portal, go to the Identity\Applications\App registrations page.

 In the App registrations page, click New registration.
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 Enter the Name of the app. For example, Online Drive Integration for ODT Rentals in Business Central.
 Supported account types: Account in this organization directory only.
 Then click on Register.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1431/2540

ODT Rentals Online Help 5/15/2024 1431/2540

 Under the Manage section, select API permissions.
 Click on Add a permission on the API permission page.

Add all the permissions noted below with the API of Microsoft Graph and the Type set to Delegated.
 APIConnectors.Read.All
 APIConnectors.ReadWrite.All
 Application.Read.All
 Directory.AccessAsUser.All
 Directory.Read.All

 Files.Read
 Files.Read.All
 Files.Read.Selected
 Organization.Read.All
 Sites.FullControl.All
 User.Read

API Permissions after all required permissions have been entered.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1432/2540

ODT Rentals Online Help 5/15/2024 1432/2540

 Click on the Grant Admin consent button.

 After granting the admin access the permission list should look like the following list with the Status 
updated.
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 In the Manage section, select Certificates & secrets.

 On the Certificates & secrets page, go to the Client secrets tab and click on New client secret.
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 Enter a Description: For example, Business Central Production
 Expires: Select the 730 days (24 months) option. 
 Click on Add to create the Client secret.
NOTE: 
The client secret key is like an account password, which will expire according to the Expires date you set. 
Please create a reminder to create a new client secret before the expiration date, to prevent any service 
disruption.
 

IMPORTANT!
Make a note of the Value of the Client Secret key as you will need it to configure the OneDrive and Online 
Drive integration in the ODT Rentals app.
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 In the Manage section, select Authentication to open the Authentication page.

 On the  Authentication page, click on Add a platform.
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 Select the Web option.

 Redirect URL: https://businesscentral.dynamics.com/OAuthLanding.htm.
 Implicit grand and hybrid flows: Access tokens (used for implicit flows).
 Click on Configure.

IMPORTANT: 
Make note of the Redirect URL as you will need this information to configure the External Connector for the 
Online Drive integration in the ODT Rentals app.
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 Go to the Overview page and take note of the Application (client) ID value as you will need it to 
configure the Online Drive integration in the ODT Rentals app.
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 On the Overview page, click on the Endpoints button.
 Take note of the OAuth 2.0 authorization endpoint (v2) and OAuth 2.0 token endpoint (v2) values as 

you will need this information to configure the External Connector for the Online Drive integration in the 
ODT Rentals app.
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3.23.4. How to Setup in Rentals for Saving the Pictures

3.23.4.1. Overview
The following setups in ODT Rentals is required when the pictures will be saved to SharePoint  or OneDrive.

The Entra ID App Registration must be completed prior to the following setups as information when setting up 
the registration is needed when setting up an Online Drive External Connector and Online Drive mapping to the 
destination folder drive.

3.23.4.2. How to Setup an ONLINEDRIVE External Connector
The Online Drive Connector is used for connecting to Sharepoint or OneDrive to automatically save the 
pictures.

The following demonstrates the setup of the External Connector for an Online Drive.
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Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item External 
Connectors

Click on the navigation menu item New

ONLINEDRIVE Connector Setup Page

 Code: Enter ONLINEDRIVE
 Description: Enter Online Drive Connector
 Application / Client ID: Copy and paste Application (client) ID you saved when setting up thethe Entra 

ID App Registration. It can also be found in the Microsoft Entra ID portal, Overview, Essentials.

 Client Secret: Copy and paste the Value of the Client Secret Key you saved when setting up the Entra 
ID App Registraton. It can also be found in the Microsoft Entra ID portal, Certificates & secrets, Client 
secrets.
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 Grant Type: Authorization Code
 Redirect URL: Enter https://businesscentral.dynamics.com/OAuthLanding.htm
 Scope: Enter https://graph.microsoft.com/.default

Endpoints: Copy and paste from the  Microsoft Entra ID portal, Overview, Essentials – Endpoints list.
 Authorization URL: Copy from the OAuth 2.0 authorization endpoint (v2) field.
 Access Token URL: Copy from the OAuth 2.0 token endpoint (v2) field.

3.23.4.3. How to Configure the ONLINE DRIVE for SharePoint
If your organization has chosen to store the pictures on SharePoint, then complete the following steps once the 
following have been completed.
 Setup SharePoint folder(s) and Permissions.
 Create and Configure an Entra ID App Registration.

Click on the navigation menu item SharePoint

Ensure you are on the Online Drive Connector record 
before selecting SharePoint.

The folders selected in the next steps must be the the same folders decided in the planning stage and have 
been setup.

Example: Documents/Business Central/Rental Pictures

Click on the link in cell Name with the value 
Documents

Click on the link in cell Name with the value Business 
Central
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Click on the navigation menu item Save Folder as 
Drive

When you reach the folder in which the rental pictures 
are to be saved in ensure you are on the destination 
folder, then click on the Save Folder as Drive.

Click on the field Online Drive Code

Enter the text RentalPics.

Enter a short code describing what the drive is for.

Click on the button OK

The details of the Online Drive for SharePoint can be viewed from the External Connectors page.
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Click on the navigation menu item Online Drive 
Folder

Online Drive Folder List

3.23.4.4. How to Configure the ONLINE DRIVE for OneDrive
If your organization has chosen to store the pictures on OneDrive, then complete the following steps.

Click on the navigation menu item OneDrive

The folders selected in the next steps must be the the same folders decided in the planning stage and have 
been setup.

Example: OneDrive/Business Central/Picture Archived

Click on the link in cell Name with the value OneDrive
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Click on the link in cell Name with the value Business 
Central

Click on the navigation menu item Save Folder as 
Drive

When on the folder in which the pictures are to be 
saved in, then click on the Save Folder as Drive.

Click on the field Online Drive Code

Enter the text PICTUREARC.

Enter a short code describing what the drive is for.
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Click on the button OK

The details of the Online Drive for OneDrive can be viewed from the External Connectors page, Online Drive 
Folder List.

3.23.4.5. How to Setup Rental Manageement Setup for Pictures
Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the toggle field Send Picture to Online Drive

When saving the pictures to an Online Drive it is 
mandatory that this toggle field is turned on.
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Click on the field Thumbnail Size

The default  Thumbnail Size is Small; however the list 
contains Medium and Large should  your organization 
prefer one of them.

Click on the lookup button Online Drive Connector

Click on the link in cell Code with the value 
ONLINEDRIVE

Click on the lookup button Online Drive Folder
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Click on the link in cell Code with the value 
RENTALPICS

Select the Online Drive record with the Online Drive 
Type that the pictures are to be saved to.

3.23.5. How to Take Pictures on Rental Documents
IMPORTANT
When using a cell phone that has an IOS operating system to take pictures, then the cell phone must be held 
horizontally with the camera lens on the left hand side.

3.23.5.1. How to Take a Picture on a Posted Rental Delivery Document
The following provides the steps for taking a picture from a cell phone on a Posted Rental Delivery document 
header.

NOTES:
 The steps for taking a picture for the Posted Rental Deliver Lines are the same except you need to ensure 

your cursor is on the Rental Line that the picture is to be linked to and you select the Rental Delivery Line 
Picture where you select Take.

 The steps for taking pictures on a Posted Rental Return document header and lines are the same except 
you will open the Posted Rental Return document that the pictures are to be taken for.

 Log into Business Central on the cell phone.

 If the Rental Contract that the Posted Rental Delivery was created from is still open, then select the Rental 
Contracts - Open Cue. 

NOTE: 
If the Rental Contract is no longer open, then search for Posted Rental Contracts or if you have the Posted 
Rental Delivery document number, then search for Posted Rental Deliveries.
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 Open the Rental Contract that the Posted Rental Delivery document is related to.
 Select the 3 dots at the bottom right on the cell screen and then scroll down to Posted Deliveries.
 Select the Posted Rental Delivery menu option and then select the document in the list that you want to 

take a picture on.
 
 

 Select the “v” at the top of the screen which will display the fact boxes.
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 To take a picture that is to be linked to the document header, then select Rental Delivery Picture which will 
display the menu options.

 Select Take to take the picture.
 

 If the picture is good, then select Use Picture on the cell phone, otherwise select Retake, and take another 
picture.

 
 

The picture will be saved to the Online Drive Folder specified on Rental Management Setup, and then will be 
displayed in the Rental Delivery Picture Fact Box.
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3.24.Rental Credit Memos
3.24.1. Credit Memos Overview

3.24.1.1. Overview
The ODT Rentals App provide three options for 
creating Rental Credit Memos.
 
Create Corrective Credit Memo
 
The Create Corrective Credit Memo is a financial 
correction, which creates Rental Value Entries to the 
units for the credit amount, in addition to the standard 
financial correcting entries.
 
With this option, the user can edit the amounts on the 
credit memo lines, before posting the Sales Credit 
Memo.
 
Should there be lines brought in that credits will not be 
given to the customer, then these lines are to be 
deleted from the credit memo before posting it.
 
This option does not re-open Rental Amount Lines, 
therefore re-billing of a contract invoice is not included 
with this option.
Create Corrective Rental Credit Memo
 
The Create Corrective Rental Credit Memo is used to 
create both a financial correction and a rental 
correction.
 
With the financial correction, Rental Value Entries are 
posted to the units, in addition to the standard 
financial correcting entries.
 
With the rental correction, the Rental Amount Lines on 
the Rental Contract will be re-opened for the last 
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posted invoice from the contract, when the rental 
credit memo is posted. Thus providing the ability to re-
invoice the contract for the invoice credited.
 
With this feature, the editing of the credit memo is not 
allowed, including the prices and deleting the sales 
credit memo lines.
 
To ensure that the applicable invoice is selected, 
there is validation, which confirms that the invoice is 
the last billed invoice for that contract (based on 
“Invoice No.” populated on Rental Amount Lines). The 
invoices must be credited in reverse order of how they 
were created (most recent invoice must be reversed 
first).
 
If the contract is closed, a message will occur asking 
the user if they want to re-open the contract.  If the 
user declines, they will be prompted to use "Create 
Corrective Credit Memo" instead.
NOTE:
When creating a corrective rental credit memo for an invoice where Metered Usage has been invoiced, then the 
related Metered Usage Entries will have the fields, Billed and Invoice No. cleared. 

When creating a corrective rental credit memo for an invoice where Periodic Usage and Standby Charges have 
been invoiced, then the related Rental Periodic Usage Entries will have the Billed field cleared.

Auto Credit Memos

The purpose of the Auto Credit Memo functionality is to automatically create and, if desired, post a credit memo 
when a rental, which has already been billed to the customer, is returned early.  The Auto Credit Memo 
functionality is restricted to Start and Periodic Start Rental Terms.

For all rental terms, except for optimized terms, the credit amount is calculated based on a prorated day rate. 
The prorated day rate is determined by the number of days to be credited divided by the number of days in the 
month that the rental invoice commenced in and then multiplied by the rental unit price. 

When the rental term is optimized, the credit amount can be based on either the prorated day rate, or the 
difference between what was invoiced and what would have been invoiced if the rental return date had been 
set to the actual return date.

The Credit Memos will have the same Posting Date as is on the Rental Contract when the early returns are 
posted, and be applied to the applicable invoice or invoices.
 
The application of the Credit Memos will occur when the invoice(s) are still open. Meaning either no payment or 
only a partial payment has been applied to the invoice. If the invoice is not open, then the applicable Credit 
Memo line amount will not be applied.
 
On posting of the Credit Memo, either automatically or manually, the following will occur on the Rental Contract, 
and can be viewed/verified from the Rental Contract or Completed Rental Contract.
 Rental Value Entries: A new line is generated for the Credit Amount
 Rental Ledger Entries: On the applicable Rental Line the Rental Amount will be reduced by the Credit 

Amount
 Rental Amount Lines: No rental amount line is created

A Rental Credit Memo report has been added to the Posted Sales Credit Memo document and Rental Report 
Selections. The Rental Credit Memo can be printed, sent, or emailed.
The Rental Credit Memo format prints the credit information like the rental information on the Posted Rental 
Invoice.
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NOTE
The Auto Credit Memo functionality currently does not include the automatic creation of Credit Memos for 
Rental Packages.

IMPORTANT 
The user help was created from a Dynamics 365 Business Central for North America, United States company, 
therefore the help refers to Tax Group Code.
Should your organization be using the Global (Rest of World) version of Business Central, then throughout the 
help, consider Tax Group Code to refer to VAT Prod. Posting Group.

3.24.2. Corrective Credit Memos

3.24.2.1. How to Create a Corrective Credit Memo

3.24.2.1.1. Overview
The Create Corrective Credit Memo is a financial 
correction.
In addition, Rental Value Entries will be created and 
posted to the units.

3.24.2.1.2. How to Create a Corrective Credit Memo
Profile - Sales Order Processor
Should the user have the Business Manager Profile, 
then the Posted Rental Invoices list is accessed in the 
command bar option, Rentals.

The Posted Rental Invoice list is a filtered view of the 
Posted Sales Invoice, so that only invoices created 
from Rental Contracts are displayed.
Click on the navigation menu item popup Posted 
Documents

Click on the navigation menu item Posted Sales 
Invoices
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Click on the link in cell No. with the value RI00003

Select the invoice for which a Corrective Credit Memo 
is to be created.

Click on the navigation menu item popup Correct

Click on the link Create Corrective Credit Memo

The Credit Memo will automatically open.
Click on the field Posting Date

The Posting Date will default from the Posted Sales 
Invoice, Posting Date.
Should the date need to be different, then enter or 
lookup and select the date upon which the Credit 
Memo is to be posted.
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Click on the link 

Click on the link Next

Click on a date in the calendar

The Unit Price can be edited to specify the credit 
amount to be given to the Customer for any or all 
lines.

Any lines for which a credit is not to be given are to be 
deleted.
Click on the cell Unit Price Excl. Tax
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Enter the text 50.00.

Click on the cell Unit Price Excl. Tax

Enter the text 50.00.

Click on the navigation menu item popup Process
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Click on the navigation menu item Post

Click on the button Yes

Click on the button No

On posting, the credit memo is automatically applied to the invoice which was selected.

3.24.2.1.3. Reviewing the Unit Rental Value Entries
Profile - Sales Order Processor

When a user has the Business Manager profile, they 
can use the same steps provided here.
Click on the navigation menu item popup Rentals
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Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00002

Select one of the units that was or is on the Rental 
Contract.

Click on the navigation menu item popup Navigate

Click on the navigation menu item Rental Value 
Entries
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Click on the cell Cr. Memo No.

Note the Credit Memo entry has been created on the 
Rental Unit.

Click on the back button

Click on the back button

3.24.2.1.4. Reviewing the Customer Ledger Entries
Profile - Sales Order Processor

When a user has the Business Manager profile, they 
can use the same steps provided here.
Click on the navigation menu item Customers
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Click on the data brick No. = 10000, Name = Adatum 
Corporation, Contact = Robert Townes

Select the Customer for whom the credit memo was 
posted.

Click on the navigation menu item popup Navigate

Click on the navigation menu item popup History

Click on the navigation menu item Ledger Entries
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Click on the cell Document No. with the value PS-
CR104001 

Note that the Credit Memo has been posted to the 
Customer.

Click on the link in cell Remaining Amt. ($)

Note that the Remaining Amt. ($) has been reduced 
on the invoice by the Credit Memo amount.

When clicking on the Remaining Amount ($) the Detailed Customer Ledger Entries page will open.

Click on the cell Entry Type with the value 
Application

Note that the Credit Memo has been applied to the 
invoice.

Click on the back button
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Click on the back button

Click on the back button

3.24.2.2. How to Create a Corrective Rental Credit Memo

3.24.2.2.1. Overview
The Create Corrective Rental Credit Memo is used to 
create both a financial correction and a rental 
correction.

This feature is for use when a rental invoice is to be 
reversed in full, so that the Rental Contract can be 
revised and the contract be rebilled for the rental 
period covered by the initial invoice.
With this feature, should the invoice to be reversed not be the last invoice, then the invoices must be credited in 
reverse order of how they were created. The most recent invoice must be reversed first.

Then the contract can be revised, and the rebilling of the rental periods previously billed can be processed.

The Credit Memo lines cannot be edited, nor any lines deleted before posting. 

Should the contract have been completed with all 
invoicing posted and the return posted, then an option 
is provided to re-open the contract.
NOTE:

When creating a corrective credit memo for an invoice where Metered Usage has been invoiced, then the 
related Metered Usage Entries entries will have the fields, Billed and Invoice No. cleared.
To review the Metered Usage Entries on a contract, go to the Rental Line command bar, More options, Lines, 
Metered Usage Entries.

When creating a corrective credit memo for an invoice where Periodic Usage and Standby Charges have been 
invoiced, then the related Periodic Usage Entries will have the Billed field cleared.
To review the rental calendar for periodic and usage records relaated to a selected line, go to the Rental Lines 
command bar, More options, Line, Periodic Usage Entries.
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3.24.2.2.2. How to Create a Corrective Rental Credit Memo from an 
Open Contract

Profile - Sales Order Processor

When a user has the Business Manager Profile, they 
can use basically the same steps provided here, with 
the exception of the initial steps to open the posted 
invoice.

The steps for the Business Manager Profile are noted 
below the steps for the Sales Order Processor Profile 
for accessing the posted invoices.
Click on the navigation menu item popup Posted 
Documents

Click on the navigation menu item Posted Sales 
Invoices

Should the user have the Business Manager Profile, 
then the Posted Rental Invoices list is accessed in the 
menu option, Rentals.

The Posted Rental Invoice list is a filtered view of the 
Posted Sales Invoice, so that only invoices created 
from Rental Contracts are displayed.
Alternatively, if the Rental Contract No. is known, a 
user can go to either the Open Rental Contract or 
Posted Rental Contract, as applicable. From there the 
user can select the Posted Invoices option on the 
ribbon, to select the invoice to be credited.
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Click on the link in cell No. with the value RI00012

Select the invoice where the Rental Contract is still 
open and for which a Corrective Rental Credit Memo 
is to be created.

Click on the navigation menu item popup Actions

Click on the navigation menu item popup Correct

Click on the navigation menu item Create Corrective 
Rental Credit Memo...

The Credit Memo will automatically open.
The Credit Memo lines cannot be modified or deleted 
when using the Create Corrective Rental Credit 
Memo.

This option is to be used strictly to fully reverse the 
invoice and re-open the Rental Amount Lines, which 
were billed on the invoice being credited. Thus 
enabling the rental contract lines to be modified and 
re-billing can be done for the same period.
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Click on the field Posting Date

The Posting Date will default from the Posted Sales 
Invoice, Posting Date.
Should the date need to be different, then enter or 
lookup and select the date upon which the Credit 
Memo is to be posted.

Click on the navigation menu item popup Process

Click on the navigation menu item Post

Click on the button Yes
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Click on the button No

On posting, the credit memo is automatically applied to the invoice which was selected.

3.24.2.2.3. How to Create a Corrective Rental Credit Memo for a 
Completed Contract Invoice

Profile - Sales Order Processor

When a user has the Business Manager profile, they can use basically the same steps provided here, with the 
exception of the initial steps to open the posted invoice.

The steps for the Business Manager Profile are noted below the steps for the Sales Order Processor Profile for 
accessing the posted invoices.

Should the user have the Business Manager Profile, 
then the Completed Rental Contract list is accessed in 
the menu option, Rentals.
Click on the navigation menu item popup Posted 
Documents

Click on the navigation menu item Completed Rental 
Contracts
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Click on the link in cell No. with the value RC00006

Click on the navigation menu item popup Rental

Click on the navigation menu item Posted Invoices

Click on the link in cell No. with the value RI00006
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Click on the navigation menu item popup Actions

Click on the navigation menu item popup Correct

Click on the navigation menu item Create Corrective 
Rental Credit Memo...

The following steps demonstrate what will occur, 
should the user decides the credit is not to re-open 
the contract.
Click on the button No
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Click on the button OK

The pop-up message advises to use the Create 
Corrective Credit Memo instead.

The following steps demonstrate what will occur if the 
user decides the credit should re-open the contract.
Click on the navigation menu item popup Actions

Click on the navigation menu item popup Correct

Click on the navigation menu item Create Corrective 
Rental Credit Memo...
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Click on the button Yes

The Credit Memo will automatically open.
The Credit Memo lines cannot be modified or deleted 
when using the Create Corrective Rental Credit 
Memo.

This option is to be used strictly to fully reverse the 
invoice and re-open the Rental Amount Lines, which 
were billed on the invoice being credited. Thus 
enabling the rental contract lines to be modified and 
re-billing can be done for the same period.
Click on the field Posting Date

The Posting Date will default from the Posted Sales 
Invoice, Posting Date.
Should the date need to be different, then enter or 
lookup and select the date upon which the Credit 
Memo is to be posted.

Click on the navigation menu item popup Process

Click on the navigation menu item Post
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Click on the button Yes

Click on the button No

On posting, the credit memo is automatically applied to the invoice which was selected.

3.24.2.2.4. Reviewing the Unit Rental Value Entries
Profile - Sales Order Processor

When a user has the Business Manager profile, they 
can use the same steps provided here.
Click on the navigation menu item popup Rentals

Click on the navigation menu item Rental Units
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Click on the link in cell No. with the value RU00004

Select one of the units that is on the Rental Contract 
for which the rental credit memo was posted.

Click on the navigation menu item popup Navigate

Click on the navigation menu item Rental Value 
Entries

Click on the cell Cr. Memo No. with the value PS-
CR104002

Note that the Credit Memo entry has been created on 
the Rental Unit.
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Click on the back button

Click on the back button

3.24.2.2.5. Reviewing the Rental Amount Lines on an Open Contract
Profile - Sales Order Processor

When a user has the Business Manager profile, they 
can use the same steps provided here.
When the Rental Contract is still open, complete the 
following steps to open the contract.
Click on the link Rental Contracts- Open2

Click on the link in cell No. with the value RC00016
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Click on the cell Rental Unit No.

Select the Rental Line for which the invoice was 
credited.

Click on the navigation menu item More options

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Billed

Note that the Billed field has been cleared on the 
Rental Amount Lines, which were previously invoiced.

Click on the cell Invoice No.

Note that the Invoice No. field has been cleared on 
the Rental Amount Lines, which were previously 
invoiced.

Click on the button Close

3.24.2.2.6. Reviewing the Customer Ledger Entries
Profile - Sales Order Processor

When a user has the Business Manager profile, they 
can use the same steps provided here.
Click on the navigation menu item Customers
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Click on the data brick No. = 10000, Name = Adatum 
Corporation, Contact = Robert Townes

Select the Customer for whom the credit memo was 
posted.

Click on the navigation menu item popup Navigate

Click on the navigation menu item popup History

Click on the navigation menu item Ledger Entries
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Click on the cell Document No. with the value PS-
CR104002 

Note that the Credit Memo has been posted to the 
Customer.

Click on the cell Document No. with the value 
RI00012 

Select the Document No. with the Invoice No. that the 
Credit Memo was created and posted for.

Click on the link in cell Remaining Amt. ($) with the 
value 0.00 

Note that the Remaining Amt. ($) has been reduced 
on the invoice by the Credit Memo amount.

Note that the Remaining Amt. ($) now displays 0.00.

When clicking on the amount in the Remaining Amt. 
($) field, the Detailed Customer Ledger Entries page 
will open.

Click on the cell Entry Type with the value 
Application

Note that the Credit Memo has been applied to the 
invoice.
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Click on the back button

Click on the back button

Click on the back button

3.24.3. Rental Auto Credit Memos

3.24.3.1. How to Set Up for Auto Credit Memos

3.24.3.1.1. Overview
There are five fields available for setting up the Auto Credit Memo on Rental Management Setup.
 Enable Auto Credit, which must be enabled to activate the automatic creation of Credit Memos for rental 

terms having an Invoice Type of Start or Periodic Start. . When enabled and any of the  that are on rent 
units, or a unit with multiple quantities has a partial return processed earlier that the end billing date on an 
invoice a Credit Memo will be created.

 1 Credit Memo/Return, which when enabled if there have been multiple returns on a contract on the same 
date that are related to different invoices, then only 1 Credit Memo is created with the lines containing the 
Invoice number and credit amount(s) for each invoice. If not enabled, then individual Credit Memo will be 
created for each invoice.

 Auto Post Auto Credit, which when enabled will automatically post the Sales Credit Memo. When not 
enabled, then the user will need to open the Sales Credit Memo and post it.

 Auto Credit Reason Code, which provides the ability to specify a default Reason Code that will be 
assigned to all automatically created Credit Memos when the Auto Post Auto Credit field is enabled. In the 
North America version of  Microsoft Dynamics 365 Business Central this is not mandatory. This may be 
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mandatory in some countries using the Global (rest of World) Microsoft Dynamics 365 Business Central.

 Auto Credit Type for Opt., which provides two options, Optimize and Prorate for when the rental term on 
the rental line has the Invoicing Type of Optimize enabled.

When the setting is Optimize, then the calculation of the credit amount is based on the difference between what 
had been invoiced, and what would have been invoiced, if the return date had initially been set to the date that 
the return is being processed on.

When the setting is Prorate, then a daily rate will be calculated based on the rental unit price divided by the 
number of days in the rental period. Then the credit amount is calculated as the daily rate multiplied by number 
of days the rental unit was returned early.

3.24.3.1.2. How to Setup Rental Management Setup for Auto Credit 
Memos

The following demonstrates the setup for Rental Management Setup for Auto Credit Memos.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the toggle field Enable Auto Credit

 
In order to use the Auto Credit Memo feature, this 
field must be enabled.
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Click on 1 Credit Memo/Return
 
When enabled, specifies one credit memo per return 
is created when posting returns including multiple 
invoices.
 
If not enabled, then if early returns of multiple Rental 
Units which have different invoices are processed on 
the same date, then an individual credit memo will be 
generated for each applicable invoice.

Click on Auto Post Auto Credit
Should your organization prefer to have the Sales 
Credit Memos automatically post, then enable the 
toggle field.

Click on Auto Credit Reason Code
 
When the Auto Post Auto Credit is enabled, then the 
Auto Credit Reason Code field can be used to select 
a Reason Code to be automatically assigned to the 
Sales Credit Memo.

This field is not mandatory in North America, however, 
some countries using the Global (Rest of World) 
version do require the Reason Code.

Click on Auto Credit Type for Opt Optimize Prorate
Should your organization be using Rental Terms with 
Optimize enabled, then the preferred method of 
calculating the credit amount will need to be selected.
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Click on the field Auto Credit Type for Opt

Click on the item Optimize in the list
Select the preferred method of calculating the credit 
amount for optimized rental terms.

3.24.3.2. Processing Early Returns with Auto Credit Memo

3.24.3.2.1. Overview
The Auto Credit functionality for Start and Periodic Start rental terms/pricing generates Sales Credit Memos for 
full and partial returns. The credit memos can be either automatically posted, or require the user to review and 
post the credit memo.

Upon the posting of the Sales Credit Memo, in addition to the standard entries created when posting a credit 
memo, a Rental Value Entry is created in the Rental Value Entries related to the unit on the contract. Therefore 
ensuring the revenue related to the unit will reflect the net amount of revenue.

Should multiple partial returns be processed that are related to a single invoice, then the Rental Value Entries 
for each of the partial returns will be displayed on the applicable rental line for the partial return of the unit.
 
From the Posted Sales Credit Memo, a Rental Credit Memo can be printed, emailed or sent to the customer. 
The Rental Credit Memo is formatted similar to the Rental Invoice.

IMPORTANT:
 When processing a partial return with Auto Credit enabled, and the return is after an invoice has been 

posted, the Partial Return Date cannot be earlier than the Starting Date-Time related to the invoice to which 
the credit will be applied. This is applicable even if the Shipment Date and Rental Start Date are earlier.

 The Auto Credit Memo feature currently does not include the generation of Credit Memos for Rental 
Packages when all components in the package are returned early on the same date.

3.24.3.2.2. Processing an Early Return without Auto Post Enabled
The following example demonstrates the processing an early return, when the Auto Credit Memo field is 
enabled. And the fields, 1 Credit  Memo/Return and Auto Post Auto Credit on Rental Management Setup are 
not enabled.

Rental Contract Information:
 The length of the contract is from April 6 to June 5 and the return day is billable.
 A Rental Unit was entered on the rental line with a monthly rental term with an invoicing type of Periodic 

Start for recurring billing, with a rental unit price of 150.00 per month.
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 The Rental Unit was shipped and invoiced on April 6 
 The Rental Unit will be returned early on April 30

Expected Results:
 When the Rental Return is processed, the rental contract will close, as it will be completed.
 The Sales Credit Memo will be created, however, will not be posted.
 The credit amount calculated will be based a prorated amount. The calculation is based on the number of 

days to be credited for the rental period = 5 of 30 as April has 30 days. The credit amount = ((days to credit 
divided by days in the rental period) times the rental quantity)) times the rental unit price. ((5/30) x 1) x 
150.00 = 25.00. Therefore the credit amount for this example will be 25.00.

 When the Sales Credit Memo is posted, a Rental Value Ledger Entry will be created on the completed 
contract rental line for the unit.

The following picture displays the rental line.

The following picture displays the Rental Amount Line after the invoice for the first rental period was posted.

The following demonstrates:
 The returning of the rental unit earlier than the Ending Date-Time on the Rental Amount Line which was 

invoiced.
 The posting of the Sales Credit Memo and the steps for printing, sending or emailing the Rental Credit 

Memo.
 Reviewing the Rental Value Entries on the Completed Rental Contract

Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date
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Click on a date in the calendar
Select April 30, which is the date the unit is being 
returned on.

Click on the cell Rental Return Date with the value 
6/5/2020
Enter 04/30/2020, which is the date the unit is being 
returned early on.

Click on the cell Qty. to Return with the value 0
Enter the quantity 1.

Click on the navigation menu item popup Rental
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Click on the button Yes

Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK
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Click on the navigation menu item popup Rentals

Click on the navigation menu item popup Sales

Click on the navigation menu item Sales Credit 
Memos

Click on the link in cell No. with the value S-CR1001

Note in the following picture of the Sales Credit Memo that the Unit Price Excl. Tax is 25.00 as expected.
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Sales Credit Memo created by the early return

Click on the navigation menu item popup Posting

Click on the navigation menu item Post

Click on the button Yes

Click on the button Yes
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Click on the navigation menu item popup Actions

Click on the navigation menu item Print Rental...
Select the preferred method of Print Rental Credit 
Memo, Email Rental Credit Memo or Send Rental 
Credit Memo.

The following demonstrates the review of the Completed Rental Contract, Rental Value Entries, which will now 
contain a record for the credit memo which was posted.

Click on the navigation menu item Completed Rental 
Contracts

Click on the link in cell No. with the value RC00001
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Click on the navigation menu item popup Line

Click on the link Rental Value Entries

Click on the link in cell Cr. Memo No. with the value 
PS-CR104001

Click on the cell Unit Price with the value -25.00

NOTE
When on Rental Management Setup the Auto Post Auto Credit is enabled, the steps are the same except the 
user does not have to look-up and post the Sales Credit Memo. It will automatically be posted.

3.24.3.2.3. Processing an Early Return with Auto Credit Type for Opt. = 
Optimize

The following example demonstrate the Auto Credit Memo for an early return, when the Rental Term has the 
Optimize field enabled, and Rental Management setup has the following setups.

Rental Management Setup Information:
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 Auto Credit is enabled
 Auto Post Auto Credit is enabled
 Auto Credit Type for Opt. is set to Optimize

Rental Terms Setup for Optimize:

The rental terms setup include a daily, weekly and a monthly term with an Invoicing Type = Periodic Start and 
Optimize = All Periods.

The configuration of the terms is as follows.
The Rental Prices on the Rental Unit are:
 Day = 25.00
 Week = 150.00
 Month = 500.00

Daily Start Optimized Rental Term

Weekly Start Optimized Rental Term

Monthly Start Optimized Rental Term

Rental contract information:
 The length of the contract is from March 31 to April 30 and the return day is billable.
 A Rental Unit will be entered on the rental line with a MONTH-START-OPT rental term, a rental quantity of 

1.
 The rental unit price is 500.00 per month, with the alternative terms and prices of DAY-START-OPT = 

25.00 and WEEK-START-OPT = 150.00.
 The Rental Unit will be shipped and invoiced on March 31.
 The Rental Unit will be returned early on April 20.

Expected Results
 When the Rental Return is processed, the rental contract will close, as it will be completed.
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 The Sales Credit Memo will be created and posted.
 The credit amount calculated will be an optimized amount. Had the return day originally been set to April 

20, then the billing would have been the weekly rate x 3 (150x3) = 450.00 as the Return Day Billable is 
checked. Therefore the credit amount for this example will be 500.00 minus 450.00 = 50.00.

 A Rental Value Ledger Entry will be created on the completed contract rental line for the unit.

The following picture displays the rental line.

The following picture displays the Rental Amount Line after the invoice for the contract was posted.

The following demonstrates:
 The early return of the rental unit on April 20.
 The reviewing of  the Posted Sales Invoice.
 The reviewing of  the Rental Value Entries on the Completed Rental Contract.

Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date

Click on the link Next



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1490/2540

ODT Rentals Online Help 5/15/2024 1490/2540

Click on a date in the calendar
Select the date that the return entries and credit 
memo are to have as a Posting Date.

Click on the cell Rental Return Date with the value 
4/29/2020

Click on the link in cell Rental Return Date with the 
value 4/29/2020

Click on a date in the calendar
Select the date that the Rental Unit is being returned 
early on. For this example, select April 20.
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Click on the button Yes

Click on the cell Qty. to Return with the value 0
Enter 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals
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Click on the button Yes

Click on the button OK

The following demonstrates the review of the Posted Sales Credit Memo created and posted by the Auto 
Credit  Memo feature.

Click on the navigation menu item popup Sales

Click on the navigation menu item Posted Sales 
Credit Memos
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Click on the link in cell No. with the value PS-
CR104003

Click on the cell Unit Price Excl. Tax with the value 
50.00
Note that the Unit Price Excl. Tax is 50.00, which 
matches the expected results.

The following picture displays the Rental Value Entries containing the entry for the Posted Sales Credit Memo 
created and posted by the early return.

3.24.3.3. Processing Early Returns with 1 Credit Memo per Return

3.24.3.3.1. Overview
The following example demonstrates the Auto Credit Memo feature when the Auto Credit Memo and the 1 
Credit Memo/Return fields are enabled on Rental Management Setup. And the Auto Post Auto Credit is not 
enabled.
 
Rental Contract Information:
The following provides the details of the rental lines on the contract:
 Rental Unit, PG-001, with a Rental Quantity of 3, a Rental Term of MONTH-PSTART and a Rental Unit 

Price of 500.00 per month. The rental duration is April 20 to June 19. On April 20 an invoice was posted for 
the first rental period of April 20 to May 19.

 Rental Unit, RU00026, with a Rental Quantity of 3, a Rental Term of MONTH-PSTART and a Rental Unit 
Price of 5.00 per month. The rental duration is April 22 to June 21. On April 22 an invoice was posted for 
the first rental period of April 22 to May 21.

 Rental Group RU00008 with a Rental Quantity of 1, a Rental Term of MONTH-PSTART and a Rental Unit 
Price of 150.00 per month. The rental duration is April 24 to June 23. The rental unit selected for the group 
is RU00008-003. On April 24 an invoice was posted for the first rental period of April 24 to May 23. 

In addition, the Return Day Billable field is checked on the Rental Lines of the contract.

On April 30, a quantity of 1 for PG-001, a quantity of 2 for RU00026, and the child unit of the group will be 
returned early generating a single Credit Memo, which will contain the credit amounts for all 3 invoices.

As Return Day Billable is flagged on the Rental Line, the day of the early return, April 30, is not included in the 
number of days to be credited.
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Expected Results:
The expected amounts to be on the Sales Credit Memo Lines are:
 PG-001: The credit will be 19 days for May 1-19. The credit amount will be for 19 days divided by 30 (the 

number of days in April) times the rental unit price, times the rental quantity returned.  19/30 * 500.00 * 1 = 
316.67 before tax. 

 RU00026: The credit will be 21 days for May 1-21. The credit amount will be for 21 days divided by 30 (the 
number of days in April) times the rental unit price, times the rental quantity returned.  21/30 * 5.00 * 2 = 
7.00 before tax. 

 RU00008-003: The credit will be 23 days for May 1-23. The credit amount will be for 23 days divided by 30 
(the number of days in April) times the rental unit price, times the rental quantity returned.  23/30 * 150.00 * 
1 = 115.00 before tax.

3.24.3.3.1.1. Processing Early Returns when 1 Credit Memo/Return is 
Enabled.

The following steps demonstrate the lookup of the posted rental invoices from the contract.

Click on the navigation menu item popup Rental

Click on the navigation menu item Posted Invoices

Click on the cell No. with the value RI00025
 
Note that there are 3 invoices. Number RI00023, 
RI00024 and RI00025. These are the individual 
invoices posted on the contract.
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Click on the cell Rental Contract No. with the value 
RC00022
 
Note that all 3 invoices belong to the Rental Contract 
on which the returns on each unit will be processed.

The following steps demonstrate the early partial returns and the group child unit return.

Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar
 
Select the date the Rental Units are being returned 
early on. In this example April 30 is selected.
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Click on Rental Unit No. = PG-001, Rental Terms 
Code = MONTH-PSTART, Rental Quantity = 3

Click on the cell Qty. to Return with the value 0

Enter the text 1. Press the TAB key.

Click on the button Yes
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Click on the cell Qty. to Return with the value 0

Enter the text 2. Press the TAB key.

Click on Rental Unit No. = RU00008-003, Rental 
Terms Code = MONTH-PSTART, Rental Quantity = 
1

Click on the cell Rental Return Date with the value 
6/23/2021
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Click on the link in cell Rental Return Date with the 
value 6/23/2021

Click on the link Previous

Click on the link Previous

Click on a date in the calendar
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Click on the button Yes

Click on the cell Qty. to Return with the value 0

Enter the text 1. Press the TAB key.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

Click on the link Search
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Click on the field Tell me what you want to do

Enter the text Sales Credit.

Click on Sales Credit Memos Lists 

Click on the link in cell No. with the value S-CR1004
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Click on the cell Description with the value Invoice 
No. RI00023:
 
Note that the credit memo lines contain lines for all 3 
invoices posted on which early returns were 
processed.

Also note that the Unit Price Excl. Tax matches the 
expected results for each unit that the early returns 
were processed for.

4. Additional Rental Processes
4.1. Metered Usage
4.1.1. Metered Usage Overview

4.1.1.1. Overview
Some rental organizations need to track usage of equipment, some for maintenance purposes and others for 
both maintenance and billing purposes. Billing for metered usage may require single or multi-level, which 
means customers may get a specified usage allowance at each level, which charge different usage unit rates 
depending on the level of the usage.

ODT Rentals Metered Usage contains the following features:
 Single and multi-level pricing with allowance limits. Pricing can include both rental and metered usage 

prices or contain only metered usage pricing. The metered usage prices and metered usage tax group 
code can be overridden on the rental lines.

 Multi-level can have three possible prices with 2 allowance limits. For example, level 1 could be 40 hours 
per week with or without a usage price, level 2 could be 41-80 hours with a price per hour, and level 3 for 
all hours over 80 hours with a different price from level 2. Metered usage does not have to be hours and 
can be mileage or some other factor.

 The Allowance accumulation includes accounting for partial period allowances for Optimized and Prorated 
Rental Terms.

Metered Usage prices can be setup on rental units, groups, and rental packages.

To learn about Metered Usage pricing on Rental Packages, see ODT Rental Online Help, Additional Rental 
Processes, Rental Packages.

 User defined Rental Unit of Measures for specifying how usage is measured.
 Metered Usage Entries, which contain adjustment type entries and metered usage type entries, and can be 

viewed from the rental unit card, and the rental quote and contract rental lines.
 Track metered usage for maintenance purposes.
 Bill and track usage through metered usage entries from rental contracts.

 Ability to adjust the meter reading from the rental unit card when the unit is not out on rent.
 Ability to adjust the meter reading from a rental quote and contract, prior to shipment and after return.
 Ability to bill a customer based on a Billable Metered Usage Qty., which can be different than the Metered 

Usage Qty. The Metered Usage Qty. is used for maintenance tracking purposes.
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 Define the labels to print on rental documents.
 The Corrective Rental Credit Memo includes crediting the metered usage and opening the Metered Usage 

Entries related to the invoice, to enable modification and re-invoicing.

 Metered usage revenue will be displayed on the Rental Unit Statistics.

4.1.2. How to Set Up Metered Usage

4.1.2.1. Overview
In order to process rentals with Metered Usage for billing or for maintenance tracking, there are a number of 
setups to be completed, which are mandatory.
 Defining the labeling for how Metered Usage Levels are to print on rental documents on Rental 

Management Setup.
 Specify the G/L Account where Metered Usage revenue is to post to on General Posting Setup.
 Define the Unit of Measures that will be used in tracking usage.

 Configure the Rental Units, groups and Rental Packages that are to have metered usage tracking.
 Setup Rental Price cards on rental unit groups, rental units and rental packages. The setup of price cards is 

mandatory for metered usage, when billing customers for metered usage. The metered usage prices can 
be overridden on the rental lines.

 Using Personalize, add metered usage fields to the Rental Contract, Rental Lines and Rental Quote, 
Rental Lines, if quotes are used.

4.1.3. How to Set Up Document Labelling for Metered Usage

4.1.3.1. Overview
On Rental Management Setup, on the Documents tab, an organization has the option to specify whether 
Metered Usage prices are to print on rental documents, and define the labels for the printing of the metered 
usage billing for each usage level.

4.1.3.2. How to Setup Metered Usage Labelling
The following demonstrates how to setup the preferred labelling to print on rental documents.

Click on the navigation menu item popup Rental 
Management
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Click on the navigation menu item Rental 
Management Setup

Click on the toggle field Print Metered Usage Prices

Examples of label names are provided for the metered usage levels, which can be overwritten.

Click on the field Metered Usage 1 Label

Click on the field Metered Usage 2 Label
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Click on the field Metered Usage 3 Label

Click on the back button

4.1.4. How to Set Up General Posting Setup for Metered Usage

4.1.4.1. Overview
When an organization uses the Metered Usage feature, then on the General Posting Setup, a G/L Account 
must be entered in the Metered Usage Account field on all applicable records to specify where metered usage 
revenue is to be posted to.

4.1.4.2. How to Update General Posting Setup with Metered Usage 
Revenue Account

The following demonstrates the adding of the G/L Account for Metered Usage revenue to a General Posting 
Setup record.

Click on the link 
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Click on the field Type to start search:

Enter the text General Posting Setup.

Click on General Posting Setup Administration 

Click on Gen. Bus. Posting Group = DOMESTIC, 
Gen. Prod. Posting Group = RETAIL, View All 
Accounts on Lookup = 0

Using the scroll bar at the bottom of the page, scroll to the right until the column Metered Usage Account is 
displayed.
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Click on the lookup button in the cell Metered Usage 
Account

Click on the link in cell No. with the value 40100

Select the G/L Account that the Metered Usage 
Revenue is to be posted to.

Repeat the above steps on each applicable record, to add the G/L Account to which the metered usage 
revenue is to be posted.

4.1.5. How to Set Up Rental Units for Metered Usage

4.1.5.1. Overview
The Usage tab on the Rental Unit and Rental Package card contains fields for specifying whether Metered 
Usage is applicable to the unit, and a default base unit of measure, which specifes how the usage is to be 
tracked.

• Metered Usage Enabled:
Specifies whether Metered Usage is applicable for the group, unit or rental package. This field must be enabled 
in order to use the metered usage feature, and to setup Rental Price cards.

When enabled, then the Metered Usage Base UOM Code and New Meter Reading fields on the unit card, and 
the Metered Usage tab fields on Rental Price cards become editable.

And on the Rental Lines of the quote and contract, the Current Meter Reading, Metered Usage Qty., Billable 
Metered Usage Qty. and the metered usage price fields become editable. 

• Metered Usage Base UOM Code:
This field is used to specify the Base UOM (unit of measure) for tracking metered usage on the rental group, 
rental unit and rental package. Examples for the Base UOM are miles, kilometers and hours.

The following 2 fields are also displayed on Rental Unit cards. They are not displayed on a rental group or a 
rental package cards.

• Current Meter Reading:
Displays the current meter reading for the Rental Unit.

• New Meter Reading:
This field is used to specify a new meter reading directly on the rental unit card.
For example, the entry of a new meter reading could be used to setup the initial meter reading, if the reading is 
not 0, or to adjust the Current Meter Reading.  In both cases, an adjustment type Metered Usage Entry will be 
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created.

A New Meter Reading can be entered, when the unit has been entered on a contract, however, has not been 
shipped, or has been returned and the contract is still open.

From the Rental Unit card, on the Rental menu option, the sub-menu option of Usage Tracking Entries is 
available, which displays a listing of the usage tracking transactions. The transactions include adjustments and 
metered usage transaction. 

Adjustments can be generated from either the unit card or the Rental Contract, Rental Line. Adjustment type 
entries are for recording the initial meter reading and for making adjustments to the Current Meter reading.

Metered usage transactions are the transactions which are to be billed, and have been billed to the customer. 
Metered Usage type transactions can only be generated from a rental contract.

NOTE:

To learn about setting up Rental Packages for Metered Usage, see ODT Rental Online Help, Additional Rental 
Processes, Rental Packages.

4.1.5.2. How to Set Up a Rental Unit Group for Metered Usage
The following demonstrates the configuring of a Rental Unit group for metered usage.

In this example, the group and child units were previously setup.

Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00022
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Click on the toggle field Metered Usage Enabled

For metered usage tracking and billing, it is 
mandatory that this field be enabled.

Click on the button Yes

When units have been assigned to a group, then the 
confirmation message pops up.
When yes is selected, then all units assigned to the 
group will be updated with the same base UOM for 
metered usage.
When no is selected, then the child units will require 
this field to be setup manually.

Click on the field Metered Usage Base UOM Code

Click on the link in cell Code with the value HOUR

Select a Unit of Measure option or add a new one to 
specify how the metered usage is to be tracked.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1510/2540

ODT Rentals Online Help 5/15/2024 1510/2540

Click on the button Yes

Click on the back button

4.1.5.3. How to Set Up a Rental Unit for Metered Usage
The following demonstrates the configuring of a single Rental Unit, not assigned to a rental unit group, for 
metered usage.

Click on the navigation menu item Rental Units

Click on the link in cell No. with the value BD-006
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Click on the toggle field Metered Usage Enabled

For metered usage tracking and billing, it is 
mandatory that this field be enabled.

Click on the lookup button Metered Usage Base 
UOM Code

Click on the link in cell Code with the value HOUR

Select or add the factor on how the metered usage is 
to be tracked.

4.1.5.4. How to Adjust the Current Meter Reading on the Rental Unit
The following steps demonstrate how to record the initial meter reading, if greater than zero.

The same steps apply to entering a new meter reading in order to adjust the current meter reading, when the 
unit is not out on rent.

Click on the field New Meter Reading
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Enter the text 6500. Press the Enter key.

Click on the field Entry Type

When any entry is made in the New Meter Reading 
field on a unit card, the entry will be assigned the type 
of Adjustment.

Click on the field Usage Transaction Date

Click on the field Usage Transaction Description

The Usage Transaction Description field is 
mandatory, on order to ensure the reason for the 
adjustment is recorded. 
The description entered is recorded in the Usage 
Tracking Entries.
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Enter the text Initial Meter Reading.

Enter a description as to why the adjustment is being 
done.

Click on the button OK

NOTES

An error message will occur, if a New Meter Reading is entered on the unit card, when the unit is out on rent.

The following is an example of the error message.

"Usage transactions for units out on rental must be generated from the rental contract. Rental Units RU00022-
001 is on rent on rental contract RC00004."

When the unit is on a contract and been returned, however, the contract is still open, then following 
confirmation message will occur.

Rental Unit RU00022-001 has been returned on rental contract RC00004. Billable metered usage can only be 
entered through the rental contract. Metered usage entered here will be an adjustment. Do you want to 
continue?
Yes, No

When yes is selected, then the same window will open, that opened when entering the initial reading 
demonstrated above. The Transaction Date should be confirmed or modified as needed. And the Transaction 
Description must be populated with the reason for the adjustment.

When no is selected, then the reading entered in the New Meter Reading field will be cleared and the Current 
Meter Reading will not be updated.

Click on the field Current Meter Reading

The Current Meter Reading field is automatically 
updated to reflect the adjustment.
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Click on the navigation menu item popup Rental

Click on the link Metered Usage Entries

A listing of the Usage Tracking Entries will be 
displayed.

To learn about the usage tracking entries, see ODT 
Rental Online Additional Rental Processes, Metered 
Usage, Processing Contracts with Metered Usage 
Overview.
Click on the back button

Click on the back button
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4.1.6. How to Set Up Rental Prices for Metered Usage

4.1.6.1. Overview
Metered Usage pricing can be used in conjunction with all the Invoicing Types: End, Start, Periodic Start, 
Periodic End and with Optimize and Prorate.

When tracking metered usage for maintenance purposes only, then the price card is not to be configured.

NOTE: 
When a rental term has Prorate or Optimize enabled, and the final rental period is a partial period, the metered 
usage allowances and pricing are not prorated nor optimized.

Proration and optimization for metered usage will be added in a future release.

Usage tracking allows for the review of all usage incurred on a rental unit or rental package, from the unit and 
package cards.

Below are examples of how metered usage can be used. All of the examples can be used for maintenance 
planning, as they all depend on the current meter reading or metered usage quantity being entered during a 
rental contract and/or on the return of the rental units.

1. Unlimited level, no metered usage price
This example represents companies who need to track usage for maintenance purposes only.

2. Unlimited level, with a metered usage price
In this example, every unit of the metered usage is to be billed to the customer.

3. Two levels, where the first level allowance has no metered usage price, and the second level has a metered 
usage price. The term does not have prorate or optimize enabled.
Hours for the period being billed are non-billable up to the specified limit, i.e. 40 hours per week for a weekly 
rental term.  Everything over the forty hours would be billed at the specified rate, i.e. $5 per hour.  Note that if 
the limit for level 1 is 40 hours, level 2 only starts at anything over 40 hours, not at 40 hours.

4. Two levels, both levels have metered usage prices and the term does not have prorate or optimize enabled.
Similar to point 3, except that level one might be billed at $5 per hour and everything over the 40 hours could 
be billed at $10 per hour. 

5. Three levels, and the term does not have prorate or optimize enabled.
Similar to points 3 and 4, but there is another level added.  The first tier could be 1-40 hours, the second 41-80, 
and the third 81+ for a week.  Each of the levels can have its' own rate, with the first rate being zero or greater.

Allowing Zero Usage when invoicing:

When the pricing includes both rental and metered usage pricing, invoicing for the rental charge may need to 
be posted, without the entry of a Current Meter Reading or Metered Usage for a rental period.

To facilitate this, a field called Allow Zero Usage can be checked, which will allow the posting of the invoice 
without metered usage being entered for the rental period being invoiced.

The Allow Zero Usage field is automatically cleared once the invoice is posted. Therefore, the field must be 
checked each time an invoce is being posted, without metered usage being entered.

If the Allow Zero Usage field is not checked, and meter usage has not been entered, and the Invoice menu 
option is selected, then the posting of the invoice is not allowed.

The following is an example of the error message that will occur.

Rental Unit No. RU10000-001 has Metered Usage Required enabled but no usage entered. Either enter usage 
or check Allow Zero Usage.
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NOTE:

When the Metered Usage pricing is configured on rental price cards with Rental Terms that have the Invoicing 
Type of Start or Periodic Start, the Metered Usage Billing Date on the Rental Amount Lines is at the end of the 
contract or end of each rental period, as the meter reading or actual usage cannot be known in advance.

NOTE:

When using Rental Packages the billing of metered usage is not allowed. 
When the group or unit components have the metered usage configured on the unit card and on their price 
card, then the metered usage tracking is only for maintenance tracking purposes. 

When either the Current Meter Reading or Metered Usage Qty. fields are populated on the rental lines, the 
resulting transactions will be recorded as adjustments. Metered usage will not be billed to the customer.

On the Rental Price card, the Metered Usage tab setup is mandatory, when tracking usage for billing purposes.
 
When tracking metered usage for maintenance only, then the Metered Usage tab fields are not to be 
configured.

The following provides an overview of the metered usage related fields on the rental price card.

• Metered Usage Billing:  
A toggle field, which must be enabled, to indicate that billing of Meter Usage is required.

The following fields are for the configuration of the pricing schemas for metered usage billing, when the 
Metered Usage Billing field is enabled.

• Metered Usage UOM Code:
The UOM (Unit of Measure) Code defaults from the setup on the rental unit card. This field is mandatory.

• Metered Usage Period Code: 
Specifies the Period Code that will be applied to the Metered Usage. Normally this set to the same Period Code 
that is on the Rental Term card selected on the General tab. 

• Metered Usage Levels:
Specified the number of metered Usage Levels including Unlimited (1 level), 2 levels. 3 levels.

• Metered Usage Base Price: 
Specifies the price that will be billed for quantities from 0 to the Metered Usage Level 1 End Qty. This price can 
be set to 0.00, when there is a set allowance for the rental where billing for Metered Usage only occurs, if 
greater than the allowance.

• Metered Usage Level 1 End Qty.:
Specifies the quantity at which the first level allowance ends.

• Metered Usage Level 2 Unit Price:
Specifies the price per UOM that will be billed to the customer for usage that falls within the second level range.

• Metered Usage Level 2 End Qty.:
Specifies the quantity at which the second level allowance ends.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1517/2540

ODT Rentals Online Help 5/15/2024 1517/2540

• Metered Usage Level 3 Unit Price:
Specifies the price per UOM that will be billed to the customer for usage that exceeds the Metered Usage Level 
2 End Qty.

• Metered Usage Allow Line Disc.:
Specifies whether Line Discounts are to be allowed for Metered Usage or not.

• Metered Usage Tax Group Code:
Specifies the Tax Group Code that should be applied to Metered Usage charges. This field is mandatory. 

NOTE:
Should the organization want Damage Waivers to include the metered usage charges, the Damage Waiver 
type must be set to Percent, the Damage Waiver Pct. field populated and the field, Damage Waiver Pct. Incl. 
Usage enabled.

When the Damage Waiver type is Percent,  the Damage Waiver Allow Line Disc. field when enabled will not be 
applied to the damage waiver. This is as the Damage Waiver is calculated from the rental price, which a line 
discount does apply to.

4.1.6.2. How to Setup a Rental Price Card for a Single Level Metered 
Usage Price

The following demonstrates the setup of weekly metered usage pricing on a rental unit group.

In this example, there will be no rental price to be billed per period, as all billing will be based on a metered 
usage price per hour, for all hours of use.

Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00022
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Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Prices

Click on the navigation menu item New

Click on the field Rental Terms Code
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Click on the link in cell Code with the value WEEK-
PEND

Click on the field Price

As in this example, all billing will be based on metered 
usage pricing, no rental price is entered.

Click on the field Tax Group Code

Click on the link in cell Code with the value 
SUPPLIES

Select the applicable Tax Group Code.
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Click on the toggle field Metered Usage Billing

This field must be enabled in order to bill for metered 
usage.

Click on the field Metered Usage UOM Code

Click on the link in cell Code with the value HOUR

Click on the field Metered Usage Period Code
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Click on the link in cell Code with the value WEEK

Click on the field Metered Usage Levels

Click on the item Unlimited in the list

Unlimited is selected as the pricing is based on there 
being a single price for all usage.

Click on the field Metered Usage Base Price
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Enter the text 50.00.

Click on the toggle field Metered Usage Allow Line 
Disc.

In this example, when on the rental line a Line 
Discount % is entered the discount will be applied to 
the metered usage price.

Click on the field Metered Usage Tax Group Code

The Tax Group Code defaults from the code entered 
on the General tab and can be modified to have a 
different Tax Group Code, if required.

Click on the back button

4.1.6.3. How to Setup a Rental Price Card for Billing on Based on 2 
Levels of Metered Usage

The following demonstrates the setup of a periodic end monthly price card on the same rental unit group, for 2 
levels of metered usage pricing.

In this example, there will be no rental price to be billed each period, as all billing will be based on a metered 
usage pricing based on hours of use.
For the first 160 hours of use, the price of $50.00 per hour will be used and for any hours of usage over 160 the 
price of $100.00 per hour will be used.
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Click on the navigation menu item Rental Prices

Click on the navigation menu item New

Click on the field Rental Terms Code

Click on the link in cell Code with the value MONTH-
PEND
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Click on the field Price

As in this example, all billing will be based on metered 
usage pricing, no rental price is entered.

Click on the field Tax Group Code

Click on the link in cell Code with the value 
SUPPLIES

Select the applicable Tax Group Code.

Click on the toggle field Metered Usage Billing
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Click on the field Metered Usage UOM Code

This field must be enabled in order to bill for metered 
usage.

Click on the link in cell Code with the value HOUR

Click on the field Metered Usage Period Code

Click on the link in cell Code with the value MONTH
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Click on the field Metered Usage Levels

Click on the item 2 Levels in the list

Click on the field Metered Usage Base Price

Enter the text 50.00.
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Click on the field Metered Usage Level 1 End Qty.

Enter the text 160.

Click on the field Metered Usage Level 2 Unit Price

Enter the text 100.00.
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Click on the field Metered Usage Tax Group Code

The Tax Group Code defaults from the code entered 
on the General tab and can be modified to have a 
different Tax Group Code, if required.

Click on the back button

4.1.6.4. How to Setup a Rental Price with a Rental Charge and 2 
Levels of Metered Usage

The following demonstrates the setup of a periodic end monthly price card on the same rental unit group, for 2 
levels of metered usage pricing and a monthly rental price.

In this example, there will be a monthly rental price to be billed at the start of each month the unit is out on rent.
The first level of usage will have an allowance of 160 hours per month with a zero price and the second level 
will have a price of $100.00 per hour, which will be billed for any use over 160 hours at the end of each month.

Click on the navigation menu item New

Click on the field Rental Terms Code
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Click on the link in cell Code with the value MONTH-
PSTART

Click on the field Price

Enter the text 8000.00.

Click on the field Tax Group Code
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Click on the link in cell Code with the value 
SUPPLIES

Select the applicable Tax Group Code.

Click on the toggle field Metered Usage Billing

This field must be enabled in order to bill for metered 
usage.

Click on the field Metered Usage UOM Code

Click on the link in cell Code with the value HOUR
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Click on the field Metered Usage Period Code

Click on the link in cell Code with the value MONTH

Click on the field Metered Usage Levels

Click on the item 2 Levels in the list
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Click on the field Metered Usage Base Price

Click on the field Metered Usage Level 1 End Qty.

Enter the text 160.

Click on the field Metered Usage Level 2 Unit Price
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Enter the text 100.00.

Click on the field Metered Usage Tax Group Code

The Tax Group Code defaults from the code entered 
on the General tab and can be modified to have a 
different Tax Group Code, if required.

Click on the back button

4.1.6.5. How to Setup a Rental Price with a Rental Charge and 3 
Levels of Metered Usage

The following demonstrates the setup of a price card on a rental unit group, where the rental terms used will be 
a monthly rental with periodic end invoicing and 3 levels of metered usage pricing with 2 allowance levels.

On the monthly price card a rental charge of 1200.00 per month will be setup.

The following configuration will be used for metered usage.

The first level of usage will have an allowance limit of 2000 miles per month with a zero usage price.
The second level will have a allowance limit set at 4000 miles, with a usage price of 1.00 per mile. Thus for any 
miles of use from 2001 to 4000 miles, the customer will be billed 1.00 per mile.
The third level will have a price of 2.00 per mile, which will used for billing any miles over 4000 in a month.
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Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00023

Click on Metered Usage Required Metered Usage 
Base UOM Code Current Meter Reading 0.00 New 
Meter Reading

Click on the navigation menu item popup Rental
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Click on the navigation menu item Rental Prices

Click on the navigation menu item New

Click on the field Rental Terms Code

Click on the link in cell Code with the value MONTH-
PEND
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Click on the field Price

Enter Price.

Click on the field Tax Group Code

Click on the link in cell Code with the value 
SUPPLIES

Select the applicable Tax Group Code.
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Click on the toggle field Metered Usage Billing

This field must be enabled in order to bill for metered 
usage.

Click on the field Metered Usage UOM Code

Click on the link in cell Code with the value MILES

Click on the field Metered Usage Period Code
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Click on the link in cell Code with the value MONTH

Click on the field Metered Usage Levels

Click on the item 3 Levels in the list

Click on the field Metered Usage Base Price



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1539/2540

ODT Rentals Online Help 5/15/2024 1539/2540

Click on the field Metered Usage Level 1 End Qty.

Enter Metered Usage Level 1 End Qty..

Click on the field Metered Usage Level 2 Unit Price

Enter Metered Usage Level 2 Unit Price.
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Click on the field Metered Usage Level 2 End Qty.

Enter Metered Usage Level 2 End Qty..

Click on the field Metered Usage Level 3 Unit Price

Enter Metered Usage Level 3 Unit Price.
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Click on the toggle field Metered Usage Allow Line 
Disc.

Click on the back button

Click on the back button

4.1.7. Processing Contracts with Metered Usage Overview

4.1.7.1. Overview
With ODT Rentals, a new meter reading or an actual metered usage quantity for a rental unit, can be entered 
on a Rental Contract at any time, while the contract is still open.

This includes while the unit is out on rent, or has been returned, however, the contract is still open.

When the actual meter reading on the unit is different than the Previous Meter Reading, then it can be adjusted 
prior to shipping the unit.
By entering a Current Meter Reading prior to shipping the unit, the metered usage request window will open, 
where the Transaction Date can be accepted or overridden, and the reason for the adjustment entered.
An adjustment type entry will be created in the Usage Tracking Entry table, which is not billable to the 
customer.

Once the unit has been shipped, and a Current Meter Reading is entered that differs from the Previous Meter 
Reading, then the difference calculated will be displayed in the Metered Usage Qty. field and Billable Metered 
Usage Qty. fields. Alternatively a Metered Usage Qty. can be entered, which will default to the Billable Metered 
Usage Qty. field.

The Billable Metered Usage Qty. field can be modified to be different than the Metered Usage Qty. This allows 
for billing a different quantity of usage than the Metered Usage Qty., which is used for maintenance tracking 
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purposes.

A metered usage type entry will be created in the Metered Usage Entries, which will be billable to the customer 
based on the quantity in the Billable Metered Usage Qty. field. The Posting Date on the contract is used as the 
Transaction Date in the Usage Tracking Entry.
Subsequently the Rental Amount Lines with a Type of Metered Usage will be created from the Metered Usage 
Entries.

During a rental period, multiple Current Meter Readings can be entered. Multiple Usage Tracking Entries will be 
created with the Transaction Date based on the Posting Date on the contract at the time of entry. The Billable 
Metered Usage Qty. on each entry will be billed on the next invoice, when the date on the entries falls within the 
rental period. 

The Metered Usage Entries in the list provide a listing of usage tracking entries, which are both historical and 
open entries.

The entries consist of 2 types of entries, Adjustment and Metered Usage.
Adjustment entries are not billed to the customer, whereas metered usage entries are billed or billable to the 
customer.

Adjustments can be generated from either the rental unit card, or the quote or contract, Rental Line. 

From the Rental Unit card, Adjustment type entries can be created by entering a New Meter Reading. 
Examples of adjustments could be for recording an initial meter reading, or update the Current Meter reading 
that is displayed to include usage incurred during maintenance.

Metered Usage are the transactions which are to be billed, or have been billed to the customer. Metered Usage 
type transactions can only be generated from a rental contract.

The Allow Zero Usage feature, when flagged, allows an invoice to be posted, when metered usage is required, 
however, for the rental period being invoiced, a Current Meter Reading or Metered Usage Qty. is not available 
at the time of invoicing. 

When metered usage pricing has multiple levels with allowance limits, and if the Current Meter Reading for a 
rental period is not entered until a subsequent period, or the return of the unit, the allowances are accumulated 
and applied to the Billable Metered Usage Qty. to be billed.

In order to process rentals using metered usage, additional fields will need to be added to the Rental Lines on 
the Rental Contract and Rental Quote, if applicable, using Personalize. 

The available fields related to metered usage are covered in the following chapter.

To learn about processing contracts containing Rental Packages with metered usage pricing, see ODT Rental 
Online Help, Additional Rental Processes, Rental Packages.

4.1.7.2. How to Add Metered Usage Fields to the Rental Lines
The following demonstrates the adding of the metered usage fields to the Rental Lines.
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Click on the link Settings

Click on the menu item Personalize

Click on the Rental Lines tab so that the red line outlines the tab.

Click on the link More

Click on the link Field

To add the fields to the Rental Line, left click on the field and hold, then drag and drop the field to the preferred 
location on the rental line.

The fields can be resized after it is placed on the line while using Personalize, or they can be resized after 
closing Personalize.
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Click on the data brick Metered Usage Required

Specifies that Metered Usage entry is required for the 
Rental Term selected on the Rental Line. The setting 
on this field defaults from the Rental Price card and 
cannot be edited.

Click on the data brick Usage Unit of Measure

Displays the Usage UOM for the Rental Line. The 
Usage Unit of Measure defaults from the Rental Price 
card for the term on the line. This field is cannot be 
edited.

Click on the data brick Metered Usage Tax Group
 
Specifies the Tax Group Code to be applied to the 
Metered Usage Unit Prices. The tax group code 
defaults from the Rental Price card to the Rental Line 
and can be modified.

Click on the data brick Previous Meter Reading

Displays the most current meter reading recorded for 
the unit. The quantity defaults from the Usage 
Tracking Entries and cannot be directly edited.
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Click on the data brick Current Meter Reading

This field is used for recording a new meter reading, 
which is different from the Previous Meter Reading. 
The entry of a Current Meter Reading can be used for 
maintenance tracking, adjustments and billable 
metered usage.

The Current Meter Reading field is used for recording a new meter reading, which is different from the Previous 
Meter Reading. The entry of a new Current Meter Reading can be used for maintenance tracking, adjustments 
and billable metered usage.
When a unit is initially entered on a Rental Line, the quantity displayed will be the same as the Previous Current 
Meter Reading.

When a Current Meter Reading is entered that differs from the Previous Meter Reading, then the difference 
calculated will be displayed in the Metered Usage Qty. field, which then defaults to the Billable Metered Usage 
Qty. field.  And a Usage Tracking entry will be created. The Posting Date on the contract is used as the 
Transaction Date in the Usage Tracking Entries, which can be accessed by selecting the Rental Line menu 
option, Line, then Metered Usage Entries.

Click on the data brick Metered Usage Qty.

This field displays the sum of the Metered Usage 
Entries with a type of Metered Usage.
A drill down is provided on this field, which when 
selected, will display a listing of the Usage Tracking 
Entries for the unit on the selected rental line.

This field can be used to enter the actual usage quantity, instead of entering the Current Meter Reading on the 
rental line. 

When a quantity is entered, a Metered Usage Entry is created using the Posting Date on the contract as the 
Transaction Date in the entry. The Current Meter Reading field will be updated to include the actual usage 
quantity. 

NOTE:

The Metered Usage Qty. field is the sum of the Usage Tracking Entries and is used for maintenance tracking 
only. If the amount displayed is overridden, then the Billable Metered Usage Qty. will be updated accordingly.

When there are multiple Metered Usage Entries to be invoiced, then the current entry will be adjusted, so that 
the sum of the entries equals the amount just entered. 
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Click on the data brick Billable Metered Usage Qty.

The quantity defaults from the Metered Usage Qty. 
field, and can be modified.
The Billable Metered Usage Qty. is used for billing the 
usage and populates the Rental Amount line records 
for metered usage.

Click on the data brick Allow Zero Usage
The Allow Zero Usage specifies whether a rental line 
unit can be invoiced without having usage entered. 
When checked, will allow an invoice to be posted for 
rental charges, when Metered Usage is required, 
however, for the rental period being invoiced, a 
Current Meter Reading or Metered Usage Qty. is not 
available at the time of invoicing. 
The field is cleared once the invoice is posted.

NOTE:
The Metered Usage Base Price, Metered Usage Level 2 Unit Price and Metered Usage Level 3 Unit Price fields 
can be added to the Rental Lines. The prices will default from the Rental Price card and can be overridden 
based on the price card setup.
 
For example, if the metered usage pricing is setup with 2 levels of metered usage pricing, then only the 
Metered Usage Base Price and Metered Usage Level 2 Unit Price can be modified.

4.1.8. How to Process Contracts with Metered Usage for 
Maintenance Only

4.1.8.1. Overview
Some rental organizations need to track usage of equipment based on for maintenance scheduling purposes 
only. Meaning that they do not bill customers based on metered usage.

For processing rentals for tracking maintenance only, the rental unit must have the Metered Usage Enabled 
field activated, and the Metered Usage Base UOM Code specified.
The Rental Price card for the group or unit must not have the Metered Usage tab configured as this is used for 
when billing customers.

At any time during the contract, the Current Meter Reading can be entered on the rental line and can be 
entered multiple times during a rental period. 
When entering a Current Meter Reading multiple times, and the Posting Date on the contract is different each 
time, then an individual Usage Tracking Entry will be created for each entry.

4.1.8.2. How to Process a Contract with Tracking Metered Usage for 
Maintenance

The following demonstrates the entry and processing of a 2 month contract with tracking metered usage only 
for maintenance purposes.

In this example, the rental charge will be invoiced at the end of the first and final rental periods.
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The meter reading will be entered at the end of the contract, when the unit is returned.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value BD-006

Click on the cell Rental Terms Code with the value 
MONTH-PEND

Click on the cell Rental Return Date with the value 
7/6/2019
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Click on the link in cell Rental Return Date with the 
value 7/6/2019

Click on the link Next

Click on a date in the calendar

Click on the cell Metered Usage Required with the 
value on

As the Metered Usage Required field is checked, this 
means that this unit will require the entry of a Current 
Meter Reading or Metered Usage Qty. during or at the 
end of the contract.

The Usage Unit of Measure defaults from the unit 
card.

The amount displayed in the Previous Metered 
Reading field defaults from the most current usage 
tracking entry for the unit.

The Current Meter Reading field will display the same 
amount as the Previous Meter Reading, when the unit 
is entered on the line.
The following demonstrates the shipping of the unit.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1550/2540

ODT Rentals Online Help 5/15/2024 1550/2540

Click on the field Posting Date

Ensure the Posting Date is set to the date on which 
the shipping occurring.

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

The following demonstrates the invoicing of the rental charge for the first rental period, without entering a 
Current Meter Reading or Metered Usage Qty. on the rental line.

Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next
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Click on a date in the calendar

Select the date on which the first invoice is to be billed 
to the customer.

The Billing Date, which is the earliest date the invoice 
can be posted can be located on the Rental Amount 
Lines, by selecting Line, then Rental Amount Lines.

The following demonstrates what will occur when the metered usage is not entered prior to invoicing the rental 
period and what steps to take to be able to invoice without entering the usage.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes
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Click on the button OK

Click on Allow Zero Usage

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice
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Click on the button Yes

Click on the button OK

The following demonstrates the entry of the new meter reading on the rental line.

Click on the field Posting Date

The Posting Date entered is used in the creation of 
the usage tracking entry, when a Current Meter 
Reading or Metered Usage Qty. is entered on the 
rental line.

