Security Deposit

Last Modified on 02/06/2021 5:27 pm EDT

Operator Privileges

Goto Setup-->operators

edit the operator group and click 'customer & Vendors' tab

Reports | Printing Options | Setup and Utilities | Contact Management Access | Other | Crew and Activities

Booking Scope

Group Name | Bookings | Sub rentals and Transfers | Customers and Vendors | Products and PO's | Checkout, Return and Maintenance

Customers

vl Add Customer

[l Edit Customer

[¥] Hide / Disable Customers

[¥I Change Company Type ( Customer / Prospect etc)
¥l Access to the Financial Tab

[l Export Customers/Contacts to .CSV File

Billing

[¥] Enter Account Payment

[l Enter Manual Invoice

[ Enter Account Credit / Manual Credit
vl Cycle Billing

[ Credit a Rental

L Enter Pre-navments

¥ Deposit Receipt

Vendors

[vl Add / Delete Vendors

[vI Edit Vendors

[¥] Hide / Disable Vendors

[[J Can Change Currency When Editing

¥l Deposit Refund
Deposit Audit Trail
¥l Convert Deposits Into Pre-payments (and vice versa)

melete Credits

¥l Delete Debits

[l Delete Payments

[l Delete Payment Reversals

[l Delete Pre-Payments

[¥] View Transaction Properties

[+ Close Out Transactions For Month
[JEdit / View Credit Card Information
[[J Update Pre-Payment Division

[l Edit / Change an Invoice No.

[ All ‘

a}é‘ClearAll‘ |AIIInTab H & Clear All In Tab H &% Find ‘ ‘ ' OK H ¥ Cancel

Parameters

Goto Setup-->parameters-->custom viewing option and enable security deposit under 'user

interface' tab



‘ Reset Parameters ‘

Parameter Notes

RP

‘Search parameters....

£ Find

|Bo-::-king Grid | User Interface | Customer InformationlVenuelnformation|

[ Show Mame

[l Security Deposit @

¥l Financials

[l Projects

[vl Contacts

vl Crew

v Truck Schedule

[Vl Show user list at logon

[l Workflows

Company Name Accounts Custom Printing Booking Hardcopy
& & =4
Pricing Setup Operational Setup Custom Viewing Word Processing Terminology
@ 9 L & o
Web and Email Transfers Crew Structure Barcode Tracking Cloud Setup

f?i_ Close

Product Part Numbers

[l Advanced Customer Search

¥l Booking Status Tab

Allows for more precise customer searches. Recommended for companies with a large customer base,

Configure Tab Visibility, Naming Order in Modify-Boaking (Enquiry) Window

Set Minimum Security Deposit Required




Out 11/20/18 1300 In 11/22/18 2000  MYTEST00081  Location H

Fa us Other Details |Crew macﬂmeng Motes |Payments

Customer | Calendar |Venue | Equipment
Pro_ject Details . Salesperson
Project Code || tx: Find H < Open | Salesperson Code |RP H = Find |

Salesperson Name |RP |

Project Manager Code || =i Find ‘

|

Project Description ‘ |
|
|

Project Manager Name | Booking Last Modified By Operator

Rp ®
Division Booking Originally Saved By Operator
Contracted Prices |RP |
® Variable Price Returning To Location

[ Rental Price Locked at 41,00000| [0 -Toronto -]

|

[JLabor Locked at \ 0.00| Copy
|
|

LIFreight Locked at 0'00| Show name |Gibson Wedding B| & Shows

O Contracted (fixed) price at 42,845.00
L z4 | Expected attendees (max’) EI
Monthly Cycle Billing | Minimum Security Deposit Required Fvent Type - =
® In Advance L
O In Arrears 500DD| Source / Campaign il
Forecasted % of Value of Rental/Sale 100.00
| I Show Security Deposits Received |
Master Billing |

O Venue Client at venue: | Ritz Carlton

© Direct billed O S&P

Insert field for custom templates

Use &DepositN& to show the 'Minimum Security Deposit Required' as populated on the 'other
details' tab of the booking outlined above.



