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Protean Software General Introduction
Once you have logged into Protean there are 3 Tabs — File / Home / System.

“ Home System

File: contains information about the version of Protean you are running and contact details for Protean Support.

Home: is the tab that you will go to when logged into Protean, this contains all the items you will use on a day to day
basis within Protean.

System: is where the settings and setup of Protean is done, so any configuration details will be done through this tab.

Home Tab: this is what we call the Protean Ribbon:

Home System
SEEE FEEE R B 2 7 aa
=" == =~ = al N F
B B 3 B B 8 i & B e
Customers Suppliers Stock Purchases Sales Invoices | Equipment Hire Maintenance Jobs  Plannerboard Tasks Inbox | Reports | Windows Help Log Exit
- - - - - - - - - - - - - - - Off

This is broken up into sections for each module that you have access to.

There is a global enquiry button, |/ = \ and a drop down for each section.

Nustomer?|

If you hit the dropdown it gives you the other functionality to do with this section of Protean.

Custﬂmer5|5'-lpp|iﬂrs stack  Depending on which section you click on you will get different options.

- -

The example here is the customers section.

é:j Create Customer
|G,

(Again these options can be controlled by access rights).

37—::' Create Contact

Q:I. View Contacts

If you hit the Global Enquiry button, this brings up a list of all the current items within this section of Protean.

[=5] Global Enquiry - Jobs - 1 record = =
LB o o
Pl 7 2] 5 stetended | W Plannerboard | | Map
P S |ew | e r—— =
M Depot | [=] Fiter | [=] (] statusTa  [awaitng Detais [ ][ Filter I Reset
Equipment Job No_+ | Job Type Site Make & Model Curn | Area Due Date | To Do Status
omd qwar | ouns/01a00i0 stk | Awaitng Compiete | |

These Lists (Global Enquiries) are how each individual user can quickly get the information they need about that
particular module of protean.
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Every global enquiry has common buttons at the top left, which are also available by right clicking on within the middle
of the global enquiry:

-
Create

@ Glebal Enguiry - Jobs - 1 record View

P 8B E e

Export List
Create, creates a new record. Send List
View, drills into the record selected. Reports
. . . L Refresh
Pick, is used when a global enquiry is bought up within another record.
Site Attended

Print / Export / Send, will send your list to Printer / Excel / Email.
Plannerboard

Reports, will shortut to the reports for this module of Protean M
ap

Refresh, just refrehses your list (can be set to happen automatically). Choose Fields...
v

|y Save Layout
The final 2 options are for customising the Global Enquiry view per user.

Field Selector

Choose Fields, brings up a lit of fields you can see, tick any you want, untick ] Action N
any you don’t want. Area b

[ Attachments A
This then dispays these fields this one time you are in the global enquiry. ] Authority E

] _ ] ] ] Cause

If you wish (per user) to always see these fields, then right click on the ] Chargeable —
global enquiry and click “Save Layout”. [ Completed Date

[ Contact Name
Save Layout, can also be used to save a users prefernce for a sort order, or [ ContactTel
column order within each global enquiry screen, which can be achieved by Current Engineer
clicking on or dragging a column as below. [| Customer

[ customer Equip Mo

[ Depot

Due Date

[l DuelInDays

[l Entered By 7
Click to sort. Click and hold to drag

Default l ’ oK ] ’ Cancel
Site [ [ ]Eae | i |[--- | Status Fr
Depot | | [=]Fiter | \ [+][e ) Status To
-

JobNo | Job Type Site

Make & Model Curr | Area Due Date | To Do Status
1|Project it
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Common Layouts & Features:

When you are in a record within Protean it will follow a common layout: The Top left will show you where

you are / what you are looking at.

.% Custormer - MATTS COMPANY / [} 3
General | Accounts | Sales | Attributes | Other | Memo |
Standard Details
[T X Stes; facve [<]
fame MATTS COMPANY |
reet 1: [MATT STREET
The form will be broken IMMWILLE :
up into different Tabs. | |
. [Orited Kingdom =] These Burgundy
Post Code: coloued headings
Phane: 0800 1234567 |[#] will break up the
Fax: | | form into sections.
Email: | |
Website: [ |[®]
Equipment Contact: | [=]
Accounts Contact: | E'
Reference 1: | [=]
Reference 2: | ~ : |
And the bottom of the
form will have buttons. e e o JIAJMATT |
Site Route: | [=]
Depat: IMain Depot El |
a =
The first 6 are consistant in @ | ks || modifyapha || campstory || cresteTask || Close |
every module.
The other ones depend on what
type of record you are viewing.

