
Rental Contracts



1 Enter the Correct pre-

fix for the territory the 

equipment will be on rent in 

then hit the next button

*A list of prefixes can be 

found at the end of this 

document.

2Enter the Customer 

Number. If you’re not 

sure of their number, you can 

use the search button.

3Select the billing code. 

Most rentals are Arrears 

Default Rental (28 Day)- DR. 

Jeeps and some integrity 

equipment are done in the 

Daily Profile -DA  

4 Enter the ship date.

5Verify that the Begin 

Date is the same as the 

Ship Date. 

Modules > Automated Rental Management (ARM) > Main > Contract Entry
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*Any field that has a magnifying glass is searchable. Within that 

search field all are customizable. If you want to set up custom 

searches, refer to the custom look ups job aid.



6Verify the Status is 

“Ship”

7Enter the Job Number. 

**DO NOT USE job 

number P001000 anymore**

8Enter the contact name 

and phone number.

9Verify the Terms code 

is 05 -On Receipt. Enter 

the Customer PO. If you do 

not have a PO yet, you MUST 

enter TBD (must be in all 

caps)

10Select the salesper-

son number.

11Enter the warehouse 

of the territory the 

unit(s) will be on rent in.

12Enter ORIGIN for 

the FOB.

13Enter the Ship Via.

*For contracts going on 

future start or going to 

be on hold for freight, please 

refer to last pages of job aid.

6 7
8
9

10

11
12
13



14Verify the Tax 

Schedule says “Av-

atax”

15The Bill To Address 

will automatically 

populate.

16Select the ship to 

from the available 

codes or enter the Ship To 

Address manually if not go-

ing to be a common address. 

Make sure to enter a good 

shipping address so that the 

taxes will be correct. You can 

verify the address by clicking 

the verification button		

*Refer to end of job aid to 

learn to create a common 

ship to code.

17On the lines tab, 

enter the item code 

that will be going on rent. If 

there is support equipment 

being shipped with the main 

unit, add the items in lines 

2 and on until they’re all on 

the contract. Remember each 

piece of yellow iron should 

have it’s own contract.

18Enter the quantity 

ordered.

14
15

16

17 18



19 Once you get to 

the Unit Price, the 

Contract Pricing Matrix will 

pop up. Verify the rates are 

correct with what the sal-

esteam provided you. Then 

click OK.

20In the secondary 

grid, find the Qty 

Shipped line and enter the 

quantity you will be shipping.

*Make sure to verify the 

ship date matches the 

billing cycle on the header by 

clicking the transaction zoom 

above the lines         click okay 

when finished.
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21 Once the quantity is 

entered, the Serial 

No. Distribution Entry win-

dow will pop up. Locate the 

serial number. Enter a quan-

tity of one in the Distribute 

box and the hours on the 

machine in the Start Meter 

field. Then click accept.

22 If there is freight 

to be charged to 

the customer, enter it. In the 

description you must enter if 

it’s delivery or return freight, 

what type of unit the freight 

is for, and serial number. (i.e. 

“DELIVERY FREIGHT FOR 

D8T DOZER W/ RIPPER 

S/N FCT00389)

23Verify all informa-

tion entered is cor-

rect on each tab starting with 

the header tab and following 

through to the totals tab.
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24 On the totals tab,  

click “Quick Print” 

at the bottom left to print the 

contract and pick sheet. (or 

preview to save a digital copy 

of the contract)

25Click Yes to save 

the changes you’ve 

made.

26From here, you can 

select to print the 

contract, the picking sheets, 

or both.
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Contract Prefixes

B- Midland, TX (015) Integrity Equipment

E- Pecos, TX (006) All Equipment and Midland, TX (015) Construction Equipment

H- Houston, TX (620) Integrity Equipment

J- El Reno, OK (660) All Equipment

K- Oak Ridge, TN (010) All Equipment

L- Ruston, LA (730) All Equipment

N- Mansfield, PA (009) All Equipment

R- Aurora, CO (003) All Equipment

T- Houston, TX (620) Construction Equipment

W- Eighty Four, PA (002) All Equipment



*When doing Future Starts 

and Freight holds, you 

MUST MAKE SURE you se-

lect BOTH “Hold Contract/

Billing” and either “Future 

Start” or “Awaiting Freight”. If  

you do not select “Hold Con-

tract/Billing” it will not hold 

from billing. The second two 

are the reason the contract is 

on hold from any billings.



*If the customer has a new 

address they’re using 

frequently, create a new ship 

to by clicking the blue words 

“Ship To”. Click accept on 

the window to create a new 

ship to. Type in caps a 4 

letter description for the new 

location, the name, a good 

address, the warehouse for 

the location, salesperson, and 

make sure the tax schedule 

says AVATAX. Then click 

accept to save.