<Your Logo>

Quote By: RopC:15&
Our Job #: EbookNoC:13&
Job Status: BstatusC:108
Purchase Order: EorderMoC:108
Terms: &paytermC&
Notes: &BKNOTESCE&

<Your Address>

Ship Via: &dviaC:10&
Return Via: &rviaC:108
Delivery:&ACTDELDN:8&

Job provided on &dordN-5& For:

&bcontCa
&.CoCE
&.Cadl1C8

&Cad|2CE& &CadI3CE &CustposCh
Phone: &CphoneC&

Cell:  &CONTPH3CE
Fax:  ZCONTFAXCE
Email: ECEMAILACE

Invoice To:&WBCONTCE
EWBORGCE
EWBADDLCE
EWBADD3CE
EWBPOCODCE

EEQLEFTMN: O8&EXSAL ESCEAEXCLABCEE. NDOGROUCESEPACKCEETNDPAR TCASGROSTOTCELSUPHEADCE

Description

Rate

Extended Discount Total

EQUIPMENT

&DESCC:50& &QTYN:3& &UNITN:9:2& & INEPRIN:10:2& &LIBDISAN:6:2&

SLIEXWEDN:10:2&

Rental Total
Discount

&equipTN:14:2&
&discamitN:14:25&

Rental Sub Total SeqtotdN:14:2&

&SLONLYCE&ETNCSALECE
SALES Description Qty UnitRate  Extended Discount Total
E&DESCC:50& &QTYN:3& &UNITN:9:2& &L INEPRIN:10:2& &LIBDISAN:G6:2& &L TEXWEBDN :10: 2&
EINCLABCASEXSALESCS a4
Sales Tolal &saletotN:14.2&
Discount &SDISCAMM:14:25
Sales Total &SALESTDN:14:2&

LABOR

Date
&CWSDATEN : B&
ECWCLSPAN:B:2&

Time QTY PersonneliTask
SCWSTIMEN:4& &CWOTYN:3&
RCWCLIEXN:B:2&

StraightTime OverTime Unit Price
&CWDESTGC : 25&

Total
ECWSTHRSN: 4 :2& S&CWOTHRSN:4:2&

Extract from Output Doc

Your 1

[=]
[=]
i)
[=]

Your address

Services Sub Total
Deliver | Pickup

&labourN:14:28 |
&delpricN:14:2& |

ETAXTITICE &zaletaxN:14:2&
ETAXTITZCE &vattotN: 14:2&
Grand Total &TotalN:14:2%

Deposit Required &DepositN:14:2&

Job provided on 10417 For:
Support Test
MYTEST
mytest
810 Mipissing Road Milton LST 479

Phone: 693 9457

Cell:
Fao:

654 123 6548

Email:

Services Sub Total | 0.00 |
Deliver / Pickup | 0.00 |
NYC S 1,845.00
Exempt 0.00
Grand Total 42,845.00
Deposit Required 500.00




Apply Security Deposit to the Booking

Security deposit is applied to a booking via the 'Enter a payment' tab.

Out 11/20/18 1300 In 11/22/182000  MYTESTO0081  Location
Customer |Calendar ‘Venue |Equipment Other Details | Crew WNQRES ‘Payments

Payment
Payment Terms
‘ 30 day account B‘
Payment Options
‘Prompt for Payment on Invoicing B‘
Payment Method Surcharge %
| oo ]

Authorized By

i o Balance
Terms for Multiple Stage Invoicing Total Price Minus Payments Balance
<none: D Default | 42ms.m| | 0.(!)‘ & Enter a payment 4284500

Enter a pre-payment|

Or, from the booking grid via right click on the booking, then follow the options below

Lp View ’
| 3E Work ’

Tx  Admin ’
— ¥ Print *' 5 Inoicesand Payments ~ Ctl+F5 | & Refund Security Deposit -
—|¥9 Print[Fast Reporf] ¥ & Creditabooking @ Print Security Deposit Audit Trail L
] Options v & Credita Cycle billed
|4 LogOut [51 Apply Late Fees

T T II | |

If the security deposit tab doesn't show up, check your 'user interface' parameters outlined in the
previous section

Payment Details |Invoices and Payments |Security Deposits

Depositin USD 000 usD || Booking Scope What is this?
Deposit in USD 0.00 ® Current O Archive O Both
Booking Number MYTEST00081 | Deposit Scope
. O Al ® Booking Number
Deposit Date 02-19-19
| & Apply Deposit | | Qi Refund Deposit | @ Convert Into Pre—paymen{ | & Deposit Audit Trail | |& Customer Audit Trai