Other Common Features:

|Customer These (...) buttons will open up a Search screen.
Customer A Magnifying Glass will Drill into a record and move you to that record in

T Py protean.

If you open up a search screen in Protean, its an automatic smart search, so it will wildcard before and after what you

(5] Customer Search type, and you
E=rEnmE can fill out any,
Alpha: L 1

Status ora
Name: [att | . .
Address: | | (ncﬁve []Prospect ] Closed ‘ H ‘ combination of
Search Reset
rEEE search boxes.

| Alpha Mame Address

MATT STREET, MATT VILLE, MAZF7 4EW

Author: David Morris (24/10/2018) Version 1.0
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The Hire Cycle

Below is a diagram which is intended to show the complete Hire process:

Return to Capitalise
Stock P

For Hire

Add to

Inspect
P Contract

Truck

The

Inspect Hire Reserve
Cycle

Collect Despatch

On Hire

Setting up Equipment for Hire:

In order to have an item of equipment available to be hired out, it must first be Capitalised. In order to do this, you first
of all need to create the Equipment record. This is done by clicking on the drop down arrow below the Equipment Icon
and selecting Create Equipment:

.“ | |
K

=

System

=Rele]

Customers Suppliers | Stock  Purchases Sales Invoices

- - - -

@: Create Equipment

@L Craate Fnninmeant Trancnnrt Mnta

Author: David Morris (24/10/2018) Version 1.0
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1. Then enter the details of the piece of equipment as required and change the Status to Stock:

2] Equipment - 14 - HELI/HFD30 - dgfS67567 ]
General Attributes Attachments Financial Servicing Other Memo
No.: 14 ... | Category: |DIESEL C/B Depot: Nottingham -
Make: HELI =% Type: Standard Site: PRTOO01 ] [
Model: HFD30 ~ Sub Type:  |Standard Protean Main Office
. Lockhurst Lane
Serial No: dgf567567 Holbrooks
Status: Stock ) Coventry
West Midlands
Second Hand: [] o=
Location: “
Hire Rate: £0.00 InTransit: []
Name: o O Tel: &| [clear ||| In Workshop: []
Custome s Equpment o T
Category 1 ||| Reading:
Category 2 Date Read: =]
Reference 3
Reference 4
Parts Fitted Add Make & Model Modify Equip Mo Links
4|4 ||€ |F||E| ]| Ccreatecopy Close

2. Then click on the Financial Tab:

{%l Equipment - 14 - HELI/HFD30 - dgf567567

General Attributes Attachments Financial Servic

3. Then enter the current value of the item, the Date Depreciation started (or needs to start if a new item) and the

original cost of the item when purchased. Also enter the Final Depreciation Value and the Depreciation Rate
(Please note that this information doesn’t need to be completed if not required):

§| Equipment - 14 - HELI/HFD30 - dgf367567
General Attributes Attachments Finandial Servicing
|
Current Value: £10000,00
Depreciation Start Date: 20/07/2016
Depreciation Starting Cost: £10000,00
Final Depredation Value: £2500.00
Depredation Rate {Annual): 25.00%
Retirement Date:
Capitalise Retire
|

4. Then click on the Capitalise button. You will be asked for confirmation. Click 'Yes' and then enter the date as

required. The Current Value & Start Date are greyed out, as they cannot be amended manually on a capitalised
item.

=] Equipment - 14 - HELI/HFD30 - dgfS67567

General Attributes Attachments Financial Servicing

Current Value: £10000,00

Depreciation Start Date: 27/07/2016

Depredation Starting Cost: £10000.00

Final Depredation Value: £2500.00

Depreciation Rate (Annual): 25.00%

Retirement Date:
Return to Stock Retire

e — |
The Status of the Equipment will be automatically advanced to 'For Hire'.