Click on the link Open the date picker
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Click on the link Next

Click on a date in the calendar

Click on the cell Current Meter Reading with the 
value 8,400

Enter the text 8800. Press the Enter key.

To review the Usage Tracking entries, select the 
Rental Line menu option, Line, and then Metered 
Usage Entries.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1556/2540

ODT Rentals Online Help 5/15/2024 1556/2540

Click on the cell Transaction Date with the value 
8/6/2019

The Transaction Date defaults from the Posting Date 
on the contract at the time of entry.

Click on the cell Current Meter Reading with the 
value 8,800.00

The Usage Qty., Usage Unit of Measure and the 
Current Meter Reading default from the rental line.

Click on the button Close

The Proforma Invoice can be previewed, saved or 
printed prior to invoicing the contract.

The following shows the menu steps to access the 
request page for printing the Proforma Invoice.
Click on the field Posting Date
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Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma

Click on the field Posting Date

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

The Posted Rental Invoice can be viewed, saved or printed using the following steps.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Posted Invoices

Click on the cell No. with the value RI00033

Click on the navigation menu item popup Actions

Click on the link Print Rental Invoice

The Rental Amount Lines can be reviewed to verify the contract has been fully invoiced by selecting Line, then 
Rental Amount Lines.
When all records have the Billed field checked and the Invoice No. populated, then the contract has been fully 
invoiced up to the Rental Return Date specified on the rental lines.

The contract can be extended by either entering a Posting Date later than the Return Date on the line, or by 
changing the Return Date on the lines.

The following steps demonstrate the return of the unit, which will close the contract as it has been fully invoiced.
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Click on the field Posting Date

Click on the cell Qty. to Return with the value 0

Enter the text 1.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

4.1.9. How to Process Contracts with Metered Usage Pricing

4.1.9.1. How to Process Contracts with Usage Entered Each Period
The following demonstrates the processing of a rental contract for monthly periodic end billing, with a rental 
price of $1200.00 per month, and 3 levels of metered usage pricing.

The contract is for 2 months and the metered usage will be entered at the end of the first period, and prior to 
returning the unit at the end of the second period.

In this example, the metered usage is based on a Unit of Measure of Miles.

The pricing for the metered usage is as follows:
- The first level has an allowance limit of 2000 miles, which is not billed to the customer.
- The second level has an allowance limit of 4000 miles with a price of $1.00. Therefore any mileage from 2001 
to 4000 miles will be billed to the customer at $1.00 per mile.
- The third level has a price of $2.00, which will be billed to the customer for any miles above 4000.

Click on the navigation menu item Rental Contract
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Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00023

Click on the cell Rental Quantity with the value 0

Enter the text 1.

Click on the cell Location Code
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Click on the link in cell Code with the value EAST

Click on the cell Rental Return Date with the value 
7/7/2020

Click on the link in cell Rental Return Date with the 
value 7/7/2020

Click on the link Next
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Click on a date in the calendar

As in this example the contract is for 2 months, the 
Rental Return Date is being modified with the 
expected date of return.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00023-
001
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

The next steps encompass the entry of a meter reading at the end of the first rental period, and the review of 
the Usage Tracking Entry created.
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

IMPORTANT:

The Posting Date cannot be earlier than the Transaction Date-Time of the most recent Usage Tracking Entry. 
Should the date be earlier an error will occur and the entry will not be allowed.
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Click on the cell Current Meter Reading with the 
value 15,000

Enter the text 19500.

Click on the cell Metered Usage Qty. with the value 
4,500

When a Current Meter Reading is entered the 
Metered Usage Qty. is populated with the difference 
between the Previous Meter Reading and the Current 
Meter Reading entered.

Click on the cell Billable Metered Usage Qty. with 
the value 4,500

The quantity in the Metered Usage Qty. field defaults 
to the Billable Metered Usage Qty. field. 
The quantity in the Billable Metered Usage Qty. field 
is used for billing the customer. This quantity 
populates the Rental Amount Lines, which in turn are 
used for billing the customer.

The Billable Metered Usage Qty. can be modified on 
the Rental Line, should the quantity to be billed to the 
customer be different than the Metered Usage Qty., 
which is used for tracking the usage for maintenance 
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purposes.
The following demonstrates how to review the Usage Tracking Entry from the Billable Metered Usage Qty. field.
Note that the Transaction Date is the same as the Posting Date on the contract, the Billable Usage Quantity 
and the Current Meter Reading are the same as on the Rental Line.

Click on the lookup button in the cell Billable Metered 
Usage Qty.

Click on the cell Transaction Date with the value 
7/7/2020

Click on the cell Billable Usage Quantity with the 
value 4,500.00

Click on the cell Current Meter Reading with the 
value 19,500.00
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Click on the button Close

The following demonstrates how the Billable Metered Usage Quantity populates the Rental Amount Lines when 
the metered usage pricing is configured for 3 levels of usage pricing.

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Unit Price Excl. Tax with the value 
0.00
The Metered Usage Qty. on the rental amount lines, is 
allocated based on the allowance limits on the Rental 
Price card, for the rental term on the line.
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Click on the button Close

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes
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Click on the button OK

Review of the Rental Amount Lines.

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Usage 
Tracking Entries

Click on the cell Invoice No. with the value RI00034
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Click on the back button

The following demonstrates the entry of the metered usage, and posting the final invoice.

Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next
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Click on a date in the calendar

Click on the cell Metered Usage Qty. with the value 0

Enter Metered Usage Qty.. Press the Enter key.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

4.1.10. How to Revise a Current Meter Reading after Entry

4.1.10.1. Overview
Before invoicing, the Current Meter Reading that has been entered on the Rental Line can be modified.

When the Posting Date is the same as the date when the initial reading was entered, then the initial Usage 
Tracking Entry will be modified.

When the Posting Date is a different date than the initial meter reading entry, then a second Usage Tracking 
Entry will be created, with the Usage Quantity and the Billable Usage Quantity being equal to the difference 
between the initial meter reading and the revised meter reading.

4.1.10.2. Revising the Current Meter Reading on the Same Posting 
Date

The following demonstrates the entry and revising of the initial meter reading, when setting the Posting Date to 
be the same as the Transaction Date on the initially entered Current Meter Reading.
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Select the date that the metered reading was taken 
on.
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Click on the cell Current Meter Reading with the 
value 15

Enter the text 6515.

Click on the cell Metered Usage Qty. with the value 
6,500

The Metered Usage Qty. is automatically calculated 
and the quantity is displayed.
The look-up will display then Rental Usage Tracking 
Entry created with a Transaction Date, which is 
populated from the Posting Date on the contract.

Click on the cell Billable Metered Usage Qty. with 
the value 6,500

Note that the Billable Metered Usage Qty. is automatically populated with the same quantity. The Billable 
Meteed USage Qty. is used for billing customers, where as the Metered Usage Qty. is used for tracking usage 
for maintenance purposes.
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Click on the lookup button in the cell Billable Metered 
Usage Qty.

Click on the cell Transaction Date with the value 
5/9/2020

Note that the Transaction Date is set to the Posting 
Date on the contract.

Click on the cell Billable Usage Quantity with the 
value 6,500.00

Click on the cell Current Meter Reading with the 
value 6,515.00

Note that the Current Meter Reading is 6515, which 
was entered on the line, and the Usage Quantity and 
Billable Usage Quantity are 6500. 
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Click on the button Close

When the Billable Usage Tracking Entry is created with a Type of Metered Usage, then the Rental Amount 
Lines are created, which can be reviewed using the following steps.

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Extended Quantity with the value 
2,000

The 6500 miles is allocated based on the allowance 
limits and prices on the rental price card for the rental 
term on the rental line. Level 1, 2000 miles at zero 
price, Level 2, 2000 miles at 1.00 per mile and level 3 
2500 miles at 2.00 per mile.
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Click on the button Close

Click on the cell Current Meter Reading with the 
value 6,515

Enter the text 6715.

Click on the cell Billable Metered Usage Qty. with 
the value 6,500
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Click on the lookup button in the cell Billable Metered 
Usage Qty.

Click on the cell Billable Usage Quantity with the 
value 6,700.00

Click on the cell Current Meter Reading with the 
value 6,715.00

Note that the record fields of Usage Quantity, Billable 
Usage Quantity and Current Meter Reading have 
been revised to reflect the new reading entered.
This occurs when the date the revised Current Meter 
Reading was entered is the same date as the initial 
entry, and the initial meter reading/usage had not 
been billed and is still open.

Click on the button Close
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Extended Quantity with the value 
2,700

Note that the Level 3 quantity on the Rental Amount 
line has been revised from 2500 to 2700 to reflect the 
revision of the Billable Usage Quantity on the Billable 
Usage Tracking Entry.

Click on the button Close

The following demonstrates what occurs when the Current Meter Reading is reset to match the Previous Meter 
Reading when an invoice has not been posted for the last meter reading entered above.
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Click on the cell Current Meter Reading with the 
value 6,715

Enter the text 15.

Move off the Current Meter Reading field. This will trigger the following confirmation message regarding the 
Metered Usage Entries.

Click on the button Yes

When yes is selected, then the usage tracking entries 
will be deleted.
When no is selected, then the current meter reading 
wil be reset to the quantity before making this last 
modification.

Click on the cell Billable Metered Usage Qty. with 
the value 0

Note that the Billable Metered Usage Qty. and the 
Metered Usage Qty. are reset to zero, which means 
there are no Usage Tracking Entries, and thus there 
will be no quantities in the Rental Amount Lines to be 
billed.

4.1.10.3. Revising the Current Meter Reading on a Different Posting 
Date

The following demonstrates the entry and revising of the initial meter reading, when setting the Posting Date to 
be a later date than the Transaction Date on the initially entered Current Meter Reading.
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Make sure to set the Posting Date to the date the 
initial meter reading was taken.
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Click on the cell Current Meter Reading with the 
value 15

Enter the text 6515.

Click on the cell Metered Usage Qty. with the value 
6,500

The Metered Usage Qty. is automatically calculated 
and the quantity is displayed.
The look-up will display then Rental Usage Tracking 
Entry created with a Transaction Date, which is 
populated from the Posting Date on the contract.

Click on the cell Billable Metered Usage Qty. with 
the value 6,500

Note that the Billable Metered Usage Qty. is automatically populated with the same quantity. The Billable 
Meteed USage Qty. is used for billing customers, where as the Metered Usage Qty. is used for tracking usage 
for maintenance purposes.
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Click on the lookup button in the cell Billable Metered 
Usage Qty.

Click on the cell Transaction Date with the value 
5/1/2020

Note that the Transaction Date is set to the Posting 
Date on the contract.

Click on the cell Billable Usage Quantity with the 
value 6,500.00

Click on the cell Current Meter Reading with the 
value 6,515.00

Note that the Current Meter Reading is 6515, which 
was entered on the line, and the Usage Quantity and 
Billable Usage Quantity are 6500. 
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Click on the button Close

Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar

Make sure to set the Posting Date to the date the 
meter reading was taken.
In this example, the second reading is being entered 
on the Rental Return Date.
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Click on the cell Current Meter Reading with the 
value 6,515

Enter the text 6700.

Click on the cell Metered Usage Qty. with the value 
6,685

Click on the cell Billable Metered Usage Qty. with 
the value 6,685

Notice that both the Metered Usage Qty. and the Billable Metered Usage Qty. updated to the total difference 
between the Previous Meter Reading and the Current Meter Reading just entered.
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Click on the lookup button in the cell Billable Metered 
Usage Qty.

Click on the cell Transaction Date with the value 
5/9/2020

Click on the cell Billable Usage Quantity with the 
value 185.00

The Usage Quantity and the Billable Usage Quantity 
fields on the new record have a quantity which is the 
difference betweeen the total quantity on the rental 
line and the quantity in the first usage tracking entry, 
Usage Quantity and Billable Usage Quantity fields.
Click on the cell Current Meter Reading with the 
value 6,700.00

Note that the Current Meter Reading is 6700, which 
was entered on the rental line.
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Click on the button Close

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Extended Quantity with the value 
2,685

Note that the Level 3 quantity on the Rental Amount 
line has been revised from 2500 to 2685 to reflect the 
revision of the Billable Usage Quantity on the Billable 
Usage Tracking Entry.
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Click on the button Close

4.1.11. How to Process a Contract with Multiple Meter Readings 
Entered

4.1.11.1. Overview
The following demonstrates the processing of a rental contract for monthly periodic end billing, with a rental 
price of $1200.00 per month and 3 levels of metered usage pricing.

The contract is for 1 month. A meter reading will be entered 4 times during the month with the Posting Date set 
to the date the reading was taken, and at the end of the contract on the Rental Return Date.

A review of the usage entries will performed after the last meter reading has been entered.

The rental charge and the metered usage will be billed at the end of the one month contract. 

The pricing for the metered usage is as follows:
- The first level has an allowance limit of 2000 miles, which is not billed to the customer.
- The second level has an allowance limit of 4000 miles with a price of $1.00. Therefore any mileage from 2001 
to 4000 miles will be billed to the customer at $1.00 per mile.
- The third level has a price of $2.00, which will be billed to the customer for any miles above 4000.

4.1.11.2. Processing a Contract Entering Multiple Readings in a 
Rental Period

Click on the navigation menu item Rental Contract
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Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00023

Click on the cell Rental Quantity with the value 0

Enter the text 1.

Click on the cell Location Code
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Click on the link in cell Code with the value EAST

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00023-
002
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK
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Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar

Select the date one week out from the Rental Start 
Date.

Click on the cell Current Meter Reading with the 
value 17,900
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Enter the text 18800. Press the TAB key.

Click on the cell Metered Usage Qty. with the value 
900

Notice that the Metered Usage Qty. field becomes 
populated with the difference between the Current 
Meter Reading and the Previous Meter Reading.

Click on the cell Billable Metered Usage Qty. with 
the value 900

Notice that the Billable Metered Usage Qty. is 
updated to be the same as the Metered Usage Qty. 

Click on the field Posting Date
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Click on the link Open the date picker

Click on a date in the calendar

In this example, the date selected is 6 days after the 
last meter reading entered.

Click on the cell Current Meter Reading with the 
value 18,800

Enter the text 19800. Press the TAB key.
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Click on the cell Metered Usage Qty. with the value 
1,900

Notice that the Metered Usage Qty. field becomes 
populated with the difference between the Current 
Meter Reading and the Previous Meter Reading.

Click on the cell Billable Metered Usage Qty. with 
the value 1,900

Notice that the Billable Metered Usage Qty. is 
updated to be the same as the Metered Usage Qty. 

Click on the field Posting Date

Click on the link Open the date picker
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Click on a date in the calendar

Click on the cell Current Meter Reading with the 
value 19,800

Enter the text 20725. Press the TAB key.

Click on the cell Metered Usage Qty. with the value 
2,825

Notice that the Metered Usage Qty. field becomes 
populated with the difference between the Current 
Meter Reading and the Previous Meter Reading.
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Click on the cell Billable Metered Usage Qty. with 
the value 2,825

Notice that the Billable Metered Usage Qty. is 
updated to be the same as the Metered Usage Qty. 

Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next
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Click on a date in the calendar

Click on the cell Current Meter Reading with the 
value 20,725

Enter the text 21725. Press the TAB key.

Click on the cell Metered Usage Qty. with the value 
3,825

Notice that the Metered Usage Qty. field becomes 
populated with the difference between the Current 
Meter Reading and the Previous Meter Reading.
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Click on the cell Billable Metered Usage Qty. with 
the value 3,825

Notice that the Billable Metered Usage Qty. is 
updated to be the same as the Metered Usage Qty. 

Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar

The date selected is the same as the Rental Return 
Date on the Rental Line.
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Click on the cell Current Meter Reading with the 
value 21,725

Enter the text 22400.

Click on the cell Metered Usage Qty. with the value 
4,500

Notice that the Metered Usage Qty. field becomes 
populated with the difference between the Current 
Meter Reading and the Previous Meter Reading.

Click on the cell Billable Metered Usage Qty. with 
the value 4,500

Notice that the Billable Metered Usage Qty. is 
updated to be the same as the Metered Usage Qty. 
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Click on the lookup button in the cell Billable Metered 
Usage Qty.

Expand the page by clicking on the arrow in the upper right corner.

Click on the cell Transaction Date with the value 
8/9/2020

Note there is an entry for each meter reading entered 
with the Transaction Date set to be the same as the 
Posting Date on the contract at the time of the 
reading.

Click on the cell Billable Usage Quantity with the 
value 675.00

The sum of the Billable Metered Usage Qty. on the 
records is 4500.

Click on the button Close
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Expand the page by clicking on the arrow in the upper right corner.

Click on the cell Extended Quantity with the value 
2,000

The Rental Amount Lines for Metered Usage are 
created from the sum of Billable Metered Usage Qty. 
records in the Metered Usage Tracking Entries. The 
total quantity is allocated on the Rental Amount Lines 
based on the allowance limits.

Click on the button Close

The following demonstrates the Proforma Invoice for the rental period in which the meter readings were 
entered.
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Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma

Click on the toggle field Print Company Address

Click on the field Cut-off Date
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Click on the link Open the date picker

Click on a date in the calendar
The Cut-off Date is for the entry of the date for which 
the invoice will be posted. In this example, select the 
same date as the Rental Return Date on the rental 
line.

Click on Send to... Print Preview Cancel

The Proforma Invoice can be sent to PDF, Printed or 
Previewed.

The following picture displays the Proforma Invoice with the rental charge followed by the details of the charges 
for the Metered Usage per level.
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The following demonstrates the invoicing of the contract.
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Click on the field Posting Date

Ensure the Posting Date is set to the invoicing date.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Alternatively Invoice and Print can be selected.

Click on the button Yes
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Click on the button OK

The Rental Invoice can be reviewed and printed or re-printed from the contract by selecting Rental, Posted 
Invoices, Actions and then Print Rental.

The following demonstrates the returning of the unit.

Click on the cell Qty. to Return with the value 0

Enter the text 1.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button Yes

This pop-up confirmation message is provided when 
returning units to allow the ability to enter additional 
metered usage, if needed.

Click on the button OK

4.1.12. How to Swap Rental Units with Metered Usage

4.1.12.1. Overview
When swapping a unit in a group that has metered usage pricing, there are various processing results. The 
results will be dependent on:
• Whether the swap is to occur at the end of a rental period or at a date within the rental period.
• Whether the metered usage reading on the unit being returned in the swap will be entered before, or after the 
swap function is ran.
• Whether the metered usage reading entered at the end of a rental period before swapping will be invoiced 
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prior to running the swap function or not.
• Whether the organization requires the metered usage revenue on the returning unit in the swap to be posted 
to that unit or not.

NOTES:
When the rental term on the line has an invoicing type of End or Periodic End, and swapping is to occur within 
a rental period, with metered usage entered on the unit that will be returned in the swap, the metered usage 
cannot be invoiced prior to the swap. This is due to the Billing Date on the Rental Amount Lines being for the 
end of the rental period. 

When the rental term on the line has an invoicing type of Start or Periodic Start and swapping is to occur within 
a rental period with metered usage entered on the unit that will be returned in the swap, the metered usage can 
be invoiced prior to the swap. This is due to the Billing Date on the Rental Amount Lines being for the start of 
the rental period.

The following examples describe what will occur when differing terms and processes are used when swapping 
a unit.

Example 1:
Swapping a unit when the rental term on the line has an Invoicing Type of Periodic End. When the swap is to 
occur at the end of the rental period with the usage entered and the invoice for the period posted prior to the 
swap function being ran.
In this example, the revenue for the metered usage on the returning unit will be posted to the returning unit. The 
Rental Value Entry will be created on the returned unit and update the Usage Tracking Entries, Billed and 
Invoice No. fields.

Example 2:
Swapping a unit when the rental term on the line has an Invoicing Type of Periodic Start. When the swap is to 
occur at the end of the rental period with the usage entered and the invoice for the metered usage is posted 
using the end of period date as the posting date, prior to the swap function being ran.

In this example, the revenue for the metered usage on the returning unit will be posted to the returning unit. The 
Usage Tracking Entries, Billed and Invoice No. fields will be updated and the Rental Value Entry will be created 
on the returned unit.

Example 3:
Swapping a unit when the rental term on the line has an Invoicing Type of Periodic End. When the swap is to 
occur at the end of the rental period, and the usage entered on the unit to be returned will be entered prior to 
the swap. The invoice for the period will not be posted prior to the swap function being ran.

In this example, the Rental Amount Lines on the returning unit are transferred to the new unit. Therefore when 
the next invoice is posted the revenue for the metered usage on the returning unit will be posted to the Rental 
Value Entries on the new unit. At that time the Usage Tracking Entry on the returned unit will have the Billed 
and Invoice No. fields updated. 

The same results will occur when the swap occurs during a rental period and when the rental term on the line 
has an Invoicing Type of Periodic Start or Periodic End.

4.1.12.2. Swapping Rental Units at the end of a Rental Period
The following demonstrates example 1 noted in the Overview chapter.

The contract will be for 2 months using a monthly periodic end rental term that has metered usage pricing with 
3 levels of usage pricing. The first level has a zero price with a 2000 mile limit. The second level has a 1.00 per 
mile price for 2001 - 4000 miles. And the third level has a price of 2.00 per mile for all miiles over 4000.

The metered usage on the unit will be entered at the end of the first rental period and the  invoice posted prior 
to swapping the unit.

NOTE:
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The same results occur when the rental term used is a monthly periodic start term as noted in example 2 
above.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00023

Click on the cell Rental Quantity with the value 0

Enter the text 1.
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Click on the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Rental Return Date with the value 
5/7/2019

Click on the link in cell Rental Return Date with the 
value 5/7/2019
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Click on the link Next

Click on a date in the calendar

As the contract is for 2 rental periods, select a return 
date 2 months out from the rental start date.

Click on the cell Rental Unit No.

Click on the link in cell No. with the value RU00023-
001
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar
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Click on the cell Current Meter Reading with the 
value 10,525

Enter the text 14725. Press the Enter key.

The following demonstrates the reviewing of the Rental Usage Tracking Entry created when the Current Meter 
Reading was entered.

Click on the cell Metered Usage Qty. with the value 
4,200

Click on the lookup button in the cell Metered Usage 
Qty.
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Click on the cell Entry Type with the value Metered 
Usage

The Transaction Date is set to the Posting Date on 
the contract when the Current Meter Reading is 
entered.

When metered usage is billable to the customer the 
Entry Type is set to Metered Usage.
Rental Amount Lines are created from the Rental 
Usage Tracking Entries which have the Entry Type of 
Metered Usage.
Click on the cell Billed

Click on the button Close

The following demonstrates the reviewing of the Rental Amount Lines after the entry of the metered usage for 
the first rental period.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Billing Date with the value 5/7/2019

After the entry of the metered usage the rental 
amount lines contain the rental charge line, 3 metered 
usage lines with the Metered Usage Qty. from the 
Rental Usage Tracking Entry, allocated based on the 
limits on the price card.
All of these records have the Billing Date of May 7.
The last line is for the rental charge for the second 
rental period.
Click on the button Close

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Invoice No. with the value RI00002

Click on the button Close

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Usage 
Tracking Entries

Click on the cell Invoice No. with the value RI00002

Click on the back button

Click on the navigation menu item popup Functions
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Click on the navigation menu item Rental Swap

Click on the button Yes

Click on the button OK

Click on the link Open the date picker
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Click on the link Next

Click on a date in the calendar

Click on the field Rental Unit No.

Click on the lookup button Rental Unit No.
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Click on the link in cell No. with the value RU00023-
002

Click on the button OK

The following demonstrates the review of the Rental Amount Lines and Rental Usage Tracking Entries after the 
swap function was ran.

Click on the cell Rental Unit No. with the value 
RU00023-001

Select the rental unit which was returned.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Invoice No. with the value RI00002

Notice that the Billed field is flagged and the Invoice 
No. field populated, indicating that the usage has 
been invoiced.
Also notice the rental charge line for the second rental 
period is no longer in the lines.
This is due to the return date on the line is at the end 
of the first rental period.

Click on the button Close

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Usage 
Tracking Entries

Click on the cell Invoice No. with the value RI00002

The Billed field is flagged and the Invoice No. 
populated on the Metered Usage Type entry, which 
indicates that the usage has been invoiced.

Click on the back button

Click on the cell Rental Unit No. with the value 
RU00023-002

Select the rental line with the unit that was shipped 
out in the swap.
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Starting Date-Time with the value 
5/8/2019 12:00 AM

Note that the rental charge line is for the second 
rental period on the unit shipped out during the swap.

Click on the button Close

4.1.12.3. Swapping Rental Units within a Rental Period
The following demonstrates example 4 noted in the Overview chapter.

The contract will be for 3 months using a monthly periodic end rental term that has metered usage pricing with 
3 levels of usage pricing. The first level has a zero price with a 2000 mile limit. The second level has a 1.00 per 
mile price for 2001 - 4000 miles. And the third level has a price of 2.00 per mile for all miiles over 4000.

The metered usage on the unit will be entered at the end of the first rental period and the  invoice posted.
Then midway into the second rental period the metered usage will be entered and then the swap function will 
be ran.
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Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00023

Click on the cell Rental Quantity with the value 0

Enter the text 1.
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Click on the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Rental Return Date with the value 
7/6/2019

Click on the link in cell Rental Return Date with the 
value 7/6/2019
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Click on the link Next

Click on a date in the calendar

As the contract is for 2 rental periods, select a return 
date 2 months out from the rental start date.

Click on the cell Rental Unit No.

Click on the link in cell No. with the value RU00023-
001
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

When entering the Current Meter Reading, the 
Posting Date is to be set to the date that the metered 
reading was taken. This date is used as the 
Transaction Date on the Usage Tracking Entry and is 
used in the creation of the Rental Amount Lines for 
determining the date fields and to allocate the usage 
based on the allowance limits set on the rental price 
card.
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar
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Click on Rental Unit No. = RU00023-001, Rental 
Terms Code = MONTH-PEND, Rental Quantity = 1

Click on the cell Current Meter Reading with the 
value 14,725

Enter the text 18500. Press the Enter key.

The Rental Usage Tracking Entry created can be viewed by using the following steps.

Click on the lookup button in the cell Metered Usage 
Qty.
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Click on the cell Usage Quantity with the value 
3,775.00

Click on the button Close

The Rental Amount Lines created for the Metered Usage can be viewed by using the following steps.

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Type with the value Rental

Click on the button Close

The following demonstrates the invoicing of the first rental period.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice
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Click on the button Yes

Click on the button OK

The following demonstated the entry of the meter reading on the unit that will be returned when running the 
swap function.

When entering the Current Meter Reading, the 
Posting Date is to be set to the date that the metered 
reading was taken. This date is used as the 
Transaction Date on the Usage Tracking Entry and is 
used in the creation of the Rental Amount Lines for 
determining the date fields and to allocate the usage 
based on the allowance limits set on the rental price 
card.
Click on the field Posting Date
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Click on the link Open the date picker

Click on a date in the calendar

Click on the cell Current Meter Reading with the 
value 18,500

Enter the text 22525. Press the Enter key.
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Click on the lookup button in the cell Metered Usage 
Qty.

Click on the cell Transaction Date with the value 
7/20/2019

Click on the cell Usage Quantity with the value 
4,025.00

Click on the button Close
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Extended Quantity with the value 
2,000

Note that the metered usage records are on the unit 
to be returned in the swap.

Click on the button Close
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Click on the navigation menu item popup Functions

Click on the navigation menu item Rental Swap

Click on the button Yes

Click on the button OK
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Click on the link Open the date picker

Click on a date in the calendar

Click on the lookup button Rental Unit No.

Click on the link in cell No. with the value RU00023-
002
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Click on the button OK

Click on the cell Rental Unit No. with the value 
RU00023-001

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Type with the value Metered Usage

Note that after the swap there are no Rental Amount 
Lines for the Metered Usage on the unit returned 
when the swap is in the middle of a period.

Click on the button Close

Click on the cell Rental Unit No. with the value 
RU00023-002

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Extended Quantity with the value 
2,000

Note that there are Rental Amount Lines for the 
metered usage entered on the unit that was returned 
when running the swap function. 
As noted in the example 4, the revenue will be posted 
to the unit which was shipped out in the swap.

Click on the button Close

The following demonstrates the entry of a Current 
Meter Reading on the unit shipped out for July 20 
through August 5, the invoicing of the second rental 
period, and the review of the Rental Value Entries 
from the contract.
Click on the field Posting Date
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Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Prior to invoicing at the end of the second rental period the Current Meter Reading is entered on the line of the 
unit shipped out in the swap.

Click on the cell Current Meter Reading with the 
value 8,150
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Enter the text 9700. Press the Enter key.

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Extended Quantity with the value 
1,575

Note that the metered usage of 1,550 has been added 
to the usage record of 25 for the third level created for 
the returned unit in the swap.
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Click on the button Close

Click on the navigation menu item popup Rental

Click on the link Invoice

Click on the button Yes
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Click on the button OK

The following demonstrates the review of the Rental Value Entries on the unit which was shipped out during the 
swap.

Click on the cell Rental Unit No. with the value 
RU00023-002

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Value 
Entries
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Click on the cell Quantity with the value 2,000

Note that the Rental Value Entries contain the usage 
from both the returned unit and the shipped out unit. 
Thus the revenue has been posted to the rental unit 
shipped out when the swap function was ran.

Click on the button Close

The following demonstrates the review of the Rental Usage Tracking Entries on the unit which was shipped out 
during the swap.

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Usage 
Tracking Entries
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Click on the cell Invoice No. with the value RI00005

Note that the usage tracking entry for the unit has the 
Billed field flagged and the Invoice No. field 
populated.

Click on the back button

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Note that the rental amount lines on the unit have the 
Billed field flagged and the Invoice No. field 
populated.
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Click on the button Close

Click on the cell Rental Unit No. with the value 
RU00023-001

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Usage 
Tracking Entries
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Click on the cell Invoice No. with the value RI00005

Note that the usage tracking entry for the unit has the 
Billed field flagged and the Invoice No. field 
populated.

Click on the back button

The following demonstrates the return on the unit to complete the contract.

Click on the cell Qty. to Return with the value 0

Enter the text 1.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

4.2. Periodic Usage and Standby Charges
4.2.1. Introduction to Periodic Usage and Standby Charge 

Pricing

4.2.1.1. Overview
Periodic Usage can be used for the unique circumstance where a customer is billed a daily rate, when the days 
to be billed are not consecutive. Another example is where the customer is billed one rate when the equipment 
is in use, and a standby charge, when it is not in use. Standby charges are optional.

For example, a customer might be billed for the month of March, but only for the 2nd to the 7th and the 13th to 
the 22nd.  Optionally, the customer might be billed standby charges for some, or all of the other days during the 
rental period.

Equipment being billed using Periodic Usage may or may not as well have a separate rental charge for each 
rental period.

For example, an excavator could be sent out to a site with a base rental charge of 1,000 per month.  The 
customer could then, as well, be billed an extra 300 per days for each day it was used, and 150 for each day it 
was not used during the rental period.
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Rental prices can be setup to include periodic usage and standby charges. The Periodic Usage and the 
Standby Charge related fields can be added to the Rental Lines. The prices and applicable tax group codes 
default onto the Rental Lines and can be overridden.
 
In addition, should an organization be billing an Insurance Fee by using the Damage Waiver Percent feature on 
the Rental Price cards, then the Periodic Usage and Standby charges, can be included in the amount upon 
which the Damage Waiver is calculated.

The Periodic Usage Entries calendar is used in conjunction with the Periodic Usage and Standby Charges 
pricing feature. It is used to specify which days in a rental period are to be billed using the periodic usage price, 
and if applicable, which days are to be billed using the standby charge price.

4.2.2. Periodic Usage Set Up Overview

4.2.2.1. Overview
Setups for billing Periodic Usage and, if required, Standby Charges include:
 Configuring the applicable General Posting Setup records with a G/L Account for Periodic Usage revenue, 

and if applicable, a G/L Account Standby Charges.
 Configuring a Calendar for specifying days in use and days on standby for billing customers, and assigning 

the calendar on Rental Management Setup.

 Defining the labels to print for Periodic Usage and Standby Charges on the rental documents.
 Configuring the Rental Unit cards for Periodic Usage.
 Setting up Rental Price cards on Rental Units, and or groups, for Periodic Usage, and if applicable, 

Standby Charges.
 Adding Periodic Usage and Standby Charge related fields to the Rental Lines on the Rental Contract, and if 

applicable, the Rental Quote.

NOTE
The setup of Rental Price cards is optional. The Periodic Usage and Standby pricing can be configured on the 
Rental Lines, when the Rental Unit card has the field, Periodic Usage Enabled, activated.

NOTE
Should an organization want to charge a Damage Waiver based on a percentage and include the Periodic 
Usage and Standby Charges in the amount that the Damage Waiver is calculated on, then the Damage Waiver 
pricing on the price cards will need to be configured.

NOTE
The Rental Accrual and Deferral feature, when used with Periodic Usage and Standby Charges, requires 
additional setup on Rental Management Setup.
 
To learn about Rental Accruals and Deferrals, see ODT Rental Online Help, Additional Rental Processes, then 
Rental Accruals and Deferrals.

4.2.3. How to Set Up Rental Management Setup for Periodic 
Usage

4.2.3.1. Overview
On Rental Management Setup, Documents tab, an organization has the option to specify whether Periodic 
Usage and Standby Charge prices are to print on rental documents, and define the labels to print on rental 
documents.

On the General tab, the field, Rental Calendar, is mandatory for Periodic Usage and Standby Charge pricing.
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4.2.3.2. How to Set Up a Rental Calendar for Periodic Usage
The Rental Periodic Usage Calendar is used in conjunction with the Periodic Usage and Standby Charges 
pricing feature.

The setup and selection of a Rental Calendar on Rental Management Setup is mandatory for Periodic Usage 
and Standby Charge pricing.

Once the Rental Calendar has been specified on Rental Management Setup, then the Rental Periodic Usage 
Calendar can be accessed from the Rental Lines, Function menu on the Rental Contract.

It is used to specify which days in a rental period are to be billed using the periodic usage price, and if 
applicable, which days are to be billed using the standby charge price.

The following demonstrates the setup of a Rental calendar from the Rental Management Setup.
The setup of a new calendar can as well be done by searching for Base Calendars, and then create the 
calendar as noted below.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the button Show more
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Click on the field Default Rental Calendar Code

Click on the lookup button Default Rental Calendar 
Code

Click on the link New

Click on the field Code
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Enter the text Rental.

Click on the field Name

Enter the text Rental Calendar.

Click on the button OK

4.2.3.3. How to Set Up Document Labels for Periodic Usage and 
Standby Charges

The following demonstrates the configuration on Rental Management Setup related to Periodic Usage and 
Standby Charges.
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Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the toggle field Print Periodic Usage/Standby 
Prices

This field is used to specify whether the Periodic 
Usage and Standby Charge prices are to print on the 
Rental Quote and Rental Contract documents.
When enabled, the prices will print. When not 
enabled, the prices do not print.

Click on the field Periodic Usage Label
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Enter the text Days in Use.

Enter what labelling is to print for Periodic Usage.

Click on the field Standby Usage Label

Enter the text Days on Standby.

Enter what labelling is to print for Standby Charges, if 
applicable to the organization.

Click on the link Hide PU Details on Invoice

Should an organization prefer that on the Proforma 
and Posted Rental Invoice that only a summary of the 
Periodic Usage and Standby Charges print, rather 
than printing a line for each day in use or standby, 
then enable this field.
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Click on the back button

4.2.4. How to Set Up General Posting Setup for Periodic Usage

4.2.4.1. Overview
When an organization uses the Periodic Usage and Standby Charge feature, then on the General Posting 
Setup, a G/L Account must be entered in the Periodic Usage Account and, if applicable, Standby Charge 
Account fields on all applicable records to specify where the periodic usage and standby charge revenue are to 
be posted to.

4.2.4.2. How to Set Up General Posting Setup for Periodic Usage and 
Standby Charges

Click on the navigation menu item popup Rental 
Management

Click on the link 
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Click on the field Type to start search:

Enter the text General Posting Setup.

Click on General Posting Setup Administration 

Click on a record which will require the rental 
Periodic Usage, and if applicable, Standby 
revenue G/L Accounts to be specified.
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Click on the cell Periodic Usage Account

Click on the lookup button in the cell Periodic Usage 
Account

Click on the link in cell No. with the value 40100

Select the G/L Account that the Periodic Usage 
revenue is to be posted to.

Click on the cell Standby Charge Account
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Click on the lookup button in the cell Standby Charge 
Account

Click on the link in cell No. with the value 40100

If applicable to the organization, select the G/L 
Account that the Standby Charge revenue is to be 
posted to.

Repeat the above steps on each applicable record, to add the G/L Account to which the Periodic Usage and 
Standby Charge revenue are to be posted to.

4.2.5. How to Set Up Rental Units for Periodic Usage

4.2.5.1. Overview
Rental Units must be setup specifying that Periodic Usage is applicable, which enables the ability to access the 
Rental Periodic Usage Calendar on the Rental Contract. And allows the ability to bill periodic usage and 
standby without setting up Rental Price cards.

Periodic Usage and Standby Charges are based on a UOM Period Code of DAY only, therefore a UOM cannot 
be specified. The UOM is set by the system in the background.

4.2.5.2. How to Set Up Rental Units for Periodic Usage
The following demonstrates the setup of a Rental Unit Group for Periodic Usage.

Click on the navigation menu item Rental Unit
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Click on the field No.

Press the Enter key.

When creating a unit, and will be using the default No. 
Series, then press the enter key. If using manual 
numbering, then enter the desired number in the No. 
field.

Click on the field Description

Enter the text Wacker 50Z3 Excavator Group.
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Click on the field Gen. Prod. Posting Group

Click on the link in cell Code with the value RETAIL

Click on the field Tax Group Code

Click on the link in cell Code with the value 
SUPPLIES

Select the applicable Tax Group Code.
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Click on the toggle field Group

Click on the toggle field Allow Overbooking

Click on the field Rental Terms Code

Click on the link in cell Code with the value MONTH-
PEND

Select the Rental Terms Code which will be used the 
most with this group. The setup of this field is optional. 
The Rental Term will default to the Rental Line, if on 
Rental Management Setup, the field, Use Unit Rental 
Term is enabled.
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Click on the field Minimum Rental Duration

Enter the text 1 Day.

For Periodic Usage, the Minimum Rental Duration 
cannot be less than a day.

Click on the field Availability Warning

Should an Availability warning be wanted to show on 
the Group Availability Matrix, then enter the quantity 
at which the warning should occur.

Click on the toggle field Periodic Usage Enabled

When using Periodic Usage, this field must be 
enabled in order to have access to the Rental Periodic 
Usage Calendar on the Rental Contract, Rental Lines 
command bar.

Should an organization be going to link units assigned to the group to Fixed Assets, then complete the following 
steps.
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Click on the field Link Type

Click on the item Fixed Asset in the list

The following demonstrates the copying of the group to create Rental Units and Fixed Assets for the units 
created.

The Periodic Usage setting on the unit being copied, will be copied to the new units.

Click on the navigation menu item popup Process

Click on the navigation menu item Copy Rental 
Unit...



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1674/2540

ODT Rentals Online Help 5/15/2024 1674/2540

Click on the field No. of Copies

Enter the text 3.

Click on the field First RU No.

Enter the text RU00024-001.

In this example, the numbering will be manual 
numbering, therefore the field, First RU No., must be 
populated.

In order to automatically create Fixed Assets when creating new Rental Units, a Fixed Asset Configuration 
Template must be setup.

To learn about setting up the Fixed Asset Configuration Template, see ODT Rentals Online Help, Setup 
Rentals, Set Up Rental Units, How to Copy Rental Units and Create Fixed Assets.
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Click on the toggle field Create Fixed Asset

Click on the field Fixed Asset Templates

Click on the lookup button Fixed Asset Templates

Click on the link in cell Description with the value 
Fixed Asset Template - Rentals
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Click on the button OK

Click on the cell Description with the value Wacker 
50Z3 Excavator Group

As the Description is copied from the group card and 
contains the word, Group, the description needs to be 
modified removing the word, Group on each line.

Click on the cell Serial No.

Enter the text 50Z3-001.

Enter the Serial No. on each line, if the organization is 
recording the Serial No. on the Rental Units and Fixed 
Assets. The Serial No. entered here will populate the 
Fixed Asset cards, when they are created at the end 
of the copy process.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1677/2540

ODT Rentals Online Help 5/15/2024 1677/2540

Click on the cell Location Code

Click on the link in cell Code with the value EAST

If the organization is using Rental Locations, then 
select the Location that each Rental Unit will be 
located at.
The Fixed Asset card will have the same Location 
assigned, when they are created at the end of the 
copy process.

Click on the button OK

NOTE:
The Fixed Assets created will need to be acquired, and the Depreciation Book tab will need to be completed.

4.2.6. How to Set Up Rental Prices for Periodic Usage and 
Standby Charges

4.2.6.1. Overview
Periodic Usage and Standby pricing is used for when 
billing is based on days in use, and if applicable, days 
on standby. With this pricing the customer can be 
billed one rate when the equipment is in use, and a 
standby charge at a different price, when it is not in 
use.
Therefore, when setting up the prices for Periodic Usage and Standby Charges, the price to enter is a daily 
price.

Equipment being billed using Periodic Usage may be used in conjunction with a rental price, which would be 
charged each rental period.

The setup of Rental Price cards is not mandatory in order to bill customers using the periodic usage and 
standby pricing feature. 
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To learn how to process a contract using line pricing for periodic usage and standby charges, see ODT Rentals 
Online Help, Additional Rental Processes, Periodic Usage and Standby Charges, then How to Process a 
Contract Using Line Pricing.

Should the organization be charging a Damage Waiver fee, then when the fee is based on a percent, the 
Damage Waiver tab can be configured to include the Periodic Usage and Standby Charges in the amount the 
Damage Waiver is calculated on.

4.2.6.2. Price Card Field Definitions for Periodic Usage and Standby 
Charges

The following provides a brief overview of the Periodic Usage and Standby Charge fields on the Periodic Usage 
tab on the Rental Price card.

Periodic Usage Fields:

• Periodic Usage Billing
A toggle field, which must be enabled to activate the Periodic Usage pricing feature for invoicing. Enabling of 
this field is mandatory.

• Periodic Usage Tax Group Code
Specifies the Tax Group Code that should be applied to Periodic Usage charges and is mandatory.  When 
Periodic Usage Billing is enabled, then the Tax Group Code entered on the General tab defaults to this field. 
The code can be overridden, if needed.

• Periodic Usage Unit Price
The field is used to specify the price to be charged per day, for periodic usage.

• Per. Usage Allow Line Disc.
Specifies whether Line Discounts are to be applied to Periodic Usage or not. When enabled, and a Line 
Discount is entered on the Rental Line, then the Line Discount will be applied to the Periodic Usage charges.

Standby Fields:

• Standby Charge Billing: 
A toggle field, which must be enabled to activate the Standby Charge pricing feature for invoicing, when 
standby charges are to be billed.  When billing Standby Charges, the enabling of this field is mandatory.

• Standby Tax Group Code: 
The Tax Group Code will automatically be populated with the same Tax Group Code as entered on the General 
tab, and can be overridden. This field is mandatory, when billing Standby Charges.

• Standby Unit Price: 
Specifies the price to be charged per day for standby charges.

• Standby Allow Line Disc.: 
Specifies whether Line Discounts are to be applied to Standby Charges or not. When enabled, and a Line 
Discount is entered on the Rental Line, then the Line Discount will be applied to the Standby Charge.

4.2.6.3. How to Set Up Rental Price Cards for Periodic Usage
The following demonstrates the setup of a rental price card on the Rental Unit Group setup for periodic usage, 
with Periodic Usage and Standby prices and no rental price or damage waiver fee.
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Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00024

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Prices
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Click on the navigation menu item New

Click on the field Rental Terms Code

Click on the link in cell Code with the value MONTH-
PEND

Click on the field Tax Group Code

The selection of a Tax Group Code on the General 
Tab is mandatory, even when no Price is specified.
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Click on the link in cell Code with the value 
SUPPLIES

Click on the toggle field Periodic Usage Billing

For the invoicing of Periodic Usage, it is mandatory 
that this field be enabled.

Click on the field Periodic Usage Tax Group Code

The Tax Group Code defaults from the General tab on 
the price card, when the Periodic Usage field is 
enabled, and can be modified.

Click on the field Periodic Usage Unit Price
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Enter the text 300.00.

Click on the link Per. Usage Allow Line Disc.

When enabled, and a Line Discount % is entered on 
the rental line, the discount will be applied to the 
Periodic Usage price on the Rental Amount Lines, 
with a Type of Periodic Usage.

Click on the toggle field Standby Billing

For the invoicing of Standby Charges, it is mandatory 
that this field be enabled.
When only Periodic Usage for days in use is going to 
be billed to the customers, then the Standby Billing 
field is not to be enabled, nor are the other standby 
related fields to be configured.

Click on the field Standby Tax Group Code

The Tax Group Code defaults from the General tab on 
the price card, when the Standby Billing field is 
enabled, and can be modified.
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Click on the field Standby Unit Price

Enter the text 100.00.

Click on the link Standby Allow Line Disc.

When enabled and a Line Discount % is entered on 
the rental line, the discount will be applied to the 
Standby Charge price on the Rental Amount Lines.

4.2.6.4. How to Set Up Damage Waivers to Include Periodic Usage 
and Standby Charges

The following demonstrates the setup of Damage Waivers as a Percent, when the Periodic Usage and Standby 
Charges are to be included in the amount upon which the Damage Waiver is calculated.

Click on the toggle field Damage Waiver Billing

For the invoicing of Damage Waivers, it is mandatory 
that this field be enabled.
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Click on the field Damage Waiver Period Code

Click on the link in cell Code with the value MONTH

Click on the field Damage Waiver Unit Price/Pct.

Click on the item Percent in the list

To include the Periodic Usage and Standby Charges 
in the amount upon which the Damage Waiver is 
calculated, the selection must be Percent.
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Click on the field Damage Waiver Pct.

Enter the text 10.

Enter the percentage that is to be used to calculate 
the Damage Waiver.

Click on the toggle field Damage Waiver Pct. Incl. 
Usage

To include the Periodic Usage and Standby Charges 
in the amount upon which the Damage Waiver is 
calculated, this field must be enabled.

Click on the field Damage Waiver Tax Group Code

The Tax Group Code defaults from the General tab on 
the price card, when the Damage Waiver Billing field 
is enabled, and can be modified.

4.2.7. Periodic Usage Processing Overview

4.2.7.1. Overview
The processing of rentals with the Periodic Usage feature uses the Rental Periodic Usage Calendar to specify 
the days on which the equipment is in use, or on standby, if billing standby charges.

Rental Amount lines for the unit on the contract are created for each day in the Rental Calendar, which has the 
Usage Type set to either Periodic Usage or Standby. The Billing Date is set to the same date as the calendar 
entries.
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Therefore providing the ability to invoice for days in use, and days on standby on any date within a rental 
period, irrespective of the Invoicing Type on the rental term setup on the rental price card.

Examples of Periodic Usage and Standby Charge pricing and processing:

• The Rental Price card has the rental term for a monthly recurring rental with invoicing to occur at the end of 
each rental period. The price card has a base rental price of 1000.00 per rental period and periodic usage 
billing is enabled with a price of 300.00 per day in use. Standby Charges are not billed for days on standby, and 
Damage Waivers do not include usage. The Rental Calendar is updated at the end of each rental period 
specifying the days in use prior to invoicing.

• The Rental Price card has the rental term for a monthly recurring rental, with invoicing to occur at the end of 
each rental period. The price card has a base rental price of 1000.00 per rental period, and Periodic Usage 
Billing enabled, with a price of 300.00 per day in use. Standby Charges are not billed for days on standby, and 
Damage Waivers do not include usage. The Rental Periodic Usage Calendar is updated at the end of each 
week, specifying the days in use during the week, and are invoiced weekly. At the end of the rental period, the 
calendar is updated with any additional days in use, prior to invoicing the rental period.

• The Rental Price card has the rental term for a monthly recurring rental with invoicing to occur at the end of 
each rental period.
The price card has a base rental price of 0.00 per rental period. Periodic Usage Billing is enabled, with a price 
of 300.00 per day. Standby Billing is enabled, with a price of 100.00 per day. Damage Waivers calculation does 
include usage. The Rental Periodic Usage Calendar is updated at the end of each rental period specifying the 
days in use and days on standby, prior to invoicing.

Swapping Rental Units with Periodic Usage Pricing:

When swapping a Rental Unit assigned to a group within a rental period, it is recommended that the Rental 
Periodic Usage Calendar on the unit to be returned be updated to the date of the swap, and an invoice be 
posted up to that date. Thus ensuring that the Rental Values Entries created when posting the invoice, are 
posted to the unit being returned.
This is especially important should the units be linked to Fixed Assets. The above process will ensure that the 
Rental Statistics will display the Periodic Usage and Standby Charge revenue on the unit, which generated the 
revenue.

Should the Rental Calendar be updated on the returning unit, however, an invoice is not posted, then the 
Rental Amount Lines and subsequent posting of an invoice will be post the usage to the Rental Value Entries of 
the unit shipped out, not the unit being returned.

Should the swap function be ran, and then usage need to be entered for the unit returned, this entry must be 
done on the unit shipped out in the swap. Thus leading to the same results as when not invoicing usage 
entered on the returning unit, before running the swap.

There are fields related to the Periodic Usage feature that can be added to the Rental Lines on the Rental 
Contract, and if applicable, the Rental Quote.

The following chapter outlines the fields, and how to add them using the Personalize feature.

4.2.7.2. How to Add Periodic Usage Fields to the Rental Lines
The following provides a listing of the Periodic Usage related fields, which can be added to the Rental Lines 
using Personalize. A brief description of the fields is provided.
Periodic Usage Enabled
 Specifies whether the Periodic Usage Calendar entry is required for the Rental Unit on the line. When the 

field is checked, then the calendar is to be updated. The setting on this field defaults from the Rental Unit 
card, and cannot be modified.

Periodic Usage Billing
 Specifies whether Periodic Usage and Standby Charge pricing will be used when invoicing the customer. 

When using line pricing rather than rental price cards, then this field must be enabled.
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Periodic Usage Period UOM Code
 Displays the UOM period code of Day, and cannot be edited.

Periodic Usage Unit Price
 Displays the Periodic Usage Unit Price, which defaults from the Rental Price card for the Rental Term 

selected on the Rental Line and can be modified.
Periodic Usage Tax Group Code
 Specifies the Tax Group Code to be applied to the Periodic Usage Unit Price. When a Rental Price Card 

exists the Periodic Usage Tax Group Code defaults to the Rental Line and can be modified. When a price 
card does not exist then the Tax Group Code on the Rental Line from the unit defaults to the Periodic 
Usage Tax Group Code and can be modified.

Standby Unit Price
 Displays the Standby Charge Unit Price, which defaults from the Rental Price card for the Rental Term 

selected on the Rental Line and can be modified.
Standby Tax Group Code
 Specifies the Tax Group Code to be applied to the Standby Charge Unit Price. When a Rental Price Card 

exists the Standby Tax Group Code defaults to the Rental Line and can be modified. When a price card 
does not exist then the Tax Group Code on the Rental Line from the unit defaults to the Standby Tax Group 
Code and can be modified.

Allow Zero Usage
 Specifies whether a rental line unit can be invoiced without the usage being entered. When checked, will 

allow an invoice to be posted for rental charges, when Periodic Usage is required, however, for the rental 
period being invoiced, the actual days in use or on standby is not available at the time of invoicing. The 
field is cleared once the invoice is posted.

Cust. Declines Damage Waiver
 Specifies whether the customer declines Damage Waiver fees. This field can be used when on the Rental 

Price card, Damage Waiver Billing is enabled and the Damage Waiver Pct. Incl. Usage field is enabled. 
When flagged, specifies that the customer has declined the Damage Waiver fee.

The following demonstrates how to use Personalize to add Periodic Usage related fields to the Rental Lines.

Click on the link Settings

Click on the menu item Personalize
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Click on the Rental Lines so that a red box outlines the Rental Lines.

Click on the link Field

Click and hold the left mouse button on the data brick 
Periodic Usage Enabled

Then drag and drop the field to the desired location on 
the Rental Line.

Repeat the above steps for each of the Periodic Usage related fields that you want to add to the lines.

The fields can be resized while Personalize is open, or can be resized after the Personalize is closed.

Click on the link Done

4.2.7.3. Periodic Usage Calendar Overview
The Rental Periodic Usage Calendar is used to specify which days that the Periodic Usage price is to billed, 
and if applicable, which days the Standby Charge is to be billed.

Rental Amount Lines are created for the days that have the Usage Type of Periodic Usage or Standby Charge, 
which are in are turn used when billing the customer.

NOTE:
The Periodic Usage feature allows for days to not be billable to the customer by leaving the Usage Type set as 
the No Usage option.

The Rental Periodic Usage Calendar is accessed from the Rental Line Command bar, Line menu option, then 
Periodic USage Entries.

The Periodic Usage Entries menu option is greyed out, and not accessible unless the Rental Unit has the 
Periodic Usage Enabled field enabled, and the selected unit on the line has been shipped.
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The calendar will contain records for every day of the contract starting from the Rental Start Date.

When a Rental Return Date is specified on the Rental Line, the dates will start with the Rental Start Date, and 
end with the Rental Return date, when the return day is billable. When the return day is not billable, the return 
date will not be included on the calendar.

When the Rental Return Date is blank, then the dates in the calendar will initially be for only a single rental 
period. When a contract is extended by entering a Posting Date that is after the end of the first rental period, 
auto extending the contract from the Rental Invoicing Worksheet, or entering a Rental Return Date, then the 
additional days will be added to the calendar.

The calendar displays the days on a per rental period basis. When a rental is for multiple rental periods, the first 
page displays the dates for the first rental period, the second page displays the dates for the second rental 
period, and so on.

The following provides an overview of the Rental Periodic Usage Calendar fields.

Click on the cell Rental Unit No. with the value 
RU00024-001

Click on the navigation menu item popup Line

Click on the navigation menu item Periodic Usage 
Entries
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Click on the column header Base Calendar Code

The Rental Calendar specified on Rental 
Management Setup defaults to this field.

Click on the column header Document Type

The Document Type field displays Order, which in 
essence means the Rental Contract.

Click on the column header Document No.

The Document No. field displays the Rental Contract 
No.

Click on the column header Document Line No.

The Document Line No. displays the line number that 
the unit selected is on.
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Click on the column header Usage Type

The Usage Type field is used to specify the type of 
usage that applies to that line. The default setting is 
No Usage, which means the line is not billable to the 
customer by default.

Click on the cell Usage Type

The Usage Type field contains the 3 options of, No 
Usage, Periodic Usage and Standby Charge.
• No Usage specifies that the day is not to be billed to 
the customer.
• Periodic Usage specifies that the day is to be billed 
to the customer at the Periodic Usage Unit Price.
• Standby Charge specifies that the day is to be billed 
to the customer at the Standby Unit Price.
Click on the column header Date

The Date column contains the date the record is for.

Click on the column header Day

Displays the day on which the Date falls.
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Click on the column header Billed

The Billed field will be checked automatically, when 
the day has been invoiced to the customer.

4.2.7.4. How to Use the Rental Calendar
The following demonstrates how to use the Periodic Usage Calendar to specify which days will be classified as 
Periodic Usage and if applicable, Standby Charge days.

The Next Period option is available to use, when the contract is for more than a single rental period based on 
the Rental Return Date entered on the Rental Line.

Click on the navigation menu item Next Period
By clicking on Next Period, the days included in the 
next period or partial period will be displayed.

Click on the navigation menu item Previous Period

By clicking on the Previous Period, the days in the 
prior period will be displayed.

There are multiple different ways in which to set the Usage Type option on the calendar records. The following 
explain the various ways.

• On each record, the Usage Type can be selected.

• Using the Select More option on a record, select the records, to be set to either Periodic Usage or Standby 
Charge. Then click on the menu option Set Usage, and select whether the Usage Type is to be set to Periodic 
Usage or Standby Charge.

• If a range of days are to be selected, then like in excel, click on the first record, then press and hold the shift 
key and click on the last record. Then click on the menu option Setup Usage, and select whether the Usage 
Type is to be set to Periodic Usage or Standby Charge.

• If the days to be selected are not continuous, then like in excel, click on the first day to be included, then press 
and hold the Ctrl key, and then click on the other days to be included. Then click on the menu option Setup 
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Usage, and select whether the Usage Type is to be set to Periodic Usage or Standby Charge.

The following demonstrates the selecting of a range of days and setting the Usage Type to Periodic Usage.

Click on the first day to be included in the range of 
days.

Press and hold the Shift key down.
 Click on the last day to be included in the range of 
days.

Click on the navigation menu item Set Usage

By default the Periodic Usage option is selected.
If the records were to be set to Standby Charge, then the option Standby Charge would need to be selected.

Click on the button OK
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Click on the cell Usage Type with the value Periodic 
Usage

Note that the records selected now have the Usage 
Type set to Periodic Usage.

Click on the button Close

The following demonstrates how to clear the usage that was previously set on a couple of the records that are 
not continuous.

Click on the first day to be included in the range of 
days.

Press and hold the Ctrl key down.
 Click on the last day to be included in the range of 
days.
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Click on the navigation menu item Clear Usage

Click on the cell Usage Type with the value No 
Usage

Note that the 2 selected records have had the Usage 
Type reset to the No Usage option.

4.2.8. How to Process a Contract with Periodic Usage Pricing

4.2.8.1. How to Process a Contract with Periodic Usage Pricing
The following demonstrates the creation and processing of a Rental Contract, where the rental price card does 
not have a rental price, however, has Periodic Usage and Standby Charge pricing.

The contract is for 2 rental periods, with a periodic end monthly rental term, and the Periodic Usage and 
Standby Charges days are specified at the end of each period prior to invoicing.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name
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Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00024
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Click on the cell Rental Quantity with the value 0

Enter the text 1.

Click on the cell Location Code

When Locations are used, select the location the 
rental unit is being rented from.

Click on the link in cell Code with the value EAST
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Click on the cell Rental Unit Price with the value 0.00

The Rental Unit Price defaults from the rental price 
card for the rental term on the line.

As the contract is for 2 rental periods, the Rental Return Date will be changed in this example.

Click on the cell Rental Return Date with the value 
5/7/2019

Click on the link in cell Rental Return Date with the 
value 5/7/2019

Click on the link Next
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Click on a date in the calendar

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00024-
001
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Click on the cell Periodic Usage Enabled with the 
value on

When the Periodic Usage Enabled field is flagged, 
this indicates that the Rental Periodic Usage Calendar 
must have the daily records updated to specify if 
Periodic Usage, and if applicable, Standby Charges 
are to be billed to the customer.
Click on the cell Periodic Usage Unit Price with the 
value 300.00

The Periodic Usage Unit Price defaults from the rental 
price card for the rental term on the line and can be 
modified.

Click on the cell Standby Unit Price with the value 
100.00

The Standby Unit Price defaults from the rental price 
card for the rental term on the line and can be 
modified.

The following review of the Rental Amount Lines prior to entry of usage demonstrates that there will be no 
Periodic or Standby lines until usage is entered in the Rental Periodic Usage calendar.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Type with the value Rental

Note that the Rental Amount Lines contain on the 
records for the rental at 0.00 price.
Periodic Usage and Standby Charge lines are only 
created when the calendar is updated.

Click on the button Close

Click on the navigation menu item popup Process
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Click on the link Print

Click on the toggle field Print Periodic/Standby Usage 
Prices

Click on the button Preview

Below is a screen shot, which displays how the 
Periodic Usage and Standby Charge pricing prints on 
the Rental Contract document.

The following demonstrates the steps for shipping the unit and invoicing the first rental period.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1703/2540

ODT Rentals Online Help 5/15/2024 1703/2540

Click on the field Posting Date

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next
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Click on a date in the calendar

Select the date that the invoicing is to occur. In this 
example, the date selected is equal to the Billing Date 
on the Rental Amount Line for the first rental period.

Click on the cell Rental Unit No. with the value 
RU00024-001

Click on the navigation menu item popup Line

Click on the navigation menu item Periodic Usage 
Entries

The following steps are the selection of a continuous range of days and the setting of the Usage Type to 
Periodic Usage.
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Click on the first day to be included in the range of 
days.

Press and hold the Shift key down.

Then select the last day to be included in the range.

Click on the navigation menu item Set Usage

The default selection on the Set Usage page is 
Periodic Usage.
As this is the selection wanted for the highlighted 
range, select OK.
Click on the button OK

The next steps demonstrate the selection of non-continuous days for setting the Usage Type to Standby 
Charge.
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Click on the first day that is to have the Usage 
Type set to Standby Charge.

Press and hold the Ctrl key down.
 Click on the next day that is to have the Usage 
Type set to Standby Charge.

Press and hold the Ctrl key down.
 Click on the next day that is to have the Usage 
Type set to Standby Charge.

Press and hold the Ctrl key down.
 Click on the next day that is to have the Usage 
Type set to Standby Charge.
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Click on the navigation menu item Set Usage

Click on the field Standby

Click on the button OK

The following steps demonstrate the selection of additional date ranges and the setting of Usage Type to 
Periodic Usage.

Click on the first day to be included in the range of 
days.
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Press and hold the Ctrl key down.
 Click on the last day to be included in the range of 
days.

Click on the navigation menu item Set Usage

Click on the button OK

Click on the first day to be included in the range of 
days.
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Press and hold the Shift key down.
 Click on the last day to be included in the range of 
days.

Click on the navigation menu item Set Usage

Click on the button OK

Click on the first day to be included in the range of 
days.
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Press and hold the Shift key down.
 Click on the last day to be included in the range of 
days.

Click on the navigation menu item Set Usage

Click on the button OK

Click on the first day to be included in the range of 
days.
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Press and hold the Shift key down.
 Click on the last day to be included in the range of 
days.

Click on the navigation menu item Set Usage

Click on the button OK

The following demonstrates the setting of the Usage Type to Periodic Usage on the final day that will be set to 
Periodic Usage by selecting the option in the Usage Type field.

Click on the cell Usage Type with the value No 
Usage
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Click on the item Periodic Usage in the list

Click on the button Close

NOTE
For the rental period only those days that Periodic Usage or Standby Charges, if applicable, that are to be billed 
to the customer need to have the Usage Type set.
Days can be left as No Usage, which are not billable to the customer.

The following demonstrates the review of the Rental Amount Lines after setting the Usage Type on the 
calendar.

Click on the cell Rental Unit No. with the value 
RU00024-001

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Type with the value Periodic Usage

Click on the cell Billing Date with the value 4/8/2019

In the Rental Amount Lines there is a record for each day with the Billing Date set to that date.
This provides the ability to invoice Periodic Usage and Standby Charges at any time during a rental period.

Click on the button Close

The following demonstrates the previewing of the Proforma Invoice for the first rental period, first with the 
detailed usage printing, and then with the details hidden.
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Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma

Click on the link Hide Periodic/Standby Usage 
Details

In this example, the Hide Periodic/Standby Details will 
not be enabled, to show how the invoice document 
would print without it being enabled.

Click on the field Cut-off Date

The users Work Date in My Settings, automatically defaults to the Cut-off Date field, until the first time the Print 
Proforma is ran.

Then the date that was entered in this field the last time the Print Proforma was ran, is saved in the page, and 
must be updated when subsequently running the Print Proforma.

This can be overridden to specify what Cut-off Date the Proforma Invoice should print the billing up to.

When on Rental Management Setup, the field, Default Blank Return Date is not enabled, then the Cut-off Date 
entry for the Proforma is restricted to the Rental Amount Lines, which are available for invoicing.
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When the Rental Management Setup field, Default Blank Return Date is enabled, then the Cut-off Date for the 
Proforma can be any date subsequent to any Rental Amount Lines, which have been invoiced, and are marked 
as Billed. The Proforma prints based only on full rental periods.

Should a date be entered that is earlier than the Billing Date on the Rental Amount lines which have not been 
invoiced, then a message, "Nothing to Invoice", will be displayed.

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Click on the button Preview
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The following picture shows how the Periodic Usage 
and Standby Charges print, when the Hide 
Periodic/Standby Details is not enabled.

Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma
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Click on the toggle field Print Company Address

Click on the toggle field Show Alternate Prices

Click on the toggle field Hide Periodic/Standby Usage 
Details

Click on the field Cut-off Date
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Click on the button Preview

The following picture shows how the Periodic Usage 
and Standby Charges print, when the Hide 
Periodic/Standby Details is enabled, which 
summarizes the Periodic Usage and Standby Charge 
days to be billed.

Under the Periodic Usage caption, the labeling for 
Periodic Usage and Standby Charge comes from 
Rental Management Setup.

The date range that prints for Periodic Usage, starts 
with the first day in the calendar that has the Usage 
Type was set to Periodic Usage, and ends with the 
last day in the calendar that has the Usage Type of 
Periodic Usage.
The date range for Standby Charges is printed in the 
same manner.

The following demonstrates the invoicing of the first rental period, the review of the calendar entries and Rental 
Value Entries.

Click on the field Posting Date

For this example the Posting Date is set to the last 
day in the first rental period, which matches the Billing 
Date in the Rental Amount Lines for the first period.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

Click on the button Yes
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Click on the button OK

The following is a review of the Rental Amount Lines, after the posting of the invoice.

Click on the cell Rental Unit No. with the value 
RU00024-001

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Invoice No. with the value RI00006

Note that the all the lines that were invoiced have the 
Billed field flagged, and the Invoice No. field 
populated.

Click on the button Close

The following is a review of the Periodic Usage Calendar Entries, after the posting of the invoice.

Click on the navigation menu item popup Line

Click on the navigation menu item Periodic Usage 
Entries
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Click on the cell Billed with the value on

Note that all the days that have the setting of Periodic 
Usage or Standby now have the Billed field flagged, 
which indicates they have been invoiced.

The following is a review of the Rental Value Entries, after the posting of the invoice.

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Value 
Entries

Click on the cell Posting Date with the value 5/7/2019

For each Rental Amount Line for Periodic Usage and 
Standby Charges, a Rental Value Entry with the 
corresponding type is created when the invoice is 
posted.
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Click on the button Close

The following demonstrates the reviewing of the Posted Rental Invoice.

Click on the navigation menu item popup Rental

Click on the navigation menu item Posted Invoices

Click on the link in cell No. with the value RI00006
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Click on the navigation menu item popup Actions

Click on the navigation menu item Print Rental...

Click on the toggle field Hide Periodic/Standby Usage 
Details

Click on the button Preview



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1726/2540

ODT Rentals Online Help 5/15/2024 1726/2540

The picture below displays the Posted Rental Invoice 
when the Hide Periodic/Standby Details is enabled.

Click on the back button

Click on the back button

When a Rental Unit is linked to a Fixed Asset, and an invoice with Periodic Usage and Standby Charges has 
been posted, then on the Rental Unit card, the revenue will be displayed in the respective fields on the Rental 
Statistics.

The second rental period processing entails the same steps of updating the Periodic Usage Calendar Entries, 
changing the Posting Date to the end of the period, and then invoicing the contract.

The following demonstrates the updating of the calendar for the second rental period.
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Click on the cell Rental Unit No. with the value 
RU00024-001

Click on the navigation menu item popup Line

Click on the navigation menu item Periodic Usage 
Entries

Click on the navigation menu item Next Period
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Click on the first day to be included in the range of 
days.

Press and hold the Shift key down.
 Click on the last day to be included in the range of 
days.

Click on the navigation menu item Set Usage

Click on the button OK
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Click on the first day to be included in the next 
range of days. 

Click on the last day to be included in the next 
range of days. 

Click on the navigation menu item Set Usage

Click on the item Stand By
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Click on the button OK

Click on the first day to be included in the next 
range of days.

Press and hold the Shift key down.
 Click on the last day to be included in the range of 
days.

Click on the navigation menu item Set Usage
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Click on the button OK

Click on the button Close

4.2.9. How to Process a Contract Using Periodic Usage Line 
Pricing

4.2.9.1. Overview
In order to process rental billing with Periodic Usage and Standby Pricing without Rental Price cards setup on 
the Rental Unit or group, the Periodic Usage Enabled field on the Rental Unit must be activated.
 
On the Rental Contract, and if applicable, the Rental Quote, the following fields must be added to the Rental 
Lines for processing Periodic Usage and Standby Charges in order to use line pricing. These fields are added 
using Settings - Personalize.
 Periodic Usage Billing
 Periodic Usage Unit Price
 Periodic Usage Tax Group Code
 Standby Billing
 Standby Unit Price
 Standby Tax Group CodeThe Periodic Usage Enabled and Allow Zero Usage fields can as well be added 

to the Rental Lines, if needed.

The Periodic Usage Enabled will be checked, if the Rental Unit selected on the line has it enabled.
When checked, then the Periodic Usage Billing and Standby Billing fields can be checked, which is required for 
using line pricing for billing Periodic Usage and Standby Charges.
 
If Standby Charges will not be billed, then the Standby Billing field should not be checked. When not checked, 
then in the Periodic Usage Entries calendar, the Usage Type of Standby will not be available to select on the 
lines, nor will it be available in the Select Usage page.
 
When there is no rental price card, then the Periodic Usage Tax Group Code and Standby Tax Group Code 
fields will be automatically populated with the same code as in the Tax Group Code field on the line and can be 
modified, if required.

4.2.9.2. How to Process a Periodic Usage Contract without a Price 
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Card
The following example demonstrates the entry and processing of using line pricing for Periodic Usage and 
Standby Charges.

In the example, there is no rental price card on either the rental group or the unit for the rental term entered on 
the rental line.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 10000
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00024

Click on the cell Rental Terms Code
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Click on the link in cell Code with the value WEEK-
PEND

Click on the button OK

Click on the cell Rental Quantity with the value 0

Enter the text 1.
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Click on the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Periodic Usage Enabled with the 
value on
 
The setting on the Rental Unit Card defaults to the 
rental line and cannot be edited on the line.
For Periodic Usage line pricing it is mandatory that 
this field is enabled on the Rental Unit card.

Click on Periodic Usage Billing
 
When Periodic Usage Enabled displays as checked, 
then the Periodic Usage Billing field can be checked. 
For line pricing, it is mandatory that this field is 
checked.
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Click on the cell Periodic Usage Unit Price with the 
value 0.00

Enter the text 300.00.
 
Enter the daily rate for the Periodic Usage billing.

Click on Standby Billing
 
When Standby Charges are to be billed when the unit 
is not in use, then the Standby Billing field must be 
checked.

Click on the cell Standby Unit Price with the value 
0.00
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Enter the text 100.00.
 
Enter the daily rate that is to be billed when the rental 
unit is on standby rather than in use.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00024-
001
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK
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Click on the navigation menu item popup Line

Click on the navigation menu item Periodic Usage 
Entries

The following demonstrates the selection of multiple consecutive records in the calendar for setting the Type to 
Periodic Usage.

Click on the row menu button

Click on the menu item Select More
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Press and hold the Shift key down.
 Click on Base Calendar Code = RENTAL, 
Document Type = 1, Document No. = RC00024
 
When the second record in the range is selected, then 
the circles for all records after the first record selected 
and the last record selected will be checked.

Click on the navigation menu item Set Usage

Click on the item Periodic Usage
 
The Periodic Usage button is enabled by default. As 
these dates will be billed at the Periodic Usage Unit 
price, no change is required on the pop-up.