Booking Mo |Receipt Date | Receipt Time|Receipt Taken By | Refund Date |Refund Time |Refund Completed By | Payment Type Amount




1.
RP| Account Payment - MYTEST - MYTEST =

|Payment Details |Invoices and Pay urity Deposits |
Deposit in USD 500.00/ usD || Booking Scope What is this?
Deposit in USD 500,00 ® Current O Archive O Both
Booking Number MYTEST00081 | Deposit Scope
i O Al ® Booking Number
Deposit Date 02-19-19
| & Apply Deposit | | @ Refund Deposit | B Convert Into Pre—paymen{ | < Deposit Audit Trail | |& Customer Audit Trai

Received Amount Received

50000 |

@® Check ‘

0 Credit Card Batch No.

O Cash

O Debit

Drawer Branch

MYTEST ‘ |

-




Received Amount Received

| 100.00|

O Cheque

Batch MNo.

Use Security Deposit as Payment against an Invoice

Security deposits may be converted to pre-payments so that they can be applied against an
outstanding invoice

Access the Account payment window from within the booking, via the
E Eﬁ%uwﬁemﬁw Deposits Received option on the 'Other Details Tab' OR via the

£ Enter a Pre-payment option via the booking payments tab OR from the customer Grid via the
option below

Lo viEw

¥ Admin r

= Print * [& Invoices and Payments




Account Payment - MYTEST - MYTEST = = 22
|Payment Details |Invoices and Payments |Security Deposits |

Deposit in USD 000/ jusp  [+] Booking Scope What is this?

Deposit in USD 0.00 ® Current O Archive O Both

Booking Number MYTESTO0081 Deposit Scope

O Al ® Booking Number

Deposit Date 02-19-19 L
| & Apply Deposit | | @ Refund Deposit | @ Convert Into Pre—paymen{ | & Deposit Audit Trail | |& Customer Audit Trai

Booking Mo | Receipt Date | Receipt Time|Receipt Taken By | Refund Date |Refund Time |Refund Completed By | Payment Type Amount
MYTESTOO0S1 | 02/19/19 1420 = 200,00

e

Selecting this option will refund the currently selected security
deposit
and move it to the Invoices and Payments tab.

Do you want to continue?

Yes || No

Select the pre-payment date.

Notice the security deposit is ma

rked as 'refunded' for accounting purposes




Payment Details |Invoices and Payments |Security Deposits

Deposit in USD 000/ jusp  [~] Booking Scope What is this?
Deposit in USD 0.00 ® Current O Archive O Both
Booking Number MYTEST00081 | Deposit Scope
. Al ® Booking Number
Deposit Date 02-19-19
| & Apply Deposit | | @il Refund Deposit | @ Convert Into Pre—paymen{ | & Deposit Audit Trail | |& Customer Audit Trai
Booking Mo |Receipt Date | Receipt Time|Receipt Taken By | Refund Date |Refund Time |Refund Completed By |Payment Type Amount

MYTESTO0081 |02/19/19 P 02/15/19 P Chedk# MYTEST 500.00

MYTESTO0081  |02/19/19 1420 RF Check# 200.00

It now shows up as a pre-payment under 'Invoices and Payments' tab

RP
| Invoices and Payments |Security Deposits

Account Balances Scope

90 days+ 60 days 30 days Current Total Due Payments (last 30 days) ™ Invoices

| 58284009 14473 | 000/ 3419555 61718037 9,246.95 W Credits

[¥| Pre-payments
Tag|Invoice No. | Date Ref. Amount| Type Amount Credited | Credit Date | Outstanding|Che ™  Payments
0 03/23/17 100.00| Pre-Payment Start Date:

03/23/17 100.00 Pre-Payment
03/23/17 100.00| Pre-Payment End Date:
03/23/17 100.00 Pre-Payment
03/23/17 100.00 Pre-Payment 101 Age to Display
07/27/17 8,746.95| Pre-Payment O Last 12 months
02/19/19 500.00| Pre-Payment O Last 6 months