Author: David Morris
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Searching for an existing Hire Contract

To view a list of current Hire Contracts, click on the Hire Global Enquiry icon: Hire |

The system will then display a screen similar to the one shown below:

== Global Enquiry - Hire Contracts - 30 records = =
T B0 5
. EHO e
|”d B0 @
Accounting Customer | |[=] Eaup | | [ | status From [Entry | Type | -
= Depot  [Nottingham o Fiter | o[- | StatusTo  [invoice Marked [ Filter Reset
B Hire Contract No + | Type Site StartDate | End Date | Customer Ref Status ~
947 | Sub Contractor
946 Sub Contractor ABC Second Depot Entry | ]
& 945 Sub Contractor ABC Second Depot Entry ]
944 sub Contractor ABC Second Depot Entry ||
Engineers 943 Sub Contractor Protean Main Office 18/07/2016  18/07/2017 Awaiting Despatch [i
942 Sub Contractor Protean Main Office 18/07/2016 test] Awaiting Despatch [J
B 941 Monthly in advance Protean Main Office Entry

Every global enquiry has common buttons at the top left, which are also available by right clicking on within the middle
of the global enquiry.

E

E Global Enguiry - Hire Contracts - 30 records

JRPdleBa| A3
| Customer | |[. B

Create: Used to create a new Hire Contract.

View: Drills into the record selected.

Pick: Used when a global enquiry is bought up within another record.
Print / Export / Send: Used to send the list to Printer / Excel / Email.
Reports: Provides a shortcut to the reports for this module of Protean.
Refresh: Refrehses the list displayed (Can be set to happen automatically).

| Arrmintinn

To then view the details of the existing Hire Contract, double click on the record and the system will display a screen
similar to the one shown below:

[E=] Hire Contract - 937
ADD301 e | [ AD003 2l & 937
ABC Second Depot ABC Machine Tools Ltd End: [&] || Type: Manthly in advance ~
Grove Lane 53, Cotswold Drive 5 -
== Renenas Cstomer e 4
girmingham Coventry Depot: Nottngham -
866 25 Cv3eEz Status: L= =
Contract Equipment parts
Show  [All Equipment ~
TR Hake | Hodel [ Semimo | st | offtwe | Stos | Rate |
LEE 9, [Mettler Toledo X700 8312684 121212002 || =] Active £229.00| [7]
Aad.. Wizard Add. Extras. Charze Histary. Suspend... Canfirm Unconfirm Total £220.00) [X
EOIEBICEREA T - Cancel Print Agree Deposit Invoice || Despatch | TransportRequests || Inwoice Collect Terminate Close

Author: David Morris
Last Edited By: David Morris

(24/10/2018) Version 1.0
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Creating Hire Contracts

There are 3 main ways to create a New Hire Contract on the Protean system, which are as follows:

1. The Main Contract screen: When you need full control over all options and settings.
2. The Quick On-Hire screen: For creating simple Contracts, when time is at a premium.
3. The Hire Contract Creation Wizard: Step by step Contract creation for those that like a helping hand.

Hire Contract Creation

To create a new Hire Contract, click on the drop down arrow below the Hire Icon and select Create Contract:

B
Home | System
BB SISEEE BE R B

Customers Suppliers | Stock Purchases Sales Inveices  Equipment| Hire |MWaintenance Jobs Plan

'QP Create Contract E

@ Quick On-Hire

-

L4 Contract Wizard
ey

fg Global Suspension
=~

The system will then display a screen similar to the one shown below:

[55] Hire Contract - <News

=} £
SIS SIS

Start: 5] || contract ho:

End: & || Tvpe: Monthiy in advance
Renewal: [E] || Customer Ref:

Depot: ottingham

Status Eniry

Contract Equipment parts

Show [l Equipment

S = | = =3 B | == - | =S | e = | == N | = =

-+
-
©
D,
12
L
i
15

First of all select the Site Address for this Hire, by either typing in the account code and pressing enter or using the El

button to open the Address Search screen. After selecting a Site the Customer will automatically be filled in with the
correct Invoice Address.

Note: It is also possible to select the Customer first and then change the Site if necessary.

If required, you can enter a Renewal Date for the contract: | ol |
Start:
End:
Renewal:

This can then be used in the Hire Renewals Due report, to list any contracts that require renewal within a certain date
range.

Author: David Morris

(24/10/2018) Version 1.0
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e Contract Type: Select the appropriate Contract Type for this Contract. (If the Contract Type you need is not in
the list, you can add it through System | Hire } Contract Types).

e Customer Ref: This field can be used to record a reference number from the customer if required.