Click on the button OK
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Click on Base Calendar Code = RENTAL, 
Document Type = 1, Document No. = RC00024

Select a single records for setting the type to Standby.

Click on the navigation menu item Set Usage

Click on the item Standby

Click on the button OK
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Click on Base Calendar Code = RENTAL, 
Document Type = 1, Document No. = RC00024

Click on the row menu button

Click on the menu item Select More

Click on Base Calendar Code = RENTAL, 
Document Type = 1, Document No. = RC00024
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Click on the navigation menu item Set Usage

Click on the item Periodic Usage

Click on the button OK

Click on the button Close
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Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar

Select the date the the invoice is to be posted on, 
which will post the Rental Amount Lines up to and 
including the date selected.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Click on the button Yes

Click on the button Yes

Click on the button OK

As all days from the Rental Start Date to Rental Return Date have been invoiced, the unit can be returned, 
which will close the contract.
The contract will then be available in the Completed Rental Contract list.
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Click on the cell Qty. to Return with the value 0

Enter the text 1.

When there are multiple rental units to be returned on the same date, then the Bulk Returns menu option on the 
main Rental Menu or the Rental Lines menu can be used to update the Qty. to Return for all or multiple Rental 
Lines.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals
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Click on the button Yes

Click on the button OK

4.2.10. How to Swap Rental Units with Periodic Usage

4.2.10.1. Overview
The swapping of a Rental Unit with periodic usage pricing can be processed on any date during a rental period.

The following scenarios provide examples of various swapping processes, and the results of that will occur.

The recommended process when swapping a Rental Unit assigned to a group within a rental period is that the 
Rental Periodic Usage Calendar on the unit to be returned be updated to the date of the swap, and an invoice 
be posted up to that date.
Thus ensuring that the Rental Values Entries created when posting the invoice are posted to the unit being 
returned.

This is especially important should the units be linked to Fixed Assets. The above process will ensure that the 
Rental Statistics will display the Periodic Usage and Standby Charge revenue on the unit, which generated the 
revenue.

Should the Rental Calendar be updated on the returning unit, however, an invoice is not posted, then the 
Rental Amount Lines and subsequent posting of an invoice will be post the usage to the Rental Value Entries of 
the unit shipped out, not the unit being returned.

Should the swap function be ran, and then usage need to be entered for the unit returned, this entry must be 
done on the unit shipped out in the swap. Thus leading to the same results as when not invoicing usage 
entered on the returning unit, before running the swap.

IMPORTANT NOTE

Currently swapping a rental unit with Periodic Usage and/or Standby Charges should NOT be done when the 
Rental Term on the Rental Line has an Invoicing Type of Start or Periodic Start due to known issue. 
Please review the NA Release Notes 6.0.0.0 for an explanation of the issue.

4.2.10.2. Swapping Rental Units within a Rental Period
The following demonstrates the recommended process for swapping a Rental Unit within a Rental Period.
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The contract is for 2 months, using a monthly periodic end rental term that has had the Periodic Usage and 
Standby Charges entered, and invoiced at the end of the first rental period.

The swap will occur within the second month.

The Rental Periodic Usage Calendar will be updated, setting the Usage Type on the days up to the day the 
swap will occur on.
Then an invoice will be posted, so that the usage will be posted to the unit being returned during the swap.

Click on the cell Rental Unit No. with the value 
RU00024-001

Click on the navigation menu item popup Functions

Click on the navigation menu item Rental Periodic 
Usage Calendar

Click on the navigation menu item Next Period
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Click on the first day to be included in the range of 
days.

Press and hold the Shift key down.
 Click on the last day to be included in the range of 
days.

The date that the unit will be swapped on, May 15, will not be billed to the customer as Periodic Usage or as a 
Standby Charge.

Click on the navigation menu item Set Usage

Click on the button OK
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Click on the button Close

The following is a review of the Rental Amount Lines created by the setting of the Usage Type on the calendar 
days.

Click on the cell Rental Unit No. with the value 
RU00024-001

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Billing Date with the value 5/14/2019

Notice that there is a Periodic Usage Rental Amount 
Line for each day from May 9 to May 14 and the 
Billing Date matches the day.

Click on the button Close

The following demonstrates the invoicing of the contract, using the last day, May 14, as the Posting Date.

Click on the field Posting Date

Click on the link Open the date picker
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Click on a date in the calendar

For this example, select May 14.

The Proforma Invoice can be printed, saved or previewed by selecting Process, then Print Proforma.

The following demonstrates the posting of the invoice.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

The menu option of Invoice and Print can be selected 
to print the invoice at the same time as the posting.

Click on the button Yes

The following message occurs as the Rental Unit 
Price field amount is zero. In this example this is 
correct, as the Rental Price card for the rental term on 
the line for the group, does not have a rental price.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1753/2540

ODT Rentals Online Help 5/15/2024 1753/2540

Click on the button Yes

Click on the button OK

The following demonstrates the review of the invoiced Rental Amount Lines on the unit that will be returned 
during the swap.

Click on the cell Rental Unit No. with the value 
RU00024-001

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Invoice No. with the value RI00007

Note that all the records related to the Rental 
Calendar records invoiced for the partial period prior 
to the swapping have the field Billed checked and the 
Invoice No. populated.
Also note, that there is a line with a Type of Rental for 
the next rental period.

Click on the button Close

The following demonstrates the review of the Rental Value Entries generated by the invoicing of the Rental 
Amount Lines created by the Rental Periodic Usage Calendar Entries.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Value 
Entries

Click on the cell Posting Date with the value 
5/14/2019

Note that Rental Value Entries were created for the 
usage entered and invoiced prior to the swapping 
process.

Click on the button Close

The following demonstrates the running of the Rental Swap function.

Click on the navigation menu item popup Functions



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1756/2540

ODT Rentals Online Help 5/15/2024 1756/2540

Click on the navigation menu item Rental Swap

Click on the button Yes

Click on the button OK

Click on the field Swap Date

The date in the Swap Date field defaults from the 
Users Work Date. The date is to be set to the date 
that the swap occurs on.
In this example, the swap is to occur on May 15.
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Click on the field Rental Unit No.

Click on the lookup button Rental Unit No.

Click on the link in cell No. with the value RU00024-
002

Select the Rental Unit that is to be shipped out during 
the swap.

Click on the button OK

A new Rental Line is automatically created for the shipped out unit.
The Rental Start Date is set to the day after the swap date. The Rental Return Date set to the date that was on 
the returned unit Rental Line prior to the swap.
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Click on the cell Rental Unit No. with the value 
RU00024-002

Click on the cell Rental Start Date with the value 
5/16/2019

Click on the cell Rental Return Date with the value 
6/7/2019

The following demonstrates a review of the Rental Amount Lines for the unit returned during the swap.

Click on the cell Rental Unit No. with the value 
RU00024-001
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Type with the value Periodic Usage

Notice that the line for the Type of Rental for May 8 to 
June 7 is no longer in the lines for the unit returned in 
the swap.

Click on the button Close

The following demonstrates the processing of the second invoice for the rental period. This includes the 
updating of the Rental Periodic Usage Calendar on the unit that was shipped out during the swap and the 
posting of the invoice.
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Select the date the second rental period is to be 
invoiced on. In this example the last day of the rental 
will be used, which is the same as the Rental Return 
Date on the Rental Line.

The following demonstrates the updating of the Rental Periodic Usage Calendar on the unit shipped out during 
the swap.
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Click on the cell Rental Unit No. with the value 
RU00024-002

Click on the navigation menu item popup Functions

Click on the navigation menu item Rental Periodic 
Usage Calendar

When calendar days are not billed on the unit returned the calendar on the shipped out unit will include these 
days.
In this example, May 15 is included from the unit returned during the swap, as the customer was not billed for 
usage for that day.

Click on the cell Date with the value 5/15/2019

The date of the swap, May 15, will not have the 
Usage Type set to Periodic Usage or Standby Charge 
as the day will not be billed to the customer.
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Click on the first day to be included in the range of 
days.

Press and hold the Shift key down.
 Click on the last day to be included in the range of 
records to set the Usage Type.

Click on the navigation menu item Set Usage

Click on the button OK
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Click on the button Close

The Rental Amount Lines can be reviewed, to verify that the dates selected, are the dates to be billed to the 
customer for the usage on the shipped out unit.

The Proforma Invoice can be previewed, printed or saved to PDF, if required.

The following demonstrates the invoicing of the second rental period, for the unit that was shipped out.

Click on the field Posting Date

Ensure the Posting Date is set to the date on which 
the invoice is to be posted.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

The menu option of Invoice and Print can be selected 
to print the invoice at the same time as the posting.
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Click on the button Yes

Click on the button Yes

Click on the button OK

The Posted Rental Invoice can be saved to PDF, printed or previewed using the following steps.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Posted Invoices

There are 3 invoices in the list, consisting of the 
invoice posted for the first rental period, the invoicing 
of the usage on the unit to be returned during the 
swap, and an invoice for the second rental period.
Click on the link in cell No. with the value RI00008

Click on the navigation menu item popup Actions

Click on the link Print Rental Invoice.

Complete the Options tab, then select the preferred option at the bottom of the request page, selecting either 
Send to, Print or Preview. Then select OK.

The Rental Unit still on rent can now be returned to complete the contract.
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4.3. Rental Packages
4.3.1. Rental Packages Overview

4.3.1.1. Overview
The Rental Packages functionality provides the ability to create kits comprised of components. Components 
which can be specified in a package include Rental Unit Groups, Rental Units, Standard Text Codes and 
descriptive comments.
 
A package can as well be created as a template package with only a descriptive comment and the rental 
components can be inserted into the package on the quote or contract rental lines to build the package.

The Rental Packages provides the capability to create 2 types of packages, which are based on how the pricing 
occurs.
 Price Allocation packages, where the package rental unit price per rental period of the package is allocated 

to the components in the package.
 Roll-up Price packages, where the package unit price per rental period is the sum of the rental unit prices 

on the component lines.

For both types of packages:
 The rental term on the package rental line defaults to the component lines. The component lines cannot 

have a different rental term than the package line.
 The components can be returned on dates equal to or earlier than the return date on the package rental 

line.

The ability to switch the type of package on it has been entered on a Rental Line is available. The field, Use 
Roll-up Pricing, can be added to the line using Personalize, which can be modified to change the type of 
package.

Rental Packages can be renumbered using the Renumber Rental Package menu option located in the Home 
menu. 
On the Rental Package Lines the Rental Package No. will be updated, the Rental Prices, Rental Sales Kits, 
and if applicable, the Metered Usage Ledger Entries will be updated to contain the new Rental Package No.

On open and completed Rental Quotes and Rental Contracts the Rental Unit No. field on Rental Lines 
containing the initial Rental Package No. will be updated.

NOTE: 
 Rental Swapping, Sub Rentals and Undo Shipment features can be used in packages.
 With Price Allocation Packages when Undo Shipment is ran, it runs for all component rental units. With 

Roll-up Packages the Undo Shipment can be ran on individual component rental units in the package.

 Metered Usage package pricing can only be used with Price Allocation packages.
 When a meter reading or metered usage is entered on component units' lines in a package, they are 

recorded only as adjustments for tracking the usage for maintenance purposes. Metered usage cannot be 
billed to the customer for the component unit rental lines of a rental package

 Rental Sales Kits can be setup on the Rental Packages.

To learn about these features, see ODT Rental Online Help, Additional Rental Processes.

The following rental features cannot be used with Rental Packages:
 Periodic Usage and Standby Charges are not available for use with Rental Packages.
 Hybrid Hourly rental terms and pricing cannot be used with rental packages.

 Additional Notes cannot be added to package. Rental component units, additional notes function as 
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standard additional notes.
 The Auto Credit Memo functionality cannot be used with Price Allocation packages. The Auto Credit Memo 

functionality can be used with Roll-up Pricing packages.

4.3.1.2. Price Allocation Rental Packages Overview
Rental Prices are assigned to the Rental Package in the same manner in which they are assigned to rental 
units. However, only a rental price and metered usage prices can be setup on Rental Packages.

Rental Packages provide the options to lock the package, lock the price, and allow or disallow discounts.
On the unit group or unit components in the package, the quantity can be locked, specify that zero price is 
allocated to a unit group/unit and specify that the record is not to print on rental documents.

On the rental quote and contract rental lines, the Rental Package price will be displayed in the Package Line 
Amount Excl. Tax field. If metered usage pricing has been setup on a package, the metered usage price fields 
can be added to the line and the prices can be modified. When a Metered Usage Qty. is entered, which 
populates the Billable Metered Usage Qty., then Rental Amount Lines will be created for the package line.

The rental unit price setup on the package is not posted to the package itself but is allocated to the component 
rental units. For the rental lines of the package components, the allocated rental unit price will be displayed in 
the Package Line Amount Excl. Tax field.
These prices are for the internal revenue allocation of the rental package price and are not shown on the rental 
documents.

The rental components of a package can be returned as a whole or individually. 

Should a rental unit component of the package be returned early, the Rental Package Price continues to be 
allocated to the rental unit as long as there are other components of package still out on rent.

As posting of the revenue to the G/L accounts is based on the component lines, a difference of a few cents can 
occur between the sum of the calculated revenue per rental line for revenue allocation and the Rental Package 
- Rental Price setup.

Therefore, on the applicable Customer Posting Groups, the Rental Package Rounding Acc. No. field must be 
populated to manage this difference and ensure that invoicing will match the Package Price setup on the Rental 
Package.

IMPORTANT NOTE:

The G/L Account cannot be the same G/L Account as the Invoice Rounding G/L Account.
 
The G/L Account for the Package Rounding must allow for Direct Posting.

The rounding amount can occur when the allocation of the Package Price to the group and unit components 
results in a multi-decimal places factor, which is used to adjust the rental unit component Rental Unit Price.

When this occurs and an invoice is posted, then on the Posted Sales Invoice, a line will be automatically 
created for the variance to the G/L Account specified in the Customer Posting Groups, Package Rounding Acc. 
No. field. On the Posted Rental Invoice, the variance will print in the Sales Charges section.

4.3.1.2.1. Example of the Package Price Allocation
In this example the Rental Package Price is 950.00 for a monthly periodic end rental term.

The package has a component of a Rental Unit Group with a rental quantity of 2 and a single unit with a rental 
quantity of 1. The rental unit group has a price of 300.00 for the monthly periodic end term and the single rental 
unit has a price of 400.00 for the same term. 

The Package Price allocation factor is determined as package price divided by the sum of the child and single 
unit component lines. 
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The sum of component lines: (300.00 times 2) plus 400.00 = 1,000.00.

Thus, for the example, the factor would be calculated as 950.00 divided by 1000.00 = 0.95.

The group, its’ child lines and the single unit Rental Unit Prices would be revised to be as follows:
Group and child lines: 300.00 times 0.95 = 285.00
The single unit line: 400.00 times 0.95 = 380.00

The sum of the lines would then be 285.00 plus 285.00 plus 380.00 = 950.00, which equals the rental package 
price.

NOTE:

When a Rental Term with Optimization is used, the Alt1 Unit Price and Alt2 Unit Price are revised based on 
their relationship to the Rental Unit price on the rental line prior to the revenue allocation calculation.

For example, if the term on the line is a monthly optimized term, and there is an Alt1 weekly optimized term and 
Alt2 daily optimized term. A factor is calculated against the monthly term for both the Alt1 and Alt2 prices.

The factors are calculated as Alt1 price divided by Rental Unit Price and Alt 2 price divided by Rental Unit 
Price.

After the Rental Unit price is revised during the rental package revenue allocation for the monthly term, then 
these Alt1 and Alt2 factors are applied to Alt1 and Alt2 unit prices on the rental line.

4.3.1.3. Roll-up Pricing Rental Packages Overview
The Roll-up packages enables the billing of a customer based on the detail of each Rental Contract line but 
print Package Lines on Rental Documents either as one summary line, or with the detail for each Rental 
Contract Line.
 
A roll-up package can be created containing Rental Units that are usually rented out together, but not all 
necessarily delivered or returned at the same time.

A template rental package can be created where the rental package lines contain only a descriptive comment, 
and package can be built directly on the rental lines by inserting the groups and/or units into the package on a 
Rental Quote or Rental Contact.

Roll-up Pricing packages provide the option to allow or disallow discounts. The package cannot be locked, nor 
can the price be locked.
 
On the unit group or unit components setup on the package, the quantity can be locked, and if required, specify 
that zero price is allocated to a unit group/unit.

With Roll-up Pricing Packages, the specification of a default Rental Term on the package is optional.

Rental Price cards are not configurable on Roll-up packages as the package price is the sum of the component 
prices per rental period.

The rental groups and rental units that are setup on a roll-up package or inserted into a package on the rental 
lines do not require that rental price cards exist on the groups or units. The Rental Unit Price for the groups and 
units can be entered on the component lines in a roll-up package.

With Roll-up Rental Packages the Rental Unit Price is not displayed on the package rental line as the package 
price for each rental period or invoice is the sum of the amounts that would be billed for the component lines.

4.3.1.3.1. Examples of the Roll-up Pricing
Example 1:
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The package components contain a Rental Unit Group with a rental quantity of 2 and a single unit with a rental 
quantity of 1. The rental unit group has a price of 300.00 for the monthly periodic end term and the single rental 
unit has a price of 400.00 for the same term.

The component lines contain the same Rental Start Date, Rental Billing Start Date, Rental Return Date and 
Rental Billing End Date.

The sum of component lines is: (300.00 x 2) plus 400.00 = 1,000.00.

When rental documents are printed the Roll-up Package line on the document will have a Total Price of 
1,000.00 for each rental period invoiced.

Example 2:
The package components contain a Rental Unit Group with a rental quantity of 2 and a single rental unit with a 
quantity of 1. The rental unit group has a price of 100.00 and the single rental unit has a price of 200.00 for the 
daily periodic end term.

The rental package line and the rental group and child unit lines have a Rental Start Date and a Rental Billing 
Start Date of April 12. The Rental Return Date and Rental Billing End Date of May 15.
 
The single rental unit has a Rental Start Date and a Rental Billing Start Date of April 12. The Rental Return 
Date and Rental Billing End Date of April 28.

For the Rental Quote or Rental Contact documents, when printed the Roll-up Package line on the document 
will have a Total Price of 10,200.00.
The package price being calculated as (100.00 x 2 x 34 days) for the group plus (200 x 1 x 17 days) for the 
single rental unit.

If an invoice was posted on April 30, the sum of the component lines would be (100.00 x 2 x 19 days) for the 
group child unit lines, plus (200.00 x 1 x 17 days) for the single unit = 7,200.00. 

The Roll-up Package line on the rental invoice would have a Total Price of 7,200.00.

4.3.1.4. Switching the Type of Package on the Rental Line
The switching of the type of pricing package on the package Rental Line is accomplished by either checking or 
clearing the Use Roll-up Pricing field.
This field is available to add to the Rental Line using Personalize.

Once any shipping has been done, in order to switch the type of package, Undo Shipment must be ran.

For a Price Allocation package that was shipped, the Undo Shipment must be ran. 

For a Roll-up Pricing package, the Undo Shipment must be ran on all component rental lines that were shipped.

When the package entered on the rental line is a Price Allocation package the field will be not be checked, and 
the Rental Unit Price field will be populated with the package price for the rental term on the line.

When the package entered on the rental line is a Roll-up Pricing package the field will be checked, and the 
Rental Unit Price will not be populated on the package rental line.

Switching the type of package cannot be done once an invoice has been posted.

The switching can only be done prior to shipping a Price Allocation package or shipping any of the Roll-up 
Pricing package components.

When the package on the rental line is a Price Allocation package and the Use Roll-up Pricing field is 
subsequently checked, the following will occur:
 The Rental Unit Price on the rental package line will be set to zero
 The component group and unit lines, Rental Unit Price, will be reset to their original prices from their price 
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cards for the rental term on the line

When the package entered on the rental line is a Roll-up Pricing package and subsequently the Use Roll-up 
Pricing field is cleared, then the following will occur:
 The Rental Unit Price on all component rental lines will be set to zero until a Rental Unit Price for the 

package is entered on the package rental line.

 Once the package Rental Unit Price is entered, the price will be allocated to the components, Rental Unit 
Price.

 If any component group or rental unit does not have a rental price card for the term on the rental line, then 
the Rental Unit Price will remain as zero.

4.3.1.5. Printing Rental Documents with Rental Packages
When printing rental documents an option, Show Rental Details, is provided for choosing whether the Rental 
Quote, Rental Contract, Proforma Invoice and Posted Rental Invoice are to print in a summarized manner or 
detailed manner.

When the Show Rentals Details is set to No on the printing request page, then only the Rental Package line 
with description, quantity, package pricing and Total Price will be printed for each rental package on the rental 
lines.

When the Show Rentals Details is set to Yes, then for Price Allocation Rental Packages the package 
components lines will be shown below the Rental Package line with only quantity for individual components. 
Unit Pricing and Totals will not be displayed for any of the component lines.

When the Show Rentals Details is set to Yes, then for Roll-up Pricing Rental Packages the package 
components lines will be shown below the Rental Package line with the date range, quantity, and pricing details 
for each of the individual components.

For Price Allocation Rental Packages, the calculated rounding amount prints in the Sales Charges section on 
the Proforma Invoice and the Posted Rental Invoice.

NOTE:

The Rental Invoice Rounding amount is always added to the Amount Exempt from Sales Tax as per standard 
Dynamics 365 Business Central sales documents.

4.3.2. How to Set Up Rental Packages

4.3.2.1. Overview
Setup for using Rental Packages consists of:
 Setting up a No. Series for Rental Packages and updating Rental Management Setup
 G/L Account setup for Rental Package Rounding and updating the Customer Posting Group(s) when using 

Price Allocation Rental Packages
 Setting up Rental Packages
 Setting up Rental Prices on Packages only when using Price Allocation Packages

NOTE:
When a unit or unit group with Metered Usage or Periodic Usage is selected to be added as a component, then 
a message will occur.
 
The message when adding a group or unit with Periodic Usage and Standby Charge pricing is similar to the 
message below.

Example of a message when adding a group or unit with Metered Usage pricing:
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Rental Unit SRU00103 is setup for Metered Usage Enabled, therefore metered usage transactions will be 
recorded as adjustments. Billing of metered usage is not allowed on rental package components. Do you want 
to include the unit in the package?

Rental Sales Kits can be setup on Rental Packages.

To learn about Rental Sale Kits, please see the related help located in the Additional Processes.

4.3.2.2. No. Series and Rental Management Setup
No. Series for Rental Packages:
The setup of separate No. Series for Rental Packages is optional. If not setup, then the Rental Unit No. Series 
specified on Rental Management Setup, will be used when creating Rental Packages.

If a separate No Series is setup for Rental Packages, then the Rental Management Setup, Numbering tab field 
Rental Package Nos. must be populated in order for this No. Series to be used.

NOTE:
If the Manual field on the No. Series is set to yes, then unique codes per package can be entered when setting 
up Rental Packages.

Business Manager Profile

The following demonstrates the setup of a No. Series record for Rental Packages when an organization wants 
a separate No. Series for packages.

Click on the link 

Click on the field Type to start search:
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Enter the text No series.

Click on No. Series Administration

Click on the link New

Click on the cell Code
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Enter the text Rent pkgs.

Click on the cell Description

Enter the text Rental Packages.

Click on Default Nos.
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Click on Manual Nos.

The selection of Manual is optional.
This field would only be checked, if the organization 
prefers to have unique codes for the Rental Packages 
that are not sequential.

Click on the link Navigate

Click on the link Lines

Click on the cell Starting No.
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Enter the text RP00001.

Click on the cell Ending No.

Enter the text RP99999.

Click on the back button
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Click on the back button

The following demonstrates the updating of the Rental Management Setup for the Rental Package No. Series 
Code.

Click on the link Rental Management

Click on the link Rental Management Setup

Click on the action toggle edit/view
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Click on the field Rental Package Nos.

Click on Code = RENT PKGS, Description = Rental 
Packages

Click on the back button

4.3.2.3. G/L Account and Updating Customer Posting Groups
Overview:
To manage the invoice rounding for Price Allocation Rental Packages and to ensure the price invoiced for a 
rental package matches the setup price, the G/L Account must be specified on the Customer Posting Groups to 
where the rounding is to be posted to.

G/L Account Setup:
The setup of the G/L Account for the Rental Packages is not demonstrated here. To learn about setting up G/L 
Accounts, see the Dynamics 365 Business Central help.

IMPORTANT
 The G/L Account to which the rounding is to be posted to must have the Direct Posting field set to Yes.
 The General Product Posting Group should be populated if a unique group is used for rentals.
 The G/L Account selected in the Package Rounding Account cannot be the same account as specified in 

the Invoice Rounding Account field in the Customer Posting Groups.

Updating the Customer Posting Groups:

Business Manager Profile

For the following example, a G/L Account called Rental Package Rounding was created in advance.
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Click on the link 

Enter the text customer posting group.

Click on Customer Posting Groups Administration

Click on the cell Rental Package Rounding Acc. No.
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Click on the link in cell No. with the value 61950

Click on the cell Rental Package Rounding Acc. No.

Click on the link in cell No. with the value 61950

Click on the back button

4.3.2.4. Rental Package Fields
The following picture displays the Rental Package card.
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 No.: Enter a code that is indicative of what the package is.
 Description: Enter a short description which is indicative of what the package is.
 Package Locked: If the Package Locked field is checked, then the ability to modify the package and 

component lines on the rental line is restricted. This field can only be enabled for Price Allocation Rental 
Packages.

On the Rental Lines for a Price Allocation Rental Package which has Package Locked enabled, the fields which 
can be modified include:
 Description
 Rental Quantity, which will update all component lines Rental Quantity when the quantity is not locked.

 Rental Start Date, which will update all component lines for rental unit groups and units.
 Rental Start Time, which will update all component lines for rental unit groups and units.

 Rental Return Date, which will update all component lines for rental unit groups and units. - Rental Return 
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Time, which will update all component lines for rental unit groups and units.

 Package Line Amount Excl. Tax field, which contains the Package Price when using Price Allocation 
packages. When modified will recalculate the component unit price for revenue allocation. This field is not 
populated when using Roll-up Pricing Rental Packages.

NOTE:
The Package Line Amount Excl. Tax field must be added to the Rental Lines using Personalize when an 
organization is using Price Allocation Rental Packages.

On the Rental Line for the component units in a locked package, the fields which can be modified include:
 Location Code
 Vendor No. which is used with Sub rentals. This field must be added using Personalize when Sub Rentals 

are used.
 Sub Rental Description, which is used with Sub rentals. This field must be added using Personalize when 

Sub Rentals are used.

Additional information on editing locked packages:
 Package component lines cannot be deleted.
 Package component lines cannot be added.
 Package component lines, Standard Text Code and extended text cannot be modified or deleted.
 Package component lines, description field comment cannot be modified or deleted.

 Price Locked: If the Price Locked is checked, then the Package Price cannot be modified by the user on 
the rental line. This field can only be enabled for Price Allocation Rental Packages.

 Allow Discounts: The Allow Discounts field is set to Yes by default, however, can be overridden should 
discounts not be allowed for the package being setup. This field is related to Line Discounts only. Invoice 
discounts are not allowed. 

 Use Roll-up Pricing:  Specifies whether the Rental Package will be based on Price Allocation or be based 
on Roll-up Pricing. When enabled rental price cards are not setup and the package price is the sum of the 
component’s prices.

When disabled, the package pricing will be based on Price Allocation, where the price is setup on the rental 
price cards of the Rental Package and the price will be allocated to the components of the package.

 Rental Terms Code: The entry of a Rental Terms Code is only mandatory when the package is a Price 
Allocation Package. When the package has Roll-up Pricing enabled the entry of a Rental Terms Code is 
optional.

Usage Tab:
Metered Usage package pricing can only be used with Price Allocations packages.
 Metered Usage Enabled: This field is used to specify whether Metered Usage is required for the Rental 

Package.

 Metered Usage Base UOM Code: This field is used to specify the Base UOM (unit of measure) for 
tracking metered usage on the rental package. Examples for the Base UOM are miles, kilometers, and 
hours.

 Copy Package Metered Usage to Lines: Specifies whether metered usage entered on the rental package 
line is to be copied to the rental unit component lines that have the same usage unit of measure.
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Posting Tab
 General Product Posting Group: Select the applicable group for determining in conjunction with the 

General Business Posting Group, the GL Accounts in General Posting Setup that are to be used in posting 
the allocated revenue.

 Tax Group Code: Select the applicable default Tax Group Code.

Rental Package Lines:
The Rental Package Lines is where the components of the package are setup. The components available 
consist of Rental Group, Rental Unit, Standard Text Codes, with and without extended text, and descriptive 
comments.

When the Rental Package is selected on the rental line, the components will default onto the rental lines 
directly below the rental package line, when moving off the package line.

Field Information for Rental Package Lines:
Type
 Select the applicable Type for the record. The types include Rental Group, Rental Unit and Comment. The 

type of Comment is used for Standard Text Codes and for description field comments on the rental lines.

No.
When using the look-up, the list displayed is based on the Type selected.
 For example, if the Type of Rental Group is selected, then a listing of all Rental Groups is displayed.

In order for the rental revenue to be allocated to the Rental Groups, child units and Rental Units entered 
individually the group and units not assigned to a group must have a Rental Price card setup for each Rental 
Price card setup on the Rental Package.

Otherwise a message will pop-up advising the group or unit will have a zero price and asking if the user would 
like to continue. If Yes is selected, then the Zero Price field will be automatically checked and cannot be 
unchecked. If No is selected, then the insertion of the group or unit will be aborted.

 Description: The Description field will be automatically populated with the Description from the rental 
product selected in the No. Field when Rental Group or Rental Unit is selected. The Description field can 
be overridden.

 Should the Type selected have been "Comment", then if a Standard Text Code is to be added to the package, 
look-up and select the Standard Text Code in the No. field. If a descriptive comment is being added, then type 
the comment in the description field.

 Quantity: Enter the quantity of the rental group or unit that is to be included in the package. Should a rental 
unit be linked to a Fixed Asset the quantity defaults to 1 and cannot be changed and the Lock Quantity field 
is automatically checked.

Rental Units not linked to groups must have the Allow Overbooking set to Yes, to be able to enter a quantity 
greater than 1 in the package lines.

 Lock Quantity: If the Lock Quantity field is checked, then the quantity remains static, should the Rental 
Quantity on the Rental Package line is changed to be greater than 1. Otherwise when the Rental Quantity 
on the rental line for the package is changed, then the Rental Quantity for the component lines will be 
incremented as well.

For example:
If the Lock Quantity is not checked and a Rental Unit Group component has a quantity of 2 in the rental 
package lines, and on the rental line for the package the Rental Quantity of 2 is entered, then on the Rental 
Unit Group line the Rental Quantity will automatically change to 4 and additional child lines will be inserted.
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When the Lock Quantity is checked, then on the Rental Unit Group line, then the Rental Quantity will remain as 
2.

 Zero Price: When this field is checked on a record, then when the package lines are populated when the 
package is selected, this component Rental Unit Price will automatically be set to zero.  Thus no rental 
revenue will be posted to the rental unit or rental units in a group.

  Do not Print: This field is used to specify whether the component line is to print on the rental documents. 
When checked the component will not print on the rental documents.

4.3.2.5. How to Setup a Price Allocation Rental Package Excluding 
Metered Usage

Overview 
The setting up of Rental Packages consists of setting up the card with the applicable options, adding 
components to the Rental Package Lines and setting up Rental Price cards on the Rental Packages.

In the following example, a Rental Package will setup with the following components and will not be setup to 
include Metered Usage
 Mini Excavator Group with a Quantity of 2
 A Descriptive comment: Daily equipment inspections are mandatory.
 A Descriptive comment: Inspection checklists must be completed and signed.

 Standard Bucket Group with a Quantity of 2, with Zero Price checked
 Vibrator Plate Group with a Quantity of 1, with Lock Quantity checked
 A Standard Text Code, Rental Returns
 In addition, the package will not be locked, nor will the price be locked.

Business Manager Profile

Click on the navigation menu item Rental Packages

Click on the link New
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Click on the field No.

The Rental Package number will automatically 
populate from the No. Series when the user moves off 
the field.

Click on the field Description

Enter the text Mini Excavator with Vibrator Plate.

Click on the field Rental Terms Code
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Click on Code = MONTH-PEND, Description = 
Monthly Rental - Per. Billing in Arrears

Click on the field Gen. Prod. Posting Group

Click on Code = RETAIL, Description = Retail

Click on the field Tax Group Code
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Click on Code = SUPPLIES, Description = Taxable 
Olympic Supplies

Click on the cell Type with the value Rental Group 
Rental Unit Comment

Click on the item Rental Group in the list

Click on the cell No.
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Click on the lookup button in the cell No.

Click on the link in cell No. with the value RU00018

Click on the cell Quantity with the value 1

Enter the text 2.
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Click on the cell Type

Click on the item Comment in the list

Click on the cell Description

Enter the text Daily equipment inspections are 
mandatory.
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Click on the cell Type

Click on the item Comment in the list

Click on the cell Description

Enter the text Inspection checklists must be 
completed and signed.
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Click on the cell Type

Click on the item Rental Group in the list

Click on the cell No.

Click on the lookup button in the cell No.
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Click on the link in cell No. with the value RU00019

Click on the cell Quantity with the value 1

Enter the text 2.

Click on Zero Price

As no revenue is to be allocated to the standard 
bucket, as it is included with the Mini Excavator, the 
Zero Price field is checked.
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Click on the cell Type

Click on the item Rental Unit in the list

Click on the cell No.

Click on the lookup button in the cell No.
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Click on the link in cell No. with the value RU00021-
001

Click on Lock Quantity

With this package only 1 vibrator plate unit is 
provided, even when the rental quantity for the 
package will be greater than 1.

Therefore, the Lock Quantity field is checked to 
ensure that the Rental Quantity remains as 1 should 
the package line, Rental Quantity be greater than 1.

The following demonstrates the adding of a Standard 
Text Code to the package.
Click on the cell Type

Click on the item Comment in the list
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Click on the cell No.

Click on the lookup button in the cell No.

Click on the link in cell Code with the value RENTAL 
RETURNS

4.3.2.6. How to Setup a Price Allocation Rental Package with 
Metered Usage

Overview of Rental Package Metered Usage Feature:

Rental Packages include the capability to enter and bill customers for metered usage for the rental package as 
a whole.
The component units' metered usage is for tracking the usage for maintenance purposes only and will not be 
billed to the customer.

The Rental Package metered usage feature provides an option to copy the Metered Usage Qty. entered on 
package line to the component rental units of the package. The Metered Usage Qty. will only be copied to the 
units which have the same Metered Usage Unit of Measure as the rental package.

The Rental Price cards must be setup with the metered usage pricing. The setup of the metered usage pricing 
on the price card is mandatory in order to bill for metered usage.

The setups include configuration of the Usage tab on the Rental Package card, and the Rental Price cards with 
the metered usage pricing. The setup of the metered usage pricing is mandatory.

The metered usage prices can be modified on the package rental line for the pricing levels setup on the price 
card.
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The setting up of Rental Packages for Metered Usage consists of setting up the card with the applicable 
options, including the Metered Usage options, adding components to the Rental Package Lines, and setting up 
Rental Price cards on the Rental Packages.

In the following example, a Rental Package will setup to include Metered Usage and the following Rental 
Package Lines.
 Wacker Skid Steer Group with a Quantity of 1
 A Descriptive comment: Daily equipment inspections are mandatory.
 A Descriptive comment: Inspection checklists must be completed and signed.

 Wacker Pallet Fork Group with a Quantity of 1
 Ford 150 Trucks Group with a Quantity of 1
 Standard Text Code, Rental Returns

In addition, the package will not be locked, nor will the price be locked.

Business Manager Profile

Click on the navigation menu item Rental Packages

Click on the navigation menu item New

Click on the field Description
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Enter the text Wacker Skid Steer Package.

Click on the field Rental Terms Code

Click on the link in cell Code with the value WEEK-
PEND

Click on the toggle field Metered Usage Enabled
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Click on the field Metered Usage Base UOM Code

Click on the link in cell Code with the value HOUR

Click on the toggle field Copy Package Metered 
Usage to Lines

Click on the cell Type with the value Rental Group 
Rental Unit Comment

Select Rental Group.
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Click on the cell No.

Click on the lookup button in the cell No.

Click on the link in cell No. with the value RU00022

Click on the button Yes



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1799/2540

ODT Rentals Online Help 5/15/2024 1799/2540

Click on the cell Quantity with the value 1

The Quantity field is automatically populated with 1, 
which for this example is the correct quantity.

On Rental Group Type lines, the quantity can be set to the desired number of units to be included in the 
package.

Click on the cell Type

Click on the item Comment in the list

Click on the cell Description
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Enter the text Daily equipment inspections are 
mandatory.

Click on the cell Type

Click on the item Comment in the list

Click on the cell Description
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Enter the text Inspection cheklists must be 
completed and signed.

Click on the cell Type

Select Rental Group.

Click on the cell No.

Click on the lookup button in the cell No.
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Click on the link in cell No. with the value RU00028

Click on the cell Quantity with the value 1

The Quantity field is automatically populated with 1, 
which for this example is the correct quantity.

Click on the cell Type

Select Rental Group.

Click on the cell No.
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Click on the lookup button in the cell No.

Click on the link in cell No. with the value RU00023

Click on the button Yes

Click on the cell Quantity with the value 1

The Quantity field is automatically populated with 1, 
which for this example is the correct quantity.

4.3.2.7. Price Allocation Rental Package Price Card Fields
Rental Price cards are mandatory for all rental terms that are to be used with a Price Allocation package.
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For each price cards setup for rental terms on the package, then all Rental Unit Group and Rental Unit 
components setup in the Rental Package Lines, must have price cards setup for the same rental term with their 
applicable prices.
 
These are prices are used in the allocation of rental revenue for the Rental Package price to the rental 
components specified in the Rental Package Lines.

The Rental Price setup on Rental Packages does not include Damage Waiver charges.
 
Should Damage Waiver charges be required, then the Rental Unit Groups or Rental Units in the Rental 
Package Lines must have the Damage Waiver prices setup on their Rental Price cards.
 
Damage Waiver charges are charges in addition to the Rental Price setup on the package.

Mandatory Fields:

Rental Term Code
Select the Rental Terms Code that applies to the price being setup for the package.
Price
Enter the price that applies to the rental term selected. This is the price the customer will be billed, based on 
the term selected.

When the term selected has an Invoicing Type of End or Start the price for the rental charges will apply to the 
full rental unless the contract is extended. When the term selected has an Invoicing Type or Periodic End or 
Periodic Start, then the customer will be billed this price for the rental charge each rental period.

Tax Group Code
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The Tax Group Code selected specifies the tax group that is used to calculate the sales tax on rental quotes 
and contracts for the rental term selected, when invoicing the rental contract.

The Tax Group Code on the price card will default to the rental quote/contract rental lines and takes priority 
over the Tax Group Code on the rental package card. This can be overridden on the package rental line when 
the field, Package Locked, is not set to yes, on the package card.

For Rental Package component lines, the Tax Group specified on the Rental Price card of the package will be 
applied to all component rental lines and cannot be edited on these lines.

Optional Fields:

Rentals provides the ability to specify pricing, which is valid between a Starting Date and an Ending Date. This 
setup can be used for all prices for tracking pricing, and enables the setting up when prices are to increase, in 
advance or can be used for promotion sales pricing.

Starting Date
The date entered in this field specifies the date on which the pricing becomes effective.

Ending Date
The date entered in this field specifies the date on which the pricing ends.

Currency Code
Separate price cards can be setup for other currencies, should the organization not want the system to 
automatically calculate the price for a foreign currency customer using the exchange rates setup in Dynamics 
365 Business Central.

If it is preferred that separate price cards are to be used, then select the currency that the price is being setup 
for.

NOTE:
When foreign currency price cards are setup, the system uses the price card price, which is a static price. It 
does not adjust when exchange rates are changed.

Allow Line Disc.
By default, this field is set to allow line discounts. Should line discounts not be allowed for the selected rental 
term, then disable the field.

When a Rental Package card, has the Allow Discounts disabled, then the Allow Line Disc. setting on the price 
card is not applied.

When on the package card, the Allow Discount is enabled, then the Allow Line Disc. setting on the price card 
will apply to the Rental Package line and all component lines.

Informational fields:

Optimize
Displays the Optimize setting as setup on the rental term selected and cannot be edited.

Prorate
Displays the Prorate setting as setup on the rental term selected and cannot be edited.

Rental Terms Code Alt1:
Displays the Alt1 code is setup on the rental term selected and cannot be edited. This term will default to the 
rental line on which the package is selected. When the rental term has Optimize set to All Periods, then the 
rental price for this term will default to the rental line, ALT1 Rental Unit Price field and will be used in the billing 
calculations.

Rental Terms Code Alt2:
Displays the Alt2 code is setup on the rental term selected and cannot be edited. This term will default to the 
rental line on which the package is selected. When the rental term has Optimize set to All Periods, then the 
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rental price for this term will default to the rental line, ALT2 Rental Unit Price field and will be used in the billing 
calculations.

Metered Usage Tab:

The following provides an overview of the metered usage related fields on the rental price card. The fields can 
only be edited if the Rental Package card has the Metered Usage Enabled field activated and the Metered 
Usage Base IOM code field populated.

Metered Usage Billing:
A toggle field, which must be enabled, to indicate that Meter Usage entry on the package rental line is required. 
Metered Usage pricing cannot be setup on the Rental Price card, unless this field is enabled.

Metered Usage UOM Code:
The UOM (Unit of Measure) Code defaults from the setup on the rental package card. This field is mandatory.

Metered Usage Period Code: 
Specifies the Period Code that will be applied to the Metered Usage. Normally this set to the same Period Code 
that is on the Rental Term card selected on the General tab. 

Metered Usage Levels:
Specified the number of metered Usage Levels including Unlimited (1 level), 2 levels. 3 levels.

The following price and allowance quantity fields will be able to be configured depending on the option selected 
in the Metered Usage Levels field.

For example, if 2 Levels is selected, then only the Metered Usage Base Price, Metered Usage Level 1 End Qty. 
and Metered Usage Level 2 Unit Price will be able to be configured.

Metered Usage Base Price: 
Specifies the price that will be billed for quantities from 0 to the Metered Usage Level 1 End Qty. This price can 
be set to 0.00, when there is a set allowance for the rental where billing for Metered Usage only occurs, if 
greater than the allowance.

Metered Usage Level 1 End Qty.:
Specifies the quantity at which the first level allowance ends.

Metered Usage Level 2 Unit Price:
Specifies the price per UOM that will be billed to the customer for usage that falls within the second level range.

Metered Usage Level 2 End Qty.:
Specifies the quantity at which the second level allowance ends.

Metered Usage Level 3 Unit Price:
Specifies the price per UOM that will be billed to the customer for usage that exceeds the Metered Usage Level 
2 End Qty.
 
Metered Usage Allow Line Disc.:
Specifies whether Line Discounts are to be allowed for Metered Usage or not.

Metered Usage Tax Group Code:
Specifies the Tax Group Code that should be applied to Metered Usage charges. This field is mandatory.

4.3.2.8. How to Add Rental Prices to Price Allocation Rental 
Packages

Business Manager Profile

Two examples of setting up a Rental Price card on a Rental Package are provided.
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The first example demonstrates setting up a price card that only contains a rental price for the selected term on 
the price card.

The second example demonstrates setting up a price card that contains both a rental price and metered usage 
pricing for the selected term on the price card.

IMPORTANT
If an organization will be setting up Rental Price cards on a package for terms with Optimize enabled, then the 
optimized Rental Price cards on the components need to be the same proportions as the price cards on the 
package.

If the proportions are not the same, then when the package rental price is allocated to the components, the 
optimization of the component lines will be calculated differently than the package line.
Thus, potentially resulting in a large rounding amount for the difference.

The following demonstrates the setup of a Rental Price card with only a rental price on a Rental Package. This 
example does not include Metered Usage pricing setup.

In this example, a Price Card for an end rental term (MONTH-END - PRORATE) will be setup with a price of 
2,125.97, to demonstrate the rounding.

NOTE:

Price cards were setup for the same rental term, MONTH-END-PRORATE, on the Rental Unit Groups as 
follows:
 Mini Excavator with a price of 900.00
 Standard Bucket with a price of 180.00
 Vibrator Plate with a price of 450.00

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Prices
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Click on the field Rental Term Filter

Click on the navigation menu item New

Click on the field Rental Terms Code

Click on the link in cell Code with the value MONTH-
END-PRORATE
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Click on the field Price

Enter the text 2125.97.

Click on the field Tax Group Code

Select the applicable Tax Group Code that is to be 
applied to the rental charges that use this price card.

Click on the link in cell Code with the value 
SUPPLIES
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Click on the back button

Click on the back button

The Rental Package is now ready for renting.

To learn about processing contracts with Rental Packages, see the ODT Rental Online Help, Additional 
Processes, Rental Packages, How to Process Contracts with Rental Packages.

The following demonstrates setting up a rental price card, including metered usage pricing on the Rental 
Package configured for metered usage.

NOTE:
Price cards were setup for the same rental term, WEEK-PEND, (for recurring invoicing at the end of each 
week), on the Rental Unit Groups configured on the package.

The weekly pricing on each group are as follows:
 Wacker Skid Steer with a rental price of 2000.00, plus enabled for metered usage with a Usage UOM of 

HOUR, with prices and allowances for 2 Levels. The metered usage will be recorded for maintenance 
tracking purposes only, as the group and unit are a package component.

 Wacker Pallet Fork with a rental price of 300.00
 Ford 150 Truck with a rental price of 500.00, plus enabled for metered usage with a Usage UOM of MILES, 

with prices and allowances for 2 Levels. The metered usage will recorded maintenance tracking purposes 
only, as the group and unit are a package component.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Rental Prices

Click on the navigation menu item New

Click on the field Rental Terms Code

Click on the link in cell Code with the value WEEK-
PEND
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Click on the field Price

Enter the text 2500.00.

Click on the field Tax Group Code

Click on the link in cell Code with the value 
SUPPLIES
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Click on the toggle field Metered Usage Billing

Click on the field Metered Usage Period Code

Click on the link in cell Code with the value WEEK

Click on the field Metered Usage Levels
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Click on the item 2 Levels in the list

Click on the field Metered Usage Base Price

Enter the text 40.00.

Click on the field Metered Usage Level 1 End Qty.
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Enter the text 40.

Click on the field Metered Usage Level 2 Unit Price

Enter the text 80.00.

Click on the back button

The Rental Package is now ready for renting.

To learn about processing contracts with Rental Packages that have Metered Usage pricing, see the ODT 
Rental Online Help, Additional Processes, Rental Packages, How to Process Contracts for Rental Packages 
with Metered Usage Pricing.

4.3.2.9. How to Setup a Roll-up Pricing Rental Package
The following example demonstrates the setup of a Rental Package with Roll-up Pricing and package lines.

NOTE:
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To setup a Roll-up package as a template package, where the groups and units are inserted on the rental lines, 
then the only Rental Package line required is a line with Type of Comment and a short comment typed in the 
Description field.

Click on the navigation menu item Rental Packages

Click on the link New

Click on the field Description

Enter the text Mini Excavator with Standard 
Bucket.
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Click on the toggle field Use Roll-up Pricing

Click on Package Locked
 
Note that the Package Locked field can no longer be 
enabled as Roll-up Packages cannot be locked.

Click on Price Locked
 
Note that the Price Locked field can no longer be 
enabled as Roll-up Packages do not have Rental 
Price cards setup.

Click on the field Gen. Prod. Posting Group
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Click on the link in cell Code with the value RETAIL

Click on the field Tax Group Code

Click on the link in cell Code with the value 
SUPPLIES

Click on the cell Type with the value Rental Group
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Click on the cell No.

Click on the lookup button in the cell No.

Click on the link in cell No. with the value RU00018

Click on the cell Quantity with the value 1
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Enter the text 2.

Click on the cell Type with the value Rental Group

Click on the cell No.

Click on the lookup button in the cell No.
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Click on the link in cell No. with the value RU00019

Click on the cell Quantity with the value 1

Enter the text 2.

As the package has the Use Roll-up Pricing enabled, the Rental menu option of Rental Prices will not be 
available.

Click on the back button
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Click on the cell Use Roll-up Pricing with the value 
on
 
Note that on the Rental Packages list that the field, 
Use Roll-up Pricing is checked, thus identifying the 
package is based on Roll-up Pricing.

The following picture displays the setup for a Roll-up Package template, which provides the ability to insert 
rental units into the package.

4.3.3. Processing Price Allocation Packages

4.3.3.1. How to Process Contracts with Rental Price Allocation 
Packages

4.3.3.1.1. Overview
The Package Price Excl. Tax field will need to be added to the Rental Lines using the Personalize feature.
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The rental contract will be for a one month plus 9 days which will use proration to determine the prices.

The rental package price setup for the MONTH-END-PRORATE rental term has a price of 2,125.97 for one 
month.  As the contract is for one month plus 9 days the proration calculation is used to determine the 9 day 
price as 1,371.59. Thus the full contract price is 3,497.56.

The sum of the group prices and the individual unit, for a single rental period, is 2,250.00 plus 1,451.61 for the 
9 days which totals 3,701.61.

During the revenue allocation of the Rental Package to the component units, the factor is calculated as follows:
Rental Package price, 2,125.97 divided by 2,250.00 which equals 0.944876.

Then the factor is applied to the rental unit price for the component units during revenue allocation. Each unit 
price will be multiplied by the factor and revise the Rental Unit Price on the line, so that the sum of the units will 
equal the Rental Package, Rental Unit Price.

A rounding amount of 0.01 occurs for the partial period, and will be posted to the G/L Account specified in the 
Rental Package Rounding Ac. No. field, on the Customer Posting Groups.

The calculated rounding amount prints in the Sales Charges section on the Proforma Invoice and the Posted 
Rental Invoice.

Rounding amounts may or may not occur depending on the rental term and whether the length of the rental 
contract has a partial period in it.

NOTE:

When a package contains groups or units that have the Metered Usage Enabled field enabled, then the entry of 
either a Current Meter Reading or Metered Usage Qty. is required. This is to ensure that the tracking for 
maintenance purposes is supported in rental packages.

To learn about processing Metered Usage for maintenance tracking purposes only, see ODT Rental Online 
Help, Additional Rental Processes, Metered Usage. 

When a package contains groups or units that have the Periodic Usage Enabled field enabled, the Rental 
Periodic Usage Calendar is not available to record the days in use and days on standby.

4.3.3.1.2. How to Add the Package Price Excl. Tax field to Rental 
Lines

Sales Order Processor Profile

The same steps apply to a user having the Business Manager Profile.

The following demonstrates adding the Package Price Excl. Tax field to the Rental Lines on an open Rental 
Contract.

Click on the navigation menu item popup Settings
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Click on the button Personalize

Click on the Rental Lines section to select the part of the document that the fields will be added to.

Click on the link More

Click on the link Field

Click and hold the left mouse button on the data brick 
Caption = Package Line Amount Excl. Tax

Drag and Drop the field to where you would like it 
located on the Rental Lines.

Suggestion is that this field be placed in front of the 
Rental Unit Price field and resize the field, so that it 
takes up less space.
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Click on the link Done

4.3.3.1.3. How to Process a Contract with a Rental Package
The following demonstrates the creation of a contract, the entry of a Rental Package that contains only a rental 
price on the price card, and the processing of the rental contract.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on No. = 10000, Name = Adatum Corporation, 
City = Atlanta
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RP00001

Select the applicable Rental Package.

Click on the cell Rental Terms Code

As the example is for MONTH-END-PRORATE the 
Rental Terms Code must be changed.
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Click on the lookup button in the cell Rental Terms 
Code

Click on Code = MONTH-END-PRORATE, 
Description = Monthly Rental for Prorated End 
Billing

Click on the button Yes

The message regarding the zero price on some lines 
occurs as on the Rental Package Lines, the Standard 
Bucket line has the Zero Price field checked.

Click on the cell Rental Quantity
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Enter the text 1.

NOTE

A Location Code cannot be entered on the rental line when a package has been selected. Locations are 
entered on the component rental lines, as it is possible for the units to be located in a variety of locations.

When a Customer card does have a location specified, this location will not populate the Rental Package line 
on the quote or contract.

Click on the cell Rental Return Date

As the example is for a contract with a length of one 
month and nine days, the Rental Return Date must be 
changed as follows.

Click on the link in cell Rental Return Date

Click on a date in the calendar
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Click on the cell Rental Unit Price

The Rental Unit Price will default from the Rental 
Package price for the selected rental term.

NOTE
The Package line Rental Unit Price can be modified, if 
the Price Lock is not checked on the package card. 
The revenue allocation will recalculate the Rental Unit 
Price on the component line units.

When moving off the rental package line the 
components setup on the Rental Package Lines will 
default into the rental lines directly below the package.
Click on the cell Package Line Amount Excl. Tax 
with the value 2,125.97

Click on the cell Rental Unit Price

Note that price on the first group component has been 
revised from the price card on the group of 900.00 to 
850.39 during the revenue allocation.

Component Lines:

When Locations are used, the specification of the Location code on the Group and/or child units’ rental lines is 
required.

The following demonstrates the specification of the Location on the unit group lines and the selection of the 
units for the groups.

Click on the cell Location Code
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Click on Code = EAST, Name = East Warehouse

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00018-
001
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00018-
002

Click on the cell Location Code
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Click on Code = EAST, Name = East Warehouse

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00019-
001
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00019-
002

Click on the cell Rental Unit No.

Notice that the Standard Text Code selected defaults from the package lines, and when has extended text, will 
default into the rental lines as well.

Additional rental unit groups and units can be added to the contract, as needed.
 
Processing of a contact with a rental package is essentially the same processing contracts.
A difference is that when running undo shipment, then the undo will run for all component lines.

The contract can be printed by selecting Process, then Print.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1835/2540

ODT Rentals Online Help 5/15/2024 1835/2540

Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma

Option tab fields when printing the Proforma Invoice

For information on following Option tab fields, go to 
ODT Rentals Online Help, Processing Rentals, Rental 
Contracts, Rental Contract Overview.
• Number of Copies
• Print Company Address
• Show Rental Details
• Hide Periodic/Standby Usage Details
Click on the field Cut-off Date
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Click on the button Preview

Review the Proforma Invoice for what will be billed to 
the customer.

Notice that a rounding amount of 1 cent is in the Sales 
Charges section. This rounding amount ensures that 
the revenue allocated to the components, with prices, 
will equal the rental package price.
Click on the back button

Click on the field Posting Date

Click on the link 
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Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice
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Click on the button Yes

Click on the button Yes

The message regarding the zero price on some lines 
occurs as on the Rental Package Lines the Standard 
Bucket line has the Zero Price field checked.

Click on the button OK

Click on the navigation menu item popup Rental
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Click on the navigation menu item Posted Invoices

Click on the link in cell No. with the value R00004

Click on the cell No. with the value 61950

Notice that the Package Rounding Amount line which 
adjusts the invoice amount to match the Rental 
Package amount for the one month plus nine days.

Click on the cell Unit Price Excl. Tax with the value -
0.01

To preview, print or send to another document type the Rental Invoice the following demonstrates how to print 
the Rental Invoice.
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Click on the navigation menu item popup Actions

Click on the navigation menu item Print Rental...

The following demonstrates the returning of all the components on the package lines using the Bulk Returns 
feature.

Click on the navigation menu item popup Rental

Click on the navigation menu item Bulk Returns
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Click on the button OK

As the units in the package are being returned on 
time, then the user only need click on OK.

Should the units to be returned on a different date, the 
Auto Extend can be set to Yes, and the date to be 
returned entered on the Bulk Returns request page.
This will update the Rental Return Date on all 
component lines of the package.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

4.3.3.2. How to Process Price Allocation Packages with Metered 
Usage Pricing

4.3.3.2.1. Overview
In order to process rental package with billing metered usage on the package, additional fields will need to be 
added to the Rental Lines on the Rental Contract and Rental Quote, if applicable, using Personalize.

NOTE:
Metered Usage billing is only available on Price Allocation packages as Rental Price cards are mandatory.
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The available fields related to metered usage are covered in the ODT Rental Online Help, Additional Rental 
Processes, Metered Usage, Processing with Metered Usage Overview. Therefore, they are not repeated here.

The following fields were added to the Rental Lines on the contract:
 Package Price Excl. Tax
 Metered Usage Base Price
 Metered Usage Level 2 Unit Price
 Previous Meter Reading
 Current Meter Reading
 Metered Usage Qty.
 Billable Metered Usage Qty.

In the following chapter, the example demonstrates the processing of a rental contract with a Rental Package 
for weekly periodic end billing, with a rental price of $2500.00 per week, and 2 levels of metered usage pricing.

The contract is for 1 week and the metered usage will be entered at the end of the rental period, prior to 
invoicing and returning the Rental Package.

In this example, the metered usage for the Rental Package is based on a Unit of Measure of Hours and has the 
Copy Package Metered Usage to Lines field activated.

For the package line, the usage must be entered in the Metered Usage Qty field, which defaults to the Billable 
Metered Usage Qty. field. A Metered Usage Entry and Rental Amount Lines are created for metered usage on 
the package line.

The Previous Meter Reading and Current Meter Reading fields cannot be edited on the package rental line.

The package components consist of:

• A rental unit group, which has the Metered Usage Enabled field activated, and has Hours as the Metered 
Usage UOM.
• A rental unit group that does not have metered usage configured.
• A rental unit group, which has the Metered Usage Enabled field activated, and has Miles as the Metered 
Usage UOM.

As the package field, Copy Package Metered Usage to Lines, is activated, the Metered Usage Qty. entered on 
the rental package line on the contract will be copied to the component unit in the group that has the same 
metered usage UOM.  The Current Meter Reading on the rental line for that unit can be modified, if needed.

It will not be copied to any units or the units in a group that has a different Metered Usage UOM.  The Current 
Meter Reading will have to be entered separately on the rental line for those units.
The Metered Usage Qty. and Billable Metered Usage Qty. fields will not be populated, and cannot be modified 
for component units as the usage if for maintenance tracking only. The Metered Usage Entries can be reviewed 
by selecting Line, then Metered Usage Entries.

The Rental Package pricing for the metered usage is as follows:

• The first level has a limit of 40 hours, with a price of $40.00 per hour. Therefore, any hours from 1 to 40 will be 
billed to the customer at $40.00 per hour.
• The second level has a price of $80.00. Therefore, any hours above 40 will be billed to the customer at 
$80.00 per hour.

4.3.3.2.2. How to Process a Contract with a Rental Package with 
Metered Usage Prices
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Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RP00002

Click on the cell Rental Terms Code with the value 
WEEK-PEND

Click on the cell Rental Quantity with the value 0
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Enter the text 1.

Click on the cell Rental Return Date with the value 
7/13/2020

The Rental Return Date is calculated and populated 
based on the Rental Period on the Rental Term on the 
line. This date can be modified and will update all the 
component lines.

The following metered usage related fields defaulted from the Rental Price card setup on the Rental Package.

Click on the cell Usage Unit of Measure with the 
value HOUR

Click on the cell Metered Usage Base Price with the 
value 40.00
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Click on the cell Metered Usage Level 2 Unit Price 
with the value 80.00

The following steps are the selection of the Rental Units for the group components setup on the Rental 
Package.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00022-
001
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Click on the cell Usage Unit of Measure with the 
value HOUR

Note that the Wacker Skid Rental Unit has the same 
Usage Unit of Measure as on the Rental Package line 
and contains 25 in both the Previous Meter Reading 
and Current Meter Reading fields.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00028-
001
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00023-
003

Click on the cell Usage Unit of Measure with the 
value MILES

Note that the Ford Truck has a different Usage Unit of 
Measure than the rental package line. Therefore, 
when the Metered Usage Qty. is entered on the 
package it will not update the Ford Truck unit line.

The contract can be printed or previewed by selecting the menu option, Process, then Print.

The contract is ready for shipping. 

When a Rental Package with Metered Usage pricing is shipped a Rental Ledger Entry is created for the 
package line to facilitate the creation of the Rental Amount Lines, when the Billable Metered Usage Qty. is 
populated on the package line. 
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK
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Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar

Select the date the metered usage quantities and 
return is occurring on.

The following steps cover the entry of the Metered Usage Qty. on the package line, the copying of the usage to 
the rental unit line that has the same usage UOM and the review of the Rental Amount Lines for the package.

Click on Rental Unit No. = RP00002, Rental Terms 
Code = WEEK-PEND, Rental Quantity = 1
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Click on the cell Metered Usage Qty. with the value 0

Enter the text 50. Press the TAB key.

Click on the cell Billable Metered Usage Qty. with 
the value 50

The Billable Metered Usage Qty. field is automatically 
populated with the same quantity as the Metered 
Usage Qty. and can be modified.

Click on the lookup button in the cell Billable Metered 
Usage Qty.
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Click on the cell Transaction Date with the value 
7/13/2020

Note that the Transaction Date contains the same 
date as the Posting Date on the contract.

Click on the cell Billable Usage Quantity with the 
value 50.00

The Billable Metered Usage Qty. is the quantity that is used to populate the Rental Amounts Lines on the 
package line, which in turn are used to when the contract is invoiced. Rental Value Entries are created for the 
package line when the invoice is posted, and can be accessed from the contract or the Rental Package card. 

Click on the button Close

The following is a review of the Rental Amount Lines for the rental package line.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Extended Quantity with the value 40

Note that there are 2 Rental Amount Lines for 
metered usage. 

The first line with 40 is the quantity to be billed at the Metered Usage base unit price which is on the rental line.

The seond line is for the quantity over the level 1 end quantity of 40. The quantity of 10 will be billed at the 
Metered Usage Level 2 Unit Price.

Click on the button Close

The following is a review of the component Rental Unit that has the same Metered Usage UOM.

Click on Rental Unit No. = RU00022-001, Rental 
Terms Code = WEEK-PEND, Rental Quantity = 1
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Click on the cell Current Meter Reading with the 
value 75

Click on the navigation menu item popup Line

Click on the navigation menu item Metered Usage 
Entries

Click on the cell Usage Quantity with the value 50.00
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Click on the button Close

The following demonstrates the review and entry of a current meter reading on the Ford Truck unit line.

Click on Rental Unit No. = RU00023-003, Rental 
Terms Code = WEEK-PEND, Rental Quantity = 1

Click on the cell Current Meter Reading with the 
value 6,700

Enter Current Meter Reading. Press the Enter key.
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Click on the cell Billable Metered Usage Qty. with 
the value 0

On the component units requiring the entry of a 
reading or quantity of usage, the Billable Metered 
Usage Qty. field will not be populated, as the usage is 
only for maintenance tracking purposes.
A Proforma Invoice can be printed or previewed to review what will be billed to the customer.

Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma

Click on the link Open the date picker
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Click on the link Previous

Click on a date in the calendar

Click on the button Preview

The following demonstrates the invoicing of the contract, a review of the Rental Package, Rental Amount Lines 
and the Posted Rental Invoice.

Click on the field Posting Date

Ensure the Posting Date is set to the date the invoice 
is for.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK
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Click on Rental Unit No. = RP00002, Rental Terms 
Code = WEEK-PEND, Rental Quantity = 1

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Invoice No. with the value RI00040

Note that the Billed field is checked and the Invoice 
No. field contains the invoice number the usage was 
invoiced on.
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Click on the button Close

Click on the navigation menu item popup Line

Click on the navigation menu item Metered Usage 
Entries

Click on the cell Invoice No. with the value RI00040

Note that the Billed field is checked and the Invoice 
No. field contains the invoice number the usage was 
invoiced on.
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Click on the button Close

Click on the navigation menu item popup Rental

Click on the navigation menu item Posted Invoices

Click on the link in cell No. with the value RI00040
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Click on the navigation menu item More options

Click on the navigation menu item popup Actions

Click on the navigation menu item Print Rental...
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The following picture demonstrates how the Posted 
Rental Invoice prints when the Rental Package has 
Metered Usage pricing and usage has been entered.

The following demonstrates the return of the package and its' components using the Bulk Returns to populate 
the Qty. to Return field on the unit lines.

Click on the navigation menu item popup Rental

Click on the navigation menu item Bulk Returns
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Click on the button OK

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes
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Click on the button Yes

The confirmation pop-up message is provided to 
ensure that usage has been entered.
As the contract is fully invoiced and all units are being 
returned, the contract will close when yes is selected.

Click on the button OK

4.3.4. Processing Roll-Up Pricing Packages

4.3.4.1. Processing Roll-up Pricing Packages Overview
As some organizations may use both Price Allocation and Roll-up Package, a field, Use Roll-up Pricing, is 
available to add to the Rental Lines using Personalize.

The Use Roll-up Pricing field provides:
 Visibility as to whether an entered package is based on Roll-up Pricing or Price Allocation.
 The capability to switch a rental package from being a Price Allocation package to a Roll-up Pricing 

Package and from being a Roll-up Package to a Price Allocation package.

The following points provide important information related to the entry and processing of Roll-up Packages.

Roll-Up Package Price

The Roll-up Package price prints on the rental documents as the sum of the component rental amount lines. 
The package price is not displayed on the Rental Lines as the price may not be static per rental period.

When printing the quote or contract, the package line, Total Price will be the sum of all the Rental Amount lines, 
Line Amount Excl. Tax, for all components in the package.

When printing a Proforma Invoice or Posted Rental invoice, the package Total Price will be the sum of all the 
Rental Amount lines, Line Amount Excl. Tax, for all components which have a Billing Date that is earlier than or 
the same as the Posting Date on the contract or Bill Until Date, if specified.
 
The pricing details of the components can be printed on the document by selecting Show Rental Details when 
printing the documents.

Rental Line Entry
 Whether the Rental Term defaults from the package card, is entered on the package line, or is modified on 

the package line, then all component lines will have the rental term updated to the same. The Rental Term 
cannot be modified on the component lines to be different than the package line.
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 The Rental Unit Price on the component rental lines, if setup on the group or units’ default to the units’ 
rental line. If a group or unit does not have a rental price card setup, then the price can be entered on the 
component line. The Rental Unit Price on the component lines can be overridden, unless the unit or group 
was setup on the rental package lines and has the Zero Price field checked.

 The Rental Start Date on component lines defaults from the package line and can be overridden to be later, 
but not earlier than the package line Rental Start Date. When the Rental Start Date is modified on a 
component line, the Rental Billing Start Date is not updated as it cannot be different from the package date.

 The Rental Billing Start Date on the component lines is automatically set to the package line Rental Billing 
Start Date and cannot be modified to a different date.

 The Rental Return Date and Rental Billing End Date on the component lines default from the package line 
and can be modified to be an earlier date than the package line dates. The dates cannot be later than the 
dates on the package line.

 Component units can be returned individually on Roll-up Packages.

 Rental Units assigned to a group can be swapped within the package dates.
 Undo Shipment can be ran on individual components within a package.
 Partial shipments and partial returns can be processed on the individual components in a package.

Modifying the Roll-up Package Rental Line Fields
 If the package Rental Start Date is modified, the Rental Billing Start Date is updated to the same date on 

the package line. When the Rental Start Date is the same on the component unit lines, then the Rental 
Start Date and Rental Billing Start Date will be updated to be the same as the package line. If the Rental 
Start Date is different, then only the Rental Billing Start Date will be updated on the component line.

If the Rental Return Date on a Roll-up Package Line is modified a confirmation message occurs. The following 
is an example of the message.
 Do you want to update the Rental Return Date on the component rental lines for ROLLUP PKG-4?If Yes is 

selected, then all component lines will be updated. If No is selected, then component  line with dates earlier 
than the Package line dates will not be updated.

If the Rental Billing End Date on a Roll-up Package Line is modified a confirmation message occurs. The 
following is an example of the message.
 Do you want to update the Rental End Billing Date on the component rental lines? If Yes is selected, then 

all component lines will be updated. If No is selected, then component line with dates earlier than the 
Package line date will not be updated.

If component rental units have been returned, the Rental Return Date and/or Rental Billing End Date are not 
updated, whether Yes or No is selected.

NOTE:
The Package Line Amt. Excl. Tax, which is available to add to the Rental Lines, is not utilized with Roll-up 
Pricing packages. Should it be added to the Rental Lines, the field is not populated on the Roll-up package 
rental line as the amount is not static per rental period.

4.3.4.2. How to Process Contracts with Roll-up Pricing Packages

4.3.4.2.1. Overview
The following demonstrates the entry and subsequent processing of a Roll-up Package, which has the 
components configured on the package card lines.
The package rental will be for 2 months using a monthly prorated Rental Term.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1867/2540

ODT Rentals Online Help 5/15/2024 1867/2540

In this example, the following will be demonstrated:
 Modification of the Rental Start Date on a component unit Rental Line to a date later than the package line, 

Rental Start Date. 
 Modification of the Rental Return Date on a component Rental Line to be less than 2 full months, to 

demonstrate the roll-up pricing when a component unit will be billed for a partial rental period.

The additional related fields, Use Roll-up Pricing and Package Line Unit at Zero Price, have been added to the 
Rental Lines using Personalize.

4.3.4.2.2. How to Process a Roll-up Package with Package Lines
Click on the navigation menu item Rental Contract

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 20000

4.3.4.2.2.1. Rental Line Entry of the Roll-up Package with Package Lines
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RP00003

Click on the cell Rental Terms Code



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1869/2540

ODT Rentals Online Help 5/15/2024 1869/2540

Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value MONTH-
PEND-PRO

Click on the cell Rental Quantity with the value 0

Enter the text 1.
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Click on the cell Rental Unit Price with the value 0.00
 
With Roll-up packages, the Rental Unit Price field on 
the package line is not populated as the Rental Unit 
Price can vary per rental period.

NOTES:
The Use Roll-up Pricing field is checked, indicating that the package is a Roll-up pricing package.

The Package Price is printed on the rental documents and is the sum of the component Rental Amount lines.

The following demonstrates the setting of the Rental Return Date for 2 periods using the No. of Periods field to 
automatically calculate the Rental Return Date.

Click on the cell No. of Periods

Enter the text 2. Press the TAB key.

When the Rental Return Date on the package line is modified the following confirmation message occurs.

When changing the return date on the initial entry of the package, the selection should be Yes.

Click on the button Yes
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Click on the cell Rental Return Date with the value 
6/11/2021
 
After moving off the package rental line the 
component lines, Rental Return Date will be updated 
to the date on the package rental line.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Multiple units can be selected at one time to populate the child units using the following steps.
 
Alternatively, the Show Move can be used to select multiple units.

Press and hold the Shift key down.
 Click on No. = RU00018-002, Description = Mini 
Excavator, Group = 0
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Click on the button OK

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Press and hold the Shift key down.
 Click on No. = RU00019-002, Description = 
Standard Bucket for Mini Excavator, Group = 0
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Click on the button OK

4.3.4.2.2.2. Modifying the Rental Start and Return Dates on Components
The following demonstrates the changing of the Rental Start Date on one component unit to be later than the 
package line Rental Start Date.

Click on the cell Rental Start Date with the value 
4/12/2021

Click on the link in cell Rental Start Date with the 
value 4/12/2021

Click on a date in the calendar
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Click on the cell Rental Billing Start Date with the 
value 4/12/2021
 
The Rental Billing Start Date is not updated on entry 
as it cannot be different than the Rental Start Date on 
the package line.

The following demonstrates the modifying of the Rental Return Date on a component unit and the resulting 
updating of the Rental Billing End Date.