O 91 04/28/16 MYTEST00008 129.76 Invoice 129.76 gLas'f 3 months

L 92 05/04/16 MYTEST00008 64.88 Invoice 64.88 ® izlallzcattg:tes

L o3 05/05/16 MYTEST00007 80.00 Invoice 80.00

U o4 05/05/16 MYTEST00007 120.00 Invoice 120.00 LlInclude Archived

|_| ac NE/AE/ME MVTECTANANT 122 851 i 1272 A [l

d > Sort By

# Re-apply | | 38 Reverse | | B Credit | | & Convert | | T Delete | | Properties| | 1k Options | O Invoice No.

Memo |Orig. Deposit Date 02/19/19 | @® |nvoice Date
Current Payment Status What is this? v All @
Payment Amount Amount Applied Settlement Discount

oo N o .
| (5] Post Payment to Account | | A Archive |
All amounts shown in USD. ‘ X Cancel / Close |

Right click on the pre-payment and click 're-apply' to apply the payment to an invoice



= |Open Booking
i Re-apply

Credit (FastReport)
Convert

Delete

Properties

Reprint Credit

Reprint Credit (FastReport)
Email / View Invoice

v H=EVPE

New Invoice Mo. for payment

193]

The payment will now show up under the invoice it has been applied to

Payment Details |Invoices and Payments |Security Deposits

Account Balances Scope
90 days+ 60 days 30 days Current Total Due Payments (last 30 days) ™ Invoices
582,84009 14473 | 000 3369555 61668037 974695 ) Credits
[| Pre-payments
Tag|Invoice No.|Date Ref. Amount| Type Amount Credited| Credit Date | Outstanding| Che W Payments
0 192 10/07/18 MYTEST00102 300.00 Invoice 300.00 Start Date:
[ 186 10/30/18 MYTEST00082 4.18 Invoice 4.18
188 11/27/18  MYTESTO0081 43171.04 Invoice 0.00 End Date:
188 02/19/19 |MYTESTOO0081 43171.04 Credit 43,171.04 02/19/19
0 189 12/05/18 MYTESTO00083 144.73 Invoice 144.73 Age to Display
112 01/23/19 MYTESTO0001 29.72 Invoice -2.50 O Last 12 months
05/30/16 |MYTESTOO0001 32.22| Payment O Last 6 months
O 193 02/07/19 MYTEST00102 300.00 Invoice 300.00 g Last 3 months
O 104 02/07/19 MYTEST00102  300.00 Invoice 300.00 ® iT.'ZZttgf “
0 195 02/19/19 MYTEST00081 42,845.00 Invoice 42,345.00
02/19/19 |MYTEST00081 500.00  Payment — [llInclude Archived
<1 ]|

Sort By
O Invoice No.

i Re-apply | | 38 Reverse | | Ep Credit | | f# Convert | | it Delete | | Properties| | 1k Options |

Memao |Orig. Deposit Date 17/03/23 | ® Invoice Date
Current Payment Status What is this? Vv All @
Payment Amount Amount Applied Settlement Discount

0.00 0.00 0.00 -
| | | | | | | (8] Post Payment to Account | | A Archive |
All amounts shown in USD. | ¥ _Cancel / Close |

Refund Deposit

Access the security deposit from inside the booking via the payments tab



Qut 11/20/18 1300 In 11/22/18 2000 MYTESTO0081 Location |0 - Toronto B
Customer | Calendar ‘Venue | Equipment m Other Details | Crew m Motes ‘ Payments

Payment
Payment Terms
‘ 30 day account B‘
Payment Options
‘Prompt for Payment on Invoicing B‘
Payment Method Surcharge %
| ] o0

Authorized By

Balance
Terms for Multiple Stage Invoicing Total Price Minus Payments ‘ Balance

<none> B Default | 42345.w| | 0.00\ ‘ & Enter a payment | 42845.00

Enter a pre-payment|
OR via the | [G Show Security DeposisReceived i option on the 'Other Details Tab'

Alternatively, from the booking grid, right click on the booking and follow the menu options below

Lp View v
— &k Work v
T TE Admin ’

& Apply Security Deposit —

| Prin * & InoicesandPayments  Cirl-F5 || & Refund SecurityDeposit ||
| ¥ Print[Fast Report] ¥ & Credita booking & Print Security Deposit Audit Trail -
& Options v & Credita Cycle billed | | ] |