If you wish you may then go to the Contract Tab in the body of the screen, and check or modify the details
recorded there:

Contract Equipment Parts

T
Sales Opportunity No I | &[] | [Entered By: (Chris Morgan -
Quoted Date: & Sales Rep: (Chris Morgan -
Attached Documen ts: o Maintenance Cover Type: ~ Fuly comprehensive =
Quoted Rep or Telesales: -
Category 2:
Reference 3:
Cyde: Monthly 9 Reference &
Invoice In Arrears: O
Internal Notes Contract Notes
Grouping: findivicual -
Invoice to end of month:
7Day Hre: O

(=)

I = ] Cancel print Agree Deposit Invoice | | Despatch | TransportRequests | Invoice Callect Terminate Close

Quotation Section:
Sales Opportunity Mo: m Q.| [28
. . . . . .. ted Date:
e You can use this section to link this Hire Contract to an existing Quotedba
. A Attached Documents: No
Sales Opportunity and attach any documents as required. e
(e}

Invoicing Section:

Cyde: Monthly -
The Invoicing details are all defaulted from the Contract Type (Cycle, Invaice In Arrears: O
Grouping & Arrears flag) and the rest from general Settings. Grouping: Individual -
Invoice to end of month:
NB All but the Cycle and Arrears flag can be changed here on a per Contract ' °'™ =

basis.

e Cycle: This will default in from the settings displayed on the Accounts Tab shown on the Invoice Customer
record selected. It controls how often this customer is invoiced.

e In Arrears: Enter a tick in this field to invoice the customer in arrears. If not selected, the customer will be
invoiced in advance.

e Grouping: This will default in from the settings displayed on the Accounts Tab shown on the Invoice Customer
record selected. It ddetermines if invoices are to be consolidated or not, and if so how:

Individual: Invoice raised for this contract only.

Site: Groups invoices of same type by site address.

Site Mixed: Groups invoices of all types by site (excl. equipment sales orders)
Customer: Groups invoices of same type by Invoice Customer.

Customer mixed: Groups all types by Invoice Customer.

Order reference: Groups all documents with same Customer Order Ref.

ok wnN P
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¢ Invoice to End of Month: Do you wish this Hire Contract to invoice up to the end of a month.

For example, with the option set to Yes, you create a Hire Contract that starts on 24th October. When you raise the first
invoice it will be generated from 24th to the 1st of November (not inclusive). From then on the system will generate tidy
monthly invoices for this contract.

With the option set to No, a monthly contract would create invoices from 24th Oct to 24th Nov, 24th Nov to 24th Dec
etc.

e 7 Day Hire: Determines whether to base the Hire invoicing on a 7 day week, or the default 5 day week.

Cancellation Section: Cancellation

e If the Hire Contract is cancelled, details will be shown
here.

Other Section:

] . Entered By: Chris Morgan o
e Sales Rep: Enter details of the SaIe§ Rep a.s reql.ure_d. Sales Rep: Chris Morgan o
e Maintenance Cover Type: If you wish to link this Hire Maintenance Cover Type: ST >

Contract to a Maintenance Contract Type then select the Rep or Telesales:

correct Type from the list here. It is not necessary to link Category 2:
this Contract to a Maintenance Contract Type in order to Reference 3:
service your hire Equipment. Reference 4:

o Reference Fields: Enter additional information in the
Reference fields as required. The names of these fields, can be setup in the System Settings area of the system
(System Tab | General | More | User References).

Notes Section:

¢ Invoice Notes: Enter any text that you wish to be displayed on Invoices
created for this Hire Agreement.

e Internal Notes: Enter any internal notes for this contract.

e Contract Notes: Enter any specific notes regarding this contract if required.

(These notes appear on the Hire Contract print out).

Author: David Morris (24/10/2018) Version 1.0
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Adding Equipment to a Hire Contract

Click back onto the Equipment Tab. We can now add Equipment to this Contract.

To do this you can either click onto the

Add...

number of the item to hire out, or use the
Cycle’:

button or the
Click the 'Add' button. The Hire Period Detail screen open as shown below. Either type in the Equipment

Wizard Add...

button.

button to see a list in Global Enquiry of items within the 'Hire

=] Global Enquiry - Equipment - 188 records.

o

Caupment
S
(53

Equipment
Transport

£

3. Use the Pick Icon to select the Equipment Record required:

~ &l |z %

site
Depot.