Click on the cell Rental Return Date with the value 
6/11/2021

Click on the link in cell Rental Return Date with the 
value 6/11/2021

Click on the link Previous
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Click on a date in the calendar

Click on the cell Rental Billing End Date with the 
value 5/20/2021
 
Note that the Rental Billing End Date is updated to the 
same date as the Rental Return Date that was 
entered.

The Rental Billing End Date can be modified, if required. The date can be any date that is equal to, or earlier 
than the Rental Billing End Date on the package line.

The following picture displays the Rental Contract report with Show Details enable, which results in the printing 
of the Roll-up Package Total Price, and the pricing details of the component units.

The total of the components' Line Amount Excl. Tax in the Rental Amount Lines is the amount that prints in the 
Total Price column on the line for the Roll-up Package.
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4.3.4.2.2.3. Shipping the Roll-up Package Component Units
With Roll-up packages, the component Rental Units can be shipped on the same date or individually on varying 
dates.
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In this example, all the Rental Units except RU00018-001 have a Rental Start Date of April 12. RU00018-001 
has a Rental Start Date of April 15.
Therefore, all units except RU00018-001 will be shipped on April 12. RU00018-001 will be shipped on April 15.

Click on the field Posting Date
 
Ensure the Posting Date is set to the date that the 
units are being shipped on.

The following demonstrates the clearing of the Qty. to Rent on the unit, RU00018-001, as it will not be shipped 
until April 15.

Click on the cell Rental Unit No. with the value 
RU00018-001

Click on the cell Qty. to Rent with the value 1

Enter the text 0.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

The following steps are the shipping of unit, RU00018-001, on April 15.
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Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar

Click on the navigation menu item popup Rental
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Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

4.3.4.2.2.4. Invoicing the Roll-up Package
When invoicing a contract with a Roll-up Package, the determination of which components will be included in 
the invoice is dependant on:
 The Posting Date, and if applicable, the Bill Until Date entered on the General tab of the contract.

 The Billing Date on the components Rental Amount Lines. All component units with a Billing Date, which 
has not been invoiced, equal to or earlier than the Posting Date, or if applicable, the Bill Until Date will be 
included in the invoice.

The following picture displays the Rental Amount Lines for each of the component units.
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When invoicing the first rental period on May 11, the Rental Package Total Price (Excl. Tax) will be calculated 
as the sum of the component units, Rental Amount Lines, with a Billing Date equal to or earlier than May 11.
Therefore, the invoice will be calculated as 900.00 + 900.00 + 180.00 + 180.00 = 2,160.00.

As the component unit, RU00019-001 with an earlier return date, has a Rental Amount Line with a Billing Date 
of May 20, an invoice could be posted on May 20. However, the invoice would contain only that unit in the 
invoice. Resulting in the package line Total Price being 52.26.

When invoicing the contract for the second full rental period on June 11, the Rental Package Total Price (Excl. 
Tax) will be calculated as the sum of the component units, Rental Amount Lines, which have not been invoiced, 
with a Billing Date equal to or earlier than June 11.
Therefore, the invoice will be calculated as 900.00 + 900.00 + 52.26 + 180.00 = 2,032.26.

The following demonstrates the posting of the invoice for the first rental period.

Click on the field Posting Date
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Click on the link Open the date picker for Posting 
Date

Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

The following picture displays the Posted Rental Invoice, when Show Rental Details is enabled.
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The following demonstrates the return of the component unit, RU00019-001, on May 20, then the invoicing of 
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the contract for the second rental period.

Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar

Click on the cell Rental Unit No. with the value 
RU00019-001
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Click on the cell Qty. to Return with the value 0

Enter the text 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1887/2540

ODT Rentals Online Help 5/15/2024 1887/2540

Click on the button Yes

Click on the button OK

Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date
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Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice
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Click on the button Yes

Click on the button OK

The following picture displays the posted rental invoice for the second rental period.
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To complete the contract the remaining component units will be returned utilizing the Bulk Returns and posting 
the return.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Bulk Returns

Click on the button OK

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

Click on the button OK

4.3.4.2.3. How to Enter Rental Lines When Using a Package Template
Click on the navigation menu item Rental Contract
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Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 20000

4.3.4.2.3.1. Rental Line Entry Using a Roll-up Package Template
Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RP00004

Click on the cell Rental Terms Code

Click on the link in cell Code with the value MONTH-
PEND-PRO

Click on the cell Rental Quantity with the value 0
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Enter the text 1.

IMPORTANT
When inserting rental groups or units into a package, always insert directly beneath the package line or a rental 
line with a unit that is not a child line of a rental group.

New lines cannot be inserted after the last child line of a rental group. A message will occur advising the line 
cannot be split.
The reason for this is that the Renal Quantity on the group line can be increased prior to shipping, thus the line 
numbering after the group child lines is restricted.

Click on the row menu button

Click on the menu item New Line

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on  Search

Enter  Search.

Click on the link in cell No. with the value RU00025
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Click on the cell Rental Quantity with the value 0

Enter the text 2. Press the Enter key.

Click on the row menu button

Click on the menu item New Line
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00026

Click on the cell Rental Quantity with the value 0
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Enter the text 2.

Click on the cell Location Code

Click on the link in cell Code with the value 
CENTRAL

Click on the cell Bin Code with the value C-001
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the row menu button

Click on the menu item Select More
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Click on No. = RU00025-002, Description = Wacker 
Hammer Drill, Group = 0

Click on the button OK

Once at least one group or unit is entered on the rental lines, then the description comment line can be deleted.

Click on the row menu button

Click on the menu item Delete Line
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Click on the button Yes

4.3.5. Switching Package Pricing Types

4.3.5.1. How to Switch the Rental Package Pricing Type on the 
Rental Line

4.3.5.1.1. Overview
The following examples will demonstrate the following:
 Switching a Price Allocation package entered on a Rental Contract to utilize Roll-up Pricing.
 Switching a Roll-up Pricing package entered on a Rental Contract to utilize Price Allocation.

NOTE:
The Rental Package types cannot be switched on the Rental Line once components have been shipped.
 If a Price Allocation package has been shipped and there is a need to switch it to a Roll-up Pricing 

package, then the Undo Shipment must be ran in order to check the Use Roll-up Pricing field on the 
package line.

 If on a Roll-up package any components have been shipped, then Undo Shipment must be ran on those 
component lines in order to clear the Use Roll-up Pricing field on the package line.

For these examples the following fields have been added to the Rental Lines using Personalize.
 Rental Billing Start Date
 Rental Billing End Date
 Package Line Amount Excl. Tax
 Package Line Unit at Zero Price
 Use Roll-up Pricing

4.3.5.1.2. Switching a Price Allocation Package to a Roll-up Pricing 
Package

When the package pricing on the Rental Line is switched from Price Allocation to Roll-up Pricing the following 
occurs: 
 The Rental Unit Price & Package Line Amount Excl. Tax will be set to 0.00 and cannot be edited.

 The Rental Unit Price on the component lines that have allocated prices will be set to the unit price on the 
rental price card for the group or unit and can be modified. 

 If any of the Rental Package Lines on the Rental Package cards, have the field, Zero Price flagged, then 
the Rental Unit Price remains as 0.00 on the line and cannot be edited.

The following picture displays the Rental Lines on a contract containing a Price Allocation package, which will 
be used to demonstrate switching it to a Roll-up Pricing package.
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Click on Use Roll-up Pricing

The following picture displays the Rental Lines after the Use Roll-up Pricing field is checked.

Changes that occurred on the Rental Lines:
 On the package line the Rental Unit Price, Package Line Amount Excl. Tax now shows 0.00 and cannot be 

modified.
 On the group RU00018, its' child lines and the unit  RU0021-001, the Rental Unit Price have been set to 

the price on the rental price card for the Rental Term on the line. This can be verified by selecting Rental 
Prices from the Line menu.

 The group, RU00012 and it's child lines Rental Unit Price remain as 0.00 as the Pkg. Line at Zero Price is 
checked.

The contract can now be processed as per the help, How to Process Contracts with Roll-up Pricing Packages.

4.3.5.1.3. Switching a Roll-up Pricing Package to a Price Allocation 
Package

For this example, a Roll-up Package template was used and the Rental Term, MONTH-PEND- PRO (Rental 
period of Month, Periodic End invoicing type with Prorate set to All Periods) was entered on the package line.

Two Groups were inserted into the package. One rental group does have a Rental Price card and the other 
group does not have a rental price card for the term.

On the group line with a Rental Price card for the rental term, the Rental Unit Price was changed from 900.00 to 
850.00.
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On the group line that does not have a Rental Price card for the rental term, a Rental Unit Price of 600.00 was 
entered.

When the package pricing on the Rental Line is switched from Roll-up Pricing to Price Allocation the following 
occurs: 
 The Rental Unit Price & Package Line Amount Excl. Tax will be set to 0.00 and cannot be edited.

The following picture displays the Rental Lines on a contract containing a Roll-up Pricing package, which will be 
used to demonstrate switching it to a Price Allocation package.
The Package Price for this contract for a month would be 3,000.00.

Click on Use Roll-up Pricing

The following picture displays the Rental Lines after the Use Roll-up Pricing field is cleared.
Note that the Rental Unit Price is set to 0.00 on the package and component lines.
When the Rental Unit Price is entered on the package line the Rental Unit Price will be allocated to the 
components having a Rental Price card for the Rental Term on the line.

Click on the cell Rental Unit Price with the value 0.00
 
A Rental Unit Price must be entered on the package 
line as Roll-up Pricing Rental Packages do not have 
Rental Price cards.
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Enter the text 3000.

The following picture displays the Rental Lines after a Rental Unit Price was entered on the package line.

NOTES:
 The Rental Package Price was only allocated to the group RU00018 and it's child lines.
 The group RU00010 and child lines were not included in the allocation of the package price as the group 

does not have a Rental Price card for the Rental Term on the line.

 The restrictions related to the Price Allocation packages will now apply to the component lines. Such as the 
Rental Start Date and Rental Billing End Date cannot be modified and the Rental Unit Price cannot be 
entered or modified on the component lines.

The contract can now be processed per the help, How to Process Contracts with Rental Price Allocation 
Packages.

4.4. Rental Sales Kits
4.4.1. Rental Sales Kits Overview

4.4.1.1. Overview
Along with renting of equipment, some organizations sell item accessories, charge delivery and/or pickup 
charges and provide resources, such as equipment operators.

Rental Sales Kits allow the user to group suggested or required product, or notes to accompany the rental unit. 
The kits can be created on a unit, unit group or a rental package.

The Rental Sales Kits can include Inventory Items, Resources and Item Charges, that commonly accompany 
the rental. In addition, Standard Text Codes, or description comments, can be included in the kit.

NOTE: 
Although the Sales Type options on the Rental Sales Kit and Sales Lines on the rental documents includes 
Fixed Asset, currently Fixed Assets cannot be sold from the Sales Lines on a Rental Contract.

When a kit is setup on a group, then when the group is entered on a quote or contract, the kit lines will populate 
the sales lines only once. It does not populate for each child unit line. For example, if the group line has a rental 
quantity of 4, then the kit lines on the group only default to the sales lines once, not 4 times.

If a unit assigned to a group is entered on the line without the group, the rental sales kit will default from the 
group to the sales lines.
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When an item has special prices or discounts, they will be applied to the price that defaults to the sales line, 
whether it is the unit price or the overridden unit price.

The Rental Kit records default onto the Rental Quote or Contract Sales Lines, and can be modified or deleted 
to match the customer requirements.

Changes on the sales line of the document will not be written back to the Rental Sales Kit on the rental unit, 
group or package.

4.4.1.2. Overview of the Rental Sales Kit
Click on the column header Sales Type

The Sales Type field is used to select the type of 
record to be included in the kit lines.

The Sales Types include blank, item, resource, g/l account, fixed asset and item charge.
Blank is used when a Standard Text Code, or a description comment are to be added to the kit lines.

NOTE: 
Currently Fixed Assets cannot be sold from the Sales Lines on a Rental Contract.

Click on the column header Sales No.

The Sales No. field is used for selecting the number 
related to the Sales Type selected to be included in 
the kit lines.

Click on the column header Description

The Description field will default the description or 
name of the Sales No. selected and can be 
overridden.
When the Sales Type and Sales No. fields are left 
blank, then a comment can be entered, which will 
default to the sales lines.
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Click on the column header Quantity

The quantity of the selected Sales No. is to be 
entered in this field.

Click on the column header Override Unit Price

When the Sales Type is G/L Account or Item Charge, 
then the unit price must be entered into this field, in 
order to populate the Sales Line, Unit Price Excl. Tax 
field.

When a price is entered in the Override Unit Price field, and the Sales Type is Item or Resource, the Override 
Unit Price will default to the sales lines on the rental documents.

Click on the column header Default Unit Price

The Default Unit Price is automatically populated from 
the Item or Resource selected, when the Sales Type 
is Item or Resource for informational purposes only.

4.4.2. How to Add Rental Sales Kits to Rental Units and 
Packages

4.4.2.1. How to Add a Rental Sales Kit to a Rental Unit Group
The following example demonstrates the setup of a Rental Sales Kit on a Rental Group.

Click on the navigation menu item Rental Units
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Click on the link in cell No. with the value RU00025

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Sales Kit

Click on the navigation menu item New
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Click on the cell Sales Type with the value G/L 
Account Item Resource Fixed Asset Charge (Item)

Click on Item in the list

Select the type to be added to the kit.

Click on the cell Sales No.

Click on the lookup button in the cell Sales No.
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Click on the link in cell No. with the value 1002

The list will display the records related to the Sales 
Type selected.

Click on the cell Quantity with the value 0.00

Enter the text 2.

Click on the cell Override Unit Price 

As the record is an item, the entry of a price in the 
Override Unit Price will default to the sales lines, 
instead of the Unit Price. If the Override Unit Price is 
left as a zero amount, then the Unit Price will default 
to the sales lines.
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Enter the text 25.00.

Click on the cell Sales Type

Click on the cell Sales Type with the value G/L 
Account Item Resource Fixed Asset Charge (Item)

Click on the item Charge (Item) in the list
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Click on the cell Sales No.

Click on the link in cell No. with the value S-FREIGHT

Click on the cell Quantity with the value 0.00

Enter the text 1.
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Click on the cell Override Unit Price with the value 
0.00

Enter the text 5.00.

The following demonstrates the adding of a Standard Text Code and a description comment to the kit.

Click on the cell Sales No.

Click on the link in cell Code with the value SUC
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Click on the cell Description

Enter the text A restocking charge will billed for 
returned items.

Click on the back button

4.4.3. How to Process Contracts with Rental Kits

4.4.3.1. Overview
If a unit assigned to a group is entered on the line without the group, the rental sales kit will default from the 
group to the sales lines.

When an item has special prices or discounts, they will be applied to the price that defaults to the sales line, 
whether it is the unit price or the overridden unit price.

The Rental Kit records default onto the Rental Quote or Contract Sales Lines, and can be modified or deleted 
to match the customer requirements.  Changes on the sales line of the document will not be written back to the 
Rental Sales Kit on the rental unit, group or package.

4.4.3.2. How to Process a Contract with a Rental Kit
The following example demonstrates the entry and processing of a Rental Contract where a Rental Unit 
assigned to a group, which has a Rental Sales Kit setup, will be rented out.
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Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00025-
001

When a unit or child unit of a group that has a Rental Sales Kit is entered on the Rental Line, then the records 
in the kit automatically populate the Sales Lines.

The Sales Lines can be modified or deleted, as needed.

When Locations are mandatory and a Rental Sales 
Kit is setup on a unit or group and the lines contain an 
Item, and a Location Code was not specified, then fhe 
following inventory availability message will occur.

A Location Code will need to be entered on the Item 
Sales Line in order to process the sale of the item. 
Click on The available inventory for item 1002 at 
location , is lower than the entered quantity.
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Click on the cell Location Code

Click on the link in cell Code with the value SOUTH

When the Location Code is specified on the Sales 
Line for the Item, the Inventory Availability message is 
cleared from the header of the contract.

When an item in the Rental Sales Kit is stored in bins, then the Bin Code field will need to be added to the 
Sales Line using Personalize.

For demonstration purposed the Bin Code field was added previously.

Click on the cell Bin Code with the value S-001

When an item that is stored in bins is a part of a 
Rental Sales Kit, then the Default Bin automatically 
defaults to the Sales Line. The Bin Code can be 
changed, if required.

Click on the cell Type with the value Charge (Item)
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Click on the navigation menu item popup Line

Click on the navigation menu item Item Charge 
Assignment

Click on the cell Qty. to Assign with the value 0.00

Enter the text 1. Press the Enter key.
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Click on the button Close

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

When an organization wants to invoice the sales lines upfront, then after the unit or units are shipped an invoice 
should be posted.

The following demonstrates the posting of the invoice to invoice the sales lines.

Click on the field Posting Date

Click on the navigation menu item popup Rental

Click on the link Invoice
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Click on the button Yes

Click on the button OK

Click on the navigation menu item popup Rental

Click on the navigation menu item Posted Invoices
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Click on the navigation menu item popup Actions

Click on the navigation menu item Print Rental...

The Rental Invoice can be printed, sent to pdf or 
previewed.

The following demonstrates the invoicing and return of the unit, which are standard rental processing steps.

There are no other steps related to the Rental Sales Kit.

Click on the field Posting Date

Click on the link Open the date picker
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Click on the link Next

Click on a date in the calendar

Select the date that the invoicing is to occur on. 

Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma
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Click on the toggle field Print Company Address

Click on the field Cut-off Date

Click on the link Open the date picker

Click on the link Next
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Click on a date in the calendar

Click on Send to... Print Preview Cancel

The Proforma invoice can be sent to pdf, printed or 
previewed prior to posting the invoice for verification 
purposes.

Click on the field Posting Date

In this example, the Rental Unit is being returned on 
the Rental Return Date. Verify the Posting Date is set 
to the date of return.

Click on the navigation menu item popup Rental
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Click on the link Invoice

Click on the button Yes

Click on the button OK

Click on the cell Qty. to Return with the value 0



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1927/2540

ODT Rentals Online Help 5/15/2024 1927/2540

Enter the text 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes
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Click on the button OK

4.5. Rental Custom Calendar
4.5.1. Rental Custom Calendar Overview

4.5.1.1. Overview
Some organizations have customers which require the rental product to be on their site, on standby, to be 
immediately available for use, when needed. The rental organization may have an agreement with the 
customer, to bill a reduced daily rate for the days the rental product is on standby.

Other organizations may have agreements with customers whereby specific days will not be billed to 
customers. For example, statutory holidays. 
Another example would be where the rental price is a weekly price, however, the weekend days are not billed 
to the customer. The customer is billed for the 5 days at a prorated daily rate.

The ODT Rental Custom Calendar provides the ability to specify days as non-billable and days that a standby 
price is to be billed to the customer, rather than the rental unit price.

The ability to specify days that are to have a standby price billed to a customer is limited to when the Rental 
Term on the line is a day term. The Standby Price to be used must be entered on the Rental Line.
When days are specified as non-billable the Rental Amount Lines will be modified to not include the days that 
are not being billed, when terms are day terms. 

When the Rental Term on the rental line does not have the Period Code set to Day or does not have Prorate 
enabled,  then when days are specified as Non-Billable, the customer will still be billed the full period rate.

When the term has the Prorate field set to All periods, then based on the number of days to be billed in the 
rental period, the rental price will be prorated. 

NOTE: 
Optimization is not compatible with this feature, therefore is not to be used with the feature.

Should a situation occur where the Rental Unit out on rental needs to be replaced using the rental swap, then 
any settings of days as Non-Billable or Use Standby Price which have not been invoiced will be transferred to 
the replacing rental unit.

4.5.1.2. Rental Custom Calendar Fields
The rental calendar displays the days for each rental period in the contract. 

When the contract is for multiple rental periods, then the calendar will consist of multiple views. One for each 
rental period. 

For example, when the rental term on the selected rental line is for a rental period of week, and the contract is 
for 3 weeks.
When opening the calendar, the first view will be for the first rental period and display the days of that week. 
The days of the second week are displayed when the menu option Next Period is selected. And the days of the 
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third week are displayed when Next Period is selected again.

The following provides a brief description of the purpose of the menu options.

Click on the navigation menu item Next Period

When selected the date lines will be refreshed to 
display the date lines for the following rental period, if 
applicable.

The Previous Period menu option will be selectable, if the Next Period had been selected.

Click on the navigation menu item Previous Period

When selected the date lines will be refreshed to 
display the date lines for the previous rental period.

The following provides a brief description of the purpose of the menu options.

Click on the column header Base Calendar Code

Specifies the calendar code associated with this entry. 
The calendar code defaults from the Calendar Code 
field on the General tab of the quote or contract.

Click on the column header Document Type

Specifies the rental document type associated with 
this entry.
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Click on the column header Document No.

Specifies the rental document number associated with 
this entry.

Click on the column header Document Line No.

Specifies the rental document line number associated 
with the entry.

Click on the column header Non-Billable

When checked the day is considered to be non-
billable.

Click on the column header Use Standby Price

When checked the day will be billed at the standby 
rate, entered on the rental line, instead of the rental 
unit price on the line.

The Standby Price field can only be checked, when the rental term on the line has a rental period code of Day.
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Click on the column header Date

Specifies the date associated with the entry.

Click on the column header Day

Specifies the day of the week associated with the 
entry.

Click on the column header Description

Specifies the description associated with the entry.

Click on the column header Billed

Specifies whether the entry has been invoiced. This 
field is automatically checked, when the day has been 
invoiced.

4.5.2. How to Process Contracts using the Rental Custom 
Calendar

4.5.2.1. Overview
In order to use the Rental Custom Calendar feature, a Base Calendar must be setup.

To learn how to setup a Calendar, see ODT Rental Online Help, Additional Rental Processes, Periodic Usage 
and Standby Charges, How to Set Up Rental Management Setup for Periodic Usage.
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If a calendar has been setup and specified on the Rental Management Setup in the Default Rental Calendar 
field, then this calendar defaults to the Rental Quote and Rental Contract, General tab. The Rental Calendar 
field can be overridden on the quote and contract.

If no calendar is specified on Rental Management Setup, then a calendar can be selected on the General tab of 
the Rental Quote and Rental Contract.

When an organization will be billing a standby rate for some days, the Standby Unit Price field will need to be 
added to the Rental Lines using Personalize. The Standby Unit Price must be entered on the Rental Line, when 
checking the Use Standby Price field in the calendar.

4.5.2.2. How to Process a Contract with a Daily Rental Term
The following example demonstrates the use of the Rental Custom Calendar, when the Rental Term on the 
contract rental line has a Period Code of Day, for a daily rate.

In the example, the calendar has been setup on Rental Management Setup. Therefore the calendar defaults to 
the contract General tab.

The setting of some days as non-billable, and some days to use the Standby Price will be demonstrated.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000
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Click on the button Show more

Click on the field Rental Calendar

The Rental Calendar defaulted from Rental 
Management Setup.

Click on the button Show less

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00011

Click on the cell Rental Terms Code with the value 
MONTH-PEND

Click on the lookup button in the cell Rental Terms 
Code
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Click on the link in cell Code with the value DAY-
PEND

Click on the cell Rental Quantity with the value 0

Enter the text 1.

Click on the cell Location Code
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Click on the link in cell Code with the value EAST

Click on the cell Rental Return Date with the value 
6/28/2020

Click on the link in cell Rental Return Date with the 
value 6/28/2020

Click on a date in the calendar
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Click on the cell Standby Unit Price with the value 
0.00

Enter the text 100.00.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00011-
003

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

The following demonstrates how to access the rental calendar and to set days as Non-billable or to Use 
Standby Price.
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Click on the navigation menu item popup Line

Click on the navigation menu item View Rental 
Calendar

Click on Use Standby Price

Check the Use Standby Price box on the record 
containing the date that the Standby Unit Price is to 
be charged to the customer.

Click on Non-Billable

Check the Non-Billable box on the record containing 
the date that the customer is not to be billed for.
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Click on Non-Billable

Check the Non-Billable box on the record containing 
the date that the customer is not to be billed for.

Click on Use Standby Price

Check the Use Standby Price box on the record 
containing the date that the Standby Unit Price is to 
be charged to the customer.

Click on the button Close

The following is a review of the Rental Amount Lines, which are used for billing the customer.
The review will show that the days with Use Standby Price checked in the calendar contain the Standby Unit 
Price entered on the Rental Line. And that the days with Non-Billable checked are not in the Rental Amount 
Lines, which means the customer will not be billed for those days.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Unit Price Excl. Tax with the value 
100.00

Note that the Unit Price Excl. Tax contains the 
Standby Unit Price entered on the rental lines.

Click on the cell Billing Date with the value 7/2/2020

Note that there are no records in the Rental Amount 
Lines with a Billing Date for 7/3/2020 or 7/4/2020 
which had Non-Billable checked in the calendar.

Click on the cell Unit Price Excl. Tax with the value 
100.00

Note that the Unit Price Excl. Tax contains the 
Standby Unit Price entered on the rental lines.
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Click on the button Close

The following steps demonstrate the previewing of the Proforma Invoice based on the agreement with the 
customer that the invoicing would occur at the end of the contract.

Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma

Click on the toggle field Print Company Address
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Click on the field Cut-off Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar
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Click on Send to... Print Preview Cancel

Click on the button Preview

The following picture is of the Proforma Invoice.

The total number of days from the Rental Start Date 
to the Rental Return Date, which was entered in the 
Cut-off Date field is 10 days.

Note that on the Proforma Invoice there are 2 days at 
the Standby Price and 6 days at the Rental Unit Price 
for a total of 8 days, as there were 2 days marked as 
Non-billable in the calendar. 

The following steps demonstrate the invoicing and return of the rental units.
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Optionally the Invoice and Print can be selected.

Click on the button Yes

Click on the button OK
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Click on the cell Qty. to Return with the value 0

Enter the text 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals
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Click on the button Yes

Click on the button OK

4.5.2.3. How to Process a Contract with a Prorated Rental Term
The following example demonstrates the use of the Rental Custom Calendar, when the Rental Term on the 
contract rental line has the Prorate field set to All Periods, and a has  Period Code of Week for billing at a 
weekly rate.

In the example, the calendar has been setup on Rental Management Setup. Therefore the calendar defaults to 
the contract General tab.

The setting of some days as non-billable will be demonstrated. A review of the rental amount lines is included 
to show that the pricing is prorated to exclude billing the days marked as Non-billable.

Click on the navigation menu item Rental Contract
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Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00011

Click on the cell Rental Terms Code with the value 
MONTH-PEND

Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value WEEK-
PEND-PRO
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Click on the cell Rental Quantity with the value 0

Enter the text 1.

Click on the cell Location Code

Click on the link in cell Code with the value EAST
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00011-
003

Click on the navigation menu item popup Line
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Click on the navigation menu item View Rental 
Calendar

Click on Non-Billable

In the agreement with the customer, they will not be 
billed for statutory holidays. As this example is in a 
USA company, July 4 is a statutory holiday.

Click on the button Close

The following contains a review of the Rental Amount Line for the contract to show that the billing to the 
customer not be for the full week.

Click on Rental Unit No. = RU00011-003, Rental 
Terms Code = WEEK-PEND-PRO, Rental Quantity 
= 1
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Extended Quantity with the value 
0.85714

The Extended Quantity has been prorated in order to 
bill the customer for only 6 days. The quantity is 
calculated as 6 divided by 7 to equal 0.85714.

Click on the cell Unit Price Excl. Tax with the value 
2,500.00

Note that the Unit Price Excl. Tax contains the Rental 
Unit Price from the Rental Line.
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Click on the cell Line Amount Excl. Tax with the 
value 2,142.86

The Line Amount Excl. Tax is calculated as the 
Extended Quantity times the Unit Price Excl. Tax 
(2,500.00 x 0.85714 = 2,142.86). Thus billing to the 
customer is reduced by the 1 day.

Click on the button Close

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals
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Click on the button Yes

Click on the button OK

Click on the navigation menu item popup Process

Click on the navigation menu item Print Proforma
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Click on the field Cut-off Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar
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Click on Send to... Print Preview Cancel

Select the option of Send to, Print or Preview to 
review the Proforma Invoice.

The following picture shows how the Proforma Invoice 
prints the pricing when days are flagged as Non-
Billable when the term has the Prorate field set to, All 
Periods.

The following demonstrates the posting of the invoice.

Click on the field Posting Date
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Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

Click on the navigation menu item popup Rental
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Click on the navigation menu item Posted Invoices

Click on the cell Amount with the value 2,142.86

The Posted Rental Invoice can be saved, printed or previewed by selecting Actions, then Print Rental Invoice.

Press the Esc key.

The following demonstrates the returning of the rental unit to complete the rental contract.

Click on the cell Qty. to Return with the value 0
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Enter the text 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1963/2540

ODT Rentals Online Help 5/15/2024 1963/2540

Click on the button OK

4.6. Sub-Contracting Rental Units
4.6.1. Sub Rentals Overview

4.6.1.1. Overview
Many rental businesses will source equipment from their suppliers or alternate suppliers if they do not have 
enough equipment on hand to meet the requirements of their customers. Their stated policy is never to say “no” 
to a customer.

The Rentals Sub Rental feature limits the use of sub rentals to units assigned to groups. Thus, units not 
assigned to groups cannot be sub rentals, and cannot be units linked to items as these cannot be assigned to a 
group unit. Sub Rental units will inherit pricing from the Rental Unit Group record.

The Sub Rental can be entered an unlimited number of times on one or multiple contracts, which enables some 
useful automation. Vendor Purchase Orders can be automatically created from the Rental Contract, when Sub 
Rental Units are used within a group on the lines. Users can as well open the PO’s created directly from the 
contract.

A Sub Rental Worksheet provides a quick and easy way to determine what sub contracted units are out on rent 
or have been returned to your organization. Multiple Purchase Orders per Vendor for a single contract or 
multiple contracts can be automatically created from the worksheet. The worksheet also provides a means to 
specify whether a sub rented product has been returned to the vendor.

The Purchase Order created for Sub Rentals provides functionality enabling the invoicing of the PO Line 
multiple times. In essence making the lines recurring.
 
To learn about processing Sub Rental Purchase Orders, please review How to Process the Sub Rental 
Purchase Orders.

4.6.2. How to Set Up Sub Rentals

4.6.2.1. Overview
In the General Posting Setup, the Sub Rental Purchase Acc. No. field must have the G/L Account specified for 
each applicable combination of General Business Posting Group and General Product Post Group where Sub 
Rentals may occur. The G/L Account would be an expense account where the cost of sub renting a product to 
be used in rentals would be charged to.
The next step is to setup one Sub Rental unit card for every group.

To add a Sub Rental Unit to a contract line, users can run the Create Sub Line to automatically populate the 
Rental Unit No. field. 
A Location Code will need to be entered on the Rental Line with the Sub Rental Unit.
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4.6.2.2. How to Update General Posting Setup for Sub Rentals
An existing G/L Account can be used should one exist for sub-contracted rental product or a new account can 
be created to differentiate the expense of sub-contracting rental product from other expenses.

In this example, a pre-existing account will be used, which exists in the CRONUS USA, Ltd. company as this is 
the company used to create this example.

Click on the link 

Click on the field Type to start search:

Enter Type to start search:.

Click on General Posting Setup Administration
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Click on the cell Gen. Bus. Posting Group

Select a record which already has the Rental 
Revenue and fi applicable, Damage Waiver Revenue 
G/L Accounts configured.

Click on the cell Sub Rental Purchase Acc. No.

Click on No. = 50100, Name = Cost of Materials, 
Income/Balance = 0

Select the G/L Account that the sub-contracting cost 
is to be posted to.

Repeat the steps for each record that rental G/L Accounts have been configured on, and to which sub-
contracted rental product can occur on.

Click on the back button

4.6.2.3. How to Set Up a Rental Unit as a Sub Rental
For this example, the Rental Management Setup does not have the fields, Allow Unit Overbooking field set to 
Yes. The Location Mandatory is set to Yes. The Rental Unit Group in which the Sub Rental Unit will be created 
does have the Allow Overbooking field checked.

For this example, a Sub Rental Unit will be created for a Rental Unit Group, which has units that have varying 
locations.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1966/2540

ODT Rentals Online Help 5/15/2024 1966/2540

Only one Sub Rental Unit will be setup for the group.

The Rental Unit Group in which the Sub Rental Unit will be created does have the Allow Overbooking field 
checked.

Profile - Business Manager

Click on the navigation menu item Rental Unit

Click on the field No.

When setting up a unit either the No. Series can be 
used, or the user can specify a No. that in indicative of 
what the unit is.

In this example, No. is being manually created and 
SUB is used at the beginning of the No.

Enter the text SUB Buckeye.

Click on the field Description
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Enter the text Sub Buckeye Ditcher.

Click on the field Location Code
The specification of a Location Code on the card is 
optional as the Sub Rental could be from various 
locations. However, the Location Code must be 
specified on the Rental Lines when Location 
Mandatory is enabled on Rental Management Setup.

Click on the field Gen. Prod. Posting Group

Click on Code = RETAIL, Description = Retail



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 1968/2540

ODT Rentals Online Help 5/15/2024 1968/2540

Click on the field Tax Group Code

Click on Code = SUPPLIES, Description = Taxable 
Olympic Supplies

Click on the field Group No.

Click on the lookup button 
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Click on the link in cell No. with the value RU00001

Click on Sub Rental

Click on the field Minimum Rental Duration

Enter the text 1 Day.
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Click on the back button

Repeat the above steps for each Rental Unit Group in which sub-rentals are to be allowed.

4.6.3. How to Create a Rental Contract Using a Sub Rental

4.6.3.1. Overview
The use of Sub Rentals requires the equipment reservation to be made using a Rental Unit Group record. Then 
when selecting the units to be shipped out, the user can choose to use a sub rental unit instead of a fleet unit.
There are fields related to Sub Rentals, which are not shown by default on the Rental Lines of the contract.

The following fields are available to be added to the Rental Line by the user when the organization is using Sub 
Rentals. Two of the fields are mandatory. Users can chose where they want the fields to be located on the 
Rental Line.

Mandatory Fields:

The following fields are used when automatically creating the Purchase Order from the Rental Contract.
 Vendor No.: The Vendor No. field is used to specify the Vendor, which the sub-contract PO is to be 

created for.
 Sub Rental Description: This description is what will print on the Purchase Order Line.

Optional Fields:
 Sub Rental: This field, when checked by the system specifies that unit on the Rental Line is a Sub Rental 

Unit. This field cannot be edited by the user.
 Vendor Name: Displays the name of the vendor which was selected in the Vendor No. field.

 Sub Rental Purch. Order No.: This field is populated with the PO number, when the Create Sub Rental 
Purchase Order(s) is ran.

There are three options in the Rental Line command bar – Functions category.
 Create Sub Line: When this option is selected, then the Rental Unit No. field on the child line selected, will 

have the sub rental unit from the group automatically populated on the line. Thus, the end user does not 
have to know what the number of the sub rental unit is for that group.

 Create Sub Rental Purchase Order(s): Automatically creates a Purchase Order for one piece of 
equipment on this contract to be sourced from one supplier. The fields Vendor No. and Sub Rental 
Description must be populated. If not, an error will occur, and no purchase order will be created.

 Open Sub Rental Purchase Order: Opens the linked purchase order to allow the user to add any final 
details such as price, edit the description, and make sure the tax codes are correct.

4.6.3.2. How to Personalize the Rental Lines to Add Sub Rental 
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Fields
Profile - Sales Order Processor

The same steps apply to users having the Business Manager Profile.

Click on the link Settings

Click on the menu item Personalize

Click on the link More

Click on ManageMore options
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Click on the link Field

For the following fields, select the field and drag and drop it into the Rental Line to the location you would like 
the field to be in.

Click on the data brick Caption = Sub Rental

This field, when the box is checked, displays that the 
unit selected on the Rental Line is a Sub Rental unit.

Click on the data brick Caption = Sub Rental Purch. 
Order No.

This field, when the PO is created automatically from 
the contract, displays the PO number.

NOTE

This field is mandatory as it is used in the function to 
automatically create the PO from the contract.

NOTE
This field will also be populated if the PO has been 
created from the Sub Rental Worksheet.
Click and hold the left mouse button on the data brick 
Caption = Vendor No.

This field is mandatory as it is used in the function to 
automatically create the PO from the contract.

While holding down the left click on the mouse, drag 
and drop the field to the preferred location on the 
Rental Lines.
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Click on the data brick Caption = Vendor Name

This field displays the Vendor Name once the Vendor 
No. has been selected on the Rental Line.

NOTE
This field will also be populated if the Vendor No. has 
been selected on the Sub Rental Worksheet.

Click and hold the left mouse button on the data brick 
Caption = Sub Rental Description

This field is mandatory as it is used in the function to 
automatically create the PO from the contract.

While holding down the left click on the mouse, drag 
and drop the field to the preferred location on the 
Rental Lines.

Click on the link Done

4.6.3.3. How to Add a Sub Rental Unit on a Rental Contract
The following example demonstrates the process of entry of a group with the rental quantity set to two.
One of the child lines will have a Sub Rental Line created, and the other child line will have an internal unit 
selected.

Then on the child line with the Sub Rental Unit, the Vendor No. and the Sub Rental Description will be 
populated, so that the function of Create Sub Rentals Purchase Order(s) can be ran. Once ran, the opening of 
the created PO will be demonstrated.

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No. 
lookup button

Click on the link in cell No. with the value RU00001

Select the Rental Unit Group and complete the rental 
line as follows.

Click on the cell Rental Quantity

Enter the text 2.
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Click on the cell Location Code

Click on Code = EAST, Name = East Warehouse

Click on the cell Rental Unit No.

Click on the navigation menu item More options
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Click on the navigation menu item popup Functions

Click on the navigation menu item Create Sub Line

Note that the Rental Unit No. field is automatically populated with the sub rental unit assigned to the group 
entered. The Location on the sub-rental line is set to the same location as on the group line.

The Location Code on the Sub Rental Unit Rental line must be entered when the Rental Group line and the 
Sub-Rental Unit card does not have a Location Code specified.

Complete the second child line by looking up and selecting an available unit in the group for the East location.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No. 
lookup button
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Click on the link in cell No. with the value RU00002

4.6.3.4. How to Automatically Create a Sub Rental Purchase Order
Scroll to where the Sub Rental fields were add to the Rental Lines using the Personalize feature of Dynamics 
365 Business Central.

Click on the cell Sub Rental

Note that the Rental Line with the Sub Rental Unit has 
the Sub Rental field checked.

Click on the cell Vendor No.

Click on No. = 10000, Name = Fabrikam, Inc., City = 
Atlanta

Select the Vendor that the PO for the subcontracted 
product is to be rented from.
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Click on the cell Sub Rental Description

Enter the text Sub contracted Buckeye.

Enter a description that should print on the PO line.

Click on the navigation menu item popup Functions

Click on the navigation menu item Create Sub Rental 
PO(s)
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Click on the button OK

Click on the button OK

Click on the cell Sub Rental Purch. Order No. with 
the value 106005 

Note that the Sub Rental Purch. Order No. field is 
populated with the newly created PO.

Click on the navigation menu item popup Functions
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Click on the navigation menu item Open Sub Rental 
Purchase Order

Click on the cell No.

Note that the G/L Account selected in the General 
Posting Setup, Sub Rental Purchase Acc. No. field 
automatically populated the No. field.

Click on the cell Description

Note that the PO line Description contains what was 
entered in the Sub Rental Description field on the 
Rental Line of the contract.

Click on the button Close

The functions of Undo Shipment and Swap Rental can be ran on Sub Rental Unit lines, should the need arise.
To learn about processing Sub Rental Purchase Orders, please review How to Process Sub Rental Purchase 
Orders.

IMPORTANT NOTE:
Should a user select to delete a rental line with a Sub Rental Unit that is not shipped that the Sub Rental PO 
was created for a confirmation message will occur. When Yes is selected, then the Recurring field on the 
related PO line will be cleared. When No is selected, then the deletion of the rental line will not occur.
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4.6.4. How to Use the Sub Rental Worksheet

4.6.4.1. Overview
A Sub Rental Worksheet is available, which contains a listing of all Sub Rental Units that have yet to be 
returned to the Vendor, whether the Rental Contract is open or is completed. The Sub Rental Worksheet is 
accessed via the Actions section – Rental Management menu option or from the top menu option of Rentals.

The worksheet provides users with information on the sub rentals and the ability to create the Sub Rental 
Purchase Orders for a single or multiple contract lines. A single PO can be created for multiple contracts when 
the Vendor No. is the same.

The worksheet contains a field called, “Returned to Vendor”. The field must be checked when the return to the 
vendor has been completed.This is required to update the Rental Returned field on the Purchase Order line. 
And, if not checked the record will continue to be displayed by default on the worksheet lines.

Once the Returned to Vendor field has been checked, then the line will no longer be visible in the worksheet. 
However, users will be able to clear the filter, should they wish to view all sub-rentals lines.

For information on the fields on the lines, point to the column name.

4.6.4.2. Sub Rental Worksheet Command Bar Options
The sub-menu options available when selecting Process are displayed below.

The following provides a brief description of the options available in the command bar, Process option.
 Create Sub Rental Purchase Order(s): This option will create a PO’s for the selected record(s), when the 

Vendor No. and the Sub Rental Description fields are populated on the record(s) selected.

 Open Rental Document: This option will open the Rental Contract for the line selected in the worksheet.
 Open Sub Rental Purchase Order: This option opens the PO of the line selected, when the SUB 

RENTAL PO NO. field is populated.

 View All: When selected the records displayed will consist of records for sub rentals that have not been 
returned to vendors, and those returned to vendors as long as the PO is still open.

 View Outstanding PO’s Only: When selected the records in the worksheet are filtered to display only 
those records where the Sub Rental Purchase Orders are still open. The records displayed will include all 
records related to the open orders, whether the Returned to Vendor field is checked or not.

 View Outstanding: This option will filter the records in the worksheet to display only those open records 
where the Returned to Vendor field has not been checked and the PO is still open.

The command bar option of Action contains the sub-menu option of Functions which contains the option to 
Create Sub Rental Purchase Order(s), which is found in the Process option as well.
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The following displays the options available when selecting the command bar option of Navigate - Documents.
 
As the options were previously described in the Process option, this is not repeated here.

The following displays the options available when selecting the command bar option of Navigate - View.
 
As the options were previously described in the Process option, this is not repeated here.

4.6.4.3. How to Create a Sub Rental PO from the Worksheet
The following example demonstrates opening the worksheet and creating multiple Purchase Orders from the 
worksheet for multiple lines and multiple contracts.
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Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Sub Rental 
Worksheet

Click on the navigation menu item Edit List

Click on the cell Vendor No.
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Click on No. = 40000, Name = Wide World 
Importers, City = Atlanta

Select the Vendor that the PO is to be created for.

Click on the cell Sub Rental Description

Enter the text Sub contracted Buckeye West.

Click on the cell Vendor No.
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Click on No. = 10000, Name = Fabrikam, Inc., City = 
Atlanta

Select the Vendor that the PO is to be created for.

Click on the cell Sub Rental Description

Enter the text Sub contracted Buckeye East.

Click on the cell Vendor No.
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Click on No. = 10000, Name = Fabrikam, Inc., City = 
Atlanta

Select the Vendor that the PO is to be created for.

Click on the cell Sub Rental Description

Enter the text Sub contracted Buckeye East.

The next step is to select the records for which you want Purchase Orders to be created for.

In this example, all records will be selected.

NOTE
Each record must be selected individually, rather than checking the Select All box to the left of the Document 
No. field.

Click on the cell Document No. with the value 
RC00029 
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Click on the row menu button

Click on the menu item Select More

Click on the checkbox Select row

Click on the checkbox Select row
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Click on the navigation menu item Create Sub Rental 
PO(s)

Click on One PO per Vendor, No

Should your organization want to create multiple 
Purchase Orders where there is to one PO per 
Vendor No. for the selected records, then click on the 
field, One PO per Vendor to set it to Yes.

If your organization prefers to have a Purchase Order 
for each selected record, then No must be the setting 
on the One PO per Vendor field.

Click on the field Document No.

Note that the filter contains both contracts for the lines 
in the worksheet which were individually selected.

Click on the field Line No.

This field will contain the Rental Contract line 
numbers for the records selected.
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Click on the button OK

Click on the button OK

Click on the cell Sub Rental PO No. with the value 
106006 

Note that after selecting OK the SUB RENTAL PO 
NO. field is automatically populated and the Purchase 
Order No. is the same for the records with the same 
Vendor No. selected.

To view the newly created PO's, select one of the records and then select the command bar Process option, 
then Open Sub Rental Purchase Order.

4.6.4.4. How to Specify the Sub Rental Unit has been Returned to 
Vendor

Once the sub rental has been returned from being rented out and has been returned to the Vendor the field, 
Returned to Vendor must be checked. This is required to update the Rental Returned field on the Purchase 
Order line. And if not checked the record will continue to be displayed by default on the worksheet lines.

The following example demonstrates this.
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Click on the navigation menu item Edit List

Click on the cell Document No. with the value 
RC00028 

Click on the cell Qty. Returned with the value 1 

Verify that the Sub Rental Unit has been returned on 
the contract.

Click on Returned to Vendor

Note that the worksheet line disappears when the 
Returned to Vendor was selected.

In addition, the Filter list by at the left automatically opens which displays what filters were applied to the 
records in the worksheet.

This can be closed to maximize the number of fields visible on the worksheet.
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Click on the navigation menu item popup Process

Click on the navigation menu item View All

To view all the records, including those with Returned 
to Vendor checked, select View All.

4.6.5. How to Process Sub Rental Purchase Orders

4.6.5.1. Overview
The Sub Rental Purchase Orders created have the lines for the sub rentals flagged as recurring and will remain 
open after invoicing to allow for continuous billing.

Sub Rental Fields on Purchase Order Lines

The following fields have been added to the Purchase Order Lines to facilitate the recurring PO sub-rental 
invoicing.
 Rental Contract No.:  Displays the number of the contract that the sub rental product is for.
 Rental Contract Line No.: Displays the number of the line on the contract that the sub rental product is for.

 Rental Start Date: Displays the date the rental is to commence on.
 Rental End Date: Displays the expected ending date of the rental.
 Rental Returned: Displays whether the product has been returned to the Vendor and cannot be edited on 

the PO line. This defaults from the Sub Rental Worksheet, Returned to Vendor field.

 Recurring: Displays whether the PO line will require multiple invoices to be posted as the product is on a 
rental contract line. This field can be cleared if the rental is for a single rental period, has been returned to 
the Vendor and the recurring invoicing is no long to occur.

When the Recurring field is flagged, and an invoice is posted the Quantity on the PO line is automatically 
incremented.  Thus, enabling the ability to Post- Receive and Invoice for the next required invoice.

The following is a summary of the processing steps based on when the rental is for more than one rental period 
and the Purchase Order invoice is being processed after each Rental Invoice has been posted.
 Open the Sub Rental PO, enter the Direct Unit Cost Excl. Tax and other required fields, then post only the 
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receipt of the product.

 After the Rental contract has been invoiced for the first rental period, then open the PO and enter the 
Vendor Invoice No. and post the invoice.

 After the Rental Contract has been invoiced for the next rental period, then open the PO, adjust the posting 
date, enter/modify the Vendor Invoice No., and post the invoice.

 When the Sub Rental Unit has been returned to the Vendor, open the Sub Rental Worksheet, and check 
the Returned to Vendor field on the appropriate record. This will update the Rental Returned field on the 
PO line for visibility that the product has been returned.

 On the Purchase Order Line, if the Rental Returned field is flagged and no further invoices will be posted, 
clear the Recurring field, then post the final PO invoice for that line.

When both the Recurring field and the Rental Returned fields are flagged on a line, then a confirmation 
message occurs. The following is an example of the message.
 
The Sub rental unit on “RC00001”; “Line 20000’ has been returned by the customer. Do you want to keep the 
PO line open as a recurring line? Yes/No.

When No is selected the Recurring field is automatically cleared and the PO invoicing processes as per normal 
processing.
When Yes is selected the standard Sub Rental processing of the invoice occurs.

Additional Processing Information
Should a PO be invoiced with the Recurring still flagged when should have been cleared prior to invoicing, then 
the following steps will need to be done on the line or lines.
 Clear the Recurring field
 Re-open the PO
 Modify the Quantity to be the same as the Quantity Invoiced
 Delete the PO only if all lines are fully processed

NOTE: The user may want to Archive the PO prior to modifying the Quantity and possibly prior to deleting it.

4.6.5.2. Processing the Purchase Order
The following demonstrates the processing of a Sub Rental Purchase Order for a sub rental on a contract that 
is for 2 rental periods with invoicing at the end of each rental period.
 The product receipt on the PO will be demonstrated.
 The Rental Contract Rental Units will be shipped and then invoiced at the end of the first rental period.
 Then the posting of the first invoice being posted will be demonstrated.

 The Rental Contract will be invoiced for the second period and the Rental Units including the sub-rental will 
be returned. And on the Sub Rental Worksheet the Returned to Vendor field will be checked.

 Then on the PO the processing of the final invoice will be demonstrated.
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Click on the cell Recurring with the value on

Click on the navigation menu item popup Posting

Click on the navigation menu item Post...

Click on the field Receive
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Click on the button OK

The following demonstrates the posting of the first invoice for the PO after the rental contract was invoiced.

Click on the field Posting Date

Enter or open the calendar and select the Posting 
Date that the Invoice is to have.

Enter Posting Date.

Click on the field Vendor Invoice No.
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Enter Vendor Invoice No..

Click on the navigation menu item popup Posting

Click on the navigation menu item Post...

Click on the field Invoice
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Click on the button OK

Note that the Purchase Order did not close.
This is due to the PO line having the Recurring field checked and the Quantity incrementing.

Click on the cell Quantity with the value 2

The quantity is incremented to 2 as the Recurring field 
on the line is checked.

Click on the cell Qty. to Receive with the value 1

The Qty. to Receive and Qty. to Invoice are 
automatically populated as the Quantity was 
increased.

The following demonstrates the process for the PO after the final rental has been invoiced, the Sub Rental Unit 
returned and the Sub Rental Worksheet, Returned to Vendor checked.

Click on the field Posting Date
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Enter Posting Date.

Enter or open the calendar and select the Posting 
Date that the Invoice is to have.

Click on the field Vendor Invoice No.

Enter Vendor Invoice No..

Click on the cell Rental Returned with the value on

Note that the Rental Returned field is now checked 
which indicates the product has been returned to the 
Vendor.
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Click on Recurring

By clicking on the check mark, it will be cleared. Thus, 
specifying that the invoice to be posted is the final 
invoice for the PO line.

Click on the navigation menu item popup Posting

Click on the navigation menu item Post...

Click on the button OK
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Click on the button No

In this example there were no other PO lines, so the PO is automatically deleted.
If there had been additional PO lines that were not fully processed or there were additional sub rental lines with 
the Recurring field checked the PO would remain open.

4.7. Advanced Proforma Invoice
4.7.1. Advanced Proforma Invoice Overview

4.7.1.1. Overview
Some organizations have agreements with their customers whereby a pre-invoice is sent to the customer for 
approval prior to posting the invoice.

The Advanced Proforma functionality provides the ability to create an invoice, but not post the invoice, and 
essentially locks the current contract. The contract cannot be modified until the Advanced Proforma Invoice has 
been approved by the customer and posted.

A unique numbering series is used with the Advanced Proforma Invoice which consists of the contract number 
plus a suffix. For example, RC00001-001.The suffix increments for each advanced proforma invoice created 
from the contract. The Advanced Proforma Invoice No. flows through to the Posted Sales Invoice.

Rental Contract invoicing can only be done using either the standard rental invoicing or the Advanced Pro-
Forma Invoicing. If a contract has been invoiced using the standard rental invoicing, then the invoicing cannot 
be done using the Advanced Proforma menu options. All subsequent invoicing must be done using the 
standard rental invoicing process.

Likewise, if an Advanced Pro-Forma Invoice has been processed on a contract, then the standard rental 
invoicing process cannot be used. All subsequent invoicing must be done using the advanced proforma 
invoicing process.

The posting of the Advanced Pro-Forma Invoice can only be done from the Rental Contract, once specified as 
sent and approved on the open sales invoice. The Advanced Pro-Forma invoice cannot be posted from the 
open Sales Invoices list or document.

To utilize the Advanced Proforma functionality, the Advanced Pro-Forma Invoice field on Rental Management 
Setup must be enabled. The Check Proforma On Posting field is optional, however, it is recommended that it 
be enabled so that taxes are checked on the pro-forma invoices before posting.

If an organization needs to continue to process subsequent Advanced Proforma Invoices before the customer 
has approved an Advanced Proforma, then the Transfer Rental Contracts feature can be used to automatically 
create a new contract, and transfer some or all of the rental lines for the same customer or a different customer.

The transfer functionality contains the ability to enforce continuous billing and maintains an audit trail including 
the initial contract and each transfer that occurs.
 
To learn about the Transfer Rental Contracts feature, go to the ODT Rentals Online Help, Processing Rentals, 
Additional Rental Processes, Transfer Rental Contracts.
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4.7.1.2. Rental Contract Overview
The following picture displays the menu options which are only displayed when the Advanced Proforma field is 
enabled on Rental Management Setup.

The following related advanced proforma features are only visible on the Rental Contract when the Advanced 
Pro-Forma Invoice field is enabled on Rental Management Setup.

Menu options within the Rental Menu option:
 Create Pro-Forma, which when selected will open a page where a Cut-off Date is entered like the 

standard rental proforma and creates an open Advanced Pro-Forma sales invoice.
 Invoice Pro-Forma, which is used to post the Advanced Pro-Forma Invoice.

An additional field, Advanced Proforma, has been added to the General tab. The field is automatically enabled 
when the Advanced Pro-Forma Invoice is created and specifies that an open Advanced Proforma Invoice 
exists. This field cannot be edited.

Once an Advanced Pro-Forma Invoice has been created, whether posted or not, then the standard rental 
invoicing menu option can no longer be selected. 
Nor can the standard proforma invoice be selected using Home, Print Proforma Invoice.

The following picture displays the Rental menu options after an Advanced Pro-Forma has been created.

Note that the standard rental invoicing menu options are greyed out, which means they cannot be selected.

An additional tab, Advanced Proforma, has been added to the Rental Contract, which displays fields related to 
the Advanced Proforma.

The following picture displays the Advanced Proforma tab with the fields populated as an Advanced Proforma 
Invoice had been created, sent to the customer, and approved by the customer.
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Document Signatures
An electronic signature or signatures can be captured on the Advanced Proforma Invoice, Document 
Signatures tab or Fact Box.

When on Rental Management Setup the field, Transfer Signature On Advanced Proforma Post, is enabled, 
then when the invoice is posted, the signatures will flow to the Posted Sales Invoice.

To learn about Electronic Signatures, see ODT Rental Online Help, Additional Rental Processes, Electronic 
Signatures.

4.7.1.3. Advanced Proforma Invoice Overview
The open Advanced Pro-Forma Invoice has a unique format that differs from the standard sales invoices.

The format of the Sales Invoice documents include additional fields, tabs and menu options.

The following picture displays an example of  Advanced Pro-Forma Invoice document in the Sales Invoices.

The General tab contains the field, Pro-Forma Invoice which is automatically enabled, when the invoice is 
created and cannot be disabled.

There are Rental Lines tab, Lines tab (for sales lines) and a tab called Pro-Forma Details.
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NOTES
 The Advanced Pro-Forma Invoice can only be posted from the Rental Contract.
 The Advanced Pro-Forma Invoice can be deleted, if required, when the Pro-Forma Details, sent and 

approved fields are not populated.
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Menu options related to the Advanced Pro-Forma feature include:

Report for printing the advanced proforma in a format similar to the rental invoice.

Approve with 3 sub-menu options of Sent, Cancel and Approved. 
 Sent is to be selected when the Advanced Pro-Forma document has been sent to the Customer, which 

updates the Pro-Forma Details tab, sent related fields on the Advanced Pro-Forma Invoice and the 
Advanced Proforma tab on the Rental Contract.

 Approved is to be selected when the Customer has approved the Advanced Pro-Forma Invoice sent to 
them. The selection of the Approved updates the Pro-Forma Details tab, approval related fields on the 
Advanced Pro-Forma Invoice and the Advanced Proforma tab on the Rental Contract.

 Cancel, which when selected will clear the sent and approved related fields on the Pro-Forma Details tab 
on the Advanced Pro-Forma Invoice and the Advanced Proforma tab on the Rental Contract.

The following displays a broader picture of the Rental Lines tab, which includes fields from the rental lines and 
sales posting fields.

4.7.2. How to Set Up for Using the Advanced Proforma

4.7.2.1. Overview
In order to use the Advanced Pro-Forma functionality the configuration on Rental Management Setup is 
required.
 
The Advanced Pro-Forma Invoice field must be enabled. The enabling of the Check Proforma On Posting field 
is optional, however, it is recommended that it be enabled so that taxes are checked on the pro-forma invoices 
before posting.

4.7.2.2. How to Set Up Rental Management Setup for Advanced 
Proforma

The following demonstrates the setup on Rental Management Setup.

Click on the navigation menu item popup Rental 
Management
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Click on the navigation menu item Rental 
Management Setup

Click on the button Show more

Click on the toggle field Advanced Pro-Forma 
Invoice

Click on the toggle field Check Proforma on Posting

4.7.3. How to Process Advanced Proforma Invoices

4.7.3.1. Overview
The following example demonstrates the processing of an Advanced Pro-Forma Invoice from a contract 
including:
 Creating an Advanced Pro-Forma Invoice from a Rental Contract
 Printing the Pro-Forma Invoice
 Updating the invoice as sent
 Updating the invoice as approved by the Customer
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Posting the Pro-Forma Invoice from the Rental Contract


4.7.3.2. How to Create an Advanced Pro-Forma Invoice
IMPORTANT
Prior to creating the Pro-Forma Invoice ensure that the Posting Date on the Rental Contract is set to the date 
which will be used as the Cut-off Date for the proforma.
This will ensure that the Document Date, Due Date and Pmt. Discount Date fields on the proforma will set to 
the appropriate dates.

Click on the link Open the date picker for Posting 
Date

Click on the link Next

Click on a date in the calendar

Click on the navigation menu item popup Rental
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Click on the navigation menu item Create Pro-Forma

Click on the link Open the date picker for Cut-off 
Date

Click on the link Previous

Click on a date in the calendar
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Click on the button OK

Click on the button OK

Click on the button No
 
If Yes is selected, then the Advanced Pro-Forma 
invoice will be opened.

The following demonstrates how to access the open Advanced Pro-Forma invoice from the Rental Contract.

Click on the navigation menu item popup Rental



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2008/2540

ODT Rentals Online Help 5/15/2024 2008/2540

Click on the navigation menu item Create Pro-Forma

Click on the button Yes

4.7.3.3. How to Print, Send and Approve the Pro-Forma Invoice
The following demonstrates the steps for printing the proforma invoice.

Click on the navigation menu item popup Report

Click on the navigation menu item Print Proforma
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Click on Send to... Print Preview Cancel
 
Select the preferred method of printing the Proforma 
Invoice.

Click on the button Send to...

Click on the item PDF Document
 
When Send is selected the PDF Document must be 
selected.

Click on the button OK
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Click on Rental Proforma.pdf.
 
Save the pdf file to the applicable location on the 
network.

The following steps demonstrate the specification that the Pro-Forma Invoice has been sent to the customer, 
approved by the customer, and the reviewing of the Pro-Forma Details tab.

Click on the navigation menu item popup Approve

Click on the navigation menu item Send

Click on the navigation menu item popup Approve
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Click on the navigation menu item Approve

The following picture displays the Pro-Forma Details tab on the invoice, updated by the selection of Send and 
Approve.

4.7.3.4. How to Post the Pro-Forma Invoice from the Contract
The following demonstrates the reviewing of the Rental Contract, Advanced Proforma tab, and the posting of 
the Advanced Proforma Invoice.

The following picture displays the Advanced Proforma tab on the Rental Contract after sending and approving 
the invoice.

The following steps demonstrate the invoicing of the Advanced Pro-Forma Invoice.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice Pro-
Forma

Click on the button Yes

Click on the button OK

4.8. Rental FA Transfer Journal
4.8.1. Rental FA Transfer Journal Overview

4.8.1.1. Overview
When an organization is using Rental Locations and is linking Fixed Assets to Rental Units, it is important that 
the Rental Location on the Fixed Asset and the Location Code on the Rental Unit remain synchronized.

The Rental FA Transfer Journal, along with related setups on the Rental Management Setup, provides the 
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means to keep the rental location fields on the Rental Unit and Fixed Asset synchronized.

An organization can use the Rental FA Transfer Journal to transfer the Fixed Assets linked to a Rental Unit to a 
different rental location, which on posting will update the Rental Unit Location code field.

NOTE:
Only Fixed Assets that are linked to a Rental Unit can be entered on the journal lines.

When on Rental Management Setup the FA Transfer Mandatory field is enabled, then when a Rental Unit that 
is linked to a Fixed Asset is returned to a different or temporary rental location, a FA Transfer Journal is 
automatically created and posted to ensure the locations remain synchronized. 

When the journal is posted, then a Rental FA Transfer Shipment and Rental FA Transfer Receipt documents 
are created and posted. 

The Posted FA Transfer Shipments and Posted FA Transfer Receipts can be located using the Search.

On the Business Manager Profile, the documents are located in the Rentals menu option. On the Sales Order 
Processor Profile, the documents are located in the Posted Documents menu option.

In addition, Rental Ledger Entries will be created on the Rental Unit with a Type of Transfer to record the 
transfer transactions related to the shipment and receipt of the unit. The posted transfer documents can be 
opened from the Navigate menu option, Entry, Open Document and then select Transfer Document.

When a Rental Unit linked to a Fixed Asset is on a Rental Quote or Rental Contract, the Fixed Asset cannot be 
entered on the Rental FA Transfer Journal. 

When a Rental Unit linked to a Fixed Asset has the Inactive field enabled, the Fixed Asset cannot be entered 
on the Rental FA Transfer Journal. 

When a Fixed Asset linked to a Rental Unit has either or both the Inactive and Blocked fields enabled, the 
Fixed Asset cannot be entered on the FA Transfer Journal.

4.8.1.2. Setups Required for the Rental FA Transfer Journal
The setups required to ensure the location code fields remain synchronized include:

• No Series:
 - Rental FA Trans Ship for the Posted FA Transfer Shipment documents
 - Rental FA Trans Receipt for the Posted FA Transfer Receipt documents

• Rental Management Setup - General Tab:
 - Rental FA Transfer Mandatory field must be enabled
 - Default FA Transfer In-Transit must be populated with an In-Transit Location Code

• Rental Management Setup - Numbering Tab
The following fields are mandatory when the Rental FA Transfer Mandatory field is enabled. Should the No. 
Series not be entered an error will occur when closing the Rental Management Setup page.
 - Rental FA Trans. Shipment Nos.
 - Rental FA Trans. Receipt Nos.

To learn how to setup the Rental Management fields for the Rental FA Transfers, see ODT Rental Online Help, 
Setup Rentals, Financials Setup for Rentals.

• Rental FA Transfer Journal Batch. The batches can only be setup from the Journal.
The Default Batch is automatically setup, when the Rental FA Transfer Journal is opened for the first time, or 
when the first return to a different rental location is posted. Additional Batches can be setup by using the look-
up in the Batch Name field.

The following picture is an example of the above setups on Rental Management Setup.
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4.8.1.3. Rental FA Transfer Journal Menu and Fields
The Rental FA Transfer Journal Menu Options:

• Manage: Contains the menu option, Delete, for 
deleting lines in the journal.
• Post is used for posting the journal which opens a 
page which contains the options of Ship, Receive, 
Ship and Receive
• Actions: Contains the menu option, Post.
• Navigate: Contains the menu option, Fixed Asset, 
which contains menu options for opening the Fixed 
Asset card or the Rental Unit card.
The Rental FA Transfer Journal Line fields:

• Posting Date: The Posting Date is 
automatically populated with the users work date and 
can be modified.
• FA No.: For selecting the Fixed Asset to be 
transferred to a different rental location.
• FA Description: Displays the description of the asset 
selected.
• Rental Unit No.: Displays the Rental Unit No. the 
asset is linked to.
• Transfer-from Code: Displays the current Rental 
Location on the asset card, which the asset is to be 
transferred from.
• Shipment Date-Time: For selecting the date that the 
transfer shipment is to occur on. The time is 
automatically set to 12:00 AM, which can be changed.
• Transfer-to Code: For the selection of the rental 
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location the asset and rental unit are to be transferred 
to.
Rental FA Transfer Journal Line fields continued:

• Expected Receipt Date-Time: For selecting the date 
that the transfer receipt is expected to occur on. The 
time is automatically set to 12:00 AM, which can be 
changed.
• In-Transit Code: The Default FA Transfer In-Transit 
Location specified on Rental Management Setup 
defaults to this field. The In-Transit Code can be 
modified.
• Ship: When checked indicates the transfer is to be 
shipped when posting the journal.
• Receive: When checked indicates the transfer is to 
be received when posting the journal.
• Shipped: Displays whether the transfer has been 
shipped. When checked the transfer has been 
shipped.
• Received: Displays whether the transfer has been 
received. When checked the transfer has been 
received.

4.8.2. How to Transfer a Fixed Asset Using the Rental FA 
Transfer Journal

4.8.2.1. How to Process a Rental FA Transfer Journal
Business Manager Profile

The following demonstrates the entry and processing of the transfer of a Fixed Asset linked to a Rental Unit to 
a different rental location.

In the example, the Rental Unit is not on a Rental Quote or Rental Contract.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental FA 
Transfer Journal
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On the Sales Order Processor Profile, the Rental FA Transfer Journal is located in the Rentals menu at the top 
of the profile.

Click on the cell Posting Date with the value 5/5/2020

The Posting Date is to be set to the date that the 
Transfer Shipment is to occur on.

Click on the cell FA No.

Click on the link in cell No. with the value RU00024-
003

Click on the cell Rental Unit No. with the value 
RU00024-003

The Rental Unit No. field will be automatically 
populated with the unit the asset is linked to.

The journal entry allows for the entry of either the FA No. or Rental Unit No. which automatically populates the 
other field.
For example, if the Rental Unit No. was selected first, then the FA No. field would be automatically populated 
with the asset linked to the unit.
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Click on the cell Transfer-from Code with the value 
WEST

The Rental Location on the Fixed Asset card 
automatically populates the Transfer-from Code field.

Click on the cell Shipment Date-Time

Click on a date in the calendar

Select the date that the transfer shipment is to occur 
on.

Click on the cell Transfer-to Code
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Click on the link in cell Code with the value EAST

Select the Rental Location the asset and unit are to 
be transferred to.

Click on the cell Expected Receipt Date-Time with 
the value 5/6/2020 12:00 AM

The date and time are automatically set to be the 
same as the Shipment Date-Time. 

NOTE:
Should the Expected Date be changed, then the Shipment Date-Time is automatically set to have the same 
date.

Click on the cell In-Transit Code with the value OWN 
LOG.

Click on Ship

The Ship field is to be checked to indicate that the 
shipment is to be posted when Post is selected and 
either Ship or Ship and Receive is selected.
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Click on Receive

The Receive field is to be checked to indicate that the 
receipt is to be posted when Post is selected and 
either Receive or Ship and Receive is selected.

Click on the link Post

Click on the field Ship and Receive

Click on the button OK
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Click on the button OK

Click on the back button

The following provides a review of the Fixed Asset card and Rental Unit card showing that the cards were 
updated with the rental location selected in the Transfer-to Code field on the journal line.

Click on the navigation menu item popup Finance

Click on the navigation menu item Fixed Assets
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Click on the link in cell No. with the value RU00024-
003

Click on the field Rental Location Code

Close the Fixed Asset card and list.

Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00024-
003
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Click on the field Location Code

The following demonstrates the Rental Ledger Entries created on the unit by the posting of the Rental FA 
Transfer journal.

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Ledger 
Entries

Click on the cell Entry Type with the value Transfer

As the change in location was initiated from the 
Rental FA Transfer Journal the Entry Type is 
Transfer. 
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Click on the cell Location Code with the value WEST

Click on the cell Quantity with the value -1.00

Click on the cell Rental Doc. No. with the value 
FAS00001

Note that the entry contains the Location Code that was in the Transfer-from Code field on the journal line, and 
the quantity is a negative, which is indicative that the entry is related to the transfer shipment.

Additionally the Rental Doc. No. field contains a number from the No Series entered in the Rental FA Trans. 
Shipment Nos. field on Rental Management Setup as displayed in the Rental FA Transfer Journal Overview.

The following demonstrates how to open the Posted FA Transfer Shipment document.

Click on the navigation menu item popup Navigate
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Click on the navigation menu item popup Entry

Click on the navigation menu item popup Open 
Document 

Click on the navigation menu item Transfer 
Document

The review of the following entry is related to the Posted FA Transfer Receipt.

Click on the cell Location Code with the value EAST
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Click on the cell Quantity with the value 1.00

Click on the cell Rental Doc. No. with the value 
FAR00001

Note that the entry contains the Location Code that was in the Transfer-to Code field on the journal line, and 
the quantity is positive, which is indicative that the entry is related to the transfer receipt.

Additionally the Rental Doc. No. field contains a number from the No Series entered in the Rental FA Trans. 
Receipt Nos. field on Rental Management Setup as displayed in the Rental FA Transfer Journal Overview.

The Posted FA Transfer Receipt can be opened using the steps provided on how to open the Posted FA 
Transfer Shipment.

When on a Rental Contract the unit is returned to a different location, then a Rental FA Transfer Journal is 
automatically created and posted.

The Posted FA Transfer Shipment and Posted FA Transfer Receipt will be created and posted.
The Rental Ledger Entries as noted above.

4.9. Transferring Rental Contracts
4.9.1. Transferring Rental Contracts Overview

4.9.1.1. Overview
The Transfer Contract feature provides the ability to automatically create a new contract for the same or a 
different Customer, and transfer some or all rental lines, which have been shipped or returned to the new 
contract.

A Transfer Worksheet is provided which by default will be populated with the Sell-To Customer, Ship-To 
Address and Bill-to Customer settings from the originating contract and display the rental lines, which have 
been shipped or returned on the contract.

When a transfer is processed, the selected rental lines to transfer that are out on rent will be returned on the 
original contract and shipped on the new contract. Should selected lines include rental lines that were returned 
on the originating contract, these lines will be transferred as returned on the new contract.
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4.9.1.2. Rental Contract Transfer Information
Additional fields related to transferring rental lines are available to add to the rental lines. On the originating 
contract the applicable fields are populated when a rental line is transferred to another contract. The fields 
applicable to the new contract will be populated on the new contract.

These fields include:
 Transferred to Doc. No.
 Transferred Date
 Transferred
 Transferred From Doc. No.

The following picture displays the Transfer Details tab on the Rental Contract.

 Original Document will always contain the initial originating Rental Contract number.
 Previous Document will contain the Rental Contract No. that the transfer to the contract occurred from.

 Sequence contains the sequence number of the contract transfer completed in relation to the number of 
transfers since the initial original document.

4.9.1.3. Transfer Worksheet
The following picture displays the Transfer Worksheet, which is accessed from the Rental Contract – Process 
menu – Transfer menu option.