LS View r

Tx Admin v

3]
Or from the Customer menu via = Print *|[& Invoices and Payments

Then click the Security Deposits tab. A security deposit can be refunded to the client by simply
highlighting the security deposit and click 'Refund Deposit’

Payment Details  |Invoices and Payments | Security Deposits

Deposit in USD 000/[usp  [+] Booking Scope What is this?
@® Current O Archive O Both

Deposit in USD 0.00

Booking Number MYTESTO0081 | ge,iﬁm Scope © Basking Nember

Deposit Date w .

| & Apply Deposit | @ Refund Deposit | @ Convert Into Pre—paymen{ | &= Deposit Audit Trail | |‘5. Customer Audit Trai4

Booking No | Receipt Date | Receipt Time| Receipt Taken By |Refund Date |Refund Time |Refund Completed By |Payment Type Amount
MYTESTOODBL  02/19/19 1417 R 02/19/19 1422 RP Check# MYTEST 500,00

MYTESTOD081 | 02/19/19 1420 P 200.00

Enter the method used to refund and click OK



Received Amount of Reversal

® Check | 200.00|

O Credit Card Batch No.

O Cash

O Debit

The refund is time stamped

| Payment Details |Invoices and Payments |Security Deposits

Deposit in USD 000/ jusp  |+] Booking Scope What is this?
Deposit in USD —— ® Current O Archive O Both

Booking Number MYTEST00081 | Deposit Scope

i O Al ® Booking Number

Deposit Date 02-19-19
| # Apply Deposit | | @ Refund Deposit | @ Convert Into Pre—paymen{ | &= Deposit Audit Trail | |\5. Customer Audit Trai

Booking No |Receipt Date | Receipt Time Receipt Taken By | Refund Date | Refund Time |Refund Completed By | Payment Type Amount
MYTESTODOS1 | 02(19/19 1417 RP 02/13/19 1422 RP Check# MYTEST 500,00

MYTESTOO081 |02/19/19 1 P 02{19/19 1 P Chedc#

Deposit Audit Trail

Shows an audit trail of security deposits according to the scope selected

1. Date range

2. Output to printer/screen/word doc/csv

3. View all customers or just the customer used for this booking

4. View security deposits for all operators or just the ones entered by this operator
5. View all bookings within range (i.e. current and archived) or just current bookings

6. View all deposits OR only refunded OR only outstanding



Access the Deposit Audit Trail from the Booking Grid, right click on the booking, then following
the menu options below

VWU "

Admin '

Y

%

& Apply Security Deposit
&  Refund Security Deposit

Print v Invoices and Payments Ctrl+F5

Print [Fast Repori] ¥ & Creditabooking
v & Credita Cycle billed ! [ ] [ [

=
&
2=l Onfions

OR from within the booking via the payments tab

Location |0 - Toronto E|

Out 11/20/18 1300 In 11/22/18 2000 MYTESTO0081
Customer | Calendar |Venue ‘Equipment gaHE Other Details |Crew WNM& |Payments
Payment

Payment Terms

| 30 day account

[l

Payment Options

|Prompt for Payment on Invoicing

[

Payment Method

Surcharge %

] fooo

Authorized By

i - Balance
Terms for Multiple Stage Invoicing Total Price Minus Payments Balance
| 000 £ s paymert
OR from within the booking, via the § tge Show Security Deposits Received option on the 'Other
Details Tab'
RP| Account Payment - MYTEST - MYTEST == =
Payment Details |Invoices and Payments ‘Security Deposits |
Deposit in USD 000/ [usp |+ Booking Scope What is this?
Deposit in USD T ® Current O Archive O Both
Booking Number MYTEST00081 ‘ Deposit Scope
i o] ® Booking Number
Deposit Date 02-19-19
| # Apply Deposit | | € Refund Deposit | ﬁ Convert Into Ple—paymen* | & Deposit Audit Trail ‘ |‘5, Customer Audit Tlai‘
Booking No
MYTESTO0081
e o Select Dates Print to
Start Date (Inclusive) |2019'02'01 B~ | 1 O Printer
Ending Date (Exclusive) |2019—03—01 e~ | ® Screen
Jan Feb Mar Apr May Jun Jul Aug | Sept Oct Nov Dec © Word Processor
] 2 B 2 2 2] ] ] B A 2 ]
O csv
Customer Booking Scope
O Al 5
3 ® Current O Archive © Both
® Selected MYTEST |
Operator Deposits
® All ® All Deposits 6
1 O Only Deposits that are Outstanding
O Selected | h | O Only Deposits that are Refunded
All amounts shoy  OK % Cancel