Equip No
0003

205
222
3327
3340
6T
12
8181
8234
90479
90549
90550
50594
91663
9167
91700
91707
92748

7| 2] HireDiary
o Eaup
Nottingham | Filter

e =
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office
Protean Main Office

Equipment Section:

After selecting the equipment, the Make, Model & Serial No are then all

filled in:

Invoicing Section

Invoice in Whole: Next select how you wish to invoice this item.
That is in whole days, weeks, months, quarters, six months,

ke
[Widanan |

Wickman
Oxford
Wickman
Wickman
Wickman
Wicknan
Wicknan
Wicknan
Wicknan
Wicknan
Wicknan
Wicknan
Wicknan
Wicknan
Wicknan
Metter-Toledo
Wicknan

Madel
FR767
C00-78-5
D25
P20
P20
P20
P200
P200
P200
P200
P200
P200
P200
FR767
P200
P200
X31
P200

Serial Number

0178010992
75

79093135
0050704
74574
73287135128
ES)

21061
173413

£38 184 GEF 4510
Y355 16 3811

H 17951
90042527896
018405

084895
07019027168
77056736

- Status From [For Hire

Status To

For Hire

Equipment Category | Equipment Type | Equipment St | Status
Factory Equipment _| Grinding Machine

Factery Equipment
Access ct

Factery Equipment
Factery Equipment
Factery Equipment
Factory Equipment
Factory Equipment
Factory Equipment
Factory Equipment
Factory Equipment
Factory Equipment
Factory Equipment
Factory Equipment
Factory Equipment
Factory Equipment
Access Ct

Factorv Eguioment

Grinding Machine
Remote

millng Machine
millng Machine
millng Machine
milling Machine
Millng Machine
Millng Machine
Millng Machine
Millng Machine
Millng Machine
Millng Machine
Grinding Machine
Millng Machine
Millng Machine
Remote

Millng Machine

Non CNC.
Diesel
anc
anc
anc
ane
ane
ane
ane
ane
ane
ane
ane
ane
ane
Diesel
ane

For Hire
For Hire
For Hire
For Hire
For Hire
For Hire
For Hire
For Hire
For Hire
For Hire
For Hire
For Hire
For Hire
For Hire
For Hire
For Hire
For Hire

4

years. The default value shown, depends on the Contract Type

selected earlier.

Invoice Past Off-Hire: Defaults whether hire should continue past
the end date until the equipment is collected. Dependant on
selections in settings, but can be changed per item of equipment.

General (ross Hire

Equip Mo: 20479
Make: Wickman
Model: P200

Serial Mo: H-17341-3

Inveice in whaole:
Invoice past Off Hire:
Auto Credits

Depaosit (Months):

Deposit has not been invoiced

L]

Months

i |

Auto Credit: Default whether credit notes should be generated for early termination of hire contracts.
Dependant on selections in settings, but can be changed per item of equipment.
Deposit (Months): If you wish to raise a Deposit Invoice, fill in the time period to be invoiced here.

Author: David Morris
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Hire Module User Guide

Dates Section

e Enter the Start Date for the Hire and the Off-Hire date if know.
These can be left blank.

Hire Charges Section

Then select the charging structure for this item.

e Fixed Charge: You can enter a fixed charge for the period of hire if
required. An Off Hire date must have been entered earlier in order
to use this facility.

e You can also choose the units to charge in, the rate to be used and
when that rate should be enforced. The date of the first rate
always defaults to the Start Date of the Equipment item.

e You may enter here a Minimum charge value to be invoiced for
this item on this Contract. In the event of the Hire Rate calculation

Dates
Despatch: | =
Start: | 25/07/2016 |E|
Off-Hire: | 23f07/2016 |E|
Collection: | =
Invoiced Up To: | =l

Hire Charges

Fixed Charge: [ ]

Rote || stort From _

| £0.00| [ ... || 25/07/2016 |E |
% | =] Bl
Minimum Charge:

Excess Rate (Per Unit):

returning a lower figure than this, then it is topped up to meet the Minimum Charge. The field is populated
automatically by the system, calculated using the Minimum Hire Period Setting.

e The Excess Rate (Per Unit) field can be used for any hours over and above the Weekly Duty specified on this
screen. It is calculated using the Rate entered and the Hours worked - it is the charge for 1 hour, but can be

overtyped.

(At present the system does not automatically add these excess hours to Hire Invoices. These must be raised

manually if required).