The worksheet provides various options for transferring including:
 
Copy Header:  When enabled will copy the header of the originating contract when transferring to the same 
Customer. The copy header will copy all header settings including include Dimensions, Comments, Links, 
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Notes and Attachments to the new contract.

The exceptions are the Sell-to Customer, Ship-to Address and Bill-to Customer, which are copied from the 
worksheet. When disabled, then a different Sell-to Customer can be selected on the worksheet.

Recalculate Lines:  This field is disabled by default, when transferring the same Sell-to Customer, however, 
can be enabled. When the Sell-to Customer, Ship-to Address or Bill-to Customer is changed, then the 
Recalculate Lines is automatically enabled and cannot be disabled due to tax implications.

Date fields for specifying what the Rental End Billing Date and Rental Return Date are to be used when 
returning the units on the originating contract, and the Rental Start Date and Rental Return Date to be used on 
the new contact.

Transfer All: When enabled will flag the Transfer field on all the Transfer Rental Line records.
 
Continuous Billing: This field is enabled by default and can be disabled. When enabled will enforce 
continuous billing from the originating contract meaning that the New Contract Billing Start Date cannot overlap 
the Old Contract Stop Billing Date.

When a rental invoice has been posted and a New Contract Billing Start Date is entered that overlaps the 
posted invoice dates, then the Rental Billing Start Date on the new contract rental lines will be set to the day 
after the end billing date of the invoice.

When an Advanced Proforma exists and a date is entered in the Old Contract Stop Billing Date or New 
Contract Start Billing Date that is within the Advance Proforma date range, then the date will be updated to 
ensure that the billing dates on the new contract will not overlap the date range of the Advanced Proforma 
invoice.

The Auto Credit Memo functionality, if enabled on Rental Management Setup, will not be ran when transferring 
contract lines when the Continuous Billing field is enabled. This is to ensure continuous billing occurs.
 
Ship-to:
The Ship-to option defaults from the contract that the rental lines will be transferred from and can be changed.
 

IMPORTANT:

Currently when a contract, with the Ship-to option set to Alternative Shipping Address, is to be transferred to 
another contract for a different customer, the following steps must be followed on the Transfer Worksheet.

 First, set the Ship-to option to Custom Address
 Second, disable the Copy Header and select the new Customer No, that the new contract is to be created 

for.
The Ship-to option will automatically be set to Default (Sell-to Address) when the new Customer No. is 
selected.

When a contract, with the Ship-to option set to Alternative Shipping Address, is to be transferred to another 
contract for the same customer, however, the Ship-to is to be changed to either Default (Sell-to Address) or a 
different Alternative Ship-to Address, then the following steps must be followed on the Transfer Worksheet.

 First, set the Ship-to option to Custom Address
 Then the Ship-to can be changed to either Default (Sell-to Address), if applicable
 If the Ship-to Code is to be a different Alternative Ship-to Address than on the originating contract, then re-

select Alternative Ship-to Address option and select the Code.

Bill-to:
 
The Bill-to field is automatically set based on the Bill-to Customer on the contract the transfer is occurring from. 
If the Bill-to Customer on the contract is the default customer, then the Bill-to option on the Transfer worksheet 
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will be set to Default (Customer). If the Bill-to Customer is not the default customer, then the Bill-to option on 
the Transfer Worksheet will be set to Another Customer.

The Bill-to option can be changed. If it is changed, then the Recalculate Lines on the Transfer Worksheet will 
be enabled and cannot be modified. This is to ensure that the applicable taxes are applied should the Bill-to 
Customer have different tax settings.

If it is set to Another Customer, then the Customer No. can be changed. If the Bill-to is set to Another Customer 
and the Customer No. is changed, then the Recalculate Lines on the Transfer Worksheet will be enabled and 
cannot be modified. This is to ensure that the applicable taxes are applied should the Bill-to Customer have 
different tax settings.

The following fields are available to be added to the Transfer Rental Lines using Personalize.
 Rental Billing Start Date-Time
 Rental Billing End Date-Time
 

4.9.1.4. Restrictions and Conditions for Transferring Rental 
Contracts

The following covers the restrictions and conditions on transferring:
 Rental Lines that cannot be transferred include units which have not been shipped, units returned during 

the swap function, and unit lines with Metered Usage Pricing.

 The transferring of Rental Packages is restricted to the full package and all components must be on rent. If 
some of the components have been returned, the package transfer is disallowed.

 Sales Lines are not transferred.
 Rental Kits - Sales Lines are not transferred. However, if Recalculate Rental Lines on the worksheet is 

enabled and a rental unit transferred has a Rental Kit, then the lines will be auto created on the new 
contract.

 Unit rental lines with Periodic Usage pricing and Standby pricing, if applicable, can only be transferred to 
the same customer.

 If on the originating contract there are Periodic Usage entries which have not been invoiced that are equal to or 
later than the New Contract Start Billing Date, then a message is provided that allows the user to select 
whether these entries will be transferred to the new contract or not.

If the user chooses to not transfer the Periodic Usage Entries, then the entries are not transferred and are 
deleted on the originating contract.

 Unit rental lines with Rental Calendar Entries that have not been invoiced which are equal to or later than 
the New Contract Start Billing Date can be transferred.

A message is provided that allows the user to select whether these entries will be transferred to the new 
contract or not. If the user choses to not transfer the Rental Calendar Entries, then the entries are not 
transferred and are deleted on the originating contract.

4.9.2. How to Process a Transfer to the Same Customer

4.9.2.1. Overview
The examples included demonstrate processing a transfer of rental lines from one contract to another which will 
have the same customer.
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The first example demonstrates the transfer from a contract which creates a new contract with the selected 
rental lines. In this example, no invoice will be posted on the original contract before processing the transfer.

The second example demonstrates the processing a transfer from the new contract to another contract for the 
same customer with Continuous Billing enabled and a different Ship-to Address.
For the second example, an invoice will be posted on the contract prior to transferring the rental lines to a new 
contract. This example also covers how the Transfer Details are updated with each transfer.

4.9.2.2. How to Transfer Contract Rental Lines to the Same 
Customer

The following example demonstrates the transferring of rental lines to a new contract with the same customer.

Rental Contract Information
 The rental term on the contract lines is a monthly rental with periodic end prorated invoicing.
 The Rental Lines consist of a Rental Unit and group of 2, with a Rental Start Date of April 12 and a Return 

Date of June 11, which have been shipped. Following these is another line with a unit, which has a Rental 
Start Date of April 25 and a Return Date of June 11, which has not been shipped.

 No invoice has been posted, nor an Advanced Pro-Forma created.
 The transfer will occur on April 24.

For this example, the following settings will be used on the Transfer Worksheet.
 Copy Header will be enabled.
 Recalculate Lines will be disabled.
 Continuous Billing will be disabled.
 Transfer All will be disabled as only some of the rental lines will be transferred.

Click on the navigation menu item popup Process

Click on the field Posting Date



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2030/2540

ODT Rentals Online Help 5/15/2024 2030/2540

Click on the link Open the date picker for Posting 
Date

Click on a date in the calendar

Click on the navigation menu item popup Process

Click on the navigation menu item Transfer
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Click on the link Copy Header
 
By default the Copy Header field is enabled, which 
means all Dimensions, Comments, Links, Notes and 
Attachments will be copied to the new contract. To 
specify that these are not to be copied to the new 
contract, then disable the field.

Click on the link Recalculate Lines
 
The Recalculate Lines field is disabled by default, 
which means that if prices were overridden on the old 
contract rental lines, then those prices will transfer to 
the new contract. Also if Additional Notes or 
Attachments were added to the lines being 
transferred, they would be transferred as well.

Click on the field Old Contract Stop Billing Date

Click on the link Open the date picker for Old 
Contract Stop Billing Date
 
Select the date that is to be the last date billable 
(Rental End Billing Date) on the old contract.
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Click on a date in the calendar
 
For this example the last date billable is April 24.

Click on the field Old Contract Return Date

Click on the link Open the date picker for Old 
Contract Return Date

Click on a date in the calendar
 
Select the date the Rental Units on the lines selected 
are to be returned on the old contract.
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Click on the field New Contract Billing Start Date

Click on a date in the calendar
 
Select the date on which the billing is to commence 
(Rental Billing Start Date) on the new contract. As the 
Continuous Billing Date is not enabled, the date does 
not have to be the day after the Old Contract Stop 
Billing Date.

Click on the field New Contract Rental Return Date

Click on a date in the calendar
 
Select the date which is to populate the Rental Return 
Date on the the lines on the new contract.
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Click on the toggle field 
 
When only some of the rental lines are to be 
transferred to the new contract, and the Transfer All 
field is enabled, then disable the field by clicking on 
the toggle field.

Click on the toggle field 
 
The Continuous Billing field is enabled by default. 
If  continuous billing is not required, then click on the 
toggle field to disable it.

To specify which lines are to be transferred to the new contract click on the Transfer box.
When the lines include a group, then if the Transfer box is clicked on the group line all child lines will be 
checked as well. If only some of the child lines of the group are to be transferred, then uncheck the lines which 
are not to be transferred.

Click on Transfer

Click on Transfer
 
When the Transfer boolean box on a group line is 
checked, then all child unit lines will be checked as 
well, if they have been shipped. If any of the group 
child lines are not to be transferred, then uncheck the 
Transfer box.
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Click on the cell Transfer with the value on
 
Note that the Transfer boolean box cannot be 
checked on the last line. This is as the Rental Unit on 
the line had not been shipped. Units that are not 
shipped cannot be transferred.

Click on the navigation menu item Transfer Contract

Click on the button OK
 
The message will contain the Rental Contract No. that 
was created when the transfer was processed. In this 
example the Rental Contract created was RC00013.

4.9.2.3. Review of Rental Contracts Transferred From and To
There are fields related to the transferring of rental lines, which can be added to the rental lines using 
Personalize. These fields provide an audit trail of the transfers at the Rental Line level.
These fields include:
 Transferred, which will be checked if the rental line has been transferred to another contract.
 Transferred Date, which will display the date the transfer occurred on.
 Transferred to Doc. No., which will display the Rental Contract No. that the rental line was transferred to.
 Transferred From Doc. No., which will display the Rental Contract No. the rental line was transferred from.

The following is a review of the contract that the lines were transferred from with the fields above added to the 
rental lines.
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Click on the cell Transferred Date with the value 
4/24/2021
 
Note that on the rental lines that were transferred that 
the Transferred field is checked and the Transferred 
Date and Transferred to Doc. No. are populated.

The following is a review of the Rental Contract, RC00013, created during the transfer process.

Click on the field Posting Date
 
The Posting Date is set from the date specified in the 
New Contract Start Billing Date field on the Transfer 
Worksheet.

Click on the cell Rental Start Date with the value 
4/25/2021
 
The Rental Start  Date is set from the date specified in 
the New Contract Start Billing Date field on the 
Transfer Worksheet.

Click on the cell Rental Return Date with the value 
6/12/2021
 
The Rental Return Date is set from the date specified 
in the New Contract Rental Return Date field on the 
Transfer Worksheet.
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Click on the cell Rental Billing Start Date with the 
value 4/25/2021
 
The Rental Billing Start Date is set from the date 
specified in the New Contract Start Billing Date field 
on the Transfer Worksheet and the Rental Billing End 
Date defaults from the Rental Return Date.

Click on the cell Transferred Date with the value 
4/24/2021
 
The Transferred Date is displays the date of the 
transfer from the original contract.
 
The Transferred From Doc. No. is populated with the 
Rental Contract No. the line was transferred from.

The following provides an overview of the Transfer Details tab fields on the new contract.

Click on the field Original Document
 
Note that the Original Document field is populated 
with the Rental Contract that this contract was created 
from as this was the first transfer from that contract. 
This will remain constant for any subsequent 
transfers.

Click on the field Previous Document
 
The Previous Document field is displaying the same 
Rental Contract No. as the Original Document field as 
this was the first transfer from the initial contract.. This 
field will always display the contract that the rental 
lines were transferred from.
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Click on the field Sequence
 
The sequence number of the contract transfer 
completed displays the number in relation to the 
number of transfers since the original document.
As this contract was the first contract created from the 
original document the number is 1.

4.9.2.4. Transferring Rental Lines from the New Contract with 
Continuous Billing

The following example demonstrates the transferring of all the rental lines from the previously created contract 
to the same Customer. 
However, will be for a different Ship-to Address.

Prior to transferring from the contract an invoice will be posted  for the first rental period of April 25 to May 24. 
The transfer will be set for the billing to be continuous from this contract.

Click on the field Posting Date

Click on the link Open the date picker for Posting 
Date

Click on the link Next
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Click on a date in the calendar

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes
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Click on the button OK

Click on the navigation menu item popup Process

Click on the navigation menu item Transfer

The following demonstrates what occurs when the Ship-to Address is changed. 
 
NOTE:
If the Bill-to Customer is changed the same change to the transfer worksheet occurs.

Click on the field Ship-to
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Click on the item Alternate Shipping Address in the 
list

Click on the link in cell Code with the value PARK 
ROAD

Click on Recalculate Lines
 
When the Ship-to Address is changed, then the 
Recalculate Lines field is automatically enabled and 
cannot be edited.

This is as the new Ship-to Address may have a 
different Tax Area Code which may impact the tax 
calculations on the contract.

Click on the link Open the date picker for Old 
Contract Stop Billing Date
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Click on a date in the calendar
 
As the transfer requires continuous billing, the Old 
Contract Stop Billing Date is to be set to the end 
billing date of the invoice posted.

In this example the invoice posted was for April 25 to 
May 24, therefore the date selected is May 24.

Click on the link Open the date picker for Old 
Contract Return Date

Click on a date in the calendar
 
As the transfer is for continuous billing the Old 
Contract Return Date should be set to the same date 
as the Old Contract Stop Billing Date.

In this example, May 24.

Click on the link Open the date picker for New 
Contract Billing Start Date
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Click on a date in the calendar
 
As the transfer is set for continuous billing the New 
Contract Billing Start Date is to be set to the day after 
the Old Contract Stop Billing Date.
In this example, May 25.

With Continuous Billing enabled and a rental invoice has been posted, if a New Contract Billing Start Date is 
entered that overlaps the posted invoice dates, then the Rental Billing Start Date on the new contract rental 
lines will automatically be set to the day after the end billing date of the invoice.

The date entered in the New Contract Billing Start Date will be disregarded.

Click on the link Open the date picker for New 
Contract Rental Return Date

Click on a date in the calendar
 
The New Contract Rental Return Date can be set to 
the same or a different return date than is on the 
contract the lines are being transferred from.

Click on the Transfer All toggle field 
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Click on the cell Transfer with the value on
 
When the Transfer All field is enabled, then all lines 
which can be transferred are automatically flagged. 

NOTE:
Should there be lines where the Rental Unit has not 
been shipped, these lines will not be flagged as they 
cannot be transferred.

Click on the navigation menu item Transfer Contract

Click on the button OK

The following picture displays the Transfer fields on the rental lines of the contract RC00012, which the transfer 
from was processed. 

Note that the Transferred Date field has been updated to the date that a transfer was processed from the 
contract.

And that the Transferred to Doc. No. field is populated with the Rental Contract No. created by the transfer from 
RC00012.

The following picture shows the updates to the transfer fields on the rental lines on the new contract that was 
created.
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Note that the Transferred Date is populated with the date of the transfer.  And the Transferred From Doc. No. 
contains the Rental Contract No. of RC00013 from which the transferred was processed from.

The following picture displays the Transfer Details tab on the new contract, RC00017.

 

Note that the Original Document field contains RC00012, which the contract RC00013 was created from. 
 
The Previous Document contains RC00013, which was the contract that RC00017 was created from using the 
Transfer Worksheet. 
 
The Sequence field contains the number 2. This is as this contract  was created by the second transfer from 
RC00013 which was created by the transfer from the original contract.

4.9.3. How to Process a Transfer to a Different Customer

4.9.3.1. Overview
The following examples demonstrate the transferring of a contract to a different Sell-to Customer.
 
In the first example, on the contract the rental lines are being transferred from, the Ship-to address and the Bill-
to Customer are the same as the Sell-to Customer.
 
In the second example, on the contract the rental lines are being transferred from, the Ship-to option is set to 
Alternative Shipping Address with a different address than the Sell-to Customer and the Bill-to Customer is the 
same as the Sell-to Customer.

4.9.3.2. How to Process a Transfer to a Different Customer
This example demonstrates the transferring of rental lines from one contract to a new contract, which will be for 
a different Sell-to Customer.

Contract Information:
 
 The rental term on the contract lines is a monthly rental with periodic end prorated invoicing.
 The Rental Lines consist of a rental group with a quantity of 2.
 The rental has a Rental Start Date of April 12 and a Return Date of May 31.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2046/2540

ODT Rentals Online Help 5/15/2024 2046/2540

 An invoice has been posted on May 11 for the rental period of April 12 to May 11.
 The transfer will occur on May 11 and all rental lines will be transferred.

Transfer Worksheet Information:
 
The following settings will be used on the Transfer Worksheet.
 The Copy Header will be disabled.
 The Customer No. will be changed from 10000 to 20000.
 The Recalculate Lines will automatically be enabled as the new contract is for a different customer. This is 

to ensure that the Tax Group and Rental Prices reflect the settings for the new customer.
 Transfer All will be enabled.
 Continuous Billing will be disabled.
 The Old Contract Stop Billing Date and Return Date will be May 11.
 The New Contract Start Billing Date will be May 16.
 The New Contract Return Date will be June 15.

Click on the navigation menu item popup Process

Click on the navigation menu item Transfer

Click on the toggle field Copy Header

 
In order to select a different Sell-to Customer No. the 
Copy Header field must be disabled.
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Click on the lookup button Customer No.

Click on the link in cell No. with the value 20000

Click on the field Old Contract Stop Billing Date

Click on the link Open the date picker for Old 
Contract Stop Billing Date
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Click on a date in the calendar
 
Select May 11 as specified in the Transfer Worksheet 
Information.

Click on the link Open the date picker for Old 
Contract Return Date

Click on a date in the calendar
 
Select May 11 as specified in the Transfer Worksheet 
Information.

Click on the link Open the date picker for New 
Contract Billing Start Date
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Click on a date in the calendar
 
Select May 16 as specified in the Transfer Worksheet 
Information.

Click on the link Open the date picker for New 
Contract Rental Return Date

Click on a date in the calendar
 
Select June 15 as specified in the Transfer Worksheet 
Information.

Click on the toggle field Transfer All
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Click on Continuous Billing
 
As the New Contract Start Billing Date is not the day 
after the Old Contract Stop Billing Date, the 
Continuous Billing field is disabled.

Click on the link Ship-to
 
Note that Ship-to is set to Default (Sell-to Address) as 
on the contract there was no Ship-to Code specified.

Click on the link Bill-to
 
Note that the Bill-to is set to Default (Customer) as the 
Bill-to Customer is the same as the Sell-to Customer 
on the contract.

Click on the navigation menu item Transfer Contract
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Click on the button OK

The following is a review of the Rental Contract created by the transfer.

Click on the link Sell-to Customer Name
 
Note that the Sell-to Customer is the customer 
selected on the Transfer Worksheet.

Click on the field Posting Date
 
Note that the Posting Date is set to the New Contract 
Start Billing Date as this is the date that the new 
contract rental commences.

Click on the cell Rental Start Date with the value 
5/16/2021
 
Note in the picture that the Rental Start Date is set to 
the New Contract Start Billing Date, which in turn 
automatically sets the Rental Billing Start Date to the 
same date.
Also note that the Rental Return Date is set to the 
New Contract Return Date specified in the Transfer 
Worksheet.
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Click on the field Bill-to Customer No.
 
Note that the Bill-to Customer was automatically set to 
the same as the Sell-to Customer on the new 
contract.

Click on the field RC00030
 
Note on the Transfer Details tab that the Original 
Document has the Rental Contract No. that the new 
contract was created from as the transfer was the first 
transfer from that contract.

The Previous Document has Rental Contract No. that 
the new contract was created from during the transfer.

Click on Sequence 1
 
As this was the first transfer from the original contract 
the Sequence is set to 1.

As all rental lines were transferred from the original contract and had been invoiced up to the dates specified in 
the Old Contract Stop Billing Date and Old Contract Return Date fields, then when the return of the units was 
processed during the transfer the original Rental Contract was flagged as completed.
 
Therefore the Rental Contract, RC00030,is now located in the Completed Rental Contract list.

4.9.3.3. Transferrring a Contract which has an Alternative Shipping 
Address

This example demonstrates the transferring of rental lines from one contract to a new contract, which will be for 
a different Sell-to Customer.
 
The contract which was created when transferring rental lines to the same customer with continuous billing 
enabled, will be used for transferring lines to a different customer. When the transfer was done that created this 
contract, the Ship-to was changed to Alternative Shipping Address and a Ship-to Code was selected on the 
Transfer Worksheet.
 
Contract Information:
 The rental term on the contract lines is a monthly rental with periodic end prorated invoicing.
 The Rental Lines consist of a Rental Unit and rental group of 2, with a Rental Start Date of May 25 and a 

Return Date of July 31.
 An invoice has been posted on June 24 for the rental period of May 25 to June 24.
 The transfer will occur on June 24 and all rental lines will be transferred.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2053/2540

ODT Rentals Online Help 5/15/2024 2053/2540

Transfer Worksheet Information:
 
The following settings will be used on the Transfer Worksheet.
 The Ship-to will be changed to Custom Address, and then to Default (Sell-to Address) as noted in the 
 The Copy Header will be disabled so that a different Sell-to Customer can be selected.
 The Customer No. will be changed from 10000 to 20000.
 The Recalculate Lines will be automatically enabled as the new contract is for a different customer. This is 

to ensure that the Tax Group and Rental Prices reflect the settings for the new customer.
 Transfer All will be enabled.
 Continuous Billing will be disabled as the new contract is not to commence until June 26.
 The Old Contract Stop Billing Date and Return Date will be June 24.
 The New Contract Start Billing Date will be June 26.
 The New Contract Return Date will be August 25.

IMPORTANT:
When a contract, with the Ship-to option set to Alternative Shipping Address, is to be transferred to another 
contract for a different customer, there are specific work around steps that must be followed on the Transfer 
Worksheet.
 First, set the Ship-to option to Custom Address
 Then disable the Copy Header and select the new customer No that the new contract is to be created for. 

The Ship-to option will automatically be set to Default (Sell-to Address) when the new Customer No. is 
selected.

Click on the navigation menu item popup Process

Click on the navigation menu item Transfer
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Click on the field Ship-to

Click on the item Custom Address in the list

Click on the field Ship-to

Click on the item Default (Sell-to Address) in the list
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Click on the toggle field Copy Header

Click on the lookup button Customer No.

Click on the link in cell No. with the value 20000

Click on Recalculate Lines
 
When a different Customer No. is selected the 
Recalculate Lines is automatically enabled and 
cannot be disabled.
This is to ensure that the pricing and tax related to the 
new customer are applied to the rental unit lines.

The selection of the dates will be as noted in the Transfer Worksheet Information.
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Click on the link Open the date picker for Old 
Contract Stop Billing Date

Click on a date in the calendar

Click on the link Open the date picker for Old 
Contract Return Date

Click on a date in the calendar
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Click on the link Open the date picker for New 
Contract Billing Start Date

Click on a date in the calendar

Click on the link Open the date picker for New 
Contract Rental Return Date

Click on a date in the calendar
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Click on the toggle field Transfer All

Click on Continuous Billing
 
The Continuous Billing field is automatically disabled 
when the New Contract Start Billing Date is later than 
the day after the Old Contract Stop Billing Date.

Click on the navigation menu item Transfer Contract

Click on the button OK

To review the new Rental Contract, see the steps provided in the previous chapter on transferring to a new 
contract with a different Sell-to Customer.

4.10.Processing Rentals Across Time Zones
4.10.1. Rental Time Zones Overview
Some organizations have locations in different time zones. They may be entering the Rental Quote or Rental 
Contract in one time zone, shipping in another time zone and invoicing the rentals from another time zone. And 
possibly even processing the return in a time zone other than the time zone from which the rental occurred.
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ODT Rentals provides the functionality to meet this need.

The Rental Time Zones are available from Rental Management Setup, Actions –Setup menu options.

The ODT Time Zones list will display the Time Zones, based on whether the Dynamics 365 Business Central is 
the North America or Rest of World version.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the navigation menu item popup Actions

Click on the navigation menu item popup Setup
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Click on the link Time Zones

When the ODT Rentals App. is installed when an organization currently is using the Rentals App, a function is 
provided, which when ran will update the Original Time Zone field to the time zone in which the user running it 
resides.
 
Optionally, each of the current Rental Quotes and Rental Contracts can be opened by a user, who is in the time 
zone in which the document was created. This will update the Original Time Zone to the Time Zone in which 
that user resides.

Click on the navigation menu item popup Actions

Click on Update Rental Documents

Visibility of the time zones is provided on the Rental Quote and Rental Contract showing the time zone the 
entry originated in, the time zone the current user is located at, and the time difference between originating and 
current users’ time zone, if different.

The fields on the Rental Quote and Rental Contract Order, General tab include:

• Original Time Zone
• Current Time Zone
• Time Zone Difference

The Current Time Zone and Time Zone Difference fields will dynamically change, when the quote or contract is 
opened in a different time zone.

The following Rental Line fields on a Rental Quote or Rental Contract will as well dynamically change, when 
opened in a time zone that is different from where it was created.
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• Rental Start Date
• Rental Start Time
• Rental Return Date
• Rental Return Time
• Shipment Date
• Shipment Time
• Shipment Date-Time

NOTE: 
The Required Shipping Date currently does not dynamically change, when the quote or contract in opened by a 
user who is in a different time zone from where the document was created.

Some of these fields are additional fields, which are available for adding to the Rental Lines. These can be 
added using the Personalize feature. These include the Rental Start Time, Rental Return Time, Shipment Date, 
Shipment Time and Shipment Date-Time.

• Shipment Date defaults from the Shipping tab, however can be overridden.
• When the Rental Term on the Rental Line has the setting of Tracking Date and Time, then the Rental Start 
Time, Rental Return Time and Shipment Time fields are automatically set to the current time zone system time. 
These fields can be overridden, when the term is set to Tracking Date and Time. 
• When the Rental Term on the line has the setting of Tracking Date Only, then the Rental Start Time and 
Shipment Time are set to 12:00:00 AM and the Rental Return Time is set to 11:59:59 PM. These fields cannot 
be edited when the term is set for Tracking Date Only
• Shipment Date-Time is informational only, and is the combination of the Shipment Date and Shipment Time 
fields. This field can cannot be directly edited.

The To Ship and To Return lists, from the Cues on the Business Manager and Sales Order Processor Profiles, 
display fields from the Rental Lines. Therefore the date and time fields will as well be dynamically changed, 
when opened in a different time zone.

When processing occurs in a different time zone than entered, the Rental Amount Line fields, Starting Date-
Time and Ending Date-Time will dynamically change based on the time zone the user is located. The Billing 
Date field will dynamically change when the related Rental Term has the setting of Tracking Date and Time. 
The Billing Date will not change when the related Rental Term has the setting of Tracking Date Only.

The Rental Ledger Entries, Transaction Date-Time field, dynamically changes based on the zone the user is 
located in.

4.10.2. How to Process Contracts Across Time Zones

4.10.2.1. How to Add Available Fields to Rental Lines
Sales Order Processor Profile

The same steps apply to a user having the Business Manager Profile.

The following demonstrates the adding of the additional fields in order to provide a clear explanation of the 
impact on processing various steps in different time zones.
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Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on the button Show more
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Click on the field Original Time Zone

Note that both the Original Time Zone and Current 
Time Zone are the same and that there is no Time 
Zone Difference.

Click on the link Settings

Click on the menu item Personalize

Click on the link More



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2064/2540

ODT Rentals Online Help 5/15/2024 2064/2540

Click on the link Field

Click on the data brick Caption = Required Shipping 
Date

Drag and drop the field to the desired location on the 
Rental Line.

Click on the data brick Caption = Shipment Date

Drag and drop the field to the desired location on the 
Rental Line.

Click on the data brick Caption = Rental Start Time

Drag and drop the field to the desired location on the 
Rental Line.
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Click on the data brick Caption = Shipment Time

Drag and drop the field to the desired location on the 
Rental Line.

Click on the data brick Caption = Rental Return 
Time

Drag and drop the field to the desired location on the 
Rental Line.

Click on the data brick Caption = Rental Return 
Time

Drag and drop the field to the desired location on the 
Rental Line.

The size of the fields can be modified to the desired size.

Click on the link Done

4.10.2.2. Processing Across Time Zones when Tracking Date Only
The following demonstrates the entry and processing of a contract across time zones, where the Rental Term 
entered has the setting of Tracking Date Only.

For this demonstration the following time zones will be used in the entry and processing of a Rental Contract.

• Entry of the Rental Contract in Mountain Standard Time
• Shipped from Eastern Standard Time Zone from a location near the customer
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• Invoiced from Central Standard Time Zone
• Returned in the Eastern Standard Time Zone

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00001

Click on the cell Rental Quantity with the value 0

Enter the text 1.

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00002

Note that the Required Shipping Date, Shipment Date and Rental Start Date are all the same date. 

The Rental Start Date is automatically set to the Document Date and the Required Shipping Date defaults from 
the Rental Start Date. The Shipment Date defaults from the Shipment Date on the Shipping tab, which defaults 
from the Document Date.

Also note that the Shipment Time and Rental Start Time are the same time.

The date fields can be overridden when the Rental Term has the setting of Tracking Date Only.
The time fields cannot be overridden.

The following demonstrates the reviewing of the Rental Amount Lines for the unit.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Starting Date-Time with the value 
4/8/2019 12:00 AM

Click on the cell Ending Date-Time with the value 
5/7/2019 11:59 PM

Click on the cell Billing Date with the value 5/7/2019

Take notice of the Billing Date on the unit, for 
comparison purposes when opening the contract in a 
different time zone.
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Click on the button Close

The following demonstrates the opening of the contract and the shipping of the contract from the Eastern 
Standard Time Zone.

Click on the link Rental Contracts - Open 1

Click on the link in cell No. with the value RC00008

Click on the button Show more
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Click on the field Current Time Zone

Note that the Current Time Zone displays Eastern 
Standard Time which is the zone the user opening the 
contract is located in.

Click on the field Time Zone Difference

Note that the Time Zone Difference field is displaying 
-2 hours.
This is as the Original Time Zone is 2 hours behind 
the Current Time Zone.

Click on the button Show less

Click on the cell Rental Start Date with the value 
4/8/2019
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Click on the cell Rental Start Time with the value 
2:00:00 AM

Notice that the Rental Start Date remains the same even though the time change is 2 hours between Mountain 
Standard Time and Eastern Standard Time.
This is as the Rental Start Time was automatically updated from 12:00 AM to 2:00 AM on the same day.

Click on the cell Rental Return Date with the value 
5/8/2019

Click on the cell Rental Return Time with the value 
1:59:59 AM

Notice that the Rental Return Date changed from the original zone date. 
This is due to the Rental Return Time changing by 2 hours between Mountain Standard Time and Eastern 
Standard Time The Rental Return Time was automatically updated from 11:59 PM to 1:59 AM of the following 
day.

The following provides a review of the fields on the Rental Amount Line fields and the impact of a user opening 
the contract in a different time zone.

Click on the cell Rental Unit No. with the value 
RU00002
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Starting Date-Time with the value 
4/8/2019 2:00 AM

Click on the cell Ending Date-Time with the value 
5/8/2019 1:59 AM

Notice that the date and time fields are displaying the same date and times as on the Rental Line. 
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Click on the cell Billing Date with the value 5/7/2019

When the rental term on the Rental Line has the 
setting of Tracking Date Only, then the Billing Date 
does not change when opening the contract in a 
different time zone.

When the rental term on the Rental Line has the 
setting of Tracking Date and Time, then the Billing 
Date may change. This is dependent on which time 
zone the user is located in, and the time difference 
from the original time zone.
Click on the button Close

Click on the navigation menu item popup Rental

Click on the navigation menu item popup Rental
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Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

The following provides a review of the fields on the Rental Ledger Entries, Transaction Date-Time field.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Ledger 
Entries

Click on the cell Transaction DateTime with the 
value 4/8/2019 2:00 AM

Notice that the Transaction Date Time is displaying 
the date and time the shipment occurred on based on 
the time zone of the current user.

Click on the button Close

The following demonstrates the opening of the contract, and the invoicing of the contract from the Central 
Standard Time Zone.

Click on the link Rental Contracts - Open 1
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Click on the link in cell No. with the value RC00008

Click on the button Show more

Click on the field Current Time Zone

Note that the Current Time Zone displays Central 
Standard Time which is the zone the user opening the 
contract is located in.

Click on the field Time Zone Difference

Note that the Time Zone Difference field is displaying 
-1 hours.
This is as the Original Time Zone is 1 hour behind the 
Current Time Zone.
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Click on the button Show less

Click on the cell Rental Start Date with the value 
4/8/2019

Click on the cell Rental Start Time with the value 
1:00:00 AM

Notice that the Rental Start Date remains the same even though the time change is 1 hour between Mountain 
Standard Time and Central Standard Time.
This is as the Rental Start Time was automatically updated from 12:00 AM to 1:00 AM on the same day.

Click on the cell Rental Return Date with the value 
5/8/2019
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Click on the cell Rental Return Time with the value 
12:59:59 AM

Notice that the Rental Return Date changed from the original zone date. 
This is due to the Rental Return Time changing by 1 hour between Mountain Standard Time and Central 
Standard Time. The Rental Return Time was automatically updated from 11:59 PM to 12:59 AM of the following 
day.

Click on the cell Rental Unit No. with the value 
RU00002

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines
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Click on the cell Starting Date-Time with the value 
4/8/2019 1:00 AM

Click on the cell Ending Date-Time with the value 
5/8/2019 12:59 AM

Notice that the date and time fields are displaying the same date and times as on the Rental Line. 

Click on the cell Billing Date with the value 5/7/2019

When the rental term on the Rental Line has the 
setting of Tracking Date Only, then the Billing Date 
does not change when opening the contract in a 
different time zone.

When the rental term on the Rental Line has the 
setting of Tracking Date and Time, then the Billing 
Date may change. This is dependent on which time 
zone the user is located in, and the time difference 
from the original time zone.
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Click on the button Close

Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next
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Click on a date in the calendar

Select a date that is equal to or later than the Billing 
Date in the Rental Amount Lines.

In this example, the Billing Date is the same as the 
original time zone as covered in the review of the 
Rental Amount Lines.

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes
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Click on the button OK

When the rental term on the rental lines has the setting of Tracking Date Only, then the Posted Rental Invoice 
will display the dates based on the time zone the user is located in. 

The following demonstrates the opening of the contract, and the returning of the contract from the Eastern 
Standard Time Zone.

NOTE:
As the date and time fields have been covered in Eastern Standard Time, they will not be covered in this 
section.

Click on the link Rental Contracts - Open 1

Click on the link in cell No. with the value RC00008

Click on the button Show more
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Click on the field Current Time Zone

Click on the button Show less

Click on the cell Rental Return Date with the value 
5/8/2019

Click on the field Posting Date
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Click on the link Open the date picker

Click on a date in the calendar

Press the Enter key.

Click on the button No

IMPORTANT NOTE

When returning in a different time zone, this pop-up is occurring when the Posting Date entered is the same as 
displayed in the Rental Return Date on the line.

This is due to coding and will be addressed in the next release.

Therefore until the next release, when entering the same date, always select No on this pop-up message.
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Click on the cell Qty. to Return with the value 0

Enter the text 1.

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals
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Click on the button Yes

As the contract has been fully invoiced, the contract 
will close, when Yes is selected, and the return is 
posted.

4.10.2.3. Processing Across Time Zones when Tracking Date and 
Time

The following demonstrates the entry and processing of a contract across time zones, where the Rental Term 
entered has the setting of Tracking Date and Time.

For this demonstration the following time zones will be used in the entry and processing of a Rental Contract in 
order to demonstrate the differences from a term with Tracking Date Only.

• Entry of the Rental Contract in Mountain Standard Time
• Shipped from Eastern Standard Time Zone from a location near the customer
• Invoiced from Central Standard Time Zone
• Returned in the Eastern Standard Time Zone

Setup for this demonstration included the creation of a Rental Term card with the following settings and the 
setup of a Rental Price card for the new term on a Rental Unit Group.

• Invoice Type: End
• Period Code: Month
• Invoicing Period Code: Month
• Rental Date Time Tracking: Track Date and Time

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name
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Click on the link in cell No. with the value 10000

Click on the button Show more

Click on the field Original Time Zone

Note that both the Original Time Zone and Current 
Time Zone are the same and that there is no Time 
Zone Difference.

Click on the button Show less
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00001

Click on the cell Rental Terms Code with the value 
MONTH-END
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Click on the lookup button in the cell Rental Terms 
Code

Click on the link in cell Code with the value MONTH-
END-TIME

Click on the cell Rental Quantity with the value 0

Enter the text 1.
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Click on the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Shipment Time with the value 
12:00:00 AM

When there is a default Rental Term on the group which has the setting of Tracking Date Only, and the term is 
changed to one that has the setting of Tracking Date and Time, then the Shipment Time field is not 
automatically updated to the Rental Start Time.

The Shipment Time can be updated manually prior to shipping to the actual time of shipment.
Should the time not be updated, then when the shipment is posted the Shipment Time is automatically set to 
the Rental Start Time.

Click on the cell Rental Start Date with the value 
4/8/2019
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Click on the cell Rental Start Time with the value 
3:38:43 PM

Click on the cell Rental Return Date with the value 
5/8/2019

Click on the cell Rental Return Time with the value 
3:38:42 PM

Note that the Required Shipping Date, Shipment Date and Rental Start Date are all the same date. 

The Rental Start Date is automatically set to the Document Date and the Required Shipping Date defaults from 
the Rental Start Date. The Shipment Date defaults from the Shipment Date on the Shipping tab, which defaults 
from the Document Date.

Also note that the Shipment Time and Rental Start Time are not the same time.

The date and the time fields can be overridden when the Rental Term has the setting of Tracking Date and 
Time.

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00002

Click on the cell Rental Unit No. with the value 
RU00002

The following demonstrates the reviewing of the Rental Amount Lines for the unit.

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

Click on the cell Starting Date-Time with the value 
4/8/2019 3:38 PM

Click on the cell Ending Date-Time with the value 
5/8/2019 3:38 PM

Notice the dates and times in the date-time fields for 
comparison purposes when opening the contract in a 
different time zone.
Click on the cell Billing Date with the value 5/8/2019

Take notice of the Billing Date on the unit, for 
comparison purposes when opening the contract in a 
different time zone.
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Click on the button Close

The following demonstrates the opening of the contract and the shipping of the contract from the Eastern 
Standard Time Zone.

Click on the link Rental Contracts - Open 2

Click on the link in cell No. with the value RC00010

Click on the button Show more
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Click on the field Current Time Zone

Note that the Current Time Zone displays Eastern 
Standard Time which is the zone the user opening the 
contract is located in.

Click on the field Time Zone Difference

Note that the Time Zone Difference field is displaying 
-2 hours.
This is as the Original Time Zone is 2 hours behind 
the Current Time Zone.

Click on the button Show less

Click on the cell Shipment Time with the value 
2:00:00 AM

Note that the Shipment Time now displays 2:00 AM 
rather than 12:00 AM.
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Click on the cell Rental Start Date with the value 
4/8/2019

Click on the cell Rental Start Time with the value 
5:38:43 PM

Notice that the Rental Start Date remains the same 
with the time change of 2 hours between Mountain 
Standard Time and Eastern Standard Time.
This is as the Rental Start Time was automatically 
updated from 3:38:43 PM to 5:38:43 PM on the same 
day.
Click on the cell Rental Return Date with the value 
5/8/2019

Click on the cell Rental Return Time with the value 
5:38:42 PM

The Rental Return Date remained the same as the 
original time zone as the change of the Rental Return 
Time from 3:38:42 PM to 5:38:42 PM is still within the 
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same day.

Had the change in time zone result in the Rental 
Return Time being for a different date, then the Rental 
Return Date would have changed to reflect that date.
Click on the cell Rental Unit No. with the value 
RU00002

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Starting Date-Time with the value 
4/8/2019 5:38 PM
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Click on the cell Ending Date-Time with the value 
5/8/2019 5:38 PM

Notice that the date and time fields are displaying the same date and times as on the Rental Line.

Click on the cell Billing Date with the value 5/8/2019
When the rental term on the Rental Line has the 
setting of Tracking Date and Time, then the Billing 
Date may change when opening the contract in a 
different time zone.

In this example, the Billing Date remains the same.

Click on the button Close

Click on the navigation menu item popup Rental
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Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

Click on the cell Shipment Time with the value 
5:38:43 PM

Note that when shipped, if the Shipment Time is not 
manually updated, then the field is set to the Rental 
Start Time.

The following provides a review of the Transaction Date-Time field, on the Rental Ledger Entries.
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Click on the link Line

Click on the navigation menu item Rental Ledger 
Entries

Click on the cell Transaction DateTime with the 
value 4/8/2019 5:38 PM

Notice that the Transaction Date Time is displaying 
the date and time the shipment occurred on based on 
the time zone of the current user.

Click on the button Close

The following demonstrates the opening of the contract, and the invoicing of the contract from the Central 
Standard Time Zone.
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Click on the link Rental Contracts - Open 2

Click on the link in cell No. with the value RC00010

Click on the button Show more

Click on the field Current Time Zone
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Click on the field Time Zone Difference

Note that the Time Zone Difference field is displaying 
-1 hours.
This is as the Original Time Zone is 1 hour behind the 
Current Time Zone.

Click on the button Show less

Click on the cell Rental Start Date with the value 
4/8/2019

Click on the cell Rental Start Time with the value 
4:38:43 PM

Notice that the Rental Start Date remains the same even though the time change is 1 hour between Mountain 
Standard Time and Central Standard Time.
This is as the Rental Start Time was automatically updated from 3:48:43 PM to 4:38:43 PM on the same day.
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Click on the cell Rental Return Date with the value 
5/8/2019

Click on the cell Rental Return Time with the value 
4:38:42 PM

Notice that the Rental Return Date has not changed from the original zone date.

This is due to the Rental Return Time changing by 1 hour between Mountain Standard Time and Central 
Standard Time. The Rental Return Time was automatically updated from 3:38:42 PM to 4:38:42 on the same 
day.

The following demonstrates the reviewing of the Rental Amount Lines for the unit.

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2105/2540

ODT Rentals Online Help 5/15/2024 2105/2540

Click on the cell Starting Date-Time with the value 
4/8/2019 4:38 PM

Click on the cell Ending Date-Time with the value 
5/8/2019 4:38 PM

Notice that the date and time fields are displaying the same date and times as on the Rental Line. 

Click on the cell Billing Date with the value 5/8/2019

When the rental term on the Rental Line has the setting of Tracking Date and Time, then the Billing Date may 
change. This is dependent on which time zone the user is located in, and the time difference from the original 
time zone.

In this example, the time zone difference is not great enough to result in a different Billing Date from the 
originating time zone Billing Date.

Click on the button Close
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Click on the field Posting Date

Click on the link Open the date picker

Click on the link Next

Click on a date in the calendar

Select a date that is equal to or later than the Billing 
Date in the Rental Amount Lines.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

When the rental term on the rental lines has the setting of Tracking Date and Time, then the Posted Rental 
Invoice will display the dates based on the time zone the user is located in.

The following demonstrates the opening of the contract, and the returning of the contract from the Eastern 
Standard Time Zone.

NOTE:
As the date and time fields have been covered in the shipping from the Eastern Standard Time, they will not be 
covered in this section.
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Click on the link Rental Contracts - Open 2

Click on the link in cell No. with the value RC00010

Click on the field Posting Date

Verify that the Posting Date is the date on which the 
return is to be posted.
If it differs from the date in the field, then select the 
applicable date.

In this example, the unit is being returned on the date 
which is displayed in the Rental Return Date field.

Click on the cell Rental Return Date with the value 
5/8/2019
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Click on the cell Rental Return Time with the value 
5:38:42 PM

Should the time the unit is being return differ from the 
time in the Rental Return Time field, then enter the 
applicable time.

In this example, the unit is being returned at the time 
as displayed in the Rental Return Time field.

Click on the cell Qty. to Return with the value 0

Enter the text 1.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Return Rentals

Click on the button Yes

4.11.Integration with Jobs
4.11.1. Integration with Jobs Overview

4.11.1.1. Overview
The integration with Jobs feature provides the ability to accumulate information without any integration, and 
with integration between Jobs and the ODT Rentals.

The integration between Jobs and ODT Rentals provides the following features:
 The ability to append Job Planning Lines from a Job to the Sales Lines on a Rental Contract. When the 

contract sales lines are invoiced, the applicable Job Planning Lines are updated, and Job Ledger Entries 
are created.

 Job Planning Lines that are ready for billing and have a type of Billable, or Budget and Billable, can be 
appended to the Sales Lines on an open Rental Contract. Alternatively, a new Rental Contract can be 
automatically created when choosing to append the Job Planning Lines.

 Setup Jobs as Template Jobs, with the Tasks for quoting Jobs from a Rental Quote.
 From a Rental Quote utilizing a Template Job with Tasks specified create a Job directly or automatically 

when the quote is converted to a contract.

 On the Job card specify whether Sales Lines on a Rental Quote are to be copied to the Rental Contract 
when Make Contract is ran on the quote.

 Create a Rental Contract from a Job.

 Specify whether rental documents are linked to Job Planning Lines on a per Job basis, which automatically 
creates Job Planning Lines on the Job selected on the General tab of the rental document.
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 When a Job or Template Job has specified that rental documents are linked to Job Planning Lines and is 
entered on the header of a Rental Quote, then when rental and sales lines are entered, Job Planning Lines 
with the type of Budget are automatically created per rental line and per sales line.

 When a Job has specified that rental documents are linked to Job Planning Lines and is entered on the 
header of a Rental Contract, then when invoicing the Rental Contract, billable type Job Planning Lines are 
created on the Job, for both the rental and sales lines invoiced and Job Ledger Entries are created.

 Specify how Dimensions are managed when creating Jobs from a Rental Quote or when a quote is 
converted to a Rental Contract.

 Specify how Dimensions are managed when a Job No. is selected on a Rental Quote or Contract, General 
tab.

 A Job Rental Contracts fact box is on the Job card, which displays a list of contracts, which have the Job 
No. specified on the General tab.

 A Job History fact box is on the Jobs list and card, which contains cues displaying the number of completed 
rental contracts, ongoing rental contracts and ongoing rental contract lines which are linked to the Job 
Planning Lines on the Job. Cues are also included which display the number of completed rental quotes 
and ongoing rental quotes. The respective list of contracts or quotes are displayed.

CRITICAL INFORMATION
When the Customer on the Job is a Foreign Currency customer, and planning lines are to be appended to a 
Rental Contract having the same customer, the Currency Code field must be populated on the Job. Currently 
the Invoice Currency Code cannot be used when appending Job Planning Lines to a Rental Contract

NOTE:
When an organization is using the Rentals Dispatch feature, then there are additional features available related 
to Jobs.
To learn about the features available when using Rentals Dispatch, please see the Rentals Dispatch user help 
located in the Additional Rental Processes.

4.11.1.2. Job Card Enhancements
Multiple enhancements have been added to the Job cards for the integration of Jobs with ODT Rentals.

4.11.1.2.1. Job Fact Boxes
On the Job cards, a Job Rental Contracts fact box has been added, which displays all the Rental Contracts that 
have been linked to the Job. 
The Rental Contract can be opened by clicking on a contract number, in the Job Rental Contracts fact box.
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A Job History fact box has been added to the Jobs list and card.
 

The fact box contains two sections, one for Rental Contracts and the other for Rental Quotes.
 The Rental Contract section includes 3 cues for Rental Contracts displaying the number of completed 

rental contract, ongoing (open) rental contracts and ongoing rental contract lines which are linked to the 
Job.

 The Rental Quote section includes 2 cues for Rental Quotes displaying the number of completed rental 
quotes, ongoing (open) rental quotes that are linked to the Job.

 When the number in a cue is clicked on, then a list of the related records is displayed.

4.11.1.2.2. Job Card Fields and Menu Options
Fields added to the Job Card:

Template
Specifies that the Job is a template job that contains the Job Tasks only. No Job Planning Lines are to be 
created on a Job with Template enabled.

Template Jobs are for use on Rental Quotes, when quoting a customer using Rental Quotes instead of quoting 
from a Job.
 
The customer selected on the template Job is not used when the Job Template No. is selected on a Rental 
Quote.
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Link Rental Cont. to JPL
This field is used to specify whether the Rental Quote or Rental Contract, rental and sales lines will be linked to 
Job Planning Lines on the Job.

Transfer Sales Lines to Rental Contract
This field is used to specify whether sales lines on rental quotes are to be transferred to rental contracts during 
Make Contract process.
This field is only available when the Link Rental Cont. to JPL is enabled.

Rental Quotes

When Link Cont. to JPL is enabled on a Job Template No. and the template is selected on a Rental Quote, 
general tab, the Template Job No, defaults to the rental and sales lines. The Job Task No. must be selected. 
Then when either run Create Job or Make Contract, the Job is created for the Job Task Nos. on the lines and 
Budget Job Planning Lines are created.

When disabled on a Template Job that is selected on a Rental Quote, and the Create Job or Make Contract are 
run, then when the Job is created the Tasks are created on the Job, but Budget Job Planning Lines are not 
created.

When enabled on a Job card and the Job No. is selected on a Rental Quote, general tab and the rental and 
sales lines are entered with the Job No. and Job Task No. populated, then Budget Job Planning Lines are 
created on the Job.

When disabled on a Job card and the Job No. is selected on a Rental Quote, general tab and the rental and 
sales lines are entered with the Job No. and Job Task No. populated, then Budget Job Planning Lines are not 
created on the Job.

Rental Contracts

When enabled on a Job No. and the Job is selected on a Rental Contact, then when an invoice is posted from 
the contract, Billable Job Planning Lines are created from the rental and sales lines on the contract.

When disabled on a Job and the Job No. is selected on a Rental Contact, then when an invoice is posted from 
the contract, Job Planning Lines will not be created from the rental and sales lines on the contract.

To append Job Planning Lines from a Job that has the Link Rental Cont. to JPL enabled, then the Job Planning 
line Type must set as Billable.

To append Job Planning Lines from a Job that has the Link Rental Cont. to JPL disabled, then the Job Planning 
line Type can be set as Both Budget and Billable, or as Billable.

CRITICAL
When the Link Rental Cont. to JPL field is enabled on the Job, then the Apply Usage Link and Allow 
Budget/Billable Lines fields are to be disabled. It is mandatory that the Apply Usage Link field be disabled on 
the Job cards in order to automatically create the Billable type, Job Planning Lines when a Rental Contract.

Rentals Menu Option on Job List and Job Card
The Rentals menu option has been added, which contains the sub-menu option, Create Contract from Job. The 
Rentals menu option with the sub-menu option, Create Contract from Job is also located in the Actions main 
menu option.

 The Create Contract from Job automatically creates a Rental Contract for the Customer specified on the 
Job card. The Dimensions specified on the Job will flow to the contract based on the Jobs Setup settings.

 The Create Contract from Job cannot be used when the Job Card has the Template field enabled. An error 
will occur as the Job No. field on Rental Contracts does not allow a Job No. with the Template field 
enabled. An example of the error is, “The field Job No. of table Rental Contract Header contains a value 
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(TEMPLATE 1) that cannot be found in the related table (Job).

 Related – View Change Log Entries, which is displayed only when on Change Log Setup, the Job table has 
been added, settings configured, and the Change Log is activated.

4.11.1.2.3. Job Card Enhancements for Appending to Contracts
Job Planning Lines that are ready for billing and have a type of Billable, or Budget and Billable, can be 
appended to the Sales Lines on an open Rental Contract. Alternatively, a new Rental Contract can be 
automatically created, and the planning lines added to the new contract sales lines.

A Job Planning Lines Ready for Billing page has been added, which displays only the planning lines ready for 
billing. Thus, making it easier to select the lines to append to a contract.

The planning lines cannot be modified on this page.

Click on the navigation menu item popup Navigate

Click on the navigation menu item Job Planning 
Lines Ready for Billing

The Job Planning Lines Ready for Billing can as well be accessed from the right hand menu option of Navigate, 
then Jobs.

The following picture is an example of the Job Planning Lines Ready for Billing.

The following fields, which are related to the Job Integration, have been added to the Job Planning Lines Ready 
for Billing and are displayed by default.
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Click on the column header Linked To Doc Type

Specifies the type of document the planning line will 
be or is linked to. The field is set to Quote and cannot 
be modified.

Click on the column header Linked To Doc No.

Specifies the linked rental document no. when a 
planning line is appended to a rental contract.

Click on the column header Linked To Doc Line No.

Specifies the rental document line no. that the 
planning line is linked to when the planning line has 
been appended to a rental contract.

Click on the navigation menu item popup Navigation
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Click on the navigation menu item Append To 
Contract
 
This menu option is used for appending selected lines 
in the Job Planning Lines Ready for Billing page to a 
Rental Contract Sales Lines.

Click on the link Create New Rental Contract

Specifies whether a new rental contract is to be 
created for the customer on the job.

Click on the link Rental Contract Order No.

When not creating a new contract, then look-up and 
select the Rental Contract that is linked to the Job that 
the planning lines are to be appended to.

Click on the link Job No.

Displays the Job no, that the planning lines will be 
appended from.

NOTE:
On the Job Planning Lines, the menu option of Append to Contract is located in the Process menu option and 
the Actions, Functions menu option.

4.11.1.3. Rental Quote Enhancements
GENERAL TAB
The Job Template No. and Job No. fields are accessed by selecting Show more on the General tab.

Job Template No.
Specifies the Job Template to be used when quoting a customer, which may or may not be accepted.
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A Job Template provides the framework for creating a Job should the Customer accept the quote.

If the Template Job has the Link Rental Cont. to JPL enabled or disabled, then when entering Rental Lines and 
Sales Lines, the Job Template No. defaults to the rental and sales lines and is mandatory.

If the rental and sale lines were populated before selecting the Job Template No. on the General tab, then the 
rental and sales line, Job No. field will be updated.
 
The selection of a Job Task No. is mandatory on the rental and sales lines.

Job No.
Provides the ability to select an open Job, which connects the Rental Quote to the Job.
 
When the selected Job has Link Rental Cont. to JPL enabled, then the Job No. defaults to the rental and sales 
lines and is mandatory. And the entry of a Job Task No. is mandatory on both rental and sales lines.

When the selected Job No. has Link Rental Cont. to JPL disabled, then the entry of the Job No. and Task No. 
on the rental and sales lines is optional. Thus, providing the ability to accumulate Job information in rentals 
without any transactions being posted to the Job.

Jobs menu option includes the following options:

Create Job
Is only selectable when a Job Template No. is populated on the General tab of the Rental Quote.

When the Job Template No. selected on the General tab has the field, Link Rental Cont. to JPL enabled, then 
when the Create Job is run a new Job is created with the Tasks setup on the Template Job and Job Planning 
Lines with a Type of Budget will be created from the rental and sales lines on the quote.

When the Job Template No. selected on the General tab has the field, Link Rental Cont. to JPL disabled, then 
a new Job is created with the Tasks setup on the Template Job, however, no Job Planning Lines will be 
created on that Job.

View Job
Is only selectable when the Template Job No or Job No. field is populated on the General tab. The Job card will 
be opened for the Template Job No. or Job No. on the General tab.

NOTE:
The Job. No. and Job Task No. fields will need to be added to the rental and sales lines using Personalize.

4.11.1.4. Rental Contract Enhancements
A Job No. field has been added to the Rental Contract, General tab, and is accessed by selecting Show more. 

When populated connects the contract to the selected Job.

When the selected Job has Link Rental Cont. to JPL enabled, then the Job No. defaults to the rental and sales 
lines and is mandatory.
 
And the entry of a Job Task No. is mandatory on both rental and sales lines.

When the selected Job No. has Link Rental Cont. to JPL disabled, then the entry of the Job No. and Task No. 
on the rental and sales lines is optional. Thus, providing the ability to accumulate Job information in rentals 
without any transactions being posted to the Job.

When an organization is going to append Job Planning Lines from a Job to a Rental Contract, then the entry of 
the Job No. on the General Tab is mandatory as this connects the contract to the Job. Which then makes the 
contract available for selection, when appending planning lines to a contract.
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NOTES:
 The Job. No. and Job Task No. fields will need to be added to the rental and sales lines using Personalize.
 The Job Planning Line No. field is available to add to the Sales Line on a contract.

 When Job Planning Lines are appended to the contract sales lines, then the Job No., Task No, and Job 
Planning Line No. fields are automatically populated. The Sales Lines appended from a Job cannot be 
edited.

4.11.2. Setups for Job Integration

4.11.2.1. Overview
The setups for integration to Jobs include:
 Jobs Setup
 Job card configuration

4.11.2.1.1. Jobs Setup
The following setups are common to both the Appending Job Planning Lines to Contracts and the Rentals to 
Jobs integration features, unless otherwise noted.

Click on Jobs Setup

The following fields require decisions and configuration on the Jobs Setup:

Link Rental Cont. to JPL
Specifies whether rental contracts are to be linked to Job Planning Lines. The setting will default to new Jobs 
and can be overridden on the Job Card.

 When enabled on a Job, and Job. No is entered on a contract, then when the contract is invoiced, Job 
Planning Lines with a Type of Billable are created from the rental and sales lines on a contract.

 When disabled on a Job, and the Job No. is on a contract, then when invoice the contract Job Planning 
Lines will not be created on the Job for the invoiced rental and sales lines.

NOTE:

The enabling of this field is required in order for Job Planning Lines to be created from Rental Quotes and 
Rental Contracts.
 
If the same contract has had Job Planning Lines appended to the Rental Contract Sales Lines, the appending 
process applies to those lines. The creation of Billable type planning lines does not occur for appended sales 
lines.

Update All Dimension on Rental docs.
Specifies whether all dimension codes and values on the job are to update the rental documents.
 When enabled, the Copy Global 1 and Copy Global 2 fields are automatically disabled and cannot be 

modified.
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When enabled, then when from a Job run Create Contract from Job, where the Dimension Codes are the same 
as on the contract, then the Dimension Value is updated on the contract with the Job Dimension Value. If the 
Job contains a Dimension Code and Value that is not on the contract, then the contract is updated with the 
Dimension Code and Value.

When enabled and add a Job No. to the General tab on a Rental Contract or Quote, then where the Dimension 
Codes are the same as on the rental document, then the Dimension Value is updated on the contract with the 
Job Dimension Value. If the Job contains a Dimension Code and Value that is not on the contract, then the 
contract is updated with the Dimension Code and Value.

If no lines have been entered on the contract or quote, then the dimensions on the rental and sales lines 
populate as usual.
 
If lines have been entered on the contract or quote prior to selecting Job No. on header, then the contract/quote 
– Dimensions and the rental line and sales line dimensions are automatically updated.

Copy Global 1 to Rental docs.
Specifies whether the Global 1 Dimension and Value are to be copied from the Job to the rental documents.
 When enabled, then when from Job run Create Contract from Job, then the Global 1 Dimension Code and 

Value on the Job flows to the Contract - Dimensions.

When enabled, and then add Job No. to contract or quote header, then the Global 1 Dimension Code and 
Value flows to contract/quote – Dimensions, if different from the dimension value on the documents.

If no lines have been entered on the contract or quote, then the dimensions on the rental and sales lines 
populate as usual.

If lines have been entered on the contract or quote prior to selecting Job No. on header, then the contract/quote 
– Dimensions and the rental line and sales line dimensions are automatically updated.

Copy Global 2 to Rental docs.
Specifies whether the Global 2 Dimension and Value are to be copied from the Job to the rental documents.
 When enabled, then when from Job run Create Contract from Job, then the Global 2 Dimension Code and 

Value on the Job flows to the Contract - Dimensions.

 When enabled, and then add Job No. to contract or quote header, then the Global 2 Dimension Code and 
Value flows to contract/quote – Dimensions, if different from the dimension value on the documents.

 If no lines have been entered on the contract or quote, then the dimensions on the rental and sales lines 
populate as usual.

 If lines have been entered on the contract or quote prior to selecting Job No. on header, then the 
contract/quote – Dimensions and the rental line and sales line dimensions are automatically updated.

Rental Create Job. Dim.
Specifies whether the dimensions on a Rental Quote are to be copied to the new Job. 
 When on a Rental Quote with a Job Template No. and either run Create Job or Make Contract, then the 

Dimensions on the Quote-Dimensions flows to the created Job – Dimensions and the Dimensions on the 
rental and sales lines flow to the created Task lines - Dimensions.

Apply Usage Link by Default and Allow Budget/Billable Lines Def
When the Link Rental Cont. to JPL field is enabled on the Jobs Setup, then the Apply Usage Link By Default 
and Allow Budget/Billable Lines Def fields are to be disabled.

NOTE:
It is mandatory that the Apply Usage Link field be disabled on the Job cards in order to automatically create the 
Job Planning Lines from the Rental Quote and when a Rental Contract is invoiced. 

NOTE:



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2120/2540

ODT Rentals Online Help 5/15/2024 2120/2540

When a Job is configured with Link Rental Cont. to JPL, then Job Planning Lines can still be appended to 
contracts as long as the Type on the Job Planning Line is set to Billable.

The following demonstrates the configuration of Jobs Setup for when Rentals to Jobs Integration (Link Rental 
Cont. to JPL) is the normal process for an organization.

Click on the link Search

Click on the field Tell me what you want to do

Enter Tell me what you want to do.

Click on Jobs Setup Administration 
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Click on the toggle field  Link Rental Cont. to JPL

Click on the toggle field  Update All Dimensions on 
Rental docs.

 
Enable the Update All Dimension on Rental docs. if all 
the dimension codes and values are to flow to the 
rental documents from the Job.

Should an organization require that only Dimension Code 1and/or 2 fields to flow from the Job to the rental 
documents, then do not enable the Update All Dimension on Rental docs. field.

Instead enable the Copy Global 1 and/or 2 fields as applicable to the organization.

Should an organization not want the Job Dimensions to flow to the rental documents, then do not enable any of 
the 3 dimension related fields.

Click on the toggle field Rental Create Job Dim.
 
Should an organization be creating Jobs from the 
Rental Quote or when run Make Contract and require 
the Dimensions to flow to the Job card and Task lines, 
then enable this field.

Click on the toggle field  Apply Usage Link by 
Default
 
If the Link Rental Cont. to JPL is enabled as a default 
setting, then the Apply Usage Link by Default should 
be disabled as well.
The setting can be overridden on the Job card, if 
required.
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Click on the toggle field Allow Budget/Billable Lines 
by Def
 
If the Link Rental Cont. to JPL is enabled as a default 
setting, then the Allow Budget/Billable Lines by Def 
should be disabled as well.
The setting can be overridden on the Job card, if 
required.

Click on the back button

4.11.2.1.2. Jobs Card Setup
The settings on the Jobs Setup default to the Job card when a new Job is created.

The settings on the following fields can be overridden on the Job card, if required.
 Link Rental Cont. to JPL
 Apply Usage Link
 Allow Budget/Billable Lines

4.11.2.1.3. How to Setup a Job for Rentals to Jobs Integration
The following example demonstrates the setup of a Job card when Job Planning lines are to be created from 
Rental Quotes (Type = Budget) and Rental Contracts (Type = Billable).

Click on the link Search
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Click on the field Tell me what you want to do

Enter Tell me what you want to do.

Click on Jobs Lists 

Click on the navigation menu item New
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Click on the field No.
 
Either enter a Job No. if manually numbering allowed, 
press enter to have the Job No. automatically 
populated or if there are multiple look up to select the 
No. Series to be used.

Click on the field Description

Enter Description.
 
Enter a short description to define the Job.

Click on the lookup button Bill-to Customer No.
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Click on the link in cell No. with the value 10000

Click on the button Show more

Click on the link Link Rental Cont. to JPL
 
The setting to enabled on the field defaulted from the 
Jobs Setup and is what is required for this example so 
that Job Planning Lines will be created from the 
Rental and Sales Lines on the rental documents.

Click on the link Transfer Sales Lines to Rental 
Contract

If it is desirable that the Sales Lines on a Rental 
Quote linked to the Job are to be transferred to the 
Rental Contract when Make Contract is ran, then 
enable this field.
NOTE:
The Link Rental Cont. to JPL must be enabled to 
enable this field.

The Posting tab is to be configured as per standard Job Setup, with the exception of the Allow Budget/Billable 
Lines and Apply Usage Link fields as noted below.
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Click on the link Allow Budget/Billable Lines
 
The setting on the field has defaulted from the Jobs 
Setup.

The Allow Budget/Billable Lines is to be disabled as 
when the Link Rental Cont. to JPL is enabled, the Job 
Planning Lines are either Budget or Billable. They 
cannot have the Type of Both Budget and Billable.

Click on the link Apply Usage Link
 
The setting on the field has defaulted from the Jobs 
Setup.
The Apply Usage Link must be disabled when the 
Link Rental Cont. to JPL is enabled. This is as the Job 
Planning Lines with Type Billable are automatically 
created and updated as invoiced when the connected 
Rental Contract is invoiced.

Click on the cell Job Task No.

Enter the text Rental.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2127/2540

ODT Rentals Online Help 5/15/2024 2127/2540

Click on the cell Description

Enter the text Rentals.

Click on Job Task No.

Enter the text Service.
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Click on the cell Description

Enter the text Materials.

Click on Job Task No.

Enter the text Labour.
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Click on the cell Description

Enter the text Labour.

Click on the back button

4.11.2.1.4. How to Setup a Template Job for Rentals to Jobs 
Integration

The following example demonstrates the setup of a Job card as a Template Job, when Job Planning lines are 
to be created from Rental Quotes with the Type set as Budget.

Click on the navigation menu item New
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Click on the field No.
 
Either enter a Job No. if manually numbering allowed, 
press enter to have the Job No. automatically 
populated or if there are multiple look up to select the 
No. Series to be used.

Enter the text Template 1.

Click on the field Description

Enter Description.
 
Enter a short description indicative of the Template 
Job being created.
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Click on the lookup button Bill-to Customer No.

Click on the link in cell No. with the value 10000

Click on the link Link Rental Cont. to JPL
 
The setting to enabled on the field defaulted from the 
Jobs Setup and is what is required for this example so 
that Budget type Job Planning Lines will be created 
from the Rental Quote, Rental and Sales Lines.

Click on the link Transfer Sales Lines to Rental 
Contract

If it is desirable that the Sales Lines on a Rental 
Quote linked to the Job are to be transferred to the 
Rental Contract when Make Contract is ran, then 
enable this field.
NOTE:
The Link Rental Cont. to JPL must be enabled to 
enable this field.
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Click on the toggle field Template

Click on the link Allow Budget/Billable Lines
 
The setting on the field has defaulted from the Jobs 
Setup.

The Allow Budget/Billable Lines is to be disabled as 
when the Link Rental Cont. to JPL is enabled, the Job 
Planning Lines are either Budget or Billable. They 
cannot have the Type of Both Budget and Billable.

Click on the link Apply Usage Link
 
The setting on the field has defaulted from the Jobs 
Setup.
The Apply Usage Link must be disabled when the 
Link Rental Cont. to JPL is enabled. This is as the Job 
Planning Lines with Type Billable are automatically 
created and updated as invoiced when the connected 
Rental Contract is invoiced.

Click on the cell Job Task No.
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Enter the text Rental.

Click on the cell Description

Enter the text Rentals.

Click on Job Task No.
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Enter the text Service.

Click on the cell Description

Enter the text Materials.

Click on Job Task No.
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Enter the text Labour.

Click on the cell Description

Enter the text Labour.

Click on the back button

4.11.2.1.5. How to Setup a Job for Appending to Rental Contracts
The following example demonstrates the setup of a Job card when Job Planning lines are only going to be 
appended to a Rental Contract and only invoicing transactions from the appended sales lines are to update the 
Job.
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Click on the navigation menu item New

Click on the field No.
 
Either enter a Job No. if manually numbering allowed, 
press enter to have the Job No. automatically 
populated or if there are multiple look up to select the 
No. Series to be used.

Click on the field Description

Enter Description.
 
Enter a short description to define the Job.
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Click on the lookup button Bill-to Customer No.

Click on the link in cell No. with the value 10000

Click on the toggle field  Link Rental Cont. to JPL
 
When an organization only wants to append Job 
Planning Lines to the Rental Contract Sales Lines and 
does not want other transactions to post from the 
Rental Lines or other entered Sales back to the Job, 
then this field must be disabled.

Click on the link Allow Budget/Billable Lines
 
As the Link Rental Cont. to JPL field is disabled, then 
an organization can choose to enable this field if the 
Job Planning Lines Type field is to be set to Both 
Budget and Billable.
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Click on the link Apply Usage Link

The Apply Usage Line field can be enabled or left as 
disabled. 
When this field is enabled and job planning lines with 
items are appended to contracts, then the Usage has 
to be processed from the Job before the Rental 
Contract can be invoiced.

Click on the cell Job Task No.

Enter the text Service.

Click on the cell Description
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Enter the text Materials.

Click on Job Task No.

Enter the text Labour.

Click on the cell Description
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Enter the text Labour.

Click on Job Task No. = SERVICE, Job Task Type = 
0, Budget (Total Cost) = 0

Click on the navigation menu item popup Line

Click on the link Job
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Click on the navigation menu item Job Planning 
Lines

Click on the item Both Budget and Billable in the list

Click on the cell Type with the value Resource Item 
G/L Account Text

Click on the item Item in the list
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Click on the cell No.

Click on the link in cell No. with the value 1005

Click on the cell Quantity with the value 0

Enter the text 2.
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Click on the back button

Click on the cell Job Task No. with the value 
LABOUR

Click on the navigation menu item popup Line

Click on the link Job
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Click on the navigation menu item Job Planning 
Lines

Click on the cell Line Type with the value Budget 
Billable Both Budget and Billable

Click on the item Both Budget and Billable in the list

Click on the cell Type with the value Resource Item 
G/L Account Text
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Click on the cell No.

Click on the link in cell No. with the value LINDA

Click on the cell Quantity with the value 0

Enter the text 2.
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Click on the back button

Click on the back button

4.11.3. How to Process Rental Quotes with Job Integration

4.11.3.1. Overview
The Jobs Integration provides for the following processing capabilities when using Jobs with Rental Quotes.

Add a Job No. to the Rental Quote header which provides the following processing options.

The Dimensions on the Job will flow to the Rental Quote as per the settings related to Dimensions on Jobs 
Setup.
When the Job has Link Rental Cont. to JPL enabled, then the Job No. defaults to rental and sales lines as lines 
are entered and lines are updated if added after lines are entered. The Job Task No. entry is mandatory on all 
lines.

 Job Planning Lines with the Type set to Budget are created for the rental and sales lines.
 When the Job Link Rental Cont. to JPL field is disabled, then the entry of the Job No. and Task No. are 

optional and when entered are for informational purposes only. No Job Planning Lines are created on the 
Job.

Create a Rental Quote with selecting a Template Job provides the ability to create a Job from the quote or 
automatically create a Job when the Make Contract is ran.

If the Transfer Sales Lines to Rental Contract is enabled on the Job card, then the Sales Lines on the quote will 
be copied to the Rental Contract when Make Contract is ran.