Page:1of1 EGoTo

Date Frinted 02/13/13 DEFOSIT RUDIT TEAIL REFORT
For period 02/01/1% (inc) teo 03/01/13 (ex)

Booking Receipt Time Ey Depoait Refund Time Ey PFzyment
No. Date hknm COperator Emount Date hknm Operator Ey

MYTESTO0014 0&/07/17 11:38 RE 0Z/13/159 14:18 RE Check
MYTESTO0081 02/15/19 14:17 RE 0Z/15/15 14:2Z2 RBE Check
MY¥YTESTO00B1 02/15/19 14:20 BE 02/15/19 14:33 RE Check

Customer Audit Trail
1. Customer Audit Trail shows all actions according to the scope selected in
2. Output options for completed report

3. Report on bookings or purchase orders

RP| Account Payment - MYTEST - MYTEST =& =
|Payment Details ‘Invoices and Payments ‘Security Deposits ‘
Deposit in USD 000/ jusp || Booking Scope What is this?
Deposit in USD o5 ® Current O Archive O Both
Booking Number MYTEST00081 | : Deposit Scope
Deposit Date 02-19-19 oAl ©wber
| & Apply Deposit ‘ | @ Refund Deposit | ﬁ Convert Into Pre—paymen{ | & Deposit Audit Trail | |‘5. Customer Audit Trai‘
Booking No ‘ Receipt Date ‘ Receipt Time‘ Receipt Taken By | Refund Date | Refund Time ‘ Refund Completed By |Payment Type | Amount
MYTESTODOBL  D2/19/19 1417 RP 02/15/13 1422 P Checks MYTEST 500.00

Select Print Options

© Booking | O Printer

@® Customer |MYTEST 1 ® Screen

O Vendor | O Word Processor
sy

O Operator |
Report Type

© Purchase Order |
® Booking

O Purchase Order

' OK X Cancel

All amounts shown in USD.




‘ € First H < Page ‘Page—) H Last >/ ‘ Page: 1 of 40 ‘GGTOH Lgrlgrint H @Email ‘ ‘ T Close

Erinted : 02/19/18 Rudit Trail for Custormer MYTEST Fage - 1
Date Tire Actien By Invoice # Value Bosking Ho Status
02/17/1€ 1 7 Quotation Created RE MYTESTO0001 Light Peneil
02/17/1€ 11:42 Medified RE usk MYTEST00001 Light Femeil
02/17/1€ 11:43 Medified RE ust MYTEST00001  Confirred
02/24/1€ 1 8 Bocking Created RE usc MYTESTO000Z Confirrmed
02/24/1€ 13:50 Medified RE ust MYTEST00002  Confirred
02/24/1€ 13:51 Duplicated Fror :MYTEST00002 RE ust MYTEST00003  Light Femeil
02/24/1€ 13:51 Quotaticn Created RE usc MYTESTO00003 Light Peneil
02/24/1€ 13:52 Modified RE ust MYTEST00003  Confirred
02/24/1€ 13:56 Cancelled RE uso MYTEST0000Z  Cancelled
dup
02/26/1€ 15:06 Bocking Created RE ust 155.54 MYTEST00004 Confirred
02/26/1€ 15:09 Eartial Checkout RE MYTEST00004  Confirred
02/2&/1€ 15:10 Return cf Unused Egquipment RE MYTESTO0004 Confirrmed
02/26/1€ 15:10 Medified RE MYTEST00004  Confirred
Medified Erice Reason : ijij
02/2&/1€ 15:10 Partial Checkout RE MYTESTO0004 Confirrmed
02/26/1€ 16:53 Farvial Checkout RE MYTEST00003  Confirred
03/01/1€ 12:18 Guotasion Created =p MYTEST00010  Light Fencil
03/01/1€ 1 0 Mcdified RE MYTESTO00010 Confirrmed

03/01/1% 12:2Z Bocking saved with value excesding customer credit limit. RE usD 31.18 M¥TESTOO0010  Confirrmed