Once all the details required have been entered, click on Close to close the Hire Period screen and return to the main

Contract screen where the item you have added is then displayed:

Contract Equipment parts

Show Al Equipment -]
| Gfawip ] Make/Modd |  Serilo | | Statss | Rate |
[s0479 | [&,] [wickman/P200 |[H-17341-3 |[ 250772018 [2][ 29/07/2016 ]| Entry i £0.00] [524

You can add further Equipment by either using the Wizard Add button, or the method above.
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Adding Parts to a Hire Contract

You can add Parts to a Hire Contract that already contains Equipment, or you can create a Contract purely for 'hire'
Parts. If Parts are also to be hired to the customer, click the Parts Tab on the Contract screen:

Contract Equipment Parts

Show | TERTS -
B rortto | Description | start | offtie ] States ] Sale | otv | Rate | Total |

Then click the small 'Add' button. Either type in the Part Number of the item to hire out or use the ***-! button to open
the Stock Search screen:

Stock Type: 2] SteckTye 1
Stock Type 2

— Reference 3

vew Seect concel

Choose the part required and click the select button (after selection the

Part No, Part Status and description are all filled in): Part No: 12CELL 25AMP N[ ] [
e Qty: Enter the number of Parts required to be hired out. R S
Qty: 1
Return Qty: 0
Invoice Qty: u]
Invoicing Section:
_ Inwoiang
e Sale: If you are adding a 'sale' item, tick the box provided. This will disable |53l U
or grey-out most of the fields described below as they are no longer Unit Sale P”;E; £150.00
i i H I e in w ; th o
needed. The sale price is entered automatically from the stock record. prassmheE ot
Invoice past Off Hire: D
e Invoice in Whole: Next select how you wish to invoice this item. Thatis in | sut0 credit:
whole days, weeks, months, quarters, six months, years. The default value | peposit (Months): 1
shown, depends on the Contract Type selected earlier. Deposit has not been invoiced

e Invoice Past Off-Hire: Defaults whether hire should continue past the end | Marrative:
date until the equipment is collected. Dependant on selections in settings, | s s some narrative text
but can be changed per stock item.

e Auto Credit: Default whether credit notes should be generated for early termination of hire contracts.
Dependant on selections in settings, but can be changed per stock item.

e Deposit (Months): If you wish to raise a Deposit Invoice fill in the time period to be invoiced here.

e Narrative: Enter any additional text to appear below this part number on the invoice.
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Dates Section: Dates
Despatch:
e Enter the Start Date for the Hire and the Off-Hire date if know. Start: 25/07/2016
These can be left blank. OFf Hire:
Collection:
Invoiced Up To:
Hire Charges Section:
e Then select the hire rate charging structure for this part by choosing the Fixed Charge: [ ]
units to charge in, the rate to be used and when that rate should be Rate [IIECCERM| Start From |
enforced. The date of the first rate always defaults to the Start Date of the ﬁ £0,00| ... || 25/07/2018
Equipment item. i

Minimum Charge: This will automatically calculate itself based on the rate
you have entered above but both can be manually overwritten. Minimum Charge: £0.00

Click on Close to close the Hire Period screen and return to the main Contract screen where the item you have added is
waiting for you.
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Adding Extras to a Hire Contract

Use the = button to open the Extras screen where you can select which items you wish to include with the

hire of the Equipment e.g. Delivery Charges, Fuel etc.

(The list of extras displayed are setup in Settings | Hire | Hire Extras).

IJH..[[.-M- =
j = 1.00 = &y al

Delete DD Clase

Click on the drop down arrow icon in the description field and select the Extra required. The default settings for the
extra are then displayed, however these can be amended if required.

e Quantity: Enter a quantity for this item.
e Unit Cost: Enter the cost value to your company, for this item.
e Unit Price: Enter the selling price to the customer, for this item.

e Invoice Schedule: Choose whether this Hire Extra should be invoiced on the Next (first); the Last invoice
generated by the Hire Contract it is on or Every. For example, you may have Delivery on the Next invoice and
Collection on the Last or Insurance on every invoice.

e Narrative Box: Enter any additional text that you wish to display on the invoice for this extra

Once all the extras required have been added, click on Close.

Activate the Hire Contract:

. . . A .
Once all of the items required are on the contract, then click on the button to activate the Contract and
then you are ready to despatch the Equipment to Site.
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Using the Quick on Hire process to create a Hire Contract

The primary purpose of the Quick On-Hire screen is for simple Contract creation when time is at a premium.

To save time, you only have to enter the minimum information about the Contract and the Equipment the Customer
wishes to hire. All of the default values set up elsewhere in the system (Hire Contract Type & General Settings), are used
to fill in the gaps, although any Contract created using this system is fully amendable via the main Contract screen once
created.