The Dimensions on the Rental Quote will flow to the Job as per the setting of the Rental Create Job Dim. fields 
on Jobs Setup as follows:

 When a Template Job that has Link Rental Cont. to JPL enabled is entered on the Rental Quote header 
and the rental and sales line have been entered, and contain both the Template Job No. and Job Task No., 
then when a Job is created either from the quote or when run Make Contract, the Job is created using the 
customer on the quote and Job Planning Lines with the Type of Budget are created.
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 When the Job Link Rental Cont. to JPL field is disabled, then the entry of the of the Template Job No. and 
Job Task No. on the rental and sales lines is optional. When the Job is created using with the Create Job n 
the quote or when run Make Contract, no Job Planning Lines are created on the Job from the quote.

For processing Rental Quotes with Job Integration, then the Job No. and Job Task No. need to be added to the 
rental and sales lines on the quote using Personalize.

4.11.3.2. Processing a Rental Quote using a Job No. Linked to JPL
NOTE:
If the Job No. selected on the General tab does not have the Link Rental Cont. to JPL enabled, then the Job 
No. does not default to the rental and sales lines.
The Job No. and Job Task No. do not have to be entered on the lines and Job Planning Lines will not be 
created from the quote if they are entered on the lines.
 
The entry of the Job No. and Job Task No. on the rental and sales lines will be for informational purposes only.

Click on the navigation menu item Rental Quote

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 10000
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Click on the button Show more

Click on the lookup button Job No.

Click on the link in cell No. with the value J00010

The following demonstrates the entry on the Rental Lines.

The Dimension Codes and Values may be updated on the Rental Quote when the Job No. is selected, if they 
differ from the Dimensions defaulted to the Rental Quote when the Customer is selected.

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00008

Click on the cell Rental Quantity with the value 0

Enter the text 2.
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Click on the cell Location Code

Click on the lookup button in the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Job No. with the value J00010
 
Note that the Job No. entered on the header defaulted 
to the line as the Job card has Link Rental Cont. to 
JPL enabled.
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Click on the cell Job Task No.
 
The selection of a Job Task No. is mandatory when 
the Job has the Link Rental Cont. to JPL field 
enabled.

When a Job Task No. is selected on a rental group 
line, then the Job Task No. will default to the group 
child rental lines.

Click on the lookup button in the cell Job Task No.

Click on the link in cell Job Task No. with the value 
RENTAL

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00008-
001

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00008-
002

The following demonstrates the entry of Sales Lines on a Rental Quote.

Click on the cell Type

Click on the item Item in the list

Click on the cell No.
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Click on the link in cell No. with the value 1005

Click on the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Quantity with the value 0
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Enter the text 2.

Note that the Job No. has defaulted to the Sales line from the header.

Click on the cell Job Task No.

Click on the lookup button in the cell Job Task No.

Click on the link in cell Job Task No. with the value 
SERVICE
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Click on Type

Click on the item Resource in the list

Click on the cell No.

Click on the link in cell No. with the value LINDA
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Click on the cell Quantity with the value 0

Enter the text 2.

Click on the cell Job Task No.

Click on the lookup button in the cell Job Task No.
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Click on the link in cell Job Task No. with the value 
LABOUR

The following demonstrates viewing the Job from the quote and the Job Planning Lines created with the Type 
of Budget.

Click on the navigation menu item popup Job

Click on the navigation menu item View Job

The following picture displays the Tasks lines which shows the budgeted amounts from the Job Planning Lines 
created from the Rental Quote.
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Click on the navigation menu item popup Job

Click on the navigation menu item Job Planning 
Lines

The following picture displays all of the Job Planning Lines with the Type set to Budget created from the Rental 
Quote as the lines were entered.

 The Document No. field contains the Rental Quote No.
 The Description field when the job planning line is created from a Rental Line will contain the description 

from the Rental Line.
 The amounts in the unit cost and price fields come from the rental and sales lines as applicable. For lines 

created from Rental Lines there will not be a Unit Cost or Total Cost.

Click on the navigation menu item popup Home
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Click on the navigation menu item Make Contract

Click on the button OK

The Rental Contract is automatically displayed when Make Contract is ran.
The Rental Contract, General tab will contain the Job No. from the quote and the Rental Lines will be the same 
as entered on the quote.

Click on the cell Rental Unit No. with the value 
RU00008

Click on the cell Type

When Make Contract is ran from a Rental Quote 
which has Sales Lines, the Sales Lines are not carried 
forward to the Rental Contract when the Transfer 
Sales Lines to Rental Contract is not enabled on the 
Job card.

If and when these are to be billed, then the sales lines 
will need to be entered on the contract Sales Lines 
prior to invoicing them.

If the Transfer Sales Lines to Rental Contract is enabled, then the Sales Lines will be copied to the Rental 
Contract, Sales Lines.

4.11.3.3. Processing a Rental Quote and Creating a Job linked to JPL
The following example demonstrates:
 The creation of a Rental Quote with the entry of a Job Template No. on the header that has the Link Rental 
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Cont. to JPL enabled and the Job Template has the Tasks defined.
 The Job has the field Transfer Sales Lines to Rental Contract enabled.
 Creating a Job from the Rental Quote.

When the Job is created, the Tasks and Job Planning Lines with a Type of Budget will be automatically created 
based on the Rental Lines and Sales Lines entered on the Rental Quote.

The Dimension Codes and Values on the new Job will depend on the setting on the Jobs Setup, Rental Create 
Job Dim. If the field is enabled, then the Dimension Codes and Value on the Rental Quote will flow to the new 
Job and Tasks created.
 
NOTE:
Optionally, the Make Contract menu option can be selected, which will create the Job and the Rental Contract.

NOTE:

The same process is used to create a Job and the Tasks from a Rental Quote when on the Template Job card, 
the Link Rental Cont. to JPL field is disabled.
The difference is that no Job Planning Lines are created.

Click on the navigation menu item Rental Quote

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 20000
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Click on the button Show more

Click on the lookup button Job Template No.

Click on the link in cell No. with the value JOB 
TEMPLATE 1
 
Note that the Template Job has Customer 10000 
specified.
The Customer No. on the Template Job is not used 
on the Rental Quote nor when creating the Job from 
the quote.
The Bill-to Customer on the Rental Quote will be used 
when creating the Job.

Click on the cell Rental Unit No.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2163/2540

ODT Rentals Online Help 5/15/2024 2163/2540

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00011

Click on the cell Rental Quantity with the value 0

Enter the text 2.
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Click on the cell Location Code

Click on the lookup button in the cell Location Code

Click on the link in cell Code with the value EAST

Click on the lookup button in the cell Job Task No.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2165/2540

ODT Rentals Online Help 5/15/2024 2165/2540

Click on the link in cell Job Task No. with the value 
RENTAL

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00011-
001
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00011-
002

Click on the cell Type
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Click on the item Item in the list

Click on the lookup button in the cell No.

Click on the link in cell No. with the value 1005

Click on the cell Location Code
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Click on the link in cell Code with the value EAST

Click on the cell Quantity with the value 0

Enter the text 2.

Click on the cell Job Task No.
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Click on the lookup button in the cell Job Task No.

Click on the link in cell Job Task No. with the value 
SERVICE

Click on the cell Type

Click on the item Resource in the list



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2170/2540

ODT Rentals Online Help 5/15/2024 2170/2540

Click on the cell No.

Click on the lookup button in the cell No.

Click on the link in cell No. with the value LINDA

Click on the cell Quantity with the value 0
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Enter the text 2.

Click on the cell Job Task No.

Click on the lookup button in the cell Job Task No.

Click on the link in cell Job Task No. with the value 
LABOUR

The following demonstrates creating the Job directly from a Rental Quote and a review of the Job, Tasks and 
Job Planning Lines.
 
NOTE:
If the Job is not created directly from the Rental Quote, then the Job and Job Planning Lines with the Type of 
Budget will be created when Make Contract is ran.
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Click on the navigation menu item popup Job

Click on the navigation menu item Create Job

Click on the button Yes

Click on the button Show more
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Click on the field Job No.

Note that the Job No. field is now populated with the 
created Job No. and that the Template Job No. field is 
now blank.

Click on the navigation menu item popup Job

Click on the navigation menu item View Job

Click on the field Description
 
The Job Description will need to be modified to be 
descriptive of the Job created.
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Click on the cell Job Task No. with the value 
LABOUR
 
The Tasks are created from the Job Template card.

The Job Planning Lines can be reviewed for all Tasks using the following steps.
 
NOTE:
To review the Budget Type Job Planning Lines per Task, select a task line and either select Lines, Job, then 
Job Planning Lines, or click on the amount in the Budget (Total Price) field on the task line.

NOTE:
Should the Rental or Sales Lines contain a Line Discount %, this will flow through to the Job Planning Lines.

Click on the navigation menu item popup Job

Click on the navigation menu item Job Planning 
Lines

Click on the cell Document No. with the value 
RQ00003
 
Note that the created Job Planning Lines with Type of 
Budget include the Rental Quote No. in the Document 
No. column, and the lines from both the rental and 
sales lines.

When Make Contract is ran from a Rental Quote which has Sales Lines, the Sales Lines are carried forward to 
the Rental Contract, Sales Lines when the field Transfer Sales Lines to Rental Contract is enabled on the 
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Template Job card.

If the Transfer Sales Lines to Rental Contract was disabled on the Job and Make Contract is ran from the 
quote, then the Sales Lines would need to be entered on the contract Sales Lines prior to invoicing them.

4.11.4. How to Create a Rental Contract from a Job Card

4.11.4.1. Overview
The Job Integration feature provides the ability to create a Rental Contract directly from a Job card.

When a Rental Contract is created from a Job, the Customer, Job No. and Dimensions can flow to the new 
contract.
The Dimension Codes and Values flowing to the new contract are managed by the settings on Jobs Setup.

4.11.4.2. How to Create a Rental Contract from a Job
The following example demonstrates the creating of a Rental Contract from a Job.

The Job has the field Link Rental Cont. to JPL enabled.  Therefore the Job No. will default to all rental and 
sales lines. When entering the lines the selection of a Job Task No. will be mandatory.
To demonstrate the On the Job card the Department Dimension Value was changed from Sales to Rentals and 
the BusinessGroup Dimension Code with a Dimension Value of Industrial will be added.

On Jobs Setup, the Update All Dimension on Rental docs. is enabled.
Therefore on the Rental Contract the changes will flow to the Rental Contract.

NOTE:
If the Job card field Link Rental Cont. to JPL is disabled the Job No. will not default to the rental and sales lines. 
The entry of a Job No. and Job Task No. on the rental and sales lines will be optional. 
The entry of these will be for informational purposes only on the rental documents.

Click on the link Search

Enter Search.
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Click on Jobs Lists 

Click on the link in cell No. with the value J00040

Click on the navigation menu item popup Rentals

Click on the navigation menu item Create Contract 
from Job

The Rental Contract card will automatically open.
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Click on the field Job No.
 
Note that the Job No. is populated on the Rental 
Contract, General tab.

The following shows that the Dimensions on the Rental Contract for the Department Value and the 
BusinessGroup were set to the same as on the Job.

Click on the navigation menu item popup Contract

Click on the navigation menu item Dimensions

Click on the cell Dimension Code with the value 
BUSINESSGROUP
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Click on the cell Dimension Code with the value 
DEPARTMENT

Click on the button Close

Click on the back button

The Job History cue, Ongoing Rental Contracts, and Job Rental Contracts fact boxes have been updated to 
include the Rental Contract created.

Selecting the Ongoing Rental Contracts cue opens a list of open Rental Contracts which have the related Job 
No. on the general tab. The contract can be opened from the list.

In the Job Rental Contracts fact box, selecting the No. will open the Rental Contract.

Click on Job History
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Click on Job Rental Contracts

The entry of rental and sales lines and the processing of this contract is demonstrated in the User Help called, 
How to Process a Contract Linked to Job Planning Lines.

4.11.5. How to Process a Contract Linked to Job Planning Lines

4.11.5.1. Overview
When processing a Rental Contract that has a Job No. on the General tab which has the Link Rental Cont. to 
JPL enabled, then it is mandatory that the Job No. and Job Task No. are populated on the rental and sales 
lines. 

On the posting of invoices from the Rental Contract, Job Planning Lines with the Line Type of Billable are 
created on the Job and Job Ledger Entries are created.

The creation of the Job Planning Lines are from the Sales Invoice lines and are created per line. The Type  on 
the Job Planning Lines will be G/L Account as on the Sales Invoice Lines.

The Description field on the lines created from the Rental Lines will have the Rental Unit description.

NOTE:
 
If Job Planning Lines have been appended to the Rental Contract, then on the posting of the invoice, no new 
Job Planning Lines are created.
The Job Planning Lines that were appended will be updated and Job Ledger Entries created.

4.11.5.2. How to Process a Contract Linked to Job Planning Lines
The following example demonstrates the entry and processing of the rental and sales lines on the Rental 
Contract which was created from a Rental Quote.

The Job No. on the Rental Contract has the Link Rental Cont. to JPL enabled. Therefore when the contract is 
invoiced, then Job Planning Lines with a Line Type of Billable and Job Ledger will be created.

As the contract originated from a Rental Quote which created Job Planning Lines with a Line Type of Budget, 
the comparison of Billable to Budget can be done.

The related user help on the Rental Quote is in the help, How to Process Rental Quotes with Job Integration.

On the Rental Quote there were 2 Sales Lines which created Job budget planning lines. As these are time and 
material lines, they do not flow to the Rental Contract when Make Contract is ran on the quote.

In the example the Sales Lines will be entered, the rental units will be shipped, the contract invoiced and the 
Job will be reviewed.

NOTE:
 
When the Job No. on the Rental Contract has the field Link Rental Cont. to JPL disabled then Job Planning 
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Lines will not be created on the Job when the contract is invoiced.

Click on the link Rental Contracts - Open 5

Click on the link in cell No. with the value RC00011

Click on the button Show more

Click on the field Job No.
 
Note that the Job No. on the General tab was carried 
forward from the quote.
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Click on the cell Job No. with the value J00010
 
Note that the Job No. and Job Task No. on the rental 
lines were carried forward from the quote rental lines.

Click on the cell Type

Click on the item Item in the list

Click on the cell No.
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Click on the link in cell No. with the value 1005

Click on the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Quantity with the value 0
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Enter the text 2.

Click on the cell Job Task No.

Click on the lookup button in the cell Job Task No.

Click on the link in cell Job Task No. with the value 
SERVICE
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Click on Type

Click on the item Resource in the list

Click on the cell No.

Click on the link in cell No. with the value LINDA
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Click on the cell Quantity with the value 0

Enter the text 2.

Click on the cell Job Task No.

Click on the lookup button in the cell Job Task No.
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Click on the link in cell Job Task No. with the value 
LABOUR

Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes
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Click on the button OK

Click on the link Open the date picker for Posting 
Date

Click on the link Next

Click on a date in the calendar
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Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice

Click on the button Yes

Click on the button OK

Reviewing the Job
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Click on the navigation menu item popup Job

Click on the navigation menu item View Job

Click on the navigation menu item popup Related

Click on the navigation menu item popup Job

The following picture displays the Task lines on the Job after invoicing the Rental Contract, rental and sales 
lines.
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Click on the cell Job Task No. with the value 
RENTAL

Click on the link in cell Invoiced (Total Price) with the 
value 300.00

Click on the cell Document No. with the value 
RI00015
 
When an invoice is posted from the Rental Contract, 
the Rental Invoice No. will populated the Document 
No. on the Job Ledger Entries.

Click on the cell Description with the value 18 G 
Brad Nailer
 
The Description field on the Job Ledger Entries 
created from the invoicing of the Rental Lines on a 
contract will contain the description from the Rental 
Line, which by default is the Rental Unit description.
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Click on the navigation menu item Job Planning 
Lines
 
The Job Planning Lines can as well be reviewed from 
the Task lines to display only the lines related to a 
selected Task.

The following picture displays the Job Planning Lines for all Tasks.

The lines contain both the Budget lines created from the Rental Quote and the Billable lines from the invoicing 
of the Rental Contract.

On the Budget lines, the Document No. field contains the Rental Quote and on the Billable lines contain the 
Rental Contract.

4.11.6. How to Append Job Planning Lines to a Rental Contract

4.11.6.1. Overview
The processing of the Rentals Job Integration, Appending Job Planning Lines to a Rental Contract consists of:
 The Job creation along with the Job Planning Lines
 Linking a Rental Contract to the Job, which is mandatory for appending the Job Planning Lines to a 

contract
 Appending the Job Planning Lines Ready for Billing to the Rental Contract, Sales Lines
 Invoicing the Rental Contract sales lines, which will update the Job Planning Lines and create Job Ledger 

EntriesAlternatively, if a Rental Contract does not exist, then when appending Job Planning Lines, the 
Create New Rental Contract can be enabled, which creates a new contract and appends the Job Planning 
Lines.

NOTE:
When planning lines with items are appended to contracts and invoiced, the Usage still has to be processed 
from the Job, if the field, Apply Usage Link, is enabled on the Job card.

For visibility and confirmation of the appended job planning lines to the sales lines on a Rental Contact, the Job 
No., Job Task No. and Job Planning Line No. fields can be added to the contract sales lines using Personalize.
 
NOTE:
When planning lines contain items, the invoicing of the sales lines on the contract follows the standard Job 
processing, the same as when posting an invoice from the Job. Meaning that the Usage is still processed from 
the Job.

In the following example, the Job No, Job Task No. and Job Planning Line No, have been added to the Rental 
Contract, Sales Lines.
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A Job with Job Planning Lines, and a Rental Contract have been created.

4.11.6.2. How to Link a Rental Contract to a Job
The following demonstrates the linking of a Rental Contract to a Job.
This is mandatory for appending Job Planning Lines to a Rental Contract.

Click on the button Show more

Click on the field Job No.
 
When a Job No. is selected on a Rental Contract, the 
settings related to Dimensions on Jobs Setup will be 
applied to the Rental Contract, Dimensions.

Review the Setups for Job Integration help for 
additional information.

Click on the link in cell No. with the value J00010

4.11.6.3. How to Append Job Planning Lines to a Contract
The following demonstrates the appending of multiple Job Planning Lines to a Rental Contract, which has the 
same customer as the Job.
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Click on the navigation menu item popup Navigate

Click on the navigation menu item Job Planning 
Lines Ready for Billing
 
NOTE:
The Job Planning Lines can as well be appended 
from the Job Planning Lines.

Click on the cell Job No. with the value J00010

Select the line or lines that are to be appended to a 
Rental Contract.

Click on the navigation menu item popup Navigation
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Click on the link Append To Contract

Click on the lookup button Rental Contract Order 
No.
 
Alternatively, if a Rental Contract does not exist, then 
when appending Job Planning Lines, the Create New 
Rental Contract can be selected which creates a new 
contract and appends the Job Planning Lines.

Click on the link in cell No. with the value RC00002

The list will contain only the Rental Contracts that 
have been linked to the Job. Select the Rental 
Contract that the planning lines are to be appended 
to.

Click on the button OK
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Click on the button OK

Once the planning lines have been appended to a Rental Contract, they will no longer be shown in the Job 
Planning Lines Ready for Billing.

Click on the back button

Click on the link Navigate

Click on the navigation menu item Job Planning 
Lines
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Click on the cell Linked To Doc No. with the value 
RC00002

Note that in the Link To Doc No. field, the Rental 
Contract No. is displayed. If the Linked To Doc Line 
No. field was added to the line, then the contract 
Sales Line No. would be displayed.

Click on the back button

The following demonstrates opening and reviewing the Rental Contract, Sales Lines appended directly from the 
Job.

Click on the link in cell No. with the value RC00002

Click on the cell Type with the value Resource

Note that both of the selected Job Planning Lines 
have populated the Sales Lines.

IMPORTANT INFORMATION
When planning lines have been appended to an open contract, when opening the contract all sales lines are 
displayed in view mode only. The appended lines cannot be edited.
 
To add new sales lines, the Manage, New Line must be used, when there are no existing sales lines prior to 
appending from a Job. When an appended line is selected, then all sales lines revert to view mode only. 
Selecting a line entered directly on the contract, will then change that line to edit mode.
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Click on the button Close

4.11.6.4. Invoicing the Rental Contract Sales Lines Appended
The following demonstrates the invoicing of the sales lines on the contract.

Click on the field Posting Date

Click on the navigation menu item popup Rental

Click on the navigation menu item Invoice
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Click on the button Yes

Click on the back button

4.11.6.5. Reviewing the Job and Ledger Entries after Invoicing
The following demonstrates the reviewing of the Job after the appended lines were invoiced.

Click on the link Search icon

Enter Search icon.
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Click on Jobs Lists

Click on the link in cell No. with the value J00010

Note that the planning lines appended and invoiced now have the Billable (Invoiced Price) field populated.

Click on the link in cell Billable (Invoiced Price) with 
the value 30.00

Click on the cell Posting Date with the value 
4/12/2020

Note that the Job Ledger Entry was created for the 
planning line.
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Click on the back button

4.12.Links, Notes and Attachments
4.12.1. How to Add Links Notes and Attachments to Rental 

Documents

4.12.1.1. Overview
Links, Notes and Attachments can be added to the Rental Quote and Rental Contract document headers in the 
fact box at the right.

The fact box at the right on the rental documents, on the Details option, displays Attachments, where 
documents can be attached to the document header. 

The Notes section is displayed under Attachments.

The Links section must be added using Personalize and will be displayed under Attachments.

In addition, when a Rental Unit with an attachment that has the Flow thru to Rental Trx checked is added to the 
Rental Lines, the attachment can be accessed by selecting the line the unit is on, then selecting the Line menu 
option, then Attachments. 

If the file attachment is to flow through to the rental documents, there are 3 fields for specifying which rental 
documents the attachment is to flow through to.

To learn about adding Notes, Links and Attachments to Rental Units, see ODT Rental Online Help, Setup 
Rentals, Setup Rental Units, How to Attach Documents Links and Notes.

Attachments can as well be added to the rental line selected, using the same menu option.

4.12.1.2. How to Add Attachments to a Rental Documents
The following demonstrates the addition of a file attachment to a Rental Contract.

The same steps apply to adding a file attachment to a Rental Quote. When added to a quote and Make 
Contract is ran, the attachment will flow through to the Rental Contract.
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Click on the button  Details

Click on the field Documents

Click on the link in cell Attachment with the value 
Select File...

Click on the field Choose

Browse to the location where the file is located, select the file and then click on Open.

Select the rental documents that the file attachment is to flow through to.
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Click on Flow to Rental Delivery Trx.

Click on Flow to Rental Return Trx.

Click on Flow to Rental Invoice Trx.

Click on the button Close

4.12.1.3. How to Add Notes to a Rental Documents
The following demonstrates the adding of a Note to a Rental Contract.

The same steps apply to adding a Note to a Rental Quote. When added to a quote and Make Contract is ran, 
the Note will flow through to the Rental Contract.
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Click on the button  Attachments (0)

Click on the link New

Enter the text On return from being on rent, a 
maintenance inspection is to be performed.

Click on the button OK

4.12.1.4. How to Add Links to a Rental Documents
The following demonstrates the adding of a Link to a Rental Contract.

The same steps apply to adding a Link to a Rental Quote. When added to a quote and Make Contract is ran, 
the Link will flow through to the Rental Contract.
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Click on the link New

Click on the field Link Address

Enter Link Address.

Click on the textarea Description, (Blank)
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Enter the text Open Door Technology website.

Click on the button OK

4.12.1.5. How to Add an Attachment to a Selected Rental Line
The following demonstrates the addition of a file attachment to a Rental Line.

The same steps apply to adding a file attachment to a Rental Line on a Rental Quote. When added to a quote 
and Make Contract is ran, the attachment will flow through to the Rental Line on the Rental Contract.

Click on Rental Unit No. = RU00002, Rental Terms 
Code = MONTH-PEND, Rental Quantity = 1

Click on the navigation menu item popup Line
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Click on the navigation menu item Attachments

Click on the link in cell Attachment with the value RU 
Attachment 1

As the Rental Unit selected on the Rental Line has an 
attachment with the Flow to Rental Trx field checked, 
the attachment has flow to the Rental Line for the unit.
Select the rental documents that the file attachment is to flow through to.

Click on Flow to Rental Delivery Trx.

Click on Flow to Rental Invoice Trx.
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Click on the link in cell Attachment with the value   

Click on the field Choose

Browse to the location where the file is located, select the file and then click on Open.

Select the rental documents that the file attachment is to flow through to.

Click on Flow to Rental Invoice Trx.

Click on the button Close
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4.13.Rental Accruals and Deferrals
4.13.1. Rental Accruals and Deferrals Overview

4.13.1.1. Overview
Some organizations accrue, and or defer the rental revenue when the rental period spans an accounting period 
end, so that the revenue is reported in the accounting period in which it is earned.

ODT Rentals provides a Rental Accrual Journal for automatically calculating accrual and deferral rental 
revenue amounts. A Rental Accrual Register provides the ability to review the Accrual Ledger Entries created 
when posting the journal.

The calculation of deferred rental is optional. Should an organization want to calculate deferred rental revenue, 
then on Rental Management Setup, the Calculate Deferred Revenue field must be enabled.

The Rental Accrual Journal is an automatically reversing journal. The reversing entries for the current period 
accruals and deferrals are created when the accrual journal calculation is ran and populates the same journal 
as the accrued and deferred revenue are on.
 
An organization can chose whether the Posting Date of the reversing entries is to be the first day or the last day 
of the subsequent accounting period.
 
Upon posting of the journal a Rental Accrual Register and Rental Accrual Ledger Entries are created, in 
addition to the G/L Entries.

Rental revenue accruals are normally calculated for rental terms that have an Invoicing Type of End or Periodic 
End. Meaning that the invoicing occurs at the end of the rental when the units are returned, or at the end of 
each rental period. 

Rental revenue deferrals are normally calculated for rental terms that have an Invoicing Type of Start or 
Periodic Start.

However, there can be scenarios where accruals are calculated for rental terms that have an Invoicing Type of 
Start or Periodic Start. Likewise there can be scenarios where deferrals are calculated for rental terms that 
have an Invocing Type of End or Periodic End.

The rental revenue accrual and deferral amounts are calculated for the rental price. For rental pricing other than 
a daily rate, the calculated accrual and deferral amounts are a prorated amount.
 
The calculation of accrued rental revenue for periodic usage and standby charges is optional, and requires 
additional setup on Rental Management Setup. The accrual amount calculation for periodic usage and standby 
charges are based on user specified percentages on Rental Management Setup.
 
NOTE
Accrual and deferral amounts are not calculated for Damage Waivers or Metered Usage.

To learn about the setups required for the Rental Accrual Journal, see ODT Rental Online Help, Processing 
Rentals, Additional Rental Processes, Rental Accruals and Deferrals, then Set Ups for Accruals and Deferrals.

To learn about the Rental Accrual Journal, see ODT Rental Online Help, Processing Rentals, Additional Rental 
Processes, Rental Accruals and Deferrals, then Rental Accrual Journal Overview.

To learn about processing rental accruals and deferrals, see ODT Rental Online Help, Processing Rentals, 
Additional Rental Processes, Rental Accruals and Deferrals, then How to Process a Rental Accrual Journal.
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4.13.2. Setups for Accruals and Deferrals

4.13.2.1. Overview of Setups for Accruals and Deferrals
The setups for the Rental Revenue Accrual and Deferral feature is dependent upon the pricing schemas used 
for invoicing. In addition, whether the organization wants to record only accrued rental revenue or record 
deferred rental revenue as well.

Rentals requires the setup of the following:

• A No Series for the Document No. on Rental Accrual Journals
• A Rental Accrual batch or batches
• Configuration of Rental Management Setup

Customer Posting Group:

• The Rental Accrual Receivable Acc. No. field must be populated with the Balance sheet receivables G/L 
Account. This field is mandatory, in order to post the Rental Accrual Journal.

General Posting Setup:

• An Income Statement, Revenue account, must be specified in the Accrue Rental Account field, where the 
accrued rental revenue will be credited to.

•   An Income Statement, Revenue account, must be specified in the Accrue Periodic Usage Account field if the 
organization is using the Periodic Usage pricing.

4.13.2.2. Setting up the No. Series for the Accrual Journal Batches
A No. Series is required for setup on Rental Management Setup for the Rental Accrual Journal posting and the 
journal batch setup.

The following demonstrates the setup of the Rental Accrual Journal No. Series.

Click on the link Tell me what you want to do. 
Quickly access actions, pages, reports, 
documentation, and apps and consulting 
services.

Click on the field Type to start search:
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Enter the text No series.

Click on No. Series Administration 

Click on the navigation menu item New

Click on the cell Code
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Enter the text Rent-Acc.

Enter a unique code for the No. Series.

Click on the cell Description

Enter the text Rental Accrual Journal.

Click on Default Nos.
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Click on the navigation menu item popup Navigate

Click on the navigation menu item Lines

Click on the cell Starting No.

Enter the text RAC00001.

Enter a unique starting number.
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Click on the cell Ending No.

Enter the text RAC99999.

Click on the back button

Click on the back button

The following provides a review of the Rental Accrual Journal Batch.
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Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental Accrual 
Batches

Click on the cell Name with the value DEFAULT

A Default batch is automatically created when the 
batch list is opened. Additional batches can be 
created.

Click on the cell No. Series with the value RENT-
ACC

The No. Series field is automatically populated with 
the No. Series specified in the Rental Accrual Journal 
Nos. field, on Rental Management Setup.
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Click on the back button

4.13.2.3. Setting up Rental Management Setup for Accruals and 
Deferrals

The following demonstrates the setting on the Rental Management Setup that are related to the Rental Accrual 
feature.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the field Rental Accrual Journal Nos.
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Click on the link in cell Code with the value RENT-
ACC

Select the No. Series that has been setup for the 
Rental Accrual Journal.

NOTE:

The total of the Accrue Periodic % and Accrue Standby % are to equal 100. Thus if your organization does not 
use Standby Charges and wish to accrue Periodic Usage, then the value in the Accrue Periodic % field should 
be 100.

Click on the field Accrue Periodic %

Specifies the percentage of estimated Periodic Usage 
to be accrued. The calculation of the usage to be 
accrued is based on the Periodic Usage Price times 
the number of days times the percentage entered in 
this field.

Enter the text 80.00.

Enter the percentage of the estimated Periodic Usage 
to be accrued.

Click on the field Accrue Standby %

Specifies the percentage of estimated Standby 
Charges to be accrued. The calculation of the charge 
to be accrued is based on the Standby Charge Price 
times the number of days times the percentage 
entered in this field.
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Enter the text 20.00.

Enter the percentage of the estimated Standby 
Charges to be accrued.

NOTE:

Should your organization not utilize the Standby Charges functionality or not wish to accrue an estimated % of 
charges, then leave this field blank

Click on the field Reversal Date Calculation

Specifies when the reversal of the accrued revenue is 
to occur. The two options available include, First Day 
of Accrual and Last Day of Accrual.

The option, First Day of Accrual, means that the reversing entries will have a posting date of the first day in the 
following accounting period accrual journal.

The option, Last Day of Accrual, means that the reversing entries will have a posting date of the last day in the 
following accounting period accrual journal.

Click on the item First Day of Accrual in the list

Select the preferred option.

Click on the toggle field Calculate Deferred Revenue

Should the organization want to calculate Deferred 
Rental Revenue and include the records on the 
Rental Accrual Journal, then enable the option.
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Click on the back button

The following provides a review of the Rental Accrual Journal Batch.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental Accrual 
Batches

Click on the cell Name with the value DEFAULT

A Default batch is automatically created when the 
batch list is opened. Additional batches can be 
created.
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Click on the cell No. Series with the value RENT-
ACC

The No. Series field is automatically populated with 
the No. Series specified in the Rental Accrual Journal 
Nos. field, on Rental Management Setup.

Click on the back button

4.13.2.4. Reviewing the Rental Accrual Journal Batch
The following provides a review of the Rental Accrual Journal Batch.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental Accrual 
Batches
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Click on the cell Name with the value DEFAULT

A Default batch is automatically created when the 
batch list is opened. Additional batches can be 
created.

Click on the cell No. Series with the value RENT-
ACC

The No. Series field is automatically populated with 
the No. Series specified in the Rental Accrual Journal 
Nos. field, on Rental Management Setup.

Click on the back button

4.13.2.5. Setting up the Customer Posting Group for Accruals
The following demonstrates the setting up of the G/L account for accrued rental revenue receivables on the 
Customer Posting Groups.

For this example, a new G/L Account was setup.

Click on the link Tell me what you want to do. 
Quickly access actions, pages, reports, 
documentation, and apps and consulting 
services.
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Click on the field Type to start search:

Enter the text Customer Posting .

Click on Customer Posting Groups Administration 


Click on the cell Rental Accrual Receivable Acc. 
No.
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Click on the link in cell No. with the value 10450

Select the G/L Account to which the accrued 
receivables for the accrued rental revenue is to be 
posted to.

Click on the cell Rental Accrual Receivable Acc. 
No.

Click on the link in cell No. with the value 10450

Click on the back button

4.13.2.6. Setting up the General Posting Setup for Accruals and 
Deferrals

The following demonstrates the setting up of the G/L accounts for accrued rental revenue and the deferred 
rental revenue liability on the General Posting Setup.

For this example, new G/L Accounts were setup.
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Click on the link Tell me what you want to do. 
Quickly access actions, pages, reports, 
documentation, and apps and consulting 
services.

Click on the field Type to start search:

Enter the text General Posting Setup.

Click on General Posting Setup Administration 
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Click on the cell Accrue Rental Account

Click on the link in cell No. with the value 40690

Select the revenue G/L Account that the accrued 
rental revenue is to be posted to.

Click on the cell Deferred Liability Account

When an organization has enabled the Calculate 
Deferred Rental Revenue on Rental Management 
Setup, then the selection of a liability G/L Account that 
the deferred revenue is to be posted to is mandatory.
Click on the link in cell No. with the value 20450

Select the liability G/L Account that the deferred 
revenue is to be posted to.

When an organization has specified the Accrue Periodic %, and if applicable, the Accrue Standby % on Rental 
Management Setup, then the G/L Accounts that the accrued periodic usage and standby charge revenue is to 
be posted to must be specified.

Should an organization be using the Rental Calendar for day rental terms, and will be specifying some days as 
Use Standby Price, then a G/L Account must be specified in the Accrued Standby Charge Account field.
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Click on the cell Accrue Periodic Usage Account

Click on the link in cell No. with the value 40690

Select the G/L Account that the accrued Periodic 
Usage revenue is to be posted to.

Click on the cell Accrue Standby Charge Account

Click on the link in cell No. with the value 40690

Select the G/L Account that the accrued Standby 
Charge usage revenue is to be posted to.

4.13.3. Rental Accrual Journal Overview

4.13.3.1. Accessing the Rental Accrual Journal
The following method of accessing the accrual journal is by using the search option.
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Click on the link Tell me what you want to do. 
Quickly access actions, pages, reports, 
documentation, and apps and consulting 
services.

Click on the field Type to start search:

Enter the text rental accrual.

Click on Rental Accrual Journals

The following demonstrates the accessing of the rental accrual journal from within the Actions area on the 
Business Manager and Sales Order Processor role centers.
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Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental Accrual 
Journals

4.13.3.2. Rental Accrual Journal Menu and Fields
The following picture displays the Rental Accrual Journal.

The following provides an overview of the Rental Accrual Journal page and menu options.
Batch Name
 Specifies the name of the journal batch. As there can be multiple batches, the user can look-up and select 

a different batch than is displayed.
NOTE
A default batch is automatically created the first time the journal is opened.

Menu Options
Manage - Delete
 Used to delete any selected records.
Calculate Rental Accrual
 Opens the Calculate Rental Accrual request page to prepare for calculating the rental revenue accrual, and 

if applicable, deferral amounts.

Post
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 When selected the rental accrual journal will post. The accrual, and if applicable, deferral amounts will be 
posted to the related accounts setup in the Customer Posting Group and General Posting Setup.

Dimensions
 Displays the Dimensions for the entry, which default from the Rental Line that the Rental Unit is on.

Actions
 The Actions menu option contains the 2 sub-menu options of Rental Accrual and Posting. 
The Rental Accrual menu option contains the menu option, Calculate Rental Accrual. 
The Posting menu option contains:
 Post
Test Report
 View a test report so you can verify the amounts before you perform the actual posting of the journal.The 

Navigate menu options contains the Rental Contract and Dimension menu options.

The following provides an overview of the Rental Accrual Journal fields that are displayed by default on the 
lines.
Posting Date
For new accrual and deferral calculations the posting date for the accrual journal records will be set to the date 
specified in the Accrue as Date field, when running the Calculate Rental Accrual.
 
The posting date for reversing records is based on the setting specified in the Reversal Date Calculation field, 
on Rental Management Setup.
 
When the setting is, First Date of Accrual, then the reversal entries in the journal will have the posting date set 
to the first day of the subsequent accounting period.
 
 When the setting is, Last Date of Accrual, then the reversal entries in the journal will have the posting date 

set to the last day of the subsequent accounting period.
Document No.
 The Document No. is populated using the No. Series specified on Rental Management Setup, Number tab 

in the Rental Accrual Journal Nos. field.

Rental Document No.
 Displays the Rental Contract No. that the Rental Unit is on.
No.
 Displays the Rental Unit No. that the record is related to.
Description
 The description specifies whether the entry is an accrual, deferral or a reversal and contains the Rental 

Unit No.
Calculation Type
 Displays the entry type of the record. The types include Accrual, Deferral, or Reversal. Accrual indicates 

that the entry is a rental revenue accrual. Deferral indications that the entry is a rental revenue deferral. 
Reversal indicates that the entry is a reversal of the current accounting period accrual or deferral.

Accrual Amount
 Displays the calculated rental revenue amount that is to be accrued for the current accounting period, or 

the reversal amount of the current accounting period accrual. When the Calculation Type is Accrual the 
amount will be positive. When the Calculation Type is Reversal, then the amount will be negative for 
reversing the current period accrual.

Deferral Amount
 Displays the calculated rental revenue amount that is to be deferred, or the reversal amount of the current 

accounting period deferral amount. When the Calculation Type is Deferral, then the amount will be 
negative. When the Calculation Type is Reversal, then the amount will be positive for reversing the current 
period deferral.

Last Invoice Date
 Specifies the date of the last invoice posted for the rental unit on the rental contract document when there 

has been an invoice posted.
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Qty. Returned
 Displays the quantity return for the rental unit on the rental contract document, if the unit has been 

returned.
Rental Return Date
 Displays the date the rental unit was returned, when the rental unit has been returned.
Rental Terms Code
 Displays the Rental Terms Code on the Rental Line on the contract.

Number of Days
 Specifies the number of days in the month the calculation is being ran for.
Days to Accrue
 Specifies the number of days month that are to be accrued or deferred. Days to be accrued will be positive 

and days to be deferred will be negative. The Days to Accrue are calculated as the difference in the 
number of days between the Starting Date-Time and the Ending Date-Time fields on the journal line.

Starting Date-Time
 Specifies the date-time from which the accrual or deferral calculation commences. For accruals, the date is 

based on the earliest date in the month the accrual is being ran for, which has not been invoiced. For 
deferrals, the date is based on the last date of the last invoice posted in the current month, which invoiced 
days in the subsequent month.

Ending Date-Time
 Specifies the date and time at which the accrual or deferral ends as specified in the Accrue as Date.

Billing Unit Quantity
 Specifies the quantity used in the calculation of the accrual and deferral amounts. When the rental term is a 

prorated rental term, then the Billing Unit Quantity is calculated as the Days to Accrue divided by the 
Number of Days times the rental quantity. When the rental term is not prorated, then the Billing Unit 
Quantity displays the quantity from the rental lines.

Line Discount %
 The line discount percentage defaults from the Rental Line that the Rental Unit is on.
Line Discount Amount
 The line discount amount defaults from the Rental Line that the Rental Unit is on.
Unit Price
 The Unit Price defaults from the Rental Line that the Rental Unit is on.

The following provides an overview of the Rental Accrual Journal fields that are available to add to the accrual 
journal lines using Personalize.
Rental Document Line No.
 Displays the Rental Line, line no. that the rental unit in on.
Global Dimension 1 Code
 The Global Dimension Code Value defaults from the Rental Line that the unit in on.
Global Dimension 2 Code
 The Global Dimension Code Value defaults from the Rental Line that the unit in on.

Billing Unit of Measure
 Displays the Periodic Usage Period UOM Code, when the accrual or deferral amounts are calculated from 

periodic usage and standby changes.
Currency Code
 Displays the Currency Code from the Rental Line when a foreign currency code exists on the line.

The following picture displays the Calculate Rental Accrual request page.
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Accrue as Date
 The Accrue as Date is for specifying the last day of the current accounting period for which the accrued and 

if applicable, deferred rental revenue is to be calculated for.
No.
 The No. field when left blank will calculate the accrual amount, and if applicable, the deferral amount for the 

accounting period for all rental contracts. When a rental contract number or numbers are entered in the No. 
field, then the calculation will be restricted to those contracts.

4.13.3.3. Filtering the Rental Accrual Journal Lines
The following demonstrates filtering the Accrual Journal records to show only the records for a specific Rental 
Contract No.
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Click on the button Show filter pane

Click on the button  Filter...

Click on the button Rental Document No.

Click on the field Rental Document No.
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Click on the lookup button Rental Document No.

Click on the cell No. with the value RC00001

The following picture displays the filtered journal lines for the contract, showing the accrual lines with an April 
30 Posting Date for the current accounting period, and the reversal lines with a May 1 Posting Date.

The following steps demonstate how to reset the filters on the journal lines and close the filtering pane.

Click on the link Reset filters

Click on the button Hide the filter pane without 
clearing any filters.
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4.13.4. How to Process a Rental Accrual Journal for Accruals

4.13.4.1. Overview
The following chapters will demonstrate the calculation of the accrual amounts for a variety of pricing schemas.

All the rental contracts included have the same Rental Start Date and Rental Return Date with different rental 
terms.

The following pricing schemas are included in this demonstration.
 Monthly rental pricing with invoicing to occur at the end of the rental contract.
 Monthly pricing with invoicing to occur at the end of each rental period.
 Daily pricing using the Rental Calendar for specifying some days as Non-billable and some days as Use 

Standby Price. The invoicing has been posted up to April 19. For the days from April 20 to April 30, 1 day is 
set as non-billable and 1 day as Use Standby Price.

 Monthly periodic usage and standby charge pricing. No invoicing for usage has been billed.

The formula for calculating the accrual amount for the Rental Price is: 
Days to Accrue divided by the Number of Days times the Billing Unit Qty. times the Unit Price.
 
When a rental term on the rental lines is not prorated, then the Billing Unit Qty. displays the extended quantity 
from the Rental Amount Lines related to the unit.
 
When a rental term on the rental line has Prorate, All Periods, the Billing Unit Qty. displays the prorated 
quantity. The prorated quantity is calculated as Days to Accrue divided by Number of Days times the rental 
quantity from the rental lines, the same as on the Rental Amount Lines.

Periodic Usage and Standby Charge revenue accrual calculation:
When an organization is billing based on the Periodic Usage and Standby Charge pricing schema the 
percentages to be used in the calculation must be setup on Rental Management Setup.

The accrual amount calculation differs from the regular rental price accruals, in that the Billing Unit Qty. is 
calculated differently.

The Billing Unit Qty. is calculated as Days to Accrue times the percentage specified times the rental quantity.

NOTE:

The processing of the Rental Accrual Journal does not have to be done separately for accruals and deferrals.

4.13.4.2. Processing Rental Accruals
The following demonstrates the processing of accruals at the end of April.

All the rental contracts have a starting date of April 6 and an expected return date of June 5.

Click on the navigation menu item popup Rental 
Management
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Click on the navigation menu item Rental Accrual 
Journals

Click on the field Batch Name

If the organization has created a different or multiple 
batches for the accrual journal, then the look-up can 
be used to select a different batch or create a batch 
for the accounting period the journal is to be ran for.

Click on the navigation menu item Calculate Rental 
Accrual...

Click on the navigation menu item Calculate Rental 
Accrual...
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Click on the field Accrue as Date

Select or enter the last day of the accounting period 
for which the rental accrual is being ran for.

Click on the field No.

To include all possible accrual calculations, then leave 
this field blank. Should an organization only wish to 
include specific rental contracts to calculate the 
accruals for, then enter the rental contract nos. or 
ranges.

Click on the button OK

The following picture displays the journal lines created for all the rental contracts that have rental revenue to be 
accrued. The lines also include the reversing lines for the accrual lines.

The Posting Date is automatically populated on the journal lines with the date entered or selected in the Accrue 
as Date.
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4.13.4.3. Accrual Amount Calculation for the Monthly Periodic End 
Contract

Click on the cell Rental Document No. with the value 
RC00005

Click on the cell Calculation Type with the value 
Accrual

The following describes how the Accrual Amounts were calculated for the Rental Units records for Rental 
Contract RC00005, which have the Rental Term of MONTH-PEND.

The Accrual Amount formula is:
Days to Accrue divided by Number of Days times Billing Unit Qty. times Unit Price

• RU00008-001 Accrual Amount: 25/30 x 1 x 150.00 = 125.00
•PG-001 Accrual Amount: 25/30 x 2 x 500.00 = 833.33
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• The Days to Accrue is 25, which is the number of days including the Starting Date-Time, April 6, through to 
and including the Ending Date-Time, April 30 as no invoices were posting during the month of April.

• Number of Days is 30 for the month of April.

The following shows that the reversing lines for the contract RC00005 accrual lines are created with negative 
amounts in the Accrual Amount column. 
The Posting Date was set based on the setup option selected on Rental Management Setup.

Click on the cell Rental Document No. with the value 
RC00005

Click on the cell Calculation Type with the value 
Reversal

4.13.4.4. Accrual Amount Calculation for the Periodic Usage Contract
Click on the cell Rental Document No. with the value 
RC00006
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Click on the cell Calculation Type with the value 
Accrual

The following describes how the Accrual Amounts for Periodic Usage and Standby Charge pricing were 
calculated for the Rental Unit records for Rental Contract RC00006, which have the Rental Term of MONTH-
PEND.
 
On Rental Management Setup, the Accrue Periodic % = 80 and the Accrue Standby % = 20 for a total of 100%.
 
The Accrual Amount formula is:
Days to Accrue times the Billing Unit Qty. times the Unit Price
 Periodic Usage Accrual Amount: 25 x 20 x 300.00 = 6000.00
 Standby Charge Accrual Amount: 25 x 5 x 100.00 = 500.00

The Days to Accrue is 25, which is the number of days including the Starting Date-Time, April 6, through to and 
including the Ending Date-Time, April 30, as no invoice for usage was posted.

The formula for the calculation of the Billing Unit Qty. for Periodic Usage and Standby Charge calculation is:

Days to Accrue times the usage % setup on Rental Management times the rental quantity
 Periodic Usage Billing Unit Qty.: 25 x 0.8 x 1 = 20
 Standby Charge Billing unit Qty.: 25 x 0.2 x 1 = 5

The following shows that the reversing lines for the contract RC00006 accrual lines are created with negative 
amounts in the Accrual Amount column. 
The Posting Date was set based on the setup option selected on Rental Management Setup.

Click on the cell Rental Document No. with the value 
RC00006

Click on the cell Calculation Type with the value 
Reversal
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4.13.4.5. Accrual Amount Calculation for the Daily Contract with 
Rental Calendar

Click on the cell Rental Document No. with the value 
RC00007

Click on the cell Calculation Type with the value 
Accrual

The following describes how the Accrual Amounts were calculated for the Rental Term of DAY-PEND and the 
Rental Calendar has been used to specify some days as Non-Billable and some days to Use Standby Price.

The Accrual Amount formula is:
Days to Accrue divided by Number of Days times Billing Unit Qty. times Unit Price

• Rental Price Accrual Amount: 9/1 x 1 x 25.00 = 225.00
• Standby Price Accrual Amount: 1/1 x 1 x 5.00 = 5.00

• Number of Days: For daily rental pricing the number of days is always 1.

The use of the Rental Calendar in conjunction with the daily term impacts the calculation of the Billing Unit Qty. 

If days in the calendar which have not been invoiced in the accounting period have been specified as Non-
Billable or Use Standby Price then these are taken into account when calculating the Billing Unit Qty.
As an invoice had been posted on April 19, then only the days April 20 - 30 are considered for the calculation of 
the Billing Unit Qty.

The total number of days inclusive from April 20 through to April 30 is actually 11 days.

For this example, the rental calendar has April 25 flagged as Use Standby Price and April 26 has been flagged 
as Non-Billable.

• The Days to Accrue for the rental price is therefore 11 days minus 2 days = 9.
• The Days to Accrue for the standby price = 1.

The following shows that the reversing lines for the contract RC00007 accrual lines are created with negative 
amounts in the Accrual Amount column. 
The Posting Date was set based on the setup option selected on Rental Management Setup.
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Click on the cell Rental Document No. with the value 
RC00007

Click on the cell Calculation Type with the value 
Reversal

4.13.4.6. Accrual Amount Calculation for the Monthly Contract with 
Billing at the End

Click on the cell Rental Document No. with the value 
RC00008

Click on the cell Calculation Type with the value 
Accrual

The following describes how the Accrual Amounts were calculated for the Rental Units records for Rental 
Contract RC00008, which have the Rental Term of MONTH-END.
 
The Accrual Amount formula is:
Days to Accrue divided by Number of Days times Billing Unit Qty. times Unit Price
 RU00002 Accrual Amount: 25/30 x 1 x 5000.00 = 4,166.67
 PG-001 Accrual Amount: 25/30 x 2 x 500.00 = 833.33
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 The Days to Accrue is 25, which is the number of days including the Starting Date-Time, April 6, through to 
and including the Ending Date-Time, April 30 as no invoices were posting during the month of April.

 Number of Days is 30 for the month of April.

The following shows that the reversing lines for the contract RC00008 accrual lines are created with negative 
amounts in the Accrual Amount column. 
The Posting Date was set based on the setup option selected on Rental Management Setup.

Click on the cell Rental Document No. with the value 
RC00008

Click on the cell Calculation Type with the value 
Reversal

4.13.4.7. Running the Test Report
A test report can be sent to PDF, printed or previewed prior to posting the journal.
The following demonstrates the steps for running the report.

Click on the navigation menu item popup Actions
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Click on the navigation menu item popup Posting

Click on the navigation menu item Test Report...

Click on the toggle field Show Document Subtotals

 
When Show Document Subtotals is enabled, then a 
subtotal per rental contract will print, when the total is 
an amount other than 0.00.

Click on the field Calculation Type Filter

The Calculation Type Filter field provides the flexibility 
to choose whether all types or only a specific type is 
to be included in the report. The options include All 
Types, Accrual, Deferred and Reversal.
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Click on the item All Types in the list

Click on the field Posting Date

The Posting Date filter can be used to filter the 
printing to print only the current period accrual an 
deferral  records, when the journal lines contains 
Reversal type entries that have the posting date of the 
first of the month.

Click on Send to... Print Preview Cancel
 
Select the preferred method to review the Test 
Report.

The following picture displays the test report with the Show Document Subtotals enabled.
The date that prints at the top of the report is the system date, meaning the current date, not the user work date 
or the Accrue as Date.
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4.13.4.8. Posting the April Rental Accrual Journal
The following demonstrates the posting of the April journal and the steps to review the Accrual Journal 
Register.

Click on the navigation menu item Post

Click on the button Yes
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Click on the button OK

Click on the back button

The following demonstrates the steps for accessing the Rental Accrual Registers and viewing the entries.

Click on Rentals

Click on the navigation menu item Rental Accrual 
Registers

The following picture displays the Rental Accrual Register list. The list displays all Rental Accrual Journals 
which have been posted.
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Click on the navigation menu item popup Related

Click on the navigation menu item popup Register 

Click on the navigation menu item Rental Accrual 
Ledger

The following picture displays the ledger entries created when the journal was posted.

Menu options:
 Navigate on the left side Displays a listing of the related entries, where the G/L entries can be reviewed by 

a variety of methods. The entries can be viewed by clicking on the number in the No. of Entries column, 
selecting Process – Show Related Entries or Actions – process – Show Related Entries.More options on 
the right:
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 Related - Navigate -  Entry - Dimensions displays the Dimensions related to the selected record.
 Actions - Navigate is the same as the Navigate on the left side above.

4.13.4.9. Processing Rental Accrual Journal for May
The following demonstrates the processing of the rental accrual journal for the following accounting period, May 
after any applicable invoicing of the rental contracts.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental Accrual 
Journals

Click on the navigation menu item Calculate Rental 
Accrual...

Click on the field Accrue as Date

Ensure the date is set to the last day of the 
accounting period for which the journal is being ran 
for.
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Click on the button OK

The following picture displays the records calculated for the month ending May 31. The lines are sorted first on 
Posting Date, then on Rental Document No. , thus displaying the reversal entries of the May accruals after the 
accrual lines for May. The Reversal records have a Posting Date of June1 as per the Reversal Date Calculation 
selected on Rental Management Setup is First Day of Accrual.

The Accrual Amounts for May are calculated in the same manner as calculated for April.

RC00005 MONTH-PEND:
The Number of Days is 31 as May has 31 days. The days to accrue are May 6 – 31, which is 26 days.
 RU00008-001: 26/31 x 1 x 150.00 = 125.81
 PG-001: 26/31 x 2 x 500.00 = 838.71
RC00006 Periodic Usage and Standby Charges:
The Periodic Usage and Standby Charges were invoiced up to May 5, therefore for May accruals the Days to 
Accrue are 26 for May 6 – 31.
 RU000024-001 Periodic Usage: 26 x 0.8 x 1 x 300.00 = 6240.00
 RU000024-001 Standby Charges: 11 x 0.2 x 2 x 100.00 = 520.00

RC00007 DAY-PEND with Rental Calendar:
The rental was invoiced up to May 20 leaving 11 days for May 21-31. In the calendar, May 23 and 30 are 
flagged as Non-billable and May 22 and 29 are flagged as Use Standby Price.
Therefore the billable number of days to accrue for the rental price in May are 11 – 4 days = 7. And Standby 
price days = 2.
 RU00007 Rental Price: 7 x 1 x 25.00 = 175.00
 RU00007 Standby Price: 2 x 1 x 5.00 = 10.00
RC00008 EMONTH:
The Days to Accrue for May 31 is based on the number of days from April 6 –  May 31, which is 56 days. The 
number of days is based on the number of days in May, which is 31.
 RU00002: 56/31 x 1 x 5000.00 = 9032.26
 PS-001: 56/31 x 2 x 500.00 = 1806.45

The Test Report can be reviewed or printed prior to posting the journal.

The following steps demonstrate the posting of the journal.
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Click on the navigation menu item Post

Click on the button Yes

Click on the button OK

Should all invoicing be completed in June and the rental units returned in June, then there should be no records 
generated when running the  Calculate Rental Accrual at the end of June.

4.13.5. How to Process a Rental Accrual Journal for Deferrals

4.13.5.1. Overview
The following chapters will demonstrate the calculation of the deferral amounts for the pricing schemas for the 
Invoicing Types of Start and Periodic Start.

All the rental contracts included have the same Rental Start Date and Rental Return Date with different rental 
terms.

The formula for calculating the deferral amounts for the Rental Price is:

Days to Accrue divided by the Number of Days times the Billing Unit Qty. times the Unit Price.

When a rental term on the rental lines is not prorated, then the Billing Unit Qty. displays the extended quantity 
from the Rental Amount Lines related to the unit.

When a rental term on the rental line has Prorate, All Periods, the Billing Unit Qty. displays the prorated 
quantity. The prorated quantity is calculated as Days to Accrue divided by Number of Days times the rental 
quantity from the rental lines, the same as on the Rental Amount Lines.
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NOTE:

The processing of the Rental Accrual Journal does not have to be done separately for accruals and deferrals.

4.13.5.2. Processing Rental Deferrals
The following demonstrates the processing of deferrals at the end of April.

Both of the rental contracts have a starting date of April 6 and an expected return date of June 5 and have had 
an invoice posted on April 6.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental Accrual 
Journals

Click on the navigation menu item Calculate Rental 
Accrual...
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Click on the field Accrue as Date

Select or enter the last day of the accounting period 
for which the rental accrual journal is being ran for.

Click on the link Open the date picker for Accrue as 
Date

Click on the link Previous

Click on a date in the calendar
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Click on the button OK

The following picture displays the journal lines created for all the rental contracts that have rental revenue to be 
deferred on April 30 and the reversing entries with a Posting Date of May 1.

4.13.5.3. Deferral Amount Calculation for the Monthly Periodic Start 
Contract

The following shows the deferral records for RC00009.

Click on the cell Rental Document No. with the value 
RC00009

Click on the cell Calculation Type with the value 
Deferred

The following shows the reversal records for the April deferral records for RC00009.
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Click on the cell Rental Document No. with the value 
RC00009

Click on the cell Calculation Type with the value 
Reversal

The following describes how the Deferral Amount was calculated for the Rental Units on Rental Contract 
RC00009, which have the Rental Term of MONTH-PSTART.
 
The invoice for the first rental period was posted on April 6. The amount excl. tax for unit RU00009-001 was 
150.00 and for PG-001 was 500.00.

The Deferral Amount formula is:
Days to Accrue divided by Number of Days times Billing Unit Qty. times the amount excluding tax that was 
invoiced.

For deferrals the Days to Accrue will be a negative number.

 The Days to Accrue is -5, which is the number of days including the Starting Date-Time, May 5, through to 
and including the Ending Date-Time, April 30.

 Number of Days is 30 for the month of April.The calculations for the units are as follows:
 RU00009-001: Deferral Amount: 5/30 x 1 x 150.00 = -25.00
 PG-001 Deferral Amount: 5/30 x 3 x 500.00 = -250.00

4.13.5.4. Deferral Amount Calculation for the Monthly Contract with 
Billing at the Start

The following shows the deferral records for RC00010.
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Click on the cell Rental Document No. with the value 
RC00010

Click on the cell Calculation Type with the value 
Deferred

The following shows the reversal records for the April deferral records for RC00010.

Click on the cell Rental Document No. with the value 
RC00010

Click on the cell Calculation Type with the value 
Reversal

The following describes how the Deferral Amount was calculated for the Rental Unit record for Rental Contract 
RC00010, which have the Rental Term of MONTH-START.
 
The invoice for the full contract was posted on April 6. The amount excluding tax on the invoice was 300.00.
 
The Deferral Amount formula is:
Days to Accrue divided by Number of Days times Billing Unit Qty. times the amount excluding tax that was 
invoiced.
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 The Days to Accrue is -36, which is the number of days including the Starting Date-Time, June 5, through 
to and including the Ending Date-Time, April 30.

 Number of Days is the sum of the days that were included in the April 6 invoice. The days included are 
from April 6 to June 5. April = 25 days, May = 31 and June = 5 which equals 61 days.The calculation for the 
deferral amount for the unit is as follows:

 RU00009-004: Deferral Amount: -36/61 x 1 x 300.00 = -177.05

4.13.5.5. Running the Test Report
A test report can be sent to PDF, printed or previewed prior to posting the journal.
The following demonstrates the steps for running the report.

Click on the navigation menu item popup Related

Click on the navigation menu item popup Actions

Click on the navigation menu item popup Posting
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Click on the navigation menu item Test Report...

Click on the toggle field  Show Document Subtotals

When Show Document Subtotals is enabled, then a 
subtotal per rental contract will print, when the amount 
is not 0.00.

Click on the field Calculation Type Filter

The Calculation Type Filter field provides the flexibility 
to choose whether all types or only a specific type is 
to be included in the report. The options include All 
Types, Accrual, Deferred and Reversal.

Click on Send to... Print Preview Cancel

Select the preferred method for reviewing the test 
report.

The following picture displays the test report with the Show Document Subtotals enabled.
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4.13.5.6. Posting the April Rental Accrual Journal
The following demonstrates the posting of the April journal.

Click on the navigation menu item Post

Click on the button Yes
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Click on the button OK

For information on accessing the Rental Accrual Registers and reviewing the ledger entries, see the How to 
Process a Rental Accrual Journal for Accruals help.

4.13.5.7. Processing Rental Accrual Journal for May
The following demonstrates the processing of the rental accrual journal for the following accounting period, 
May.
The rental contract RC00009 with periodic invoicing has been invoiced on May 6 for the second rental period.

Click on the navigation menu item Calculate Rental 
Accrual...

Click on the field Accrue as Date

Enter or look-up and select May 31.

Click on the link Open the date picker for Accrue as 
Date
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Click on the link Next

Click on a date in the calendar

Click on the button OK

The following picture displays the records calculated for the month ending May 31.The lines are sorted first on 
Posting Date, then on Rental Document No., thus displaying the entries of the May deferrals before the 
reversing journal lines for the May deferrals. The Reversal records have a Posting Date of June 1 as per the 
Reversal Date Calculation selected on Rental Management Setup is First Day of Accrual.
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4.13.5.8. Deferral Amount Calculations for May 31
Click on the cell Rental Document No. with the value 
RC00009

Click on the cell Calculation Type with the value 
Deferred

Click on the cell Rental Document No. with the value 
RC00009

Click on the cell Calculation Type with the value 
Reversal
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Click on the cell Rental Document No. with the value 
RC00010

Click on the cell Calculation Type with the value 
Deferred

Click on the cell Rental Document No. with the value 
RC00010

Click on the cell Calculation Type with the value 
Reversal

On the reversal records for the prior month deferrals, the Deferred Amount will be a positive.

The Deferred Amounts for May are calculated in the same manner as calculated for April.
 
RC000009 MONTH-PSTART:
The Number of Days is 31 as May has 31 days. The Days to Accrue are June 1-6, which is 5 days.
 RU00098-001: -5/31 x 1 x 150.00 = -24.19
 PG-001: -5/31 x 3 x 500.00 = -241.94

RC000010 MONTH-START:
 The Days to Accrue is -5, which is the number of days including the Starting Date-Time, June 5, through to 
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and including the Ending Date-Time, May 31.
 Number of Days is the sum of the days that were included in the April 6 invoice. The days included are 

from April 6 to June 5. April = 25 days, May = 31 and June = 5 which equals 61 days.

The calculation for the deferral amount for the unit for May 31 is as follows:
 RU00009-004: Deferral Amount: -5/61 x 1 x 300.00 = -24.59

The Test Report can be reviewed or printed prior to posting the journal.

The following steps demonstrate the posting of the journal.

Click on the navigation menu item Post

Click on the button Yes

Click on the button OK

4.14.Rental Line Discounts
4.14.1. Rental Line Discounts

4.14.1.1. Overview
Organizations may provide different rental discounts percentages to different customers or may prefer to 
provide discounts on a quote or contract basis.

 ODT Rentals contains the capabiltiy to provide rental line discounts for both of these scenarios.
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Line discount percentages can be based on whether the rental units are not linked or are linked to a fixed 
asset, an inventory item, a resource, a G/L account, or a rental package as a whole.

4.14.1.2. Rental Line Discounts Setup
Customer Cards:
 
In order for the rental line discounts to be used, then on the customer card, Invoice Tab the Allow Line Disc. 
field must be enabled.

The Customer cards, Rental tab has been enhanced to provide the ability to specify default line discount 
percentages, which will default to the rental quote and contract Invoice Details tab. The discount percentages 
will default to the rental lines from the Invoice Details tab, when unit groups, units or rental packages are 
entered on the Rental Lines.

The fields available include:
Default Rental Disc %
 This field is used for specifying a line discount % that will be applied initially, by default, to all rental 

products that are to be entered on a quote or contract. When any of the following Disc. % fields are entered 
then they will be applied rather than the Default Rental Disc. %.

Rental Package Disc. %
 Rental Package Disc. %, when specified, will overwrite the Line Discount % when populated from the 

Default Rental Disc % field. This discount will apply the package specified discount to all component rental 
lines of all packages entered on the Rental Lines. This occurs, even when the units are linked to Fixed 
Asset, Item, Resources or G/L Accounts and these the following Disc. % fields are populated. The 
reasoning is that the component line pricing is used for the allocation of the rental package price, not for 
billing the customer.

FA Rental Unit Disc %
 The FA (Fixed Asset) Rental Unit Disc. %, when specified, will overwrite the Line Discount % when 

populated from the Default Rental Disc % field.
Item Rental Unit  Disc %
 The Item Rental Unit Disc. %, when specified, will overwrite the Line Discount % when populated from the 

Default Rental Disc % field.

Resource Rental Unit Disc %
 The Resource Rental Unit Disc. %, when specified, will overwrite the Line Discount % when populated from 

the Default Rental Disc % field.
G/L Acct. Rental Unit Disc %
 The G/L Acct. Rental Unit Disc. %, when specified, will overwrite the Line Discount % when populated from 

the Default Rental Disc % field.

Rental Units:

For unit groups and units, the line discount field to be applied is dependent on the Link Type selected on the 
unit cards.

If a rental unit card for a unit or a group have the Link Type set to Fixed Asset, then if the customer card has 
the FA Rental Unit Disc % populated, that percentage will default to the rental line on a quote or contract for 
that customer.

If a rental unit card for a unit or a group do not have a Link Type specified, and the customer card has the 
Default Rental Disc. % populated, that percentage will default to the rental line on a quote or contract for that 
customer.

To enable a specific line discount percentage on rental unit groups, the Link Type field is to be selected. All 
assigned units automatically have the same Link Type set. On the assigned units, the Link Type field cannot be 
edited when the group card has a Link Type selected.
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On Sub-rental units assigned to a group, the Link Code field cannot be populated. Only the assigned units can 
have the Link Code selected.

Rental Price Cards:

When using Rental Price cards on unit groups, units or rental packages then the Allow Line Discounts must be 
set to Yes in order for the Rental Line Discounts to be applied. When set to No, then when the group, unit or 
package is entered, the discount percentages on the Invoicing Details will not be applied to the applicable 
rental lines, Line Discount % field.

The following demonstrates the setup of the discount percentage fields on the Rentals tab of a Customer card.

NOTE:
The discount fields to be populated based on the organizations customer discount policy.

Profile Business Manager

Should a user with the Sales Order Processor Profile have the Permission Set which allows for the entry or 
modification of Customer cards, then the following steps can be used.

Click on the navigation menu item Customers

Click on the data brick No. = 20000, Name = Trey 
Research, Contact = Helen Ray

This customer has the Allow Line Disc. field enabled 
on the Invoicing tab.

Click on the field Default Rental Disc. %

Should the organization want to provide a Customer 
with a default line discount percentage for all rental 
product, then enter a percentage.

This percentage will be applied to units and groups, 
which do not have the Link Type field populated, and 
as well will be applied to units, groups and rental 
packages, when the other applicable rental line 
discount fields are not populated.
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Enter the text 2.

Click on the field Rental Package Disc. %

Should the organization be using Rental Packages 
and be providing the Customer with a line discount 
percentage specific to rental packages, then enter the 
percentage.
Otherwise, leave the percentage as 0.

Enter the text 3.

Click on the field FA Rental Unit Disc. %

Should the organization be providing the Customer 
with a line discount percentage specific to Rental 
Units linked to a Fixed Assets, then enter the 
percentage.
Otherwise, leave the percentage as 0.
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Enter the text 4.

Click on the field Item Rental Unit Disc. %

Should the organization be providing the Customer 
with a line discount percentage specific to Rental 
Units linked to an Item, then enter the percentage.
Otherwise, leave the percentage as 0.

Enter the text 5.

Click on the field Resource Rental Unit Disc. %

Should the organization be providing the Customer 
with a line discount percentage specific to Rental 
Units linked to a Resource, then enter the percentage.
Otherwise, leave the percentage as 0.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2267/2540

ODT Rentals Online Help 5/15/2024 2267/2540

Click on the field G/L Acct Rental Unit Disc. %

Should the organization be providing the Customer 
with a line discount percentage specific to Rental 
Units linked to a G/L Account, then enter the 
percentage.
Otherwise leave the percentage as 0.

Click on the back button

The following demonstrates the setting of the Link Type on a Rental Unit group.

Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00001
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Click on the field Link Type

Click on the item Fixed Asset in the list

Click on the field Link Code

Note that the Link Code field cannot be edited.

Click on the back button

Notice in the Rental Unit List, that the assigned units remained as previously configured and that the Sub-rental 
unit, SUB Buckeye, does not have the Link Type set.
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Click on the cell No. with the value RU00008

Click on the navigation menu item popup Manage

Click on the navigation menu item Edit List

Click on the cell Link Type with the value Item Fixed 
Asset Resource G/L Account
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Click on the item Fixed Asset in the list

Click on the back button

Notice that on this group, all assigned units, excluding the Sub-rental unit have had the Link Type field updated, 
when the group is updated.

The following unit not linked to a group has the Link Type and Link Code configured for linking to an Item.

Click on the cell No. with the value PG-001

Click on the cell Link Type with the value Item

4.14.1.3. How to Process a Contract with Customer Discounts
Profile Sales Order Processor

The same steps apply when the user has the Business Manger Profile.
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The following demonstrates the processing of a contract, where the Customer Card has been configured with 
rental discount percentages.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the cell No. with the value 20000

Scroll down to the Invoice Details Tab.

Note that the Rental Line Discounts setup on the Customer card for customer 20000, have populated the 
discount percentage fields on the Invoice Details Tab, as shown in the attached picture.

The percentages can be overridden on the Invoice Details Tab, either before or after, the entry of the rental 
units, groups or packages on the Rental Lines.

There is an additional rental line discount field called, Rental Line Disc. %, which if populated takes prioroty 
over the other rental line discount fields. 

If rental lines have been populated, the Line Discount % field on the rental lines is populated, and then a Rental 
Line Disc. % is entered, a popup message will occur. 
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When Yes is selected in the message, then all rental lines will have the Line Discount % field updated, as long 
as Line Discounts are allowed on the Customer and Rental Price cards.

When No is selected, then the rental lines are not updated. Only the Rental Line Disc. % field will be updated.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value PG-001

Click on the link in cell No. with the value PG-001
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Click on the cell Rental Quantity with the value 0

Enter the text 2.

Click on the link in cell Code with the value EAST

Click on the cell Line Discount % with the value 5

Notice that the Line Discount % field is automatically 
populated with the 5% from the Invoicing Details tab, 
as this unit is linked to an Item.
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00001

Click on the cell Rental Quantity with the value 0
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Enter the text 2.

Click on the cell Location Code

Click on the link in cell Code with the value EAST

Click on the cell Line Discount % with the value 4

Notice that the Line Discount % field is automatically 
populated with the 4% from the Invoicing Details tab, 
as this group has the Link Type set to Fixed Asset.
Also note that the child unit lines as well have the 4% 
populated as well, as the Line Discount % data will 
default from the group to the child unit lines.
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00002

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00003

Click on the field Item Rental Unit Disc. %

Enter the text 10. Press the Enter key.
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Click on the button Yes

Click on the cell Line Discount % with the value 10

Note that the rental line for the unit linked to an item 
automaticallly has the Line Discount % field updated. 

Click on the field Rental Line Disc. %

Enter the text 7. Press the Enter key.
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Click on the button Yes

Click on the cell Line Discount % with the value 7

Notice that all rental lines have the Line Discount % 
field updated to the 7% entered on the Invoicing 
Details tab, even though the Item Rental Disc. % and 
FA Rental Disc. % fields are populated.

This is due to the Rental Line Disc. % field having 
priority over the other discount fields on the Invoicing 
Details tab.