1. To create a new Hire Contract using the Quick On-Hire method, click on the drop down arrow below the Hire
Icon and select Quick On Hire:

rome | ssten
A ELELE

BE R E

Customers Suppliers | Stock Purchases Sales Invoices Equ\pment\ Hire \Mamtenan:e Jobs  Plan

‘g]i_; Create Contract E

;’; Quick On-Hire
/. Contract Wizarg
oL

=X

Global Suspension

2. The system will then display a screen similar to the one shown below:

E5] Quick On-Hire

Contract No: T/

Contract Type: [ <]
Hire Period: [2sp07/016 [&] to [ =l
Hire Rate: I [l | [ Perwesk O]

Customer Order No:

o
—Decrmion ot ot cout umtPrcel otor oot prce]

il <[ I [ ennf|  0.00]
e — —
Edit Contract Print Contract Print Despatch Note Despatch Close

Site Section:

3. Either type in the Site Alpha (account) Code and press enter, or use the [*** ' button to open the Address Search
screen. Once selected the name and address of the Site will appear for confirmation.
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Equipment Section:

4. Then select the item of Equip the Customer wishes to hire out, by either typing the Equipment Number and
pressing enter, or using the '*** | button to open the Equipment Search screen.

Contract Section:

5. Then select the Type of Contract you wish to create from the drop-down list (This list is maintained in System |
Hire | Contract Types).

6. The Hire Period will default to today, with an open Off-Hire date. Both dates can be manually entered here.
7. Next, select the Hire Rate to be charged and the Order No if you have one.

Hire Extras Section:

8. If you need to add any Hire Extras to this Contract (for example, Transport), then select it from the drop-down

list and then check and/or enter the cost and selling prices for these items (This list is maintained in System |
Hire | Hire Extras).

Once all of the details have been entered, the screen will look similar to the one shown below:

5] Quick On-Hire 2
ste [ wwome |

PICO01 -Gy Equip No: 92753 I

Picture Frame Ltd Make: Wickman

Viestmeaions edel: - pao

Devizes Serial No: 126554

Wiltshire
SN12 4RE

Contract Mo:

Contract Type: Monthly in arrears e
Hire Period: 25072016 to
Hire Rate: £50.00 Per Week ~
Customer Order No: fo6767

[ Wweowe
[ oot o Jume con[omt prce[ sl controratrce

» ~ 1 £50.00 £80.00 £50.00 £80.00

* ~ £0.00 £0.00]
Totals: £50.00 £80.00

Edit Contract Print Contract Print Despatch Note Despatch Close

Once you have entered the details you have a number of choices on how you wish to proceed. You can:

e Create the Contract and open it for Editing

e Create the Contract and Print a hard-copy of it

e Create the Contract and Print a Despatch Note for the Equipment

e Create the Contract and open the Despatch screen ready to despatch the Equipment listed.
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Using the Hire Contract Creation Wizard to create a Contract

The Contract Creation Wizard is designed to guide the user through creating a new Hire Contract as smoothly and
painlessly as possible. The Wizard will ask you set of very simple questions. The answers to these questions are used as
the skeleton to create the Contract.

Some of the background detail will come from General Settings and the Hire Contract Type you select, although any
Contracts created via the Wizard can quite simply be amended using the main Contract screen once created.

e You are only asked one question at a time on uncluttered screens.

e The Wizard will only allow you to move on from a question once a satisfactory answer has been given.

e |[f the questions does not need to be answered it will let you move on without answering.

e The 'navigation' buttons at the bottom of the Wizard will only become available if they are allowed in the
circumstances.

To create a new Hire Contract using the Contract Wizard, click on the drop down arrow below the Hire Icon and select
Contract Wizard:

[ 1HE
Home | System
BB SEEHE BE R B

Customers Suppliers | Stock Purchases Sales Invoices Equ\pment‘ Hire |Maintenance Jobs Flan

a E
LA Create Contract
=
= k On-Hi
é" Quick On-Hire
i #. Contract Wizard

=y

9 Global Suspension
—

The system will then display a screen as shown below:

Hire Contract Creation Wizard - Step 1 of @

Which piece of equipment would you like to hire out?