The following demonstrates the review of the line discount % and releated Rental Amount Line fields.

Click on the cell Rental Unit No. with the value PG-
001

Click on the cell Rental Unit Price with the value 
500.00

The Rental Unit Price on the Rental Lines is not 
revised when a Line Discount % exists.
The Rental Amount lines which are used in the 
invoicing calculation is where the impact of disount % 
is seen.
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Click on the navigation menu item popup Line

Click on the navigation menu item Rental Amount 
Lines

Click on the cell Unit Price Excl. Tax with the value 
500.00

Note that the Unit Price Excl. Tax is the same as the 
Rental Unit Price on the rental line.

Click on the cell Line Amount Excl. Tax with the 
value 930.00
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Click on the button Close

NOTE
The Line Discount % field on the rental lines can be overridden, even when the Invoice Details tab has default 
percentages entered, which defaulted to the applicable rental lines.

4.15.Additional Notes for Rentals
4.15.1. Additional Notes Overview

4.15.1.1. Overview
Many organizations use Standard Text Codes with or 
without extended text to add notes to a Sales Quote, 
Sales Order or Sales Invoice lines in order to print on 
the related documents. 

The Rentals uses the Standard Text feature to create 
Additional Notes. In addition, the rental Additional 
Notes provides for adding Description notes in the 
Additional Notes. 

Additional Notes provided the ability to specify which 
document(s) the note(s) are to print on. 

NOTE:
When printing documents from the Rental Quote or 
Contract and the Show Rental Details option is not 
enabled, then for packages the Additional Notes 
attached to the component rental units will not print.

Additional Notes can either be attached to a Rental 
Unit, which will default to the Rental Quote or Rental 
Contract, or be added directly on the Rental Quote or 
Rental Contract for a selected line.

Should any of the defaulted notes not be required for 
a specific quote or contract, they can be deleted 
directly on the quote or contract. This will not delete 
the notes from the unit group or unit it was setup on.

When Additional Notes are added to a Rental Unit 
Group, the note will apply to all units assigned to the 
group.
When Additional Notes are added to a Rental Unit Group, the note will apply to all units assigned to the group. 
When a Rental Unit, which is assigned to a group, has another Additional Note, then both the group note and 
the unit’s note will default to the Additional Notes page on the quote and contract. This occurs whether a group 
is entered or the unit is entered without the group being entered.
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On Rental Quotes where a Rental Unit Group is used, 
the quote document only prints the group. Therefore, 
any notes related to specific child units, if entered on 
the lines, will not be printed. Only the Additional Notes 
related to the group will print. Should a unit assigned 
to a group be entered directly on the lines without a 
group being entered, then both the defaulted group 
note and if any, defaulted or entered notes on the unit 
line will print.
For Rental Contract entry, or when a quote is 
converted to a contract, then the Additional Notes will 
not be populated on the unit group record.  On a 
contract when a group is used, then the Additional 
Notes will populate the child lines for the group. 
Should there be more notes setup on the child units, 
then these will automatically populate the Additional 
Note on the quote or contract, in addition to the group 
notes. As with quotes, should a unit assigned to a 
group be directly entered on the lines without a group 
being entered, then both the defaulted group note, 
and if any, defaulted or entered notes on the unit line 
will printed.

4.15.2. How to Set Up Additional Notes

4.15.2.1. Overview
The setup of Additional notes includes:

• Standard Text Codes with, or without, extended text that will be used with rentals
• Adding Additional Notes to Rental Units, including both Standard Text and description line notes and 
specifying what documents they are to print on

4.15.2.2. How to Set Up a Standard Text Code for Rentals
Profile - Business Manager

The ability to setup of Standard Text Codes is controlled by the standard Dynamics 365 Business Central 
Permission Sets assigned to the users.

The following example demonstrates the setting up of a new Standard Text Code with Extended Text.

Click on the link Search
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Click on the field Type to start search:

Enter the text Standard Text.

Click on Standard Text Codes Administration

Click on the navigation menu item New
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Click on the cell Code

Enter the text Rental Returns.

Click on the cell Description

Enter the text Rental Returns.

The following example demonstrates the setup of 
Extended Text on a Standard Text Code.
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Click on the navigation menu item popup Process

Click on the navigation menu item Extended Text

Click on the navigation menu item New

Click on All Language Codes, Yes

The default when the extended text page opens is 
that the All Languages field is checked.
Should the note only apply to a specific language, 
then a language can be selected in the Language field 
using the look-up button in the field.
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Click on the field Description

Enter the text Rental Returns.

Should the note be applicable to a specific date range 
then the Starting Date and Ending Date fields are to 
be populated.
Click on the field Starting Date

Click on the field Ending Date

The following demonstrate the entry of the extended 
text lines.
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Click on the cell Text

Enter the text Rental equipment must be cleaned 
prior to return.

Click on the cell Text

Enter the text Equipment using diesel or gas are to 
be filled up.
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Click on the cell Text

Enter the text If fuel is not topped up an additional 
charge.

Click on the cell Text

Enter the text will be levied to cover topping up the 
fuel.

As this Standard Text Code and Extended Text are only to print on rental documents, the Sales and Purchase 
printing options are to be set to No using the following steps.

As the options are set to Yes by default, then to set them to No, click on the fields.
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Click on Sales Invoice, Yes

Click on Sales Credit Memo, Yes

Click on Reminder, Yes

Click on Finance Charge Memo, Yes



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2290/2540

ODT Rentals Online Help 5/15/2024 2290/2540

Click on Purchase Quote, Yes

Click on Purchase Blanket Order, Yes

Click on Purchase Order, Yes

Click on Purchase Invoice, Yes
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Click on Purchase Return Order, Yes

Click on Purchase Credit Memo, Yes

Click on Prepmt. Purchase Invoice, Yes

Click on Prepmt. Purchase Credit Memo, Yes
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Click on the back button

Click on the back button

Click on the back button

4.15.2.3. How to Set Up Additional Notes on Rental Units
Profile - Business Manager

The access to setup of the Additional Notes includes 
the required permissions to "Read" Standard Text 
Codes, and the ODT Rentals Permission Set.
Click on the navigation menu item Rental Units
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Click on the link in cell No. with the value RU00001

Click on the navigation menu item popup Rental

Click on the navigation menu item Additional Notes

Click on the navigation menu item New
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Click on the cell Standard Text Code

Click on Code = RENTAL RETURNS, Description = 
Rental Returns

After moving off the Standard Text line the extended lines will automatically be displayed.

The following steps demonstrate the selection of the documents that the note is to print on.

When the standard text code line is checked on a document to print on, then the extended text lines are 
automatically checked as well. These can be overridden, if desired.

Click on Print on Quote

Click on the column header Print on Pick List
 
If the additional note is to print on the Pick List  for the 
staff that select the rental unit(s) for the contract, then 
check the boolean box as well.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2295/2540

ODT Rentals Online Help 5/15/2024 2295/2540

Click on Print on Delivery

Click on Print on Return

The following example demonstrates adding a 
descriptive note to the Additional Notes on the unit 
and specifying which documents the note is to print 
on.
Click on the cell Description

Enter Description.
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Click on Print on Quote

Click on Print on Order

Click on Print on Posted Invoice

Click on the back button
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Click on the back button

4.15.3. How to Add an Additional Note to a Rental Line

4.15.3.1. Overview
Additional Notes can be added to a unit entered on a 
quote or contract.

4.15.3.2. How to Add an Additional Note to a Rental Contract Rental 
Line

Profile - Business Manager

The adding of Additional Notes to a unit entered on a 
quote or contract can as well be completed by a Sales 
Order Processor, when the user has the appropriate 
"Read" permissions to Standard Text Codes.

The following example demonstrates adding an 
Additional Note to a unit entered on a Rental Contract 
Line.

The same steps apply to adding Additional Notes to a 
unit on a Rental Quote line.
Click on the cell Rental Unit No.
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Click on the navigation menu item popup Line

Click on the navigation menu item Additional Notes

Click on the navigation menu item New

Click on the cell Standard Text Code
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Click on Code = RENTAL RETURNS, Description = 
Rental Returns

Click on Print on Quote

Click on Print on Order

Click on the column header Print on Pick List
 
If the Standard Text, or a descriptive comment is to 
print on the Pick List for the staff selecting the rental 
unit(s), then check the boolean box.
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Click on Print on Delivery

Click on Print on Return

Click on Print on Posted Invoice

Click on the back button

When some of the extended text lines are not to be included they can be deleted.

4.15.3.3. Example of Previewing the Rental Contract with an 
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Additional Note
Click on the navigation menu item popup Process

Click on the navigation menu item Print...

Select the applicable options as related to your organization.

Click on the button Preview

Example of the Previewing of the Contract.
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4.16.Certificates of Insurance Tracking
4.16.1. Certificate of Insurance Tracking Overview
The Certificate of Insurance tracking provides the ability for rental companies to ensure their customers have 
valid insurance certificates to cover the equipment they rent.  
 
On Rental Management Setup an organization can specify whether they want to verify that customers do have 
a valid certificate or not, and chose whether only a warning occurs, or an error occurs preventing the shipment 
of the rental units. An Override Insurance Verification field is provided on the Rental Quote and Rental Contract 
which will override the Rental Management Setup settings of Warning and Error.

On the Customer card a listing of the certificates obtained from the customer over the years can be maintained, 
including the expiry date, coverage amount, deductible and an imported picture of the certificate or a pdf file of 
the certificate.
 
On the Customer card, Rental Quote and Rental Contract a fact box has been added to provide visibility as to 
the expiry date, coverage and deductible of the most recent certificate.  If an image had been imported into the 
customer certificates of insurance, then the image is displayed as well. If a pdf file had been imported, then the 
document can be opened from the fact box.

4.16.2. How to Setup Certificates of Insurance

4.16.2.1. Overview
The setups for the Certificate of Insurance tracking are completed on Rental Management Setup and the 
Customer card.

On Rental Management Setup, three options are provided related to the verification of Certificates of Insurance. 
None, Warning and Error.

None:
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None is the default setting, where no verification occurs. No notification, warning or errors will occur.

Warning:
Warning will provide a notification when creating a Rental Quote or Rental Contract when select a:
 Customer who does not have a Certificate of Insurance.

 Customer with a Certificate of Insurance which has expired prior to the Posting Date.
 Rental Lines are entered, and the End Billing Date is later than the expiry date of the Certificate of 

Insurance.

If the user closes the notification, it will not occur again unless the following date changes are made by the 
user:
 If Posting Date is changed to date later than expiry date.
 If the Rental Return Date that defaults on Rental Line is before expiry date, and the Billing End Date has 

not been modified, then the user changes the return date to a date that is later than the expiry date.

 If the Billing End Date is changed to be later than expiry date.
 If the Return Date is blank on the entry of the Rental Unit (Default Blank Return Date on Rental 

Management Setup is enabled), then if Billing End Date is entered that is later than expiry date.

 If the Return Date is blank on the entry of the Rental Unit (Default Blank Return Date on Rental 
Management Setup is enabled), then the Return Date is entered that is later than expiry date.

Warning will provide a confirmation message on selecting Ship Rentals on the Rental Contract or the To Ship 
list when:
 The Customer does not have a Certificate of Insurance
 The Billing End Date on the Rental Line is later than the expiry date
If user selects Yes, then the shipment processes. If user selects No, then the shipment will be aborted.

Error:
The Error option provides:
 Notifications, the same as the Warning option does.
 An error message, preventing shipment of the units on the contract when there is not a Certificate of 

Insurance or the Billing End Date on the Rental Line is later than the Customers most recent Certificate of 
Insurance’s expiry date.

If on the Rental Quote or Rental Contract, the Override Insurance Verification field is enabled, then no 
verification of Certificates of Insurance will occur.

4.16.2.2. Setting up Certificates of Insurance Tracking on Rental 
Management Setup

The following demonstrates the setup on Rental Management Setup so that a warning message is provided 
when creating a Rental Quote or Rental Contract and the customer card does not have a valid certificate for the 
dates on the contract.
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Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the button Show more

Click on the field Verify Insurance Certificate
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Click on the item Warning in the list

4.16.2.3. Setting up Certificates of Insurance on Customer Cards
The following demonstrates the entry of a certificate, and the import of an image file of the certificate on a 
Customer card.

Click on the navigation menu item popup Related

Click on the navigation menu item popup Rentals

Click on the navigation menu item Certificate of 
Insurance
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Click on the cell Insurance Certificate Expiry Date

Enter Insurance Certificate Expiry Date.

Either type in the Expiry Date or use the calendar to 
move to the Month and Year the certificate will expire 
in and select the date of expiry.

Click on the cell Coverage Amount with the value 
0.00

Enter the text 20000.
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Click on the cell Deductible with the value 0.00

Enter the text 2000.

Click on the navigation menu item Import

Click on  Drop a file here to upload, or click here 
to browse

Either drag and drop the Certificate of Insurance file in 
the box or click on the wording "click here to browse", 
then browse to where the file is located, select the file, 
and select open.
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Click on the cell Certificate Attached with the value 
on

Additional fields are available to add to the Certificates of Insurance page using Personalize.
The fields available are Filename, File Type and File Extension.

On the Customer card fact boxes, the Certificate of Insurance fact box is on the Details tab, beneath the 
Dimensions fact box.
 
The following picture displays the information of the record just added to the customer card.

From the fact box the listing of the Certificates of Insurance can be opened, and if the file imported is a pdf file, 
the file can be opened.
The following demonstrated the above.
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Click on the link Certificate of Insurance

Click on the menu item Open Certificate of 
Insurance
The Customer, Certificates of Insurance page will 
open.

The following demonstrates how to open an attached pdf file containing the Certificate of Insurance.

Click on the link Certificate of Insurance

Click on the menu item Show Document
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Click on Certificate of Insur.

4.16.3. Processing Rental Contracts with Certificates of 
Insurance

The following examples demonstrate creating and processing Rental Contacts, when on Rental Management 
Setup, the option of Error, has been selected on the Verify Insurance Certificate field.

4.16.3.1. Example 1: Customer has an expired Certificate of Insurance
In this example, the Customer has a Certificate of Insurance configured, with an expiry date of April 10, and a 
pdf file of the certificate has been imported.

The Rental Contract will be created on April 15, which will trigger the notification advising that the Customer 
has an invalid Certificate of Insurance.
A Rental Unit will be added to the rental lines, and an attempt to ship the unit will be done in order to display the 
error that occurs when the option of Error is selected on Rental Management Setup.

The ability to override the insurance verification on the contract will be demonstrated, so that the unit can be 
shipped.

Click on the navigation menu item Rental Contract

Click on the lookup button Sell-to Customer Name
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Click on the link in cell No. with the value 30000

Click on Customer does not have valid insurance.
Note that the notification message occurs when the 
customer is selected and the Posting Date is later 
than the expiry date on the certificate..

When a notification message occurs, the user can review the status of the customers Certificates of Insurance 
in the fact box.

The expiry date, coverage amount and deductible are displayed when there is a certificate of insurance setup 
on the customer card.

When the certificate is an image file, then the picture will be displayed. When the attached document is a pdf 
file it can be viewed using the following steps.

Click on Certificate of Insurance Insurance

Click on the link Certificate of Insurance
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Click on the menu item Show Document

Click on the button  Certificate of Insurance (4).pdf.

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.
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Click on the link in cell No. with the value RU00008

Click on the cell Rental Quantity with the value 0

Enter the text 1.

Click on the cell Location Code
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Click on the link in cell Code with the value EAST

Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00008-
001
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

ODT Rentals provides a means to override the insurance validation should the customer be called and a 
certificate be sent, the Rental Units can be shipped out.

The following displays the steps to override the insurance validation and allow the shipment. No further 
notifications will occur throughout the processing of the contract.
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Click on the toggle field Override Insurance 
Verification

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK
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Click on the button Show more

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK

4.16.3.2. Example 2: Customer has a valid Certificate of Insurance
In this example, the Customer has a Certificate of Insurance configured, with an expiry date of May 31, and an 
image of the certificate had been imported.

The Rental Contract will be created on April 15, and a Rental Unit will be added to the rental lines with a 
monthly rental term.
 
The Rental Return Date will be modified from the defaulted date of May 14 to June 14 for a 2 month contract, 
which will update the Rental Billing End Date. The updating of the Billing End Date to be later than the expiry 
date of the insurance certificate will trigger the notification message.
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Click on the link Rental Contract

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 20000

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the cell No. with the value RU00008

Click on the link in cell No. with the value RU00008

Click on the cell Rental Terms Code with the value 
MONTH-PEND
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Click on the cell Rental Quantity with the value 0

Enter the text 1.

Click on the cell Location Code

Click on the link in cell Code with the value EAST
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Click on the cell Rental Return Date with the value 
5/14/2020

Click on the link in cell Rental Return Date with the 
value 5/14/2020

Click on the link Next

Click on a date in the calendar
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Click on Customer does not have valid insurance.

To review the Certificate of Insurance got to the fact box.

ODT Rentals provides a means to override the insurance validation should the customer be called and a 
certificate be sent, the Rental Units can be shipped out.

See the previous chapter for the steps to override the insurance validation and allow the shipment. No further 
notifications will occur throughout the processing of the contract.
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4.17.Transferring a Fixed Asset to Inventory
4.17.1. Fixed Asset Transfer to Inventory Overview

4.17.1.1. Overview
Some equipment rental companies will move Fixed Assets to the inventory module for resale. These Fixed 
Assets could be part of the rental fleet or theoretically be any fixed asset, such as a delivery truck, company 
pickup truck.

The Fixed Asset Transfer to Inventory provides the capability to automatically transfer the asset to a resale 
inventory Item with Item Tracking Serial Nos.

A FA G/L journal and an Item Journal are automatically created and posted by default, thus generating the 
appropriate entries. An option is available to Show Journals and Post manually.

IMPORTANT NOTE
The No. Series setup for the FA G/L Journal and the Item Journal must have the Manual Nos. field checked in 
addition to the Default Nos.

The F/A GL Journal records the disposal of the Fixed Asset, which can be at the current net book value of the 
asset or can be a different Transfer Value.

The entry will be a Disposal entry type. When the Transfer Value is equal to the Net Book Value, the result will 
be a zero gain or loss on disposal. If the Transfer Value used is different value that the Book Value, then a gain 
or loss will be posted.

The posting of the journal will result in the update of both the fixed asset sub ledger and the general ledger.

IMPORTANT NOTE
The transfer will be based on the accumulated depreciation posted against the Fixed Asset at the time of the 
transfer.

The Fixed Asset card, Inactive field will be enabled when the automatic posting of the journal is completed. 
When a Fixed Asset card and Rental Unit card are linked, then both will have the Inactive field automatically 
enabled when the journals are automatically posted.

If the journals are posted manually, then the Fixed Asset card, Inactive field must be manually enabled.

An Item Journal Batch is automatically created and posted based on the User ID. The item journal entry 
created and posted will have the Unit Amount and the Unit Cost set to equal the Transfer Value used as the 
proceeds for the Fixed Asset disposal.
The related Item Tracking line will be populated with a Serial No., which is automatically created.

 If there is a Serial No. on the Fixed Asset, then the Item Serial No. created automatically is set to Fixed 
Asset No. + Serial No.

 If there is not a Serial No. on the Fixed Asset, then the Serial No is set to the Fixed Asset No. 

The posting of the journal will result in the update of both the item ledgers and the general ledger.
Should the specified Location to transfer to have Bin Mandatory enabled, then the applicable Warehouse 
ledger entries are created for the Bin specified.
 
The Document No. and the Description on both journals are automatically created during the transfer process.

Fixed Assets transfers are not allowed for the following:
 The Fixed Asset card has the Blocked or Inactive fields enabled.
 The Fixed Asset is linked to a Rental Unit and the unit has a Reservation Entry as is committed on a Rental 

Quote, on a Rental Contract Rental Line, or has a Service Status setting where the unit is not available for 
rent.
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NOTE:
The FA Transfer to Inventory is allowed when the Fixed Asset is linked to a Rental Unit which has the Inactive 
field enabled.

IMPORTANT NOTES
 For the FA Transfer to Inventory it is mandatory that the G/L Account specified in the Direct Cost Applied 

Account in the General Posting Setup has the Direct Posting field enabled. If it is not, then an error will 
occur, and the transfer process will be aborted.

 When Dimensions are setup on the Fixed Asset, Item or G/L Accounts that the transactions post to that are 
setup with a Dimension Code, without a Dimension Value and a Value Posting of Code Mandatory the 
journals cannot be posted automatically as an error will occur. 

 Should the organization require the setup of the Dimension Code without a Dimension Value and with 
Code Mandatory, then the journals will have to users will need to enable the option, Open Journals and 
Post manually, which is available when processing the FA Transfer to Inventory. The Dimensions must be 
entered prior to posting.  When the journals are posted manually, the Fixed Asset card, Inactive field must 
be enabled manually after posting the journals.

 The No. Series for the FA G/L Journal, FA Journal and the Item Journal must have the Manual Nos. 
enabled as the Document No. on the journals are automatically created and do not use the Default Nos. on 
the No. Series.

4.17.1.2. Setup of the Inventory Item Information
The following are mandatory conditions related to the Item card that the Fixed Assets are to be transferred to.
 Item must have Item Tracking turned on and the Item Tracking Code has Serial No. tracking, which has the 

tracking turned on for both Sales and Purchases. And the Create SN info. on posting field should as well be 
turned on.

 The Item must have a Costing Method of Specific, so that the cost can tracked for the specific FA 
transferred, even if multiple FA are transferred to the Item.

Example of an Item Tracking Code Serial No. Tab 
Settings
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4.17.1.3. Fixed Asset Transfer to Inventory Fields
FA Transfer to Inventory Request Page

The following provides an overview of the fields.
 From FA No.: Displays the Fixed Asset No. that is to be transferred which defaults from the asset card and 

cannot be edited.
 To Inventory Item No.: Enter or look-up and select the Item No. that the asset is to be transferred to.

 Transfer Location Code: Specify the Location Code the Item is to be located in.
 Transfer Bin Code: When the selected Location Code has the Bin Mandatory enabled, then the Bin Code 

must be specified.

 Transfer Description: The description is automatically populated with a default description which can be 
overridden.

 Transfer Value: The Book Value of the asset defaults to this field and can be overridden if the value is to 
be transferred to the Item is different than the Book Value of the asset.

 Book Value: Displays the current Net Book Value of the Fixed Asset and cannot be modified.
 Transfer Posting Date: Specify the Posting Date that is to be set on the FA G/L Journal and Item Journal.

 Show Journals and Post manually: Enable this field only when you want to review and post the journals 
manually. NOTE: When enabled and the journals are posted manually, then the Fixed Asset, Inactive field 
must be enabled manually after the journals are posted.

4.17.2. How to Process Fixed Asset Transfers to Inventory

4.17.2.1. Processing a FA Transfer to Inventory using the Book Value
The following demonstrates the processing of the FA Transfer to Inventory where the Transfer Value will be the 
same as the Book Value of the asset. The Depreciation has been calculated and posted up to the day before 
the transfer will occur on.
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Click on the field Book Value

Take notice of the Book Value amount.
The FA Ledger Entries open when the Book Value 
amount is clicked on.

Click on the cell Amount with the value 45,000.00

Note that the Acquisition Cost was 45,000.00 and the 
depreciation posted to June 30 is -31500.00.

Click on the navigation menu item popup Actions

Click on the navigation menu item popup Functions
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Click on the navigation menu item FA Transfer to 
Inventory...

Click on the lookup button To Inventory Item No.

Click on the link in cell No. with the value 1009

Select the Item with Serial No. Item Tracking that the 
Fixed Asset is to be transferred to.

Click on the lookup button Transfer Location Code
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Click on the link in cell Code with the value EAST

Select the Location that the Item will be located in.

Click on the field Transfer Value

Note that the defaulted Transfer Value is the same as 
the Book Value of the Fixed Asset, which will be used 
in this example.

Click on the field Transfer Posting Date

The date defaults from the Users Work Date. If the 
transfer is to occur and be posted on a different date 
enter or look-up and select the applicable date.

Click on the button OK
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Click on the button OK

The following covers a review of the Fixed Asset card and the entries from the Fixed Asset.

Click on the button General, Show more

Click on Inactive

Note that the Inactive field has automatically enabled.

Click on the field Book Value

Note that the Book Value field on the FA card now 
displays 0.00.
The FA Ledger Entries will automatically be displayed 
when the Book Value amount is clicked on.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2330/2540

ODT Rentals Online Help 5/15/2024 2330/2540

Click on the cell Amount with the value -13,500.00

Note that the Proceeds on Disposal is equal to what 
the Book Value was before the transfer.
The Acquisition entry after that is a credit for the initial 
Acquisition cost.
The Depreciation amount debits the Depreciation 
amount that was posted to June 30.

The following steps demonstrate how to view all the G/L Entries related to the posting of the FA G/L Journal 
and the Item Journal.

Click on the cell FA Posting Category with the value 
Disposal

Click on the navigation menu item Find entries...

Click on the link in cell No. of Entries with the value 5

By clicking on the number for the related G/L Entries 
then all entries related to the transfer will be 
displayed.

G/L Entries from the FA Transfer to Inventory

The Document No. created is used on both the FA G/L Journal and the Item Journal.
The Description created is only used on the entries created from the FA G/L Journal. The description contains 
the FA No. and the Item No. the asset is transferred to.
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The full description on these entries for this example is:
Fixed Asset No. RU00023-003 has been transferred to Inventory Item No. 1009

FA G/L Journal Entries
 G/L Account 10900 Accumulated Depreciation is debited for the depreciation posted up to the date of 

transfer.
 G/L Account 10800 Equipment has been credited for the acquisition cost.
 G/L Account 10700 Inventory for the third 10700 record is the debit for the proceeds on disposal from the 

Transfer Value amount, which is the unit cost for the specific serialized item.

G/L Entries from the Item Journal:
 G/L Account 10700 Inventory for the first record and second 10700 records are the standard Direct Cost 

credit and debit entries generated when posting the Item Journal.

To review the Item Ledger Entry and Value Entry, click on the quantity in the Find Entries page.

4.17.2.2. Processing a FA Transfer to Inventory using Different 
Transfer Value

The following demonstrates the processing of the FA Transfer to Inventory where the Transfer Value will be 
greater than the Book Value of the asset. The Depreciation has been calculated and posted up to the day 
before the transfer will occur on.

Click on the field Book Value

Take notice of the Book Value amount.
The FA Ledger Entries open when the Book Value 
amount is clicked on.

Click on the navigation menu item popup Actions
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Click on the navigation menu item popup Functions

Click on the navigation menu item FA Transfer to 
Inventory...

Click on the lookup button To Inventory Item No.

Click on the link in cell No. with the value 1009

Select the Item with Serial No. Item Tracking that the 
Fixed Asset is to be transferred to.
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Click on the lookup button Transfer Location Code

Click on the link in cell Code with the value EAST

Select the Location that the Item will be located in.

Click on the field Transfer Value

Enter the text 5500.00.

When the amount to be different than the Book Value, 
then the amount is to be entered in this field.
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Click on the field Transfer Posting Date

The date defaults from the Users Work Date. If the 
transfer is to occur and be posted on a different date 
enter or look-up and select the applicable date.

Click on the button OK

Click on the button OK

The following covers a review of the Fixed Asset card and the entries from the Fixed Asset.

Click on Inactive

Note that the Inactive field has automatically enabled.
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Click on the field Book Value

Note that the Book Value field on the FA card now 
displays 0.00.
The FA Ledger Entries will automatically be displayed 
when the Book Value amount is clicked on.

Click on the cell FA Posting Type with the value 
Gain/Loss

Note that using a Transfer Value of 5,500.00 for the 
Proceeds on Disposal resulted in a Gain of 500.00 
being recorded in the FA Ledger Entries.

The following steps demonstrate viewing all the G/L Entries related to the posting of the FA G/L Journal and the 
Item Journal.

Click on the cell FA Posting Category with the value 
Disposal

Click on the navigation menu item Find entries...
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Click on the link in cell No. of Entries with the value 6

G/L Entries related to the FA Transfer to Inventory

The Document No. created is used on both the FA G/L Journal and the Item Journal.
The Description created is only used on the entries created from the FA G/L Journal. The description contains 
the FA No. and the Item No. the asset is transferred to.

The full description on these entries for this example is:
Fixed Asset No. RU00030-003 has been transferred to Inventory Item No. 1009.

FA G/L Journal Entries
 G/L Account 61500 records the Gain on the disposal.
 G/L Account 10900 Accumulated Depreciation is debited for the depreciation posted up to the date of 

transfer.
 G/L Account 10800 Equipment has been credited for the acquisition cost.
 G/L Account 10700 Inventory for the third 10700 record is the debit for the proceeds on disposal from the 

Transfer Value amount, which is the unit cost for the specific serialized item.

G/L Entries from the Item Journal:
 G/L Account 10700 Inventory for the first record and second 10700 records are the standard Direct Cost 

credit and debit entries generated when posting the Item Journal.

To review the Item Ledger Entry and Value Entry, click on the quantity in the Find Entries page.

4.18.Rental Payment Services
4.18.1. Payment Service Overview

4.18.1.1. Overview
The Payment Services functionality for PayPal has been added to the Posted Rental Invoice page including the 
Change Payment Service menu option in the Home Menu and the Payment Service field on the Invoice Details 
tab.

NOTE:
The PayPal Payments Standard extension is provided by Microsoft, which is automatically installed.

The PayPal logo and link have been added to the Posted Rental Invoice report beneath the Tax Details on the 
report.
 
The Change Payment Service menu option and Payment Service field are only displayed on the Posted Rental 
Invoice page when the Payment Service has been enabled.

Should your organization currently be using the PayPal Payment Service for sales, then there is no additional 
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setup to be done for Rentals.
However, if your organization has had the Posted Rental Invoice customized, then the report may require 
modification as to where the PayPal logo and link are located.

If your organization is not currently using PayPal, then your organization will need to:
 Sign up for an account on PayPal. NOTE: Information related to your account is required when setting up 

the Payment Service for PayPal in Microsoft Dynamics Business Central.
 Setup the Payment Service for PayPal.

What occurs on PayPal once the Posted Rental Invoice has been sent to the Customer.

An email is sent to your customer that links to your invoice. They can review the invoice and choose to pay you 
online with their debit or credit card or using their PayPal Wallet. You'll get an email confirming that we've sent 
your invoices, and when you've been paid.

The processing by the Customer when they receive the email consists of:
 Clicking on the PayPal logo or link on the invoice to go to the payment service.
 Pays the invoice by selecting the preferred method of payment and completing the payment process.

4.18.2. How to Setup the PayPal Payment Service
The following steps for adding a payment service have been copied from the Microsoft Dynamics Business 
Central help.
 
 Choose the Search icon, enter Payment Services, and then choose the related link.
 In the Payment Service page, choose the New action.
 Select the payment service, and then close the page.

 On the Payment Services page, choose the Setup action.
 Fill in the fields as necessary. Hover over a field caption to read a short description.
 Close the page.

The following picture displays the PayPal Payments Standard Setup page which is populated with data for a 
Demo Sandbox provided by Microsoft in an evaluation environment.

The following provides information on what is required for each field on the PayPal Payments Standard Setup 
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page.
 Name: Enter the name of your PayPal account that was setup.
 Description: Enter a description of what the PayPal account is being used for.
 Account ID: Enter the email address specified when setting up the PayPal account or the Merchant 

Account ID of the PayPal account.

 Logo: The PayPal Logo file from PayPal must be added here either by browsing to the file and selecting it 
or drag and drop the file into the popup that opens when the field is clicked on.

 Target URL:  Enter the URL provided by PayPal when setting up the PayPal account.
 Terms of Service: The hyper link to the PayPal terms of service must be added to this field.

 Enabled: The Enable field on the page must be turned on for the Change Payment Service menu option 
and the Payment Service field on the Invoice Details tab to be displayed on the Posted Rental Invoice.

 Always Include on Documents: Currently this field does not apply to the Posted Rental Invoice. When 
turned on only applies to the Sales documents which populates the Payment Service field with this 
Payment Service option. 

4.18.3. How to Process the Payment Service on a Posted Rental 
Invoice

The following are the steps to be taken on the Posted Rental Invoice for sending the invoice to the customer for 
payment using PayPal.
 
 Open the Posted Rental Invoice that you want the customer to pay by using the PayPal payment service.

 In the Payment Service field on the Invoice Details tab, choose the PayPal payment service and check the 
Available field.

 Send or Email the Posted Rental Invoice.
 
The following demonstrates the steps to be taken on a Posted Rental Invoice.

Click on Invoice Details
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Click on the link Review or update the value for 
Payment Service

Click on Available

Click on the button OK

Click on the button OK
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Click on the navigation menu item popup Print/Send

Select Email or Send and complete the process.

4.19.Electronic Signatures
4.19.1. Rental Electronic Signatures

4.19.1.1. Rental Electronice Signatures Overview

4.19.1.1.1. Overview
ODT Rentals provides the capability to capture electronic signatures on rental documents, including Rental 
Quotes, Rental Contracts, Posted Rental Delivery, Posted Rental Returns, Advanced Proforma Invoice and 
Dispatch Delivery and Pickup Loads.

The Signature History can be viewed from Signature Setup, Rental Quotes, Rental Contracts, Posted Rental 
Delivery, Posted Rental Return, Advanced Proforma Invoice, Posted Rental Invoice, Delivery and Pickup 
Loads, and Posted Delivery and Pickup Loads.

The Signature Setup provides the ability for specifying a default signature clause and for configuring up to 8 
signatures to be captured per rental document. 

Individual signature clauses can be specified per each signature usage record setup.

When a default signature clause is configured, it is displayed for all persons signing the document when no 
individual signature usage records are specified.

When individual signature usage records are setup and an individual signature clause is specified for a specific 
signature usage record, then it is displayed when that signature is being captured.

For example, the setup for Rental Quotes could have a default signature clause and 2 signature records. One 
for the Sales Representative and one for the Customer.
On the customer record a signature clause specifically for customers could be specified. The Sales Rep. when 
signing would see the default signature clause and the customer would see the clause specified on the 
customer signature usage record.

If the Signature Setup is not configured, then by default, one signature can be captured per rental document.

Signatures can be captured via:
 Web client and if computer has a touch screen the user can use their finger, a stylus pen or a mouse. If the 

screen is not a touch screen, then the mouse must be used.
 Tablet using their finger or a stylus pen.
 iPhone using their finger or a stylus pen.

On Rental Management Setup, an option is provided for organizations utilizing the Advanced Proforma feature. 
The Transfer Signature On Adv. Proforma Post, field is for specifying whether the signatures on the Advanced 
Proforma are to flow to the Posted Invoice.
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4.19.1.2. How to Setup Rental Electronic Signatures

4.19.1.2.1. Overview
The setup for signatures consists of the Signature Setup and Rental Management Setup.

Rental Management Setup
On Rental Management Setup, General tab, the field Transfer Signature On Adv. Proforma Post is for 
specifying whether the signatures on the Advanced Proforma are to flow to the Posted Invoice.
This option would only be used by organizations using the Advanced Proforma feature.

Signature Setup
The following picture displays the Signature Setup page, where a default signature clause, the signatures 
required per rental document, and if applicable, individual signature clauses are  setup and the Signature 
History can be viewed.

If the organization does not want a default signature clause, and only a single signature will be required on the 
documents, then no setup is required on the Signature Setup.

When only a generic signature clause is needed that would apply to all the persons signing the rental 
documents and only a single signature is required on the rental documents, then on the Signature Setup only 
the Signature Clause needs to be setup.

On the Signature Setup, the configuration of the Signature Usage records is required when multiple signatures 
are needed on a rental document.  On each of the signature usage records, a signature clause specific to the 
signee can be recorded.

If a default signature clause is entered, and on the Signature Usage there are individual records for various 
signees that have a specific signature clause recorded on the line, then the clause recorded on the usage line 
will be displayed.
The default signature clause is only displayed for signees whose signature usage record does not have a 
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signature clause recorded.

 Signature History Menu Option: Displays a listing of the signatures captured on the rental documents.
 Signature Clause: A default signature clause defining what it means to sign the document electronically 

can be specified in this field. The default clause will be displayed on the signature pad when a specific 
signature usage clause is not defined.  

Signature Usage:
The signature usage section is used for defining the signatures to be captured for specific rental documents 
and signature clauses related to those signatures, if applicable.

The signatures are related to the document header tables.
When a table has been specified, if there are multiple document types in the table, then instead of the Table 
Name being displayed Document Type will be displayed and the type must be selected.

Table No.:  Look-up or enter the Table No. related to the document that the signature usage record is related 
to.

The following is a listing of the table names and numbers for the documents.
 Rental Quote and Rental Contract:: Table No. 70014220 Rental Contract Header. The Document Type 

of Rental Quote or Rental Contract must be selected to specify which document the signature usage 
records will apply to.

 Rental Delivery: Table No. 70014222  Posted Rental Delivery
 Rental Return:  Table 70014224 Posted Rental Return
 Advanced Proforma Invoice: Table 36 Sales Header. The Document Type of Invoice must be selected.

 Dispatch Delivery and Pickup Loads: Table 70014303 Dispatch Header. The Document Type of Delivery 
or Pickup must be selected to specify which document the signature usage records will apply to.

Description: Enter a description as to whom the signature is to be captured for. Examples: Customer, Sales 
Representative, Shipper, Receiver.

Signature Clause: This field is optional. If a specific signature clause is desired for the signature to be 
captured, then enter the clause. When entered, then the clause will be displayed on the signature pad.

4.19.1.2.2. How to Setup a Default Signatures Clause
The following demonstrates configuring the Signature Setup with a default Signature Clause.

Click on the navigation menu item popup Rental 
Management
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Click on the navigation menu item Signature Setup

Click on the textarea Signature Clause

Enter The signatories hereto represent that they 
have been appropriately authorized to enter into 
this Agreement on behalf of the Party for whom 
they sign..

4.19.1.2.3. How to Setup Signature Usage for Multiple Signatures on 
Documents

The following demonstrates the setup of 2 signature usage records to enable 2 signatures to be captured on a 
Rental Quote.
The setup steps are the same for a Rental Contract, except for selecting the Document Type.

Click on the field Table No.
 
Either enter the Table No. for Rental Quotes and 
Rental Contracts noted in the Overview, or look-up 
and select the Rental Contract Header table.
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Click on the lookup button Table No.

Click on the button Search

Click on the field Search All Objects with Caption

Enter the text Rental.
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Click on the cell Object ID with the value 70014220

Click on the button OK

Click on the field Document Type
 
By default Rental Quote is displayed.

The following shows the steps to use to view the list of 
Document Types.

Click on the lookup button Document Type



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2346/2540

ODT Rentals Online Help 5/15/2024 2346/2540

Click on the link in cell Document Type with the value 
Rental Quote
 
When setting up for Rental Contract signatures, then 
Rental Contract would be selected.

Click on the cell Description

Enter the text Sales Representative.
 
Enter a short description of whom the signature 
capture will apply to.
For example, Customer, Sales Representative or 
Salesperson.

The following demonstrates how to enter another signature usage record.
There can be a maximum of 8 signature usage setup, per each Table No., and if applicable, each Document 
Type.

Click on Usage
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Click on the cell Description

Enter the text Customer.

Click on the cell Signature Clause
 
Should the organization have a specific signature 
clause related to Customer employees signing, then 
enter it here so that it will be displayed on the 
signature pad when capturing the signature.

Enter the text The signee hereto represents that 
they have been appropriately authorized to enter 
into this Agreement on behalf of the Customer for 
whom they sign..

To setup for the other rental documents, repeat the above steps selecting the Table No. and Document Type, if 
applicable, as noted in the Overview.
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Click on the back button

4.19.1.3. How to Capture Signatures

4.19.1.3.1. Capturing a Signature without Signature Usage Setup
The following demonstrates the capturing a single signature on a Posted Rental Delivery document, when on 
the Signature Setup a default Signature Clause has been setup, however, the Signature Usage has not been 
configured for the document.

The Posted Rental Delivery document can be opened either from an open Rental Contract that the Rental Units 
were shipped on, or from the Posted Rental Deliveries list from the Rentals main menu.

The capture of the signature can be done from either the Document Signatures tab or the Document Signatures 
fact box on the document. In this example, the signature will be captured from the Document Signatures tab.

Click on the navigation menu item popup Rental

Click on the navigation menu item Posted Deliveries
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Click on the link in cell No. with the value RD00011

Click on Document Signatures

Click on the navigation menu item popup Manage

The Manage menu contains 3 sub-menu options:
 Capture Signature: When selected a Signature Pad will open for the input of the signees name, initials 

and signature.
 Cancel Signature: Which can be used to cancel the signature, if needed.
 Signature History: Which will display a list of the signatures attached to the document and any canceled 

signatures.This menu options are also available on the Document Signatures fact box.

Click on the navigation menu item Capture Signature
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Click on Clear Undo Accept & Sign More options  


The signature pad contains the following menu options:
 Clear, which will totally clear the signing area. 
 Undo, which will clear only the last continuous signature stroke.
 Accept & Sign, will save the signature to the document.

Click on The signatories hereto represent that they 
have been appropriately authorized to enter into 
this Agreement on behalf of the Party for whom 
they sign.
 
Note that the default Signature Clause is displayed on 
the signature pad.

Click on the field Full Name

Enter Full Name.
 
Enter the Name of the person who is to sign the 
document.
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Click on the field Initials
 
Enter the Initials of the person who is to sign the 
document.

Click on 
 
The person whom is to sign the document is to sign it 
in this box using one of the methods noted in the 
Rental Electronic Signatures Overview help and 
depends the device being used.

Once the person has signed the document, then the Accept & Sign menu option must be selected.

NOTE:
If the Close button on the Signature Pad is clicked on, the data and signature on the Signature Pad will not be 
saved.

Click on the navigation menu item Accept & Sign

Once the Accept & Sign has been selected the page will close and the signature will be displayed on the 
document on the Document Signatures tab and the Document Signatures fact box as displayed below.
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Click on Signature Signed by Joe Receiver on 
03/19/22 at 4:36:44 PM.

Click on the link Document Signatures

When the Posted Rental Delivery document is printed, emailed or sent the signature and signature information 
will print on the document.

Click on the navigation menu item popup Process

Click on the navigation menu item Print...

The following picture of the Posted Rental Delivery document displays the signature and the information on the 
document.
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4.19.1.3.2. Capturing a Signature with Signature Usage Records 
Defined

The following demonstrates the signing of a Rental Contract from the fact box on the contract, which has 
Signature Usage records setup for the:
 Sales Representative, which does not have a specific signature clause defined. Therefore the default 

signature clause will be displayed on the signature pad.

 Customer, which does have a specific signature clause defined and therefore will be displayed in on the 
signature pad.

Click on the link Document Signatures
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Click on the menu item Capture Signature

Click on the button OK

Click on the field Full Name

Enter the text Jim Olive.
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Click on the field Initials

Enter the text JO.

Click on 
 
The Sales Representative whom is to sign the 
document is to sign it in this box using one of the 
methods noted in the Rental Electronic Signatures 
Overview help and depends the device being used.

Click on The signatories hereto represent that they 
have been appropriately authorized to enter into 
this Agreement on behalf of the Party for whom 
they sign.
 
Note that the default Signature Clause is displayed on 
the signature pad as the Signature Usage record for 
the Sales Representative did not have a signature 
clause specified on the record.
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Click on the navigation menu item Accept & Sign

Click on the link Document Signatures

Click on the menu item Capture Signature

Click on the field Customer
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Click on the button OK

Click on The signee hereto represents that they 
have been appropriately authorized to enter into 
this Agreement on behalf of the Customer for 
whom they sign.
 
As the Signature Usage record for Customer has a 
specific signature clause for customer signees, it is 
displayed on the Signature Pad.

Click on the field Full Name

Enter the text Robert Townes.
 
Enter the name of the person signing the document 
on behalf of the Customer on the contract.
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Click on the field Initials

Enter the text RT.

Click on 
 
The person whom is to sign the document on behalf 
of the Customer is to sign it in this box using one of 
the methods noted in the Rental Electronic Signatures 
Overview help and depends the device being used.

 
Have the Customer sign in this box.

Click on the navigation menu item Accept & Sign

When the Rental Contract is printed, emailed or sent, the signatures will be included on the document.
The following picture displays the signatures on the Rental Contract.
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4.19.2. Remote E-Signature Capture

4.19.2.1. Remote Signatures Overview

4.19.2.1.1. Overview
ODT Rentals provides remote signature capture functionality for the Rental Quote and Rental Contract that 
includes the ability to automatically save the signed documents to an online drive.  The online drives currently 
supported are OneDrive and SharePoint. 
 
Currently the feature supports the remote signature capture using DocuSign.

IMPORTANT:
The setup and configuration of the Remote Signature Capture functionality is complex and should only be 
attempted by knowledgeable personnel with administrative access on an organizations’ network, Business 
Central, and OneDrive or SharePoint. Assistance is available from Opendoor.

4.19.2.1.2. Planning for using DocuSign for Remote E-Signatures.
Decide whether you want to save the signed documents to OneDrive or SharePoint.

NOTE:
It is recommended that SharePoint be used as the site is shared with other users and can be managed by your 
IT Team. Whereas if selecting to use OneDrive it will be the drive of the individual who sets up DocuSign, which 
could pose a problem if the individual leaves the company.
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Determine the folder structure for the filing of the signed documents. This information is needed when setting 
up DocuSign.

Determine which individual(s) will be completing the required setups including DocuSign, SharePoint or 
OneDrive, and the External Connectors for DocuSign and the Online Drive, and the Online Drive folder 
mapping in ODT Rentals.

Whether you are using SharePoint or OneDrive, it is advisable to create a dedicated service account to 
configure the integration
If you use an individuals' account, the integration may stop working if such accounts get blocked/deleted (i.e., 
when the individual leaves the organization)

NOTE: The dedicated service account must have the appropriate security permissions and access to:
 Entra ID (aka Azure AD) portal to create and configure the Entra ID App Registration.

 Setup the online folders and assign the appropriate permissions on the folders on SharePoint or OneDrive 
for the users to open the document from the link on the Rental Quote or Rental Contract.

 Business Central for configuring the External Connectors and Online Drive mapping.

Determine if the Rental Quote and/or Rental Contract reports being used have been customized. If so, the 
report will need to be modified for the DocuSign feature. Please contact Opendoor Support for assistance with 
this.

Decide whether the request for the remote signature is to be sent to the Customer email address or the 
Customer Contract email address.

4.19.2.2. Remote Signature Setup Overview

4.19.2.2.1. Overview
The setups consist of:
 OneDrive or SharePoint site and folder(s) and Permissions.
 DocuSign Accounts.
 Create and configure an Entra App Registration on Entra ID.
 Create an External Connector for DocuSign with the E-Signature Setting and the connector for the online 

drive to be used in Business Central.

 Verify and update if required, the Customer or Contact email address depending on the setup on the 
External Connector for DocuSign, E-Signature Settings page, Send to Email Type field.

 Configure Rental Management Setup, E-Signature tab.

IMPORTANT NOTES
We highly recommend using SharePoint, as SharePoint site is designed to be shared and collaborative 
between users. OneDrive is an individual storage, and it requires extra configurations to share the storage out 
for other users to access.

The account used to log into the OneDrive App will be the individuals drive that the files are saved to. 
Appropriate permissions must be assigned to the folders to where the files will be saved to for the users who 
will require the ability to view the documents from the Rental Quote and Rental Contract.

Whether you are using SharePoint or OneDrive, it is advisable to create a dedicated service account to 
configure the integration.
If you use an individuals' account, then the integration may stop working if such accounts get blocked/deleted 
(i.e., when the individual leaves the organization).

4.19.2.2.2. Setup OneDrive or SharePoint folder(s) and Permissions



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2361/2540

ODT Rentals Online Help 5/15/2024 2361/2540

Setup the folder and sub-folder(s), as applicable, for SharePoint or OneDrive where the signed documents are 
to be saved to.

If going to use SharePoint:
 Log in into SharePoint using your Azure account.
 On your organizations’ SharePoint site select or create a site to be used. 

 Under the root folder, Documents, add the folder and sub-folder(s), if applicable, for where the signed 
documents will be saved to. The folder path where the files are to be saved to will be needed when 
completing the setup in DocuSign and when setting up the External Connector, ONLINE DRIVE.

 Assign the appropriate permissions for users who would need to be able to view the signed documents 
from the Rental Quote or Rental Contract.

SharePoint Folder Structure example: Documents/Business Central/ Signature Archived/

If going to use OneDrive:
 Log in into OneDrive using your Azure account. This must be the user who will be setting up the DocuSign 

Account.

 On the OneDrive under the root drive OneDrive, add the folder and sub-folder(s), if applicable, for where 
the signed documents will be saved to. The folder path where the files are to be saved to will be needed 
when completing the setup in DocuSign and when setting up the External Connector, ONLINE DRIVE.

 Assign the appropriate permissions for users who would need to be able to view the signed documents 
from the Rental Quote or Rental Contract.

Folder Structure example: OneDrive/Business Central/CRONUS USA Inc./Signature Archived/

4.19.2.3. How to Setup DocuSign for Remote Signatures

4.19.2.3.1. Overview
IMPORTANT
 
DocuSign does not allow creating and testing any integration in the main production environment. Instead, you 
will have to register for a Developer (Demo) account with them. You then use the Developer account to create, 
configure and test the integration.

Once the testing is completed, you will then follow the “go-live” process to move the integration to your 
DocuSign production account.

References:
 How to register a DocuSign Developer account: https://developers.docusign.com/platform/account/
 How to start the go-live process to copy integration from DocuSign Developer account to the Production 

account: https://developers.docusign.com/platform/go-live/

NOTE:
To test, the email addresses of the Customers or Contacts to be used in testing, based on selection in setting 
up the External Connector, must be changed to the email address of a tester prior to testing in the sandbox so 
the actual customers/contacts do not get an email for signing.

Once it is confirmed that the DocuSign is functioning correctly, then create the DocuSign Admin Account and 
Developer Account in DocuSign and complete the setups in DocuSign and the other setups for the live 
production environment.

https://developers.docusign.com/platform/account/
https://developers.docusign.com/platform/go-live/


Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2362/2540

ODT Rentals Online Help 5/15/2024 2362/2540

4.19.2.3.2. How to Setup DocuSign
The following covers the integration setup in a DocuSign Demo/Developer account. If you do not have such 
account, please follow this article to create one: 
https://developers.docusign.com/platform/account/

Once you have the Developer account registered, login to the following site to access the Demo environment's 
admin page: 
https://admindemo.docusign.com/

4.19.2.3.2.1. Create an Integration App
An Integration App is needed to integrate DocuSign with ODT Rentals.

 In the DocuSign Admin portal, go to Apps and Keys page (under Integrations section).
 

 In the Apps and Keys page, click on Add App and Integration Key button, which opens the window Add 
Integration Key.

 

https://developers.docusign.com/platform/account/
https://admindemo.docusign.com/
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 Enter an App Name. For example, ODT Rentals for Business Central. Select CREATE APP, which creates 
the Integration App.

NOTE: Copy and save the Integration Key of the app, as this will be needed when setting up the ODT Rentals 
External Connector for DocuSign in Business Central (for the Application/Client ID field).
 
 



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2364/2540

ODT Rentals Online Help 5/15/2024 2364/2540

4.19.2.3.2.2. Configure the Integration App
Authentication
 User Application: Select Yes.

 Select Add Secret Key to create a Secret Key.
NOTE: 
Copy and save the Secret Key as it will be needed when setting up the External Connector for DocuSign in 
Business Central. The Secret Key is to be entered in the Client Secret field on the External Connector.
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 Add the following Redirect URIs:
http://localhost/
https://businesscentral.dynamics.com/OAuthLanding.htm
https://businesscentral.dynamics.com/OAuthLanding.htm/

NOTE: The following URI will be needed when setting up the External Connector to DocuSign in Business 
Central. https://businesscentral.dynamics.com/OAuthLanding.htm

 Add his Origin URL: https://businesscentral.dynamics.com



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2366/2540

ODT Rentals Online Help 5/15/2024 2366/2540

 In the Allowed HTTP Methods, tick all options: GET, POST, PUT, DELETE and HEAD.
 Finally, click the Save button.
 

4.19.2.3.2.3. Connect DocuSign to SharePoint or OneDrive to store 
documents

 In the DocuSign Admin portal, go to Connections page (under Agreement Actions section).
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 In the Connections page, click on the CONNECT NEW APP button.

 Select the APP which was decided where the files are to be saved to. OneDrive or SharePoint.
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IMPORTANT NOTES:

We highly recommend using SharePoint, as SharePoint site is designed to be shared and collaborative 
between users. OneDrive is an individual storage, and it requires extra configurations to share the storage out 
for other users to access.

The account used to log into the OneDrive App will be the individuals drive that the files are saved to. 
Appropriate permissions must be assigned to the folders to where the files will be saved to for the users who 
will require the ability to view the documents from the Rental Quote and Rental Contract.

Whether you are using SharePoint or OneDrive, it is advisable to create a dedicated service account to 
configure the integration. If you use an individual account, the integration may stop working if such accounts get 
blocked/deleted (i.e., when the individual leaves the organization)

4.19.2.3.2.4. If you choose SharePoint (Highly Recommended)
Complete the following steps.
 In your Office 365 environment, create a SharePoint site to store DocuSign documents. You can name the 

site as DocuSign.
 Also In your Office 365 environment, create a dedicated service account (such as 

docusign@youremaildomain.com), and give this account Full access to the new SharePoint site above.

 Wait for one hour for the permission to take effect.
 Back in DocuSign Admin Portal, click on Microsoft SharePoint icon. In the window that pops up enter a 

nickname for the integration. We recommend using this naming convention: SharePoint –  [serviceaccount] 
(e.g. SharePoint – docusign@youremaildomain.com), so that you know which account was used to 
configure this integration.

 Log in using the service account credentials.
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4.19.2.3.2.5. If you choose OneDrive
Complete the following steps.
 In your Office 365 environment, create a dedicated service account (such as 

docusign@youremaildomain.com), and assign an Office 365 license that has OneDrive service.

 Back in DocuSign Admin Portal, click on Microsoft OneDrive icon. In the window that pops up enter a 
nickname for the integration.  We recommend using this naming convention: OneDrive – [serviceaccount] 
(e.g. OneDrive – docusign@youremaildomain.com), so that you know which account was used to configure 
this integration.

 Log in using the service account credentials.
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4.19.2.3.2.6. Create Agreement Rules
After you configure the SharePoint or OneDrive integration in DocuSign, you will create Agreement Rules so 
that the system will automatically store DocuSign documents into the SharePoint site or OneDrive storage

 In DocuSign Admin portal, go to Rules page (under Agreement Actions).
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 Select ADD RULE.
 
 

Configure the new rules as follows:
 Name: Enter a name to represent the new Rule. Such as Auto archive document into DocuSign 

SharePoint site, or Auto archive document into docusign@youremaildomain.com OneDrive storage.
 Options: Check Enable Rule.

 Conditions: If - Sender – Name – Is – [The DocuSign Admin Account]
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Actions: (if you use SharePoint): Archive to – [Microsoft SharePoint] – [The SharePoint Site] – [The Document 
Library in the SharePoint site]
 

 Actions: (if you use OneDrive): Archive to – [Microsoft OneDrive]
 

 Customize the rule using the Customize button to add the Document Name after the destination folder so 
that the Document No. will be in the filename. 

 (Optional): Customize the folder name/ path to store the signed documents in a sub folder.

The following picture displays an example of customizing for both the folder name/path and adding the 
Document Name.
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 Finally, click Save to save the rule.

Explanation of the rule: 
When Rentals use DocuSign to send the documents for signature, it will use the DocuSign Admin Account (the 
account we use to create and configure Integration in DocuSign) to send such emails.
The purpose of this rule is to archive all DocuSign documents, sent by this DocuSign Admin Account, to the 
designated SharePoint site or OneDrive account you configure in DocuSign.

4.19.2.4. How to Create and Configure an Entra ID App Registration

 Login to your Microsoft Entra ID portal, https://entra.microsoft.com, using your Microsoft 365 admin 
account.
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 In the Microsoft Entra portal, go to the Identity\Applications\App registrations page.

 In the App registrations page, click New registration.
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 Enter the Name of the app. For example, Online Drive Integration for ODT Rentals in Business Central.
 Supported account types: Account in this organization directory only.
 Then click on Register.
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 Under the Manage section, select API permissions.
 Click on Add a permission on the API permission page.

Add all the permissions noted below with the API of Microsoft Graph and the Type set to Delegated.
 APIConnectors.Read.All
 APIConnectors.ReadWrite.All
 Application.Read.All
 Directory.AccessAsUser.All
 Directory.Read.All

 Files.Read
 Files.Read.All
 Files.Read.Selected
 Organization.Read.All
 Sites.FullControl.All
 User.Read

API Permissions after all required permissions have been entered.
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 Click on the Grant Admin consent button.

 After granting the admin access the permission list should look like the following list with the Status 
updated.
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 In the Manage section, select Certificates & secrets.

 On the Certificates & secrets page, go to the Client secrets tab and click on New client secret.
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 Enter a Description: For example, Business Central Production
 Expires: Select the 730 days (24 months) option. 
 Click on Add to create the Client secret.
NOTE: 
The client secret key is like an account password, which will expire according to the Expires date you set. 
Please create a reminder to create a new client secret before the expiration date, to prevent any service 
disruption.
 

IMPORTANT!
Make a note of the Value of the Client Secret key as you will need it to configure the OneDrive and Online 
Drive integration in the ODT Rentals app.
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 In the Manage section, select Authentication to open the Authentication page.

 On the  Authentication page, click on Add a platform.
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 Select the Web option.

 Redirect URL: https://businesscentral.dynamics.com/OAuthLanding.htm.
 Implicit grand and hybrid flows: Access tokens (used for implicit flows).
 Click on Configure.

IMPORTANT: 
Make note of the Redirect URL as you will need this information to configure the External Connector for the 
Online Drive integration in the ODT Rentals app.
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 Go to the Overview page and take note of the Application (client) ID value as you will need it to 
configure the Online Drive integration in the ODT Rentals app.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2383/2540

ODT Rentals Online Help 5/15/2024 2383/2540

 On the Overview page, click on the Endpoints button.
 Take note of the OAuth 2.0 authorization endpoint (v2) and OAuth 2.0 token endpoint (v2) values as 

you will need this information to configure the External Connector for the Online Drive integration in the 
ODT Rentals app.

 



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2384/2540

ODT Rentals Online Help 5/15/2024 2384/2540

4.19.2.5. How to Setup in Rentals for Using DocuSign

4.19.2.5.1. Overview
The setups for using DocuSign when sending the Rental Quote or Rental Contract for signatures consist of 
setting up:
 The external connector with the E-sginature settings to DocuSign
 The external connector for the online drive where the files are to be saved to.

 Activate the External Connectors integration with ODT Rentals.
 Configuration on Rental Management Setup for the connectors and folder the files are to be saved to.

4.19.2.5.2. How to Setup an External Connector for DocuSign
The setup of the External Connectors consists of the connector for DocuSign and the connector for the Online 
Drive folder where the files will be saved to in SharePoint or in OneDrive based on which App was specified in 
DocuSign.

The following covers the setup of the External Connector for DocuSign.
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Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item External 
Connectors

Click on the navigation menu item New

External Connector Page
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Populate the following fields on the External Connector page to setup the DocuSign Connector.

General tab
 Code: Enter DOCUSIGNAUTHCODE
 Description: Enter DocuSign Authorization Code
 E-Signature Type: Select DocuSign

 Application / Client ID: Copy and paste the Integration Key you saved when setting up DocuSign and 
added the Integration Key.

 Client Secret: Copy and paste the Value of the Secret Key you saved when setting up DocuSign in the 
Authentication Method for your App, Add Secret Key step.

 Grant Type: Authorization Code
 Redirect URL: Copy and paste this URL. https://businesscentral.dynamics.com/OAuthLanding.htm.
 Scope: Enter Signature

Endpoints tab

Authorization URL: Copy and paste the applicable URL.
 https://account-d.docusign.com/oauth/auth (For Demo)
 https://account.docusign.com/oauth/auth (For Live)

Access Token URL: Copy and paste the applicable URL.
 https://account-d.docusign.com/oauth/token/ (For Demo)
 https://account.docusign.com/oauth/token/ (For Live)

 Click on the menu option: Request Access Token.
 Enter your DocuSign Developer or Admin account.

Select the E-Signature Settings menu option.
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Enter the following on the General tab:
 Code: CREATE-ENVELOPE
 E-Signature Type: DocuSign
 Send to Email Type: Select either Customer or Contact.
 Description: Create and send envelope for email signature

 Request URI: restapi/v2.1/accounts/{accountId}/envelopes.
UserBase Request URI:
https://account-d.docusign.com/oauth/userinfo (For Demo)
 https://account.docusign.com/oauth/userinfo (For Live)
 Method: POST

 Authorization: Bearer
 Mode: cors
 Content Type: application/json
 Email Subject: Please sign the attached document.
 Status: sent

Enter the following on the Sign Here Tabs, Sign 1 section:
 Anchor String: Remote Signature
 Anchor X Offset: 10
 Anchor Y Offset: 20
 Anchor Units: pixels

Should the location of the signature on the rental documents require modification please contact 
support@opendoorerp.com.

4.19.2.5.3. How to Setup an ONLINEDRIVE External Connector
The Online Drive Connector is used for connecting DocuSign to the App folder specified for OneDrive or 
SharePoint.

Click on the navigation menu item New

ONLINEDRIVE Connector Setup Page
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 Code: Enter ONLINEDRIVE
 Description: Enter Online Drive Connector
 Application / Client ID: Copy and paste the Application (client) ID you saved when setting up the Entra 

ID App Registration. It can be located in the Microsoft Entra ID portal, Overview, Essentials.

 Client Secret: Copy and paste the Value of the Client Secret Key you saved when setting up the Entra ID 
App Registraton. It can be located in the Microsoft Entra ID portal, Certificates & secrets, Client secrets.

 Grant Type: Authorization Code
 Redirect URL: Enter https://businesscentral.dynamics.com/OAuthLanding.htm
 Scope: Enter https://graph.microsoft.com/.default

Endpoints: Copy and paste values you saved when setting up the Entra ID App Registration from the Microsoft 
Entra ID portal, Overview, Essentials – Endpoints list.
 Authorization URL: Paste the saved endpoint for the OAuth 2.0 authorization endpoint (v2) field.
 Access Token URL: Paste the saved endpoint for the OAuth 2.0 token endpoint (v2) field.

4.19.2.5.4. How to Configure the ONLINE DRIVE for SharePoint
If your organization has chosen to store the signed documents on SharePoint, then complete the following 
steps.

Click on the navigation menu item SharePoint

Ensure you are on the Online Drive Connector record 
before selecting SharePoint.

NOTE:
The folders selected in the next steps must be the same folders in the same order as specified in DocuSign 
when customizing the folder path to the folder that the signed documents are to be saved in.

Documents/Business Central/Signature Archived

Click on the link in cell Name with the value 
Documents
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Click on the link in cell Name with the value Business 
Central

Click on the navigation menu item Save Folder as 
Drive

When you reach the folder in which the signed 
documents are to be saved in, then click on the Save 
Folder as Drive.

Click on the field Online Drive Code

Enter the text SignedDocs.
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Click on the button OK

The details of the Online Drive for SharePoint can be viewed from the External Connectors page.

Click on the navigation menu item Online Drive 
Folder

Online Drive Folder List

4.19.2.5.5. How to Configure the ONLINE DRIVE for OneDrive
If your organization has chosen to store the signed documents on OneDrive, then complete the following steps.

Click on the navigation menu item OneDrive

NOTE:
The folders selected in the next steps must be the same folders in the same order as specified in DocuSign 
when customizing the folder path to the folder that the signed documents are to be saved in.
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Click on the link in cell Name with the value OneDrive

Click on the link in cell Name with the value Business 
Central

Click on the navigation menu item Save Folder as 
Drive

When you reach the folder in which the signed 
documents are to be saved in, then click on the Save 
Folder as Drive.

Click on the field Online Drive Code
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Enter the text SignedDocs.

Click on the button OK

The details of the Online Drive for OneDrive can be viewed from the External Connectors page, Online Drive 
Folder List.

4.19.2.5.6. How to Activate the External Connectors Integration to ODT 
Rentals

Once the following setups are completed, then you must activate the integration to DocuSign and 
SharePoint or OneDrive in ODT Rentals by selecting the menu option Request Access Token on the 
DocuSign external connector. This is mandatory for the feature to function.
 OneDrive or SharePoint site and folder(s) and Permissions.
 DocuSign Setup and Configuration

 Create and configure an Entra App Registration on Entra ID.
 Create an External Connector for DocuSign with the E-Signature Setting and the connector for the online 

drive to be used in Business Central.

The following demonstrates activating the integration from the DocuSign External Connector.

Click on the navigation menu item Request Access 
Token
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Click on the button OK

When the activation is successful, then the Status will display Connected.
If the Activation is not successful, then the Status will display Error and the setups in DocuSign and Business 
Central will need to be reviewed.

External Connectors when the activation is 
successful.

4.19.2.5.7. How to Setup Rental Management Setup for DocuSign
Click on the navigation menu item Rental 
Management Setup

Click on the lookup button E-Signature Connector
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Click on the link in cell Code with the value 
DOCUSIGNAUTHCODE

Click on the lookup button E-Signature Setting

Click on the link in cell Code with the value CREATE-
ENVELOPE

Click on the lookup button Archive File Connector
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Click on the link in cell Code with the value 
ONLINEDRIVE

Click on the lookup button Archive Folder

Click on the link in cell Code with the value 
SIGNEDDOCS

Select the applicable Online Drive record related to 
where the signed documents are to be saved to.

4.19.2.6. How to Send Documents for Signing

4.19.2.6.1. Overview
When a Rental Quote or Rental Contract is sent for signing, then DocuSign sends an email with the document 
for signing by the Customer or Contact per the setting on the External Connector.
Once the email has been sent successfully, then the E-Signature Log on the Rental Quote or Rental Contract is 
updated with a record that has a Status of Sent.

The Customer or Contact signs the document and the signed document is saved to the SharePoint or OneDrive 
folder as specified in the Archive Folder field on Rental Management Setup.

Then a link is added to the Rental Quote or Rental Contract in the Attachments fact box where the user can 
open and view the signed document.
An E-Signature Log record with the Status of “Signed is created, and the E-Signature Status is updated to 
“Signed” on the General tab of the document.

4.19.2.6.2. Sending a Rental Quote for Signing
The following demonstrates the sending of a Rental Quote for signing when on the Eternal Connector for 
DocuSign, E-Signature Settings the Send to Email Type is set to Customer.

The same process steps are used when from a Rental Contract the Send for Signing is ran.
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Click on the navigation menu item popup Home

Click on the navigation menu item Send for Signing

Click on the button OK

The following covers what the person who receives the email would do when the Send to Email Type is set to 
Customer.

Click on REVIEW DOCUMENT.
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Example of the DocuSign Document

Click on the column header Description I agree to 
use electronic records and signatures.

The box must be checked to be able to continue with 
the signing of the document.

 Click on CONTINUE
 Click on Sign

Signature Window

When Customer is specified in the DocuSign External Connector, then the About Your Signature Window 
opens and displays the Name of the Customers' company, with the Initials being created from the company 
name.

The Name and the Initials must be changed to be the name and initials of the person signing the document.

This will automatically create a Signature for the new name and update the signing Initials.

The person would then select ADOPT AND SIGN at the bottom of the About your Signature window.
Then the person would select FINISH on the DocuSign page.
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About Your Signature after Changing Name and 
Initials

The person will then receive an email advising the signing is completed which will have the signed document 
attached.

The file is saved to the Sharpoint or One Drive as per 
setups.

Then the filename with a link to the file is added to the 
Attachments - Links fact box.

To view the file, click on the filename.

The following steps demonstrate reviewing the E-Signature Logs from the rental document.

Click on the navigation menu item popup Related

Click on the navigation menu item popup E-Signature
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Click on the navigation menu item E-Signature Logs

The following picture displays the e-signature records created when the document was sent for signing and 
when the document was signed.

4.20.Rental Categories and Attributes
4.20.1. Rental Categories and Attributes Overview

4.20.1.1. Overview
Rentals Categories and Rental Attributes are similar 
to the Dynamis 365 Business Central, item Categories 
and Attributes. 

The Rental Category is equal to a general 
classification, i.e. excavators, which are user defined.  
Rental Categories can have Attributes and Attribute 
values assigned to the category.

When a Rental Category and/or Attributes are 
assigned to a Rental Unit Group, then the category 
and attributes assigned to the group will automatically 
populate all new and existing units assigned to the 
group.
The Rental Attributes feature provides the ability to 
specify differentiators and assign them directly to 
Rental Units with or without the attributes being 
assigned to a Rental Category. 
 
When customers inquire about a rental product, either 
in correspondence or in an integrated web shop, they 
may ask or search according to characteristics, such 
as make and model. To provide this customer service, 
you can assign rental attribute values of different 
types to your rental units, which can then be used 
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when searching for rental product.
 
You can also assign rental attributes to rental 
categories, which then apply to the units that have a 
category specified.
The Rental Category card displays a fact box, which provides the ability to import and attach a picture to the 
Rental Category, attach documents, and add links and notes in the category fact box.
 
The Rental Category List contains a fact box, which has Details and Attachments options.
 
The Details option displays the Attributes and Attribute Values setup on the selected category card. The 
Attachments option contains the Links and Notes, which can be added to the selected category or displays the 
links and notes setup on the category card.

4.20.2. How to Set Up Rental Attributes

4.20.2.1. Overview
Rental Attributes of different types can be setup and 
assigned to the rental units, which can then be used 
when searching for rental units.

Rental Attributes can as well be assigned to Rental 
Categories, which will then apply to the units that 
have the Rental Category specified.
The following describes the fields and options 
available on the Rental Attributes card.

Command Bar Menu Options:
 Rental Attribute Values:  This menu option opens 

another page where the user defines the values 
for the attribute when the type is set to Option.

 Translations: This menu option opens another page, where the user defines the language translations for 
the values set in the Rental Attribute Values page.The Rental Attribute Values and the Translations ribbon 
options can only be selected when the Type field is set to Option.

Attribute Card Fields:
 Name: In this field the user specifies the name of 

the attribute.

 Type: The Type field is used to specify the format of the attribute or whether the attribute will have user 
defined options.

When Integer or Decimal is selected in the Type field, then the field Unit of Measure is displayed for the user to 
define.   If the type of Text, Integer or Decimal is selected, then the user will enter the value when assigning the 
attribute to a rental unit, and/or can assign values when an attribute is assigned to a category.

When the type is set to Option, then the user must specify the values that will be available for the user to select 
from when assigning the Attribute to a rental unit and/or when assigning the Attribute to a rental category.

• Values
When the Type of Option exists on one of the Attributes, then the Attribute Values assigned to the Attribute will 
be displayed in this field.

• Blocked
This field is used to specify that the attribute can no longer to be used and prevents the assignment of the 
attribute to a rental unit or rental category.
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The following describes the fields available on the 
Rental Attribute Values card fields:
Value:
 The user defines the values that are applicable to 

the Attribute. When assigning the Rental Attribute 
to a Rental Unit and/or Rental Category, then the 
user will select one of the defined values from a 
list of the values specified here.

Blocked
 This field is used to specify that the attribute value 

can no longer to be used and prevents the 
assignment of the attribute value to a rental unit or 
rental category.

To learn how to assign Rental Attributes to Rental Categories, see the ODT Rentals Online help, Additional 
Rental Processes, Rental Categories and Attributes - How to Set Up Rental Categories.

4.20.2.2. How to Setup Attributes
Profile - Business Manager

Users setting up the Rental Categories and Attributes, when assigned the Sales Order Processor Profile, need 
to use the Search to locate and open Rental Management Setup.

The following demonstrates how to access the Rental Attributes to setup new attributes.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup
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Click on the navigation menu item popup Actions

Click on the navigation menu item popup Setup

Click on the navigation menu item Rental Attributes

The following examples demonstrate the setup of a 
Rental Attributes for the type of Text.
Click on the navigation menu item New
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Click on the field Name

Enter the text Make.

Click on the field Type

Accept the Type of Text as displayed in the field.

Click on the back button
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Click on the navigation menu item New

Click on the field Name

Enter the text Model.

Click on the back button

The following example demonstrates setting up an Attribute with a Type of Option.
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Click on the navigation menu item New

Click on the field Name

Click on the field Name

Enter the text Fuel.
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Click on the field Type

Click on the item Option in the list

Click on the navigation menu item Rental Attribute 
Values

Click on the cell Value



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2407/2540

ODT Rentals Online Help 5/15/2024 2407/2540

Enter the text Gasoline.

Click on the cell Value

Enter the text Deisel.

Click on the cell Value
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Enter the text Electric.

Click on the back button

Click on Values Gasoline,Deisel,Electric

Notice that the Values field is now populated with the 
Attribute Values that were setup.

The following example demonstrates the setup of a 
Rental Attribute with the Type set to Decimal.

The same steps will apply to when the type Integer is 
selected.
Click on the back button
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Click on the navigation menu item New

Click on the field Name

Enter Name.

Click on the field Type
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Click on the item Decimal in the list

The Unit of Measure field is not displayed by default. 
The field is automatically displayed when either of the 
Type of Decimal or Integer is selected.
Click on the field Unit of Measure

Enter the unit of measure that applies to the attribute. 

Enter the text Feet.

Should the options require translations to other 
languages, select the Translations menu option and 
enter the translations for each value setup, as 
needed.
Click on the back button

4.20.2.3. How to Assign Rental Attributes to Rental Units
The following example demonstrates adding Rental 
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Attributes to a Rental Unit.

NOTE
Currently when Rental Attributes are assigned directly 
to a Rental Unit Group, the attributes do not default to 
the units that are linked to the group.
Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00013

Click on the navigation menu item popup Rental

Click on the navigation menu item Attributes
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Click on the cell Attribute

Click on the cell Name with the value Make

Click on the cell Value

Enter the text Ryobi.
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Click on the cell Attribute

Click on the cell Name with the value Model

Click on the cell Value

Enter the text P320.
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Click on the button OK

4.20.3. How to Set Up Rental Categories

4.20.3.1. Overview
The Rental Category is for sorting your equipment into 
logical groups to make managing and tracking your 
rental fleet easier. Categories are user-defined and 
can be configured in a hierarchal manner.
For example:
 Tools, being the highest parent category
 Nailers, being a child of the Tools category
 Brad Nailers, being a child category of Nailers
 Framing Nailers, being another child category of Nailers

The applicable Rental Category is entered on the Rental Unit card. Should the category be added to a Rental 
Unit Group card, then all units linked to the group will automatically be updated with the same category.

Rental Attributes can be assigned to the Rental 
Categories. This enables the assignment of key 
features of the unit. The specific attribute values can 
be added or overridden if defaults

When attributes are assigned to the highest parent 
category, then they will default to the child category. If 
the child category has other sub categories and 
additional attributes are assigned to the child category 
they will default to the sub categories.
For example:
Tools has Rental Attributes called Make and Model assigned.
Nailers will automatically have the Attributes of Make and Model assigned. The Nailers category has an 
Attribute of Energy Source added to it.
Brad Nailers and Framing Nailers categories will automatically have the attributes of Make, Model and Energy 
Source assigned.

Thus if a Rental Unit, which is a Brad Nailer, has the Rental Category of Brad Nailers assigned, then the 
attributes noted above will automatically be available on the unit. Users can then assign the specific values that 
apply to the unit.

4.20.3.2. How to Setup Rental Categories
Profile - Business Manager

Should the user responsible for setting up the Rental Categories and Attributes be assigned the Sales Order 
Processor Profile, then the user will need to use the Search to locate and open Rental Management Setup to 
setup Rental Categories and Attributes.
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The following example demonstrates the setup of the 
Rental Categories as noted in the hierarchal example 
in the Overview chapter.
For example:

• Tools has Rental Attributes called Make and Model assigned.

- Nailers will automatically have the Attributes of Make and Model assigned. The Nailers category has an 
Attribute of Energy Source added to it.

- Brad Nailers and Framing Nailers categories will automatically have the attributes of Make, Model and Energy 
Source assigned.

Thus if a Rental Unit, which is a Brad Nailer, has the Rental Category of Brad Nailers assigned, then the 
attributes noted above will automatically be available on the unit. Users can then assign the specific values that 
apply to the unit.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the navigation menu item popup Actions
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Click on the navigation menu item popup Setup

Click on the navigation menu item Rental Categories

Click on the navigation menu item New

Click on the field Code
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Enter the text Tools.

NOTE:
 
The Parent Category field is not to be populated when the category being created is the top-level category.

Click on the field Description

Enter the text Tools.

Click on the back button
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Click on the navigation menu item New

Click on the field Code

Enter the text Nailers.

Click on the field Parent Category
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Click on Code = TOOLS, Description = Tools

Click on the field Description

Enter the text Nailers.

Click on the back button
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Click on the navigation menu item New

Click on the field Code

Enter the text Brad Nailers.

Click on the field Parent Category
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Click on Code = NAILERS, Description = Nailers

Click on the field Description

Enter the text Brad Nailers.

Click on the back button
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Click on the navigation menu item New

Click on the field Code

Enter the text Framing Nailers.

Click on the field Parent Category
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Click on Code = NAILERS, Description = Nailers

Click on the field Description

Enter the text Framing Nailers.

Click on the back button

The following picture displays the Rental Category list with the list  collapsed. When the list is collapsed only 
the top level categories that do not have a Parent Category specified are displayed.
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The following steps demonstrate how to expand and collapse the list.

Click on the button Expand / Collapse row
 
When the Expand/Collapse is selected the list will be 
expanded or collapsed to show the Parent Categories 
only.

Click on the button Toggle Expand / Collapse All
 
When the Expand/Collapse All is selected, then all 
categories will be displayed.

The following displays the Rental Categories list fully expanded.
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4.20.3.3. How to Add a Picture to a Rental Category
The following demonstrates adding a picture to a 
Rental Category.
Click on the link in cell Code with the value BRAD 
NAILERS

Click on the link Rental Category Picture

Click on the menu item Import
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Click on the field Choose

Browse to where the picture to be imported is located, 
select the file, and then select open.
Click on Rental Category Picture

The picture is imported and displayed on the right side 
of the Rental Category card.

4.20.3.4. How to Assign Rental Attributes to Rental Categories
The following example demonstrates the assignment 
of Rental Attributes to the Categories as noted in the 
example in the Overview chapter.
Click on the link in cell Code with the value TOOLS

Click on the navigation menu item Edit
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Click on the navigation menu item Attributes

Click on the cell Attribute

Click on the cell Name with the value Make

Click on the cell Attribute
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Click on the cell Name with the value Model

Click on the button Close

Click on Attributes
 
Note that the Attributes assigned to the Tool category 
are now displayed in the Attributes fact box.

Click on the back button
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Click on the link in cell Code with the value NAILERS

Click on the navigation menu item Edit

Click on the navigation menu item Attributes

Click on the row menu button

Select New Line.
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Click on the cell Attribute

Click on the cell Name with the value Energy Source

Click on the button Close

Click on the back button

The following shows that the Rental Attributes assigned to the Nailers and Tools categories default to the Brad 
Nailers category.
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4.20.3.5. How to Assign a Rental Category to a Rental Unit
The following example demonstrates adding a Rental 
Category to a Rental Unit group.
Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00014

Click on the field Rental Category Code
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Click on Code = BRAD NAILERS, Description = 
Brad Nailers

Click on the navigation menu item popup Rental

Click on the navigation menu item Attributes

Rental Attribute Values

Note that the Attribute assigned to the Tools, Nailers 
and Brad Nailers are available on the Rental Unit 
Group card.

Attrbute Values can be assigned at the group level 
when they apply to all units assigned to the group.
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Click on the button OK

Click on the back button

The following demonstrates assigning the attribute 
values on the rental unit card.
Click on the link in cell No. with the value RU00015

Click on the field Rental Category Code

Notice the Rental Category defaulted from the Rental 
Group the unit is assigned to.
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Click on the navigation menu item popup Rental

Click on the navigation menu item Attributes

Notice the Attributes automatically displayed defaulted 
from the Rental Unit Group the unit is linked to.

Click on the cell Value

Select the Value field on the Energy Source Attribute 
line.

Enter the text Cordless.
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Click on the cell Value

Select the Value field on the Make Attribute line.

Enter the text Dewalt.

Click on the cell Value

Select the Value field on the Model Attribute line.

Enter the text DCN68D1.
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Click on the button OK

Click on the back button

4.20.4. How to Filter the Rental Unit List By Attributes

4.20.4.1. Overview
The Rental Categories and Attributes feature provides the ability to filter the Rental Unit List, on one or more 
Rental Attributes, when the Attribute Values are specified.

Filtering the Rental Unit list by Rental Attribute provides a quick means to locate units which have the 
characteristics the customer is looking for.

For filtering by Category, the advanced filtering feature of Dynamics 365 Business Central is used.

NOTE: 
The field, Rental Category Code, is available to be added to the Rental Unt List using Personalize. This will be 
demonstrated in the chapter, How to Filter the Rental Unit List by Category.

4.20.4.2. How to Filter the Rental Unit List by Category
The following demonstrates adding the feld, Rental Category Code, to the Rental Unit List.

Click on the navigation menu item Rental Units
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Click on the link Settings

Click on the menu item Personalize

Click on the link More

Click on the link Field



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2438/2540

ODT Rentals Online Help 5/15/2024 2438/2540

Click on the data brick Caption = Rental Category 
Code

Click and hold the left mouse button on the data brick 
Caption = Rental Category Code

Drag and drop the selected field to the desired 
location on the Rental Unit List.

Click on the link Done

The following demonstrates using the advanced filtering option to filter by a Rental Category.

Click on the button All
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Click on the button Show filter pane

Click on the button Filter list by...

Click on the button Filter...

Click on the button Rental Category Code
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Click on the field Rental Category Code

Click on Code = BRAD NAILERS, Description = 
Brad Nailers

The following displays the unit list filtered by the category selected in the advance filtering.

To clear the filter complete the following steps.

Click on the link Reset filters
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Click on the button Hide the Filter Pane

4.20.4.3. How to Filter the Rental Unit List by Attribute Values
The following demonstrates filtering the Rental Unit 
List by a Rental Attribute.
Click on the navigation menu item popup Attributes

Click on the navigation menu item Filter By 
Attributes

Click on the cell Attribute
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Click on the cell Name with the value Make

Click on the cell Value

Enter Value.

Click on the button OK

The following picture displays the list filtered by the selected Attribute and Attribute Value.

The following demonstrates clearing the Attribute 
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filter.
Click on the navigation menu item popup Attributes

Click on the navigation menu item Clear Attributes 
Filter

Click on the button Hide the Filter Pane

4.21.Change Log Views
4.21.1. Change Log Views Overview

4.21.1.1. Overview of Change Log Views
The Change Log Views menu option provides a filtered view of the Change Log Entries on a number rental 
related pages. Thus providing a quick and easy way for the user to see the activities that have happened on the 
record.
The Change Log Setup must contain setup on the applicable table and be activated for the menu options to be 
displayed.

The following is a listing of where the Change Log View menu option has been added to:
 Rental Management Setup in the Related menu option
 Rental Categories Card and List in the Related menu option
 Rental Attributes List in the Related menu option
 Rental Term Card and List in the Related menu option
 User Defined Billing Term List and Lines

 Rental Unit Card and List in the Rental and Related Menu options
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 Rental Package Card and List in the Rental and Related menu options
 Rental Package card lines in the Manage menu option
 Rental Price List in the Related Menu option

 Rental Quote Card in the Quote and Actions – Quote menu options
 Rental Contract Card in the Contract and Related – Contract menu options
 Rental Quote and Contract Rentals Lines in the Lines menu option

 Customer Card and List in the Customer and Related - Customer menu options
 Location Card and List in the Related menu option
 Item Card and List in the Related menu option
 Fixed  Asset Card and List in the Related menu option
 Job Card and List in the Related menu option

4.21.1.2. Change Log Setup Tables
When setting up the Change Log Setup consideration needs to be given as to what should be tracked.
It is highly recommended to not select All fields as this setting can adversely impact the application's 
performance.
Please review the Microsoft Dynamics Business Central Help and Support on how to setup the Change Log 
Setup.

The following is a list of the tables for setting up in the Change Log Setup for the pages that the View Change 
Log Entries menu option has been added to:
  70014200 Rental Management Setup
 70014209 Categories
 70014238 Attributes
 70014202 Rental Term Card
 70014274 User Defined Rental Term Line

 70014215 Rental Unit Card and Rental Packages
 70014245 Rental Package Lines
 70014203 Rental Price
 70014220 Rental Quote and Contract Header 
 70014221 ental Quote and Contract Rental Lines

 18 Customer
 167 Job
 27 Item
 14 Location
 5600 Fixed Asset

4.21.1.3. Example of View Change Log Entries from a Rental Unit - 
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Price List
Click on the navigation menu item popup Related

Click on the navigation menu item View Change Log 
Entries

The following picture displays the change log entries related to the selected rental price record in the list.

The Change Log Entries are filtered to only show the entries related to the Rental Price Card.

The records show when the change was made, who made the change, and what the old value was and what 
the new value is.
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4.22.Rental Approval Workflows
4.22.1. Rental Approval Workflows Overview

4.22.1.1. Overview
The Rental Approval Workflows allows for the use of approval workflows during rental processes, where a user 
must request approval before performing certain processes and must receive approval from one or more 
approvers before they are allowed to continue.

The ODT Workflow Setup provides for the mapping of rental fields for the workflows and the automatic creation 
of default rental workflow templates from which the Rental Workflows are created.

The Rental Approval Workflows utilize the standard Microsoft Dynamics Business Central workflows 
configuration, workflow groups, approval user setups, job queue category setup and notification setups.

To learn about the standard workflows, please access the Help from the "?" and search for Workflows.

The templates include Approval workflows and Credit Limit workflows for Rental Quotes and Rental Contracts.

Approval is required before performing any of the following processes:
 Printing a Rental Quote or Contract
 Sending a Rental Quote or Contract
 Print and Send a Rental Quote or Contract
 Running Create Contract from the Rental Quote
 Shipping on a Rental Contract

The Credit Limit Workflow Templates configuration for the Rental Quote and Rental Contract requires approval 
when the customers credit limit is exceeded.The specification of the Credit Warning option must be selected on 
Rental Management Setup.

The sample workflows created from the ODT Workflow Templates can be modified to meet the organizations 
requirements.

IMPORTANT NOTE:
When modifying an On Condition, the condition for the Contract Total is not to be added in ODT Rentals v10. 
This will be available on the next release of  ODT Rentals App.

4.22.2. How to Setup for Rental Approvals

4.22.2.1. Overview
The setups required for the rental approval and credit limit workflows include:
 ODT Workflow Setup
 Creation of sample workflows from the ODT Templates
 Configuration of the Credit Warnings on Rental Management Setup if either of the Credit Limit workflows 

are to be used

The following setups are completed as per the standard Microsoft Business Central process.
 If applicable, the Workflow User Groups
 Approval User Setup using the Sales fields for rentals
 Notification Setups
 Job Queue Category for instant notification

The setup of Workflow User Group is to be completed as per Microsoft Dynamics Business Central Help.

The setup of the Approval User Setup for rental approvals is to be completed the same as when setting up the 
Approval User Setup for Sales approvals as per Microsoft Dynamics Business Central Help.
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The setup for Notifications and Job Queue Category for instant notification is to be completed as per Microsoft 
Dynamics Business Central Help.

For ease of opening the respective help, search for the Workflows User Groups, Approval User Setup, 
Workflow Notification Setup or Job Queue Category and open the feature, then select the “?”.

4.22.2.2. Approval User Setup and Users Notification Setup
The following picture displays an example of the Approval User Setup for the Rental Approval and Credit Limit 
Approvals.

Note that the Sales Approval fields are used for the Rental approvals.
For the Credit Limit Approvals the Salespers./Purch. Code must be populated on the Approver record.

The following picture displays an example of the Notification Setup when using the type of "Note" for creating 
notes on the rental document related to the approvals.

The Notification Type must be set to Approval.

Should the organization prefer to have emails sent , then on the Approver User records the users' email 
address must be populated and the Email Setup and Email Accounts setup for the requestors and approvers.

4.22.2.3. Job Queue Category
If the workflow approval notifications are to be sent immediately, then a Job Category must be setup for this.
 
The following demonstrates the setup of a Job Category for instant notification.

Click on the link Search



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2448/2540

ODT Rentals Online Help 5/15/2024 2448/2540

Click on the field Tell me what you want to do

Enter Tell me what you want to do.

Click on Job Queue Categories Lists 

Click on the navigation menu item New
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Click on the cell Code

Enter the text NOTIFYNOW.

Click on the cell Description

Enter the text Instant Notification Job.

4.22.2.4. ODT Workflow Setup
The ODT Workflow Setup provides for the automatic creation of the records mapping to the rental table, pages 
and fields that are used in creating the default rental workflow templates.

The workflow template samples include Approval workflows and Credit Limit workflows for Rental Quotes and 
Rental Contracts.

The templates are added to the standard Workflow Templates list under the heading of ODT WorkFlow when 
the records in ODT Workflow are enabled.
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The following demonstrates the accessing and process step on the ODT Workflow Setup.

Click on the link Search

Click on the field Tell me what you want to do

Enter the text ODT Workflow.

Click on ODT Workflow Setup Administration 
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Click on the navigation menu item popup Actions

Click on the navigation menu item Generate default 
rental workflow setup

Click on the cell Table Id with the value 70014220

The Table ID and Table Name specify the table that 
the workflows apply to.

Click on the cell Page Id with the value 70014220

The Page Id and Page Name specify the page that 
the workflows apply to that are are used with the 
table.
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Click on the cell Document Type Field with the value 
Document Type

The Document Type field and Document No. fields 
specify that the approvals are based on individual 
rental documents.

Click on the cell Status Field with the value Approval 
Status

The Status Field specifies the Approval Status field 
that is visible on the contract and quote page when 
these records are enabled.
The Workflow Type specifies the workflows are based 
on the rental quote and contract documents.

Click on the cell Amount with the value 70014204

The Amount field contains the field no. of the Contract 
Total which is used in the workflows.

Click on the cell Customer No. Field with the value 
Sell-to Customer No.

The Sell-to Customer No. and Sell-to Customer fields 
are used in Credit Limit Workflows.
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Click on the cell Enable with the value on

The Template Code specifies the code used when 
creating the Workflow Templates.

The Enable field when checked specifies that the Approval Workflow template is to be added to the Workflow 
Templates.

The Enable Document Credit Limit when checked specifies the Credit Limit workflows are to be add to the 
Workflow Templates.

When the Enable or Enable Document Credit Limit fields are not checked, then the ODT Workflows will not be 
added to the Workflow Templates.

4.22.2.5. Creating Rental Workflows from the Workflow Templates
The following demonstrates accessing the default ODT Workflow Templates and the creation of a Workflow 
from a template.

Click on the link Search

Click on the field Tell me what you want to do
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Enter the text Workflow.

Click on Workflow Templates Lists 

Click on the cell Description with the value ODT 
WorkFlow

As on ODT Workflow Setup the Enable and Enable 
Document Credit Limit were checked on both records, 
the four rental Workflow Templates were created.

The following steps demonstrate the creation of the sample Workflow from the ODT Rental Contract Approval 
Workflow Template.

Click on the link in cell Description with the value 
ODT Rental Contract Approval Workflow
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Click on the navigation menu item popup Actions

Click on the navigation menu item New Workflow 
from Template

The following picture displays the workflow created from the Rental Contract Approval Workflow Template.
Note that the Code has 01 appended to the Workflow Template Code.

Repeat the above steps to create other rental workflows as needed for:
 ODT Rental Contract Credit Limit Approval Workflow
 ODT Rental Quote Approval Workflow
 ODT Rental Quote Credit Limit Approval Workflow

To use the desired workflows in processing Rental Quotes or Rental Contracts the workflow must be enabled.
When enabled, then the Approvals menu option will be available on the rental document the workflow is for.
The following demonstrates enabling the ODT Rental Contract Approval Workflow.
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Click on the toggle field Enabled

4.22.2.6. How to Configure the Credit Warnings on Rental 
Management Setup

The Credit Warnings field on Rental Management Setup will only be available when either or both of the Credit 
Limit workflows are enabled.
The field provides the same options as on the Sales & Receivables Setup, Credit Warnings field.

Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item Rental 
Management Setup

Click on the field Credit Warnings
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Click on the item Credit Limit in the list

4.22.3. How to Process Rental Documents with Rental Workflows

4.22.3.1. Processing Rental Documents with Workflows Overview
When a Rental Workflow is enabled, the user creating a rental document must send an approval request, if 
required, based on the workflow events and conditions.
 For Rental Quotes, before the user can print, email, send the quote or run Make Contract, the approver 

must approve the request for approval.

 For Rental Contracts, before the user can print, email, send the contract or ship any rental units on a 
contract, the approver must approve the request for approval.

When the rental document requires an approval, if the user attempts to run any of the above noted processes, 
a pop-up message will occur advising the user that the rental document must be approved and released.

Summary of processing steps which are dependent on the workflow events and conditions:
 User creates the rental document.
 If the document does not require approval, the user processes the document.

 If the document requires approval, the user sends an approval request.
 The Approver reviews the request and approves, rejects, or delegates the approval request.
 If approved, then the user processes the document.

NOTES:
Should the Rental Contract contain only Sales Lines, then the user must send a request for approval, and 
approver must approve the request before the user can invoice the contract as the product is shipped at the 
time of invoicing.

The only processing difference between the sample Rental Approval Workflow and Credit Limit Approval 
Workflow is that the Credit Limit Workflow displays a notification on the rental document based on the Credit 
Warnings option selected on Rental Management Setup.

4.22.3.2. Processing a Rental Quote with a Credit Limit Workflow
The following example demonstrates the creation and processing of the approvals of a Rental Quote where the 
customer is over their credit limit.
Included are the disallowed process steps to demonstrate the message that will occur.
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Click on the navigation menu item Rental Quote

Click on the lookup button Sell-to Customer Name

Click on the link in cell No. with the value 10000

Click on The customer's credit limit has been 
exceeded. Show details

The notification is displayed as the Rental 
Management Setup has the Credit Warning option of 
Credit Limit selected.
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Click on the navigation menu item popup Approval

Approval Menu
When the user is setup as an Approval User that has 
an Approver ID specified on the record, then these 
are the Approval Menu options available to the user.

 The Approvals menu option when selected will display any Approval Entries related to this rental document.
 The Send Approval Request must be selected when an approval is required.
 The Cancel Approval Request is only available once an Approval Request has been sent and cancels the 

request.

Click on the button General, Show more

Click on Approval Status Open

Note that the Approval Status is set to Open.

Click on the cell Rental Unit No.
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Click on the lookup button in the cell Rental Unit No.

Click on the cell No. with the value RU00018

Click on the cell Rental Quantity with the value 0

Enter the text 2.
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Click on the navigation menu item popup Report

Click on the navigation menu item Print...

Click on the button OK

Click on the navigation menu item popup Process
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Click on the navigation menu item Make Contract

Click on the button OK

The following demonstrates the sending of an approval request.

Click on the navigation menu item popup Approval

Click on the navigation menu item Send Approval 
Request
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Click on the button OK

Click on the field Approval Status

Note that the Approval Status has been updated to be 
Pending Approval.

On the requesting user role center, the user can quickly see the number of requests they have sent for 
approval that are pending the approvers' approval.
And can access the list of the outstanding requests to view which rental documents they have sent the approval 
request on.

Click on the link Requests Sent for Approval. 

List of outstanding requests sent for approval.

On the Rental Quote, when the Notification Setup has the Type of Note, then the user can see the Note and 
review the Approvals directly from the quote.

Rental Quote - Notification Note
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Click on the navigation menu item popup Approval

Click on the navigation menu item Approvals

Approval Entries on the rental document

If the Approver, approves the request, then the Approval Status field on the document, General Tab, will be 
updated to Released. The user can then process the rental quote as per the normal processing procedures.

Click on Approval Status Released

If the Approver rejects the request, then the Approval Status field on the document, General Tab, will be re-set 
to Open.
The user who requested the approval will then follow the organizations policy or procedures related to rejected 
approval requests.

4.22.3.3. How to Process the Approval by the Approver
The following demonstrates the various places that the approver can view and approve, reject, or delegate the 
approval request for the rental documents.
 The User Role Center
 The Approval Entries
 The rental document

The following demonstrates accessing the approval requests waiting for the approver to approve from the 
approvers' role center.
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Click on the link Specifies requests for certain 
documents, cards, or journal lines that you must 
approve for other users before they can proceed.

The following picture displays the list of Requests to Approve from the cue that the approver needs to review 
and process the approval request.

The approver can approve, reject, or delegate the request from the list. Or can open the rental document from 
the list and approve, reject, or delegate the request from the rental document.

Approver Menu Options on the Rental Document

 To approve the request, select Approve.
 To reject the request, select Reject.
 To delegate the request, select Delegate.

4.22.4. ODT Rentals Rental Document Approval Menus
The Menus and Menu Options in the Global Release 10.0.1.2 are different than the North American Release 
10.0.0.2.

In the next ODT Rentals North American release the menus and sub-menu options will be updated to be the 
same as the ODT Rentals Global version.

The following displays the ODT Rentals Global approval menus and sub-menu options on the rental 
documents.

Global Requestor Menu and Sub-Menu Options

The following demonstrates the Global Approvers' Menu options and sub-menu options from the rental 
document.

Request Approval Menu and Sub-Menu Options
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Approve Menu and Sub-Menu Options

4.23.Rentals Interaction Logging
4.23.1. Interaction Logging Overview
ODT Rentals provides the Interaction logging functionality for Email and Send of Rental Quotes and Rental 
Contracts using the Dynamics 365 Business Central Interaction Logging.

The Interaction Log Entries can be accessed from the Rental Quote, Completed Rental Quote, Rental Contract 
and Completed Rental Contract on the Related – History menu option.

The standard setups of Email, a Document Sending Profile for Email which is assigned to the Customer cards, 
and email addresses on the Customer Contacts are required.

Setups required for the Rental Quotes and Rental Contracts include:
 An Interaction Group named RENTAL
 Interaction Templates named R_QUOTE and R_CONTRACT
 Addition of the templates to the Interaction Templates Setup

When the Interaction Group of SALES and the Interaction Template for the Sales Credit Memo, S_C_MEMO 
are configured and added to the Interaction Template Setup, then if the Rental Auto Credit Memo is set to 
Manual on Rental Management Setup and Post and Send is selected on the Credit Memo the email will be sent 
and the Interaction Log Entry will be created.

4.23.2. How to Setup Rental Interaction Logging

4.23.2.1. Overview
Setups required for the Rental Quotes and Rental Contracts include:
 An Interaction Group named RENTAL
 Interaction Templates named R_QUOTE and R_CONTRACT
 Addition of the templates to the Interaction Templates Setup

The setup of the Email, a Document Sending Profile for Email which is assigned to the Customer cards, and 
email addresses on the Customer Contacts are not covered here.

For information on the setup of the Email and a Document Sending Profile for Email, please review the 
Microsoft Dynamics Business Central help.

4.23.2.2. How to Setup the Rentals Interaction Group
The following example demonstrates setting up the Interaction Group, RENTAL.
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Click on the button Search

Click on the field Tell me what you want to do

Enter Tell me what you want to do.

Click on Interaction Groups Administration 
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Click on the navigation menu item New

Click on the cell Code

Enter the text RENTAL.

Click on the cell Description
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Enter the text Rental Documents.

4.23.2.3. How to Setup the Rental Interaction Templates
The following demonstrates setting up the Interaction Template called R_QUOTE, for the Rental Quote.

Click on the button Search

Click on the field Tell me what you want to do

Enter the text Interaction .
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Click on Interaction Templates Administration 

Click on the navigation menu item New

Click on the cell Code

Enter the text R_QUOTE.
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Click on the cell Interaction Group Code

Click on the link in cell Code with the value RENTAL

Click on the cell Description

Enter the text Rental Quote.
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Click on the cell Correspondence Type (Default) 
with the value Email

Click on the cell Unit Cost ($) with the value 0.00

Enter the text 8.

Click on the cell Unit Duration (Min.) with the value 0
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Enter the text 1.

Click on the cell Information Flow

Click on the item Outbound in the list

Click on the cell Initiated By
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Click on the item Us in the list

The following demonstrates setting up the Interaction Template called R_CONTRACT, for the Rental Contract.

Click on the navigation menu item New

Click on the cell Code

Enter the text R_CONTRACT.
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Click on the cell Interaction Group Code

Click on the link in cell Code with the value RENTAL

Click on the cell Description

Enter the text Rental Contract.
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Click on the cell Correspondence Type (Default) 
with the value Email

Click on the cell Unit Cost ($) with the value 0.00

Enter the text 8.

Click on the cell Unit Duration (Min.) with the value 0
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Enter the text 1.

Click on the cell Information Flow

Click on the item Outbound in the list

Click on the cell Initiated By
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Click on the item Us in the list

4.23.2.4. How to Update the Interaction Template Setup for Rentals
The following demonstrates the updating of the Interaction Template Setup with the rental templates.

Click on the button Search

Click on the field Tell me what you want to do

Enter the text Interaction.
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Click on Interaction Template Setup Administration 


Click on the lookup button Rental Quote

Click on the link in cell Code with the value 
R_QUOTE

Click on the lookup button Rental Contract
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Click on the link in cell Code with the value 
R_CONTRACT

4.23.3. How to Process Rentals with Interaction Logging

4.23.3.1. How to Process and Review a Rental Quote Interaction Using 
Send

The following demonstrates the Rental Quote process steps for interaction logging using Send and a review of 
the interaction log entries.

Click on the navigation menu item popup Report

Click on the navigation menu item Send...

Click on the navigation menu item popup Related
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Click on the navigation menu item Interaction Log 
Entries

Click on the cell Description with the value Rental 
Quote - RQ00003

Note that the interaction log entry was created for the 
Rental Quote.

4.23.3.2. How to Process and Review a Rental Contract Interaction 
Using Mail

The following demonstrates the Rental Contract process steps for interaction logging using Email and a review 
of the interaction log entries.

Click on the navigation menu item popup Home

Click on the navigation menu item Email...
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Click on the navigation menu item Send email

Click on the navigation menu item popup Related

Click on the navigation menu item Interaction Log 
Entries

Click on the cell Description with the value Rental 
Contract - RC00020

Note that the interaction log entry was created for the 
Rental Contract.

4.24.Global Additional Rental Processes
4.24.1. Processing Rentals Using Price Incl.VAT

4.24.1.1. Rentals Price Including VAT Overview

4.24.1.1.1. Overview
Some organizations using the Rest of World version of Microsoft Dynamics 365 Business Central, sell and rent 
product with the price including VAT.
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ODT Rentals includes the functionality to rent product using prices including VAT. The configuration is similar to 
the setups and processing of sales using prices including VAT.

The Rental Units, Rental Price cards and rental documents have been enhanced to include the Price Incl. VAT 
functionality.

When a Customer is configured for Price Incl. VAT, then on the rental documents the Rental Line and Sales 
Line amount fields will display the amounts as including VAT. Additionally, the Rental Amount Lines and Rental 
Value Entries, will display the amount fields as including VAT.

The Rental Quote, Contract, Proforma and Posted Rental Invoices have been enhanced to print similar to the 
sales documents, when prices are including VAT.

4.24.1.1.2. Rental Setups for Price Including VAT
Setup for using Price Incl. VAT consists of the following:

• Configuring the Customer
• Setting up rental unit groups and units
• Setting up rental price cards

For information on these setups, see the related help in Price Including VAT for Rentals.

NOTE:
Ensure that the General Product Posting Group used for rentals contains a Def. VAT Prod. Posting Group.

4.24.1.2. How to Set Up a Customer for Price Incl. VAT

4.24.1.2.1. Overview
In order to process rentals using Prices including VAT, it is mandatory that the Customer card have the Prices 
Including VAT enabled.

The following demonstrates how to enable the Prices Including VAT on a Customer card.

4.24.1.2.2. How to Setup a Customer for Price Including VAT
Click on the navigation menu item Customers
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Click on the link in cell No. with the value 50000

Click on the toggle field Prices Including VAT

Click on the back button

4.24.1.3. How to Set Up Rental Units for Price Incl. VAT

4.24.1.3.1. Overview
In order to rent out product with pricing including VAT, the Rental Unit card must have the Price Include VAT 
field enabled.

When a Rental Unit Group is created, and has the Price Include VAT enabled, then any units assigned to the 
group will automatically have the Price Include VAT enabled.

When an existing Rental Unit Group with units assigned has the Price Include VAT enabled, then any units 
already assigned to the group will automatically have the Price Include VAT enabled.

4.24.1.3.2. How to Set Up Rental Units with Price Incl VAT
The following demonstrates the setup of a Rental Unit Group with the Price Include VAT being enabled.
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Click on the navigation menu item Rental Units

Click on the navigation menu item New

Click on the field No.

Enter the text RU00100.
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Click on the field Description

Enter the text Compactor Group.

Click on the field Gen. Prod. Posting Group

Click on the link in cell Code with the value RENTALS
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Click on the field VAT Prod. Posting Group

Click on the link in cell Code with the value GST15

Click on the toggle field Price Includes VAT

Click on the toggle field Group
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Click on the toggle field Allow Overbooking

Click on the field Rental Terms Code

Click on the link in cell Code with the value MONTH-
PEND

Click on the field Minimum Rental Duration
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Enter the text 1 day.

4.24.1.3.3. How to Set Up Rental Prices with Price Incl VAT
The following demonstrates the setup of a Rental Unit Group with the Price Include VAT being enabled.

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Prices

Click on the navigation menu item New
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Click on the field Rental Terms Code

Click on the link in cell Code with the value MONTH-
PEND

Click on the field Price

Enter the text 2000.
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Click on the button Show more

Click on the field Price Excluding VAT

The Price Excluding VAT is automatically calculated 
based on the VAT Product Posting Group on the 
Rental Price card.

Click on the back button

Click on the back button
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Click on the back button

4.24.1.4. How to Process a Contract with Price Incl. VAT
The following demonstrates the processing of a contract with a Customer, Rental Unit and Rental Price with 
Price Include VAT.

Click on the navigation menu item Rental Contract

Click on the field Sell-to Customer Name

Click on the link in cell No. with the value 50000
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00100

Click on the cell Rental Terms Code
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Double click on the link in cell Code with the value 
MONTH-PEND

Click on the cell Rental Quantity with the value 0

Enter the text 1.

Note that the price fields on the Rental Line are prices including VAT.

Click on the cell VAT Prod. Posting Group with the 
value GST15

Note that the VAT Product Posting Group is displayed 
on the Rental Line, which defaults from the Rental 
Price card for the Rental Term selected on the line.
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Click on the cell Rental Unit No.

Click on the lookup button in the cell Rental Unit No.

Click on the link in cell No. with the value RU00100-
001

Click on the navigation menu item popup Line
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Click on the navigation menu item Rental Amount 
Lines

On the Rental Amount Lines the amount fields are including VAT and that the VAT Prod. Posting Group field is 
displayed.

Click on the cell Unit Price Incl. VAT with the value 
2,000.00

Click on the cell VAT Prod. Posting Group with the 
value GST15

Click on the button Close
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Click on the navigation menu item popup Rental

Click on the navigation menu item Ship Rentals

Click on the button Yes

Click on the button OK
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Click on the field Posting Date

Click on the link Open the date picker

Click on a date in the calendar

Select the date the invoice is being posted on.

Click on the navigation menu item popup Rental
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Click on the navigation menu item Invoice

Click on the button Yes

Click on the navigation menu item popup Line

Click on the navigation menu item Rental Value 
Entries
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Click on the cell Amount Including VAT with the 
value 2,000.00

Note that the Rental Value Entry created when 
invoicing displays the Amount Including VAT.

Click on the button Close

Click on the cell Qty. to Return with the value 0

Enter the text 1.



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2501/2540

ODT Rentals Online Help 5/15/2024 2501/2540

Click on the navigation menu item popup Rental

Click on the navigation menu item Return Rentals

Click on the button Yes

On the Sales Lines the amount fields are displayed as including VAT as well.

5. Reviewing Rentals
5.1. Rental Units Review
5.1.1. Rental Unit Status Fields

5.1.1.1. Overview
The Rental Unit card has fields that provide a quick way to view the status of a Rental Unit, a Rental Unit Group 
and the Rental Units linked to a group.

Drill downs are available on the fields, which provide additional information for managing rentals. In addition, 
should a Rental Unit be on a Contract the contract Document No is provided and can opened directly from the 
card.

Profile - Business Manager
 
The following steps can be used from the Sales Order Processor Profile.
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Click on the navigation menu item Rental Units

Click on the link in cell No.

Select a rental unit group to open the card.

5.1.1.2. Group Qty.
The Group Qty. field displays the number of Rental Units in the rental group specified on the Rental Unit.
 
A drill down is provided on the number, which displays a list of the Rental Units linked to the group and shows 
whether the unit is On Rent or whether a Reservation exists for the unit.

Should the group have units specified as Sub Rental units, they will not be included in the Group Qty. as these 
are subcontracted products.

Click on the link Group Qty.

Click on the number in the field to open the details of 
Group Qty. number

The listing displayed consists of the Rental Units assigned to the rental group.
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5.1.1.3. Group Quote Qty.
The Group Quote Qty. field displays the number of Rental Units in the rental group that are currently entered on 
Rental Quote(s).
 
A drill down is provided on the number, which displays a list of the Rental Units in the group that are currently 
entered on Rental Quotes.

The listing includes the Document No. of the quote, the Customer, the Rental Unit No., the Rental Start Date 
and Rental Return Date.
 
Should the group have units specified as Sub Rental units, they will be included in the Group Quote Qty., if any 
sub rentals are entered on any quotes.

Click on the link Group Quote Qty.

Click on the number in the field to open the details of 
Group Quote Qty. number
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The listing displayed consists of the Rental Units in 
the group which are currently entered on Rental 
Quotes

5.1.1.4. Group Qty. to Rent
The Group Qty. To Rent field displays the number of Rental Units in the rental group that are currently entered 
on Rental Contract(s), however, have not been shipped.
 
A drill down is provided on the number, which displays a list of the Rental Units in the group, which are 
currently entered on Rental Contracts that have not been shipped/rented out.

The listing also includes the Document No. of the contract, the Customer, the Rental Start Date and Rental 
Return Date.
 
Should the group have units specified as Sub Rental unit entered on any contracts, they will be included in the 
Group Qty. to Rent total and list.

Click on the link Group Qty. To Rent

Click on the number in the field to open the details of 
Group Qty. To Rent number.
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The listing displayed consists of the Rental Units in 
the group, which are entered on Rental Contracts and 
are awaiting shipment.

Click on the back button

5.1.1.5. Group Qty. On Rent
The Group Qty. On Rent field displays the number of Rental Units in the rental group that are currently entered 
and have been shipped on Rental Contract(s).
 
A drill down is provided on the number, which displays a list of the Rental Units in the group, which are 
currently entered on Rental Contracts that have been shipped/rented out.

The listing also includes the Document No. of the contract, the Customer, the Rental Start Date and Rental 
Return Date. 
 
Should the group have units specified as Sub Rental units on contracts and shipped, they will be included in the 
Group Qty. on Rent total and list.

Click on the link Group Qty. On Rent
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Click on the number in the field to open the details of 
Group Qty. On Rent number

The listing displayed consists of the rental units in the group that are currently entered on Rental Contracts and 
are out on rent.

5.1.1.6. Group Qty. to Return
The Group Qty. To Return field displays the number of Rental Units in the rental group that are currently out on 
rent and have the Qty. to Return field populated on a Rental Contract – Rental Lines.

A drill down is provided on the number, which displays a list of the Rental Units in the group that are currently 
entered on Rental Contracts and are ready to have the return of the units posted.
The listing also includes the Document No. of the contract, the Customer, the Rental Start Date and Rental 
Return Date.

The total and list will include any units in the group specified as Sub Rentals, if entered on any contracts and 
have the Qty. to Return populated.

Click on the link Group Qty. To Return



Open Door Technology Inc. astapleton@opend
oorerp.com

May 15, 2024
ODT Rentals Online Help 2507/2540

ODT Rentals Online Help 5/15/2024 2507/2540

Click on the number in the field to open the details of 
Group Qty. To Return number

The listing displayed consists of the rental units in the group which are currently entered on Rental Contracts, 
the Qty. To Return has been populated and the posting of the return is pending.

Click on the back button

5.1.1.7. On Rent
The On Rent field displays whether the Rental Unit is rented out. A drill down is provided, which will open the 
Rental Contract the unit is rented out on.
 
This field is not applicable to rental unit groups.

Click on the link in cell No.

From the Rental Unit List, ensure the Rental Unit 
selected shows the On Rent and Reservations Exist 
as Yes.
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Click on the link On Rent

Note that the Rental Contract the unit is rented out on 
opens.
Click on the back button

5.1.1.8. On Rent Doc. No.
The Rent Doc. No. field displays the Rental Contract No. when the Rental Unit is rented out. 
A drill down is provided which will open the Rental Contract. 
 
This field is not applicable to rental unit groups.

Click on the field On Rent Doc. No.

Click on the back button

5.1.1.9. Reservations Exist
The Reservations Exist field displays whether or not rental reservations exist for the Rental Unit.
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A drill down is provided, which will open a listing of the reservation(s) that exist for the Rental Unit. The listing 
includes the Rental Contract No., the Starting Date-Time of the reservation, Ending Date-Time of the 
reservation, the Needed Duration, and whether the unit is a Sub Rental unit.

When the Rental Return Date is blank on the Rental Line for a unit, then the Ending Date-Time field will be 
blank on the Rental Reservation Entry.

This indicates that the unit is on rent indefinitely. Once a Rental Return Date is entered on the Rental Line, then 
the Reservation Entry, Ending Date-Time field will be updated. This field is not applicable to rental unit groups.

Click on the field Yes

The listing displays the reservation entries that currently exist for the rental unit.
 
The entries will include records for the unit out on rent and pending rentals entered when Allow Overbooking is 
set to Yes and the unit is on more than one contract.

5.1.2. Rental Unit Statistics with Profitability Analysis

5.1.2.1. Overview
The Rental Unit Statistics provides an overview of historical data, including rental revenues, capital costs, 
service costs and various metrics.
The Rental Unit Statistics consists of 5 sections.
1. Filtering
2. Capital Costs
3. Revenue
4. Service
5. Metrics

A Cut-Off Date is included on the Rental Unit Statistics, which filters the various amounts and quantities to 
include only those transactions up to and including the date specified.
 
The date defaults from the user’s Work Date and can be modified by the user to view the amounts based on a 
different date.

Should a Rental Unit be linked to another master record, then the Link Type and Link Code specified on the 
Rental Unit Card will be displayed.

When a Rental Unit is linked to an item, then the Capital Costs section is displayed containing the Inventory 
Cost and the Qty. on Hand.

When a Rental Unit is linked to a Fixed Asset, then two additional sections are displayed. 
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A Capital Costs section displaying the Acquisition Date, Acquisition Cost, Depreciation Cost, Net Book Value, 
and the suggested Sales Price entered on the unit or group.

A Service section, which displays the maintenance costs related to the asset. 
Should an organization also be using the ODT Service and ODT Service Connector Apps, then the service 
costs will also be displayed in the Service section.

5.1.2.2. Filtering Section Fields
The following pictures display the filtering section on the Rental Unit Statistics page.

The following provides a brief description of the fields.
 Cut Off Date: This field displays the date on which the amounts displayed in the statistics window are 

restricted to. The date initially defaults from the users’ Work Date can be overridden by the user. 

 Link Type: The Link Type field is only displayed when the Rental Unit is linked to a master record such as 
a Fixed Asset or an Item. For example, when a unit is linked to an asset, then Fixed Asset will be displayed 
in this field.

  Link Code: The Link Code field will display the code of the item or asset the Rental Unit is linked on the 
Rental Unit card. 

 Sales Price: The Sales Price field is only displayed in the filter section when the Rental Unit is not linked to 
a master record. The Sales Price will be displayed if a price is specified on the Rental Unit card.

5.1.2.3. Capital Costs Section Fields
The Capital Cost section is only displayed when the Rental Unit is linked to either an Item or a Fixed Asset.
 
The following picture displays the Capital Cost section when the unit is linked to an Item.
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 Inventory Cost: Displays the Unit Cost of the item from the item card. If the item has Specific costing, with 
SN Purchase Tracking enabled for the item tracking code, then a drill down is available that will show the 
Item Ledger Entries, which have a Type of Purchase and are still open.

 Qty. on Hand: Displays the quantity on hand for the item linked to the Rental Unit. A drill down is available 
when the quantity is clicked on the opens the Items by Location.

The following picture displays the Capital Cost section when the unit is linked to a Fixed Asset.

 Acquisition Date: Displays the FA posting date of the first posted acquisition cost.
 Acquisition Cost: Displays the sum of the FA Ledger Acquisition entries, as at the Cut-Off Date.

 Depreciation Cost: Displays the sum of the depreciation expense posted to the asset as at the Cut-Off 
Date. When the amount in this field is clicked on, then a listing of the FA Ledger Entries making up the 
amount will be displayed.

 Fixed Asset Net Book Value: Displays the Net Book Value of the asset as of the Cut-Off Date.
 Suggested Sales Price: Displays the Sales Price from the Rental Unit card, if entered on the unit.

5.1.2.4. Revenue Section Fields
The following picture displays the Revenue section.
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 Rental Revenue: Displays the rental revenue earned from rental charges based on rental period pricing as 
at the Cut-Off Date. When the amount in this field is clicked on, then a listing of the Rental Value Entries 
making up the amount will be displayed.

 Metered Usage Revenue: Displays the metered usage revenue, which has been earned as at the Cut-Off 
Date, when using the metered usage pricing feature in ODT Rentals. When the amount in this field is 
clicked on, then a listing of the Rental Value Entries making up the amount will be displayed.

 Periodic Usage Revenue: Displays the periodic usage revenue, which has been earned as at the Cut-Off 
Date, when using the periodic usage pricing feature in ODT Rentals. When the amount in this field is 
clicked on, then a listing of the Rental Value Entries making up the amount will be displayed.

 Standby Charge Revenue: Displays the standby charge revenue, which has been earned as at the Cut-
Off Date, when using standby charges with the periodic usage pricing feature in ODT Rentals. When the 
amount in this field is clicked on, then a listing of the Rental Value Entries making up the amount will be 
displayed.

 Total Revenue Earned: Displays the sum of the above revenue amounts.
 Damage Waiver Revenue: Displays the damage waiver revenue, which has been earned as at the Cut-Off 

Date, when billing customers a damage waiver fee.

5.1.2.5. Service Section Fields
The following picture displays the service section from a unit linked to a Fixed Asset.
 
As the ODT Service and ODT Rental Service Connector Apps are not installed, the related fields are not 
displayed. However, a brief description of these field is provided.
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 Service Ticket Cost: Displays the total costs from all service costs, including cost on resources and items, 
which have been posted through the ODT Service module. When the amount in this field is clicked on, then 
a listing of the Job Ledger Entries making up the amount is displayed when the organization has the ODT 
Service and Connector App to the ODT Rentals App.

 Service Cost Invoiced: Displays the total of the service costs when were invoiced through service, and 
charged back to rental contracts when the organization has the ODT Service and Connector App to the 
ODT Rentals App.

 Total Service Cost: Displays the sum of the Fixed Asset Maintenance and the Service Costs when the 
organization has the ODT Service and Connector App to the ODT Rentals App.

 Rental Revenue net of Service Costs: Displays the net of Total Revenue Earned minus the Total Service 
Cost.

 Rental Revenue net of Service Costs and Depreciation: Displays the Total Revenue Earned net of 
service costs and depreciation.

5.1.2.6. Metrics Section Fields
The following picture displays the Metrics section from a Rental Unit linked to a Fixed Asset.
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 Number of Rentals: Displays the total number of times the Rental Unit has been rented.
 Average Rental Earned: Displays the average of rental revenue earned on a rental contract.
 Average Rental Invoice: Displays the average of the rental invoices.

 Annualized Revenue Earned: Displays the annualized total revenue earned as at the Cut-Off Date 
specified. The amount is calculated as total revenue divided by the number of days on rent times 365 days, 
then multiplied by the number of days on rent divided by the total number of days available.

 Total Days Available: Displays the total number of days the asset was available for rent, between the Cut-
Off Date specified, and the Acquisition Date of an active asset.

 Total Days on Rent: Displays the total number of days the Rental Unit was out on rent.

 Total Days in Service: Displays the total number of days the Fixed Asset was being service. NOTE: This 
field is only displayed when the organization has the ODT Service and Connector App to the ODT Rentals 
App.

 Time Utilization: Displays the time utilization which is based on the Total Days on Rent divided by the 
Total Days Available.

 Revenue Utilization: Displays the revenue utilization, which is based on total revenue earned divided by 
dollars possible, which are based on default rental term and price on group or rental unit card.

 ROI%: Displays the ROE%, which is based on rental revenue - total rental operating costs)/acquisition cost 
x 100.

 Annualized ROI: Displays a calculated annualized ROI. The calculation is based on the Total Revenue 
Earned minus Total Maintenance Costs minus Acquisition Costs, divided by the Total Days times 365 days.
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NOTE: The ROI calculations are for Rental Units linked to Fixed Assets only.

5.1.2.7. How to View the Rental Unit Statistics
The following example demonstrates the viewing of a units’ statistics.

Click on the navigation menu item Rental Units

Click on the link in cell No. with the value RU00002

Select the unit that you want to review the statistics 
on.

Click on the navigation menu item popup Rental

Click on the navigation menu item Rental Statistics
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Click on the field Cut Off Date
The date will default from the users Work Date and 
can be overridden.

When overridden the amounts in the fields on the page will automatically be updated to display the amounts 
based on the new date.

5.2. Rental Entries
5.2.1. Rental Entries Overview

5.2.1.1. Overview
Rental Ledger Entries are used for tracking movement of the individual rental units. Rental Value Entries are 
the financial transactions for the rentals invoiced.

Rental Ledger Entries

Rental Ledger Entries page fields: For information on the fields shown by default in the Rental Ledger Entries 
page, point to the column captions.

There are additional fields available via the Personalize feature, which if added, you can find information on the 
field by pointing to the column captions.

The Command Bar contains the following options. 

Process: The option contains the sub-menu option of Navigate, which will provide the related document and 
entries posted.

Rental: The Rental menu contains the sub-menu options of Rental Value Entries and Rental Contract.
 The Rental Value Entries opens the Rental Value Entries related to the Rental Ledger Entry.
 The Rental Contract will open the Rental Contract, which is specified in the Rental Doc. No. field on the 

record.

Actions: The option contains the sub-menu option of Navigate, which will provide the related document and 
entries posted.

Navigate: This menu option contains a sub-menu option, Entry. This option contains the options displayed in 
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the following picture.

 Return Rentals creates a Rental Ledger Entry for each Rental Unit on the Rental Contract that is returned.

When using the Metered Usage pricing feature, there are Metered Usage Entries created.
 
The following list outlines where the Metered Usage Entries can be accessed from.
 Rental Contract - Rental Line – Line menu - Metered Usage Entries

 Completed Rental Contract – Rental Line - Line menu - Metered Usage Entries
 Rental Quote - Line menu - Metered Usage Entries
 Completed Rental Quote – Rental Line - Line Menu - Metered Usage Entries
 Rental Unit list and card – Rental Menu - Metered Usage Entries

For information on the Metered Usage Entries, see ODT Rentals Online Help, Additional Rental Processes, 
Metered Usage, Processing Contracts with Metered Usage Overview.

When using the Periodic Usage and Standby Charge pricing feature, a calendar is used for the usage entries.
The following list outlines where the Periodic Usage Entries can be accessed from.
 Rental Contract – Rental Line – Functions Menu – Periodic Usage Entries
 Completed Rental Contract – Rental Line - Line Menu – Periodic Usage Entries

For information on the Periodic Usage Calendar, see ODT Rentals Online Help, Additional Rental Processes, 
Periodic Usage and Standby Charges, Periodic Usage Processing Overview.

5.2.1.2. Accessing Ledger Entries
Ledger Entries can be accessed from the following cards and reports.
 The Rental Unit card has options for Rental Ledger Entries and Rental Value Entries on the command bar - 

Rental option.

 Rental Contract has the options for Rental Ledger Entries and Rental Value Entries, which are accessed 
from the Rentals Lines command bar - Lines option. Only those entries related to the individual rental unit 
line highlighted are displayed.

 Completed Rental Contract List has the options available on the command bar option of Contract, which 
display entries for all rental lines.
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 When the Completed Rental Contract card is opened, then the options for Rental Ledger Entries and 
Rental Value Entries are accessed from the Rentals Lines command bar option of Lines. Only those entries 
related to the individual rental unit line highlighted are displayed.

 Rental Registers has options for Rental Ledger Entries and Rental Value Entries on the command bar 
options of Process and Navigate.

 Posted Rental Deliveries cards have the Rental Ledger Entries available from the Rental Lines command 
bar option of Lines.

 Posted Rental Returns cards have the Rental Ledger Entries available from the Rental Lines command bar 
option of Lines.

5.3. Rental Registers
5.3.1. Rental Registers Overview

5.3.1.1. Overview
When the Rental Contract options of Ship Rentals, Invoice, Return Rentals or Undo Shipment are ran a Rental 
Register is created.

The Rental Registers are similar to standard Dynamics 365 Business Central registers in that it records the 
entries created.

A Rental Register can include either Rental Ledger Entries, which track unit movement similar to the Item 
ledger Entries or Rental Value Entries, which record the financial transactions per unit similar to Item Value 
Entries. The registers will not include both types of entries as the posting function in the rentals are done 
separately.

The Home ribbon tab contains options to review the Rental Ledger Entries, or the Rental Value Entries related 
to the Rental Register you highlight.
 
The Navigate ribbon tab contains the options to review the Rental Ledger Entries or the Rental Value Entries 
related to the Rental Register selected.

5.3.1.2. Accessing Rental Registers
Accessing the Rental Registers is the same whether using the Business Manager or Sales Order Processor 
Profiles.

Click on the navigation menu item popup Rentals
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Click on the navigation menu item Rental Registers

Click on the navigation menu item popup Process

Click on the navigation menu item Rental Ledger 
Entries

For information on the fields shown by default in the Rental Ledger Entries page, point to the caption at the top 
of the column.
 
There are additional fields available via the Personalize feature, which if added, you can find information on the 
field by pointing to the column caption.

Click on the back button
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Click on the navigation menu item popup Process

Click on the navigation menu item Rental Value 
Entries
For information on the fields shown by default in the 
Rental Value Entries page, point to the column 
caption.
 
There are additional fields available via the 
Personalize feature, which if added, you find 
information on the field by pointing to the column 
caption.

Click on the back button

5.4. Rental Reports
5.4.1. Rental Unit Utilization Report

5.4.1.1. Overview
The Rental Unit Utilization report which is used to 
review the financial amounts per group and unit based 
on historical rental financial transactions processed.

The report is displayed in a hierarchal manner.
For Rental Groups the display will be by Rental Unit 
Group and then by Rental Unit No. within the group in 
alphabetic order.  For each Rental Unit in the group 
the records displayed will be for each completed 
financial transaction per Rental Contract.  There is a 
total for each group.
Rental Units not linked to a Group will be displayed as 
if the unit was a group in itself 
Included in the report are Posting Date, Rental 
Document No., Customer No., Customer Name and 
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the rental amount ($).
The report can be filtered to display only those unit 
groups or units based on a specified date range. 
Filters are optional.

5.4.1.2. Running the Rental Unit Utilization Report
Profile - Business Manager

The report can be ran from the Sales Order Processor 
profile, however the report is located  via the Actions 
item, Reports, then by selecting Rentals.
Click on the navigation menu item popup Reports

Click on the navigation menu item popup Rental 
Reports 

Click on the navigation menu item Rental Unit 
Utilization
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The report request page will open

Complete any of the filtering fields provided in the 
report request page, if desired.

The report request page provides option to Preview, 
Print or Send the report to various document types, 
including PDF, Word and Excel.
If selecting Send to, then select the type of document 
to send the report to.
The following picture provides an example of the Rental Unit Utilization Report.
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5.4.2. ODT Rental Unit Sales Report

5.4.2.1. Overview
The ODT Rental Unit Sales report provides the ability to filter by category and rental unit group. The report 
details provide the sum of rental revenue by rental contract, customer number and the number of days rented. 
The report groups the records based on the filters set and provides a report total.

5.4.2.2. How to Run the Rental Unit Sales Report
The following demonstrates the accessing and running of the ODT Rental Sales Report.

Click on the navigation menu item popup Reports

Click on the navigation menu item popup Rental 
Reports 

Click on the navigation menu item Rental Unit Sales

The ODT Rental Sales Report can also be located using the standard Search feature.

The following picture displays the report request page for specifying filtering options for the report.
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On the request page are a variety of filtering options:

• No.: 
A specific unit can be selected so that only the rental revenue related to that unit is included in the report. 

• Group:
The Group option provides the options of Yes and No, to specify if only groups are to be included in the report. 
When left blank, then all rental units and all groups will be included in the report.
When Yes is selected, then the report will not include any rental units which are not assigned to groups.
When No is selected, then only rental units which are not assigned to a group will be included in the report.

• Group No.:
A specific group can be selected so that only the rental revenue related to that group is included in the report. 

• Rental Category Code:
A specific category code can be selected so that only those rental units and groups are included in the report. 
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Other filters set will apply in addition to this filter. For example, if the Group filter is set to Yes, then only the 
Groups and assigned units with the specified Category Code will be included in the report.

The following picture displays the report when there have been no filters set.

The following picture displays the report with a Rental Category Code filter of DITCHERS specified.
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5.4.3. Outstanding Contract Amount Report
The Outstanding Contract Amount report provides the ability to understand what needs to be re-
signed/renewed and also give us an idea of the invoicing backlog that is secured for the future.
The report contains the total value of the contract excluding taxes, the amount billed on the contract excluding 
taxes, and the remaining amount on the contract excluding taxes.

When contract has a blank Rental Return Date, the report uses  +1 periods (past what has already been 
invoiced)  the same way the “Rental Contract Report” does for rental contracts with blank return dates.

Click on the navigation menu item popup Reports

Click on the navigation menu item popup Rental 
Reports
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Click on the navigation menu item Outstanding 
Contract Amount

Outstanding Contract Amount Request Page

Various filter options are provided to filter what the 
report will contain and additional field filters can be 
added if needed.

Outstanding Contract Amount Report Example

5.5. Completed and Posted Rental Documents
5.5.1. Completed and Posted Rental Documents

5.5.1.1. Accessing Completed and Posted Rental Documents from 
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the Business Manager Role Center
Click on the navigation menu item popup Rentals

The posted rental documents in the Rentals menu 
button include the Completed Rental Quotes, 
Completed Rental Contracts, Posted Rental 
Deliveries, Posted Rental Returns, Posted Rental 
Invoices and Posted Sales Invoices.

Optionally the Search feature can be used to locate and open the various posted rental documents.

5.5.1.2. Accessing Completed and Posted Rental Documents from 
the Sales Order Processor Role Center

Click on the navigation menu item popup Posted 
Documents

The posted rental documents in the Posted 
Documents Activity button include the Completed 
Rental Quotes, Completed Rental Contracts, Posted 
Rental Deliveries, Posted Rental Returns, Posted 
Rental Invoices and Posted Sales Invoices.

Optionally the Search feature can be used to locate and open the various posted rental documents.
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5.5.1.3. Completed Rental Quotes
Upon selection of Completed Rental Quotes, a listing of rental quotes is provided. This listing includes those 
Rental Quotes that were converted to Rental Contracts.

Should your organization utilize the Mark as Complete on Rental Quotes on those quotes where the 
customer(s) decline to move forward with the rental, these quotes will be included in the listing as well. Thus, 
providing a full audit trail of all Rental Quotes.

The Completed Rental Quote contains both Rental Lines and Sales Lines as entered on a Rental Quote prior to 
either converting the quote to a Rental Contract or selecting to mark the quote as complete.

Rental Amount lines are accessible by selecting the ribbon Rental Lines – Lines. For information on the rental 
fields, please review the “Rental Quote Overview” documentation located in the Rental Quotes help.

The Completed Rental Quote provides the function to re-open the quote, which is primarily for those quotes 
declined by a Customer and were marked as complete. Thus, saving time of creating a new quote should the 
customer change their mind and decide to rent from your organization.

The re-opened quote can be modified as needed. For information on this process, see the ODT Rentals Online 
Help, Processing Rentals, Rental Quotes - How to Mark a Rental Quote as Complete and Re-Open the Quote.

5.5.1.4. Completed Rental Contracts
The Completed Rental Contracts provides a historical listing of all completed contracts and provide an easy 
way in which to access and review all related entries and documents.
From both the listing and the Completed Rental Contract card the Rental Ledger Entries, Rental Value Entries, 
Posted Deliveries, Posted Returns and Posted Invoices related to the contract can be viewed.

The contract card contains both Rental Lines and Sales Lines as entered on a Rental Contract at the time at 
which the rental units were returned.
 
For information on the rental fields, please review the “Rental Contract Overview” documentation located in the 
Rental Contracts help.

5.5.1.5. Posted Rental Deliveries
Upon selection of Posted Rental Deliveries a listing of all posted shipments is provided. The Posted Rental 
Delivery document is created when Ship Rentals is selected from a Rental Contract.

From the Posted Rental Delivery listing and card, the document can be printed, emailed, sent, or navigated on.
 
The Process and Actions command bar contains the Navigate option, which will provide links to the Rental 
Contract, whether open or completed.

The Posted Rental Delivery card has a Rental Lines 
fast tab which contains the Rental Units which were 
shipped.

Information on the fields on the General, Invoicing and 
Shipping fast tabs can be view by clicking on the field 
caption.
For information on the fields on the Rental Lines, point 
the mouse to the column caption.

5.5.1.6. Posted Rental Returns
Upon selection of Posted Rental Returns a listing of all posted returns is provided. The Posted Rental Return 
document is created when Return Rentals is selected from a Rental Contract.
 
From the Posted Rental Return listing and card, the document can be printed, emailed, sent, or navigated on.
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The command bar options of Process and Actions has the Navigate option. This option will provide links to the 
Rental Contract, whether open or completed, that the return was processed from and to the Rental Ledger 
Entries that were posted when the return was posted.

The Posted Rental Return card has a Rental Lines fast tab which contains the Rental Units which were 
returned. Information on the fields on the General, Invoicing and Shipping fast tabs can be view by clicking on 
the field caption.
 
For information on the fields on the Rental Lines, point the mouse to the column caption.

5.5.1.7. Posted Rental Invoices
This option is only available to the Business Manager Profile.
Users with the Sales Order Processor Profile will access the Posted Sales Invoices from the Posted 
Documents command bar option.
Upon selection of Posted Rental Invoices a listing of all posted rental invoices is provided. The Posted Rental 
Invoice is created when Invoice is selected from a Rental Contract.

The Rental Invoice can be re-printed to PDF which will print the Rental Charges and Sales Charges, emailed, 
or sent, and can be navigated on.
 
The command bar option of Actions contains the Navigate options which will provide links to the Posted Sales 
Invoice and the posted G/L Entries, Tax, Customer Ledger Entry and Detailed Customer Ledger Entry.

The Posted Rental Invoice card Lines fast tab contains the G/L Accounts the rental revenue was posted to. 
Information on the fields on the General, Invoice Details and Shipping and Billing fast tabs can be view by 
clicking on the field caption.
 
For information on the fields on the Lines, point the mouse to the column caption.

5.6. Customer Rental History
5.6.1. How to View Customer Rental History

5.6.1.1. Overview
ODT Rentals provides the ability to view a Customer’s Rental History from the Customer Card.

The page provides the user with an option to set the View by, which contains the options of Day, Week, Month, 
Quarter, Year and Period. A user can as well set the View as option to either Net Change, or Balance at Date.

The Lines in the page display the Period Start, Period Name, Rentals Balance Due ($) and Rental ($) based on 
the View by and View as settings selected.

From of the Rentals Balance Due ($) amounts, when an amount is clicked on, a page opens showing the 
details of Customer Ledger Entries that were created from rental transactions. The Rental Balance Due ($) 
amount displayed is the sum of the Amount field based on the Due Date on the Customer Ledger Entries.

From the Rental ($), when an amount is clicked on, a page opens showing the details of Customer Ledger 
Entries that were created from rental transactions. The Rental ($) amount displayed is the sum of the Amount 
field based on the Posting Date on the Customer Ledger Entries.

Rental cues have been added to the Sell-to Customer Sales History and the Customer Sales History fact boxes 
which provides an easy and quick way to review the completed and open rental documents.
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5.6.1.2. How to View Customer Rental History
Click on the navigation menu item popup Related

Click on the navigation menu item popup Rentals

Click on the navigation menu item Rentals

Click on the field View by
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Click on the item Period in the list

Select the option of how you wish to see the rental 
history.

Click on the field View as

Choose whether you wish to view the rental history 
amounts as Net Change or Balance at Date, for the 
period selected in the View by option.

Click on the item Balance at Date in the list

Click on the link in cell Rental Balance Due ($) with 
the value 1,011.80

When the amount displayed is clicked on a page will 
open displaying the Customer Ledger Entries that 
make up the amount.
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Click on the cell Rental ($) with the value 1,011.80

When the amount displayed is clicked on a page will 
open displaying the Customer Ledger Entries that 
make up the amount.

5.6.1.3. Rental Cues in Customer Fact Boxes
Sell-to Customer Sales History Fact Box

On the Sell-to Customer Sales History Fact Box the following rental cues are displayed.
 Ongoing Rental Contracts, which displays the number of open contracts related to the Sell-to Customer, 

and when selected opens a listing of the open contracts from which the contract can be opened.

 Ongoing Rental Quotes, which displays the number of open rental quotes elated to the Sell-to Customer, 
and when selected opens a listing of the open rental quotes from which the quote can be opened.

 Completed Rental Contracts, which displays the number of completed contracts related to the Sell-to 
Customer, and when selected opens a listing of the completed contracts.

 Completed Rental Quotes, which displays the number of completed quotes related to the Sell-to 
Customer, and when selected opens a listing of the completed rental quotes.

 Ongoing Rental Contract Lines, which displays the number of open rental contract lines related to the 
Sell-to Customer, and when selected opens a listing of the contract rental lines.

Customer Sales History Fact Box

On the Sell-to Customer Sales History Fact Box the following rental cues are displayed.
 Bill-To Ongoing Rental Contracts, which displays the number of open contracts related to the Bill-to 

Customer, and when selected opens a listing of the open contracts from which the contract can be opened.

 Bill-To Ongoing Rental Quotes, which displays the number of open rental quotes elated to the Bill-to 
Customer, and when selected opens a listing of the open rental quotes from which the quote can be 
opened.

 Bill-to Completed Rental Contracts, which displays the number of completed contracts related to the Bill-
to Customer, and when selected opens a listing of the completed contracts.

 Bill-To Completed Rental Quotes, which displays the number of completed quotes related to the Bill-to 
Customer, and when selected opens a listing of the completed rental quotes.

 Bill-To Ongoing Rental Contract Lines, which displays the number of open rental contract lines related to 
the Bill-to Customer, and when selected opens a listing of the contract rental lines.

5.6.2. How to View the Rental Units on Rent to the Customer

5.6.2.1. Overview
A list of, Units on Rent, has been added to the Customer card, which displays a listing of Rental Units that are 
still out on rent to the Customer.
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5.6.2.2. How to View the Rental Units on Rent to the Customer
Click on the navigation menu item popup Related

Click on the navigation menu item popup Rentals

Click on the navigation menu item Units on Rent

Unit on Rent List

6. Support and ODT Rental Help Information
6.1. ODT Support and Rental Help Information
6.1.1. Support and ODT Rentals Online Help

6.1.1.1. Help Portal Address
Visit the 
https://support.opendoorerp.com/solution/categories/1
7000078870 support site. From the site you can 
engage our support services.

6.1.1.2. How to Access ODT Rental Online Help in Dynamics 365 
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Business Central
The following steps demonstrate how to access the 
ODT Rentals Online Help and demonstrates some of 
the features of the help portal.
Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item ODT Rental 
Online Help

Click on the link Online Documentation

Click on the link 
http://odtrentals365help.opendoorrentalsoftware.c
om/
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The picture provided here is the initial wondow for the 
ODT Rentals Help Online Help.

There are various categories which group the help to 
aide users in locating the hlep needed.
In additon a user can use the Search at the top of the 
window to locate the help they are looking for.
A Table of Contents can be viewed by clicking on the Content option at the bottom of the the window.

Click on the ODT Rentals 365 Help Portal - Processing Rentals category

Select the category in which the information you are seeking would logically be located.
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IMPORTANT

The user help was created from a Dynamics 365 Business Central for North America, United States company.
Therefore the help refers to Tax Group Code.
Should your organization be using the Rest of World version of Business Central, then throughout the help, 
consider Tax Group Code to refer to VAT Prod. Posting Group.

Click on Rental Quotes

Select the category in which the information you are 
seeking would logically be located.

When a category is selected, the documentation will open in the Process Description format.

Other formats available include the following, which are accessed in the upper right as shown in the picture.

• A PDF Document
• Power Point Slides
• A Show Me Video
• A Teach Me Video
• A Test Me Video

In the Process Description format:

To move from one document to a different document 
included in the category selected, at the right and left 
of the screen, indicators are provided that enable you 
to move forwards and backwards through the 
documentation.
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6.2. How to Access ODT Rental Release Notes
6.2.1. How to Access ODT Rentals Release Notes
There are Release Notes created based on Dynamics 365 Business Central for North America and Global 
(Rest of World).

The Release Notes contain information on new features added and outlines the issues which have been 
resolved.

The following demonstrates how to access the ODT 
Rentals 365 Release Notes for North America and 
Global (Rest of World).
Click on the navigation menu item popup Rental 
Management

Click on the navigation menu item ODT Rental 
Online Help

Click on the link Forums
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Click on the link ODT Rentals 365

Click on Release Notes NA 30

Click on Release Notes - Global (Rest of World) 4

Click on the link Release 2.5.0.0
Click on the Release Note record that you wish to 
open the document for review in the list below either 
the Release Notes NA or the Release Notes 
Global(Rest of World).
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Click on the link ODT Rentals ...

This will open the PDF document related to the 
Release Note record selected.