Equipment No: | N
Make:
Model:

Serial No:

Cancel

You then have to enter information as requested and then click on the Next button to work your way through the
various screens as required.
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Printing a Hire Contract

Once all of the items required are on the contract, you can print a hard copy of it if required. Click on the
button and the system will display a copy of the contract which you can then print, fax or email to a customer:

‘HIRE CONTRACT

e This not only produces a hard-copy of the contract but also sets the status of the contract to 'Quoted' so that
you can identify those contracts awaiting agreement.

. A L .
e When the Customer agrees the contract, click on the = button. This will activate the contract and
allow you to despatch the equipment.

Cancel

o If the Customer does not wish to pursue the contract you can cancel it by clicking on the button.

Alternative methods:

There are two alternative methods for producing a Hire Contract Quote, the difference being whether you use the
templates options to create a quote from within Protean but using Word (for example), or you simply attach a
document to the contract.

1. If you wish to use templates you have previously created to create the quote, create a contract as above and go
to the Contract Tab. Then click on the [ ] button, next to the field called Attached Documents. This will open
an Attachments window and list any attachments already on the Contract.

Click the 'Create’ button and a list of the templates you have set up appears. Select which one you wish to use
and Protean will open up Microsoft Word and allow you to raise the quote. When you are finished simply close
the document and Protean will attach it to the Contract.

. L. . Add Fil .
2. Alternatively, after clicking the E button to see the Attachments, click the oL button. This will

open a browse window. Find the file to attach and select it. You can attach multiple files of any type to a
Contract in this way. If you have created the quote outside Protean you will need to click the 'Quoted' button
back on the Contract to set the status to Quoted.
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Dispatching Equipment on a Hire Contract

Despatch
1. On the Contract containing the Equipment you wish to despatch click the button. This will open the
Despatch screen containing a list of all the Equipment on this Contract that is able to be despatched to Site:

5] Hire Preparation & Despatch 3

Equipment parts

Make/Model |  Status | startDate [ Despatch Date |Select]

[ ¥]iz047a | @) [Wickman/P200 |[Reserve |0 [ 25072016 || =]

Prepare

Select All Deselect All Request Transport [ Print Despatch Note Despatch Close

Note: By default all the items requiring despatch will be 'selected’'. If you do not wish to despatch all these items then
simply remove the tick from the selected box by clicking it with your mouse.

E Print Despatch Mote button.

3. If you wish to print a hard-copy Hire Despatch Note then you may click the
4. You can also create a Hire Preparation job from this ' -
. . o P EJDI:I Type Defaults £3 ]
screen if you wish by clicking the erae button.
(A Job of the Job Type specified in System ! Job ! Job Global  Equipment

Type Defaults will be created). Prepare for Hire Job Type:  Prepare for hire v

Despatch

5. When you are ready to despatch the selected Equipment, click the :I button. A message appears to
inform you that the Equipment has been despatched. The Despatch Date is populated automatically, but can be
overtyped if you wish. The Equipment is now on hire.
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Off Hire Equipment on a Hire Contract

Collect
1. On the Contract containing the Equipment you wish to Off-Hire, simply click the button. This will
open the Collection screen:

5] Hire Collection 2
Equipment parts
—— Pk Hode [~ o weRer [ InvocedTo | Offire ate | Colectbate | seect [cran JJ
[¥][s0a7 A Widman/200 & 2800772016 [ =]
‘Create Off Hire Jobs
SelectAll || DeselectAl Offtire || RequestTransport Print Collection Note: Collect Cose

2. This contains a list of all Equipment that is ready to be “Off-Hired”.

Note: By default all Equipment in this list is 'selected' via the tick-box. If you do not wish the Off-Hire to effect all of the
selected Equipment then remove the ticks by clicking them with your mouse.

e You can also create an Off Hire Job from this screen if
you wish, by clicking the L.Zrsats0ffHirzdebs i button (A

lob of the Job Type specified in System | Job | Job Type
Defaults will be created). Prepare for Hire Job Type: |Prepare faor hire " |

=3| Job Type Defaults 3
Ij yp

Global  Eguipment

Off Hire Job Type: [Off hire inspection ]

3. Click the 'Off-Hire' Button. A message appears telling you that the selected Equipment has been Off-Hired. Each
item is given an Off-Hire number generated by the system and a date. This date (today) can be overwritten if
necessary.

Note: It is useful to note that if you type the date in first, before clicking the Off-Hire button, then this date is preserved
and not overwritten by the system.
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Collecting Equipment on a Hire Contract
The procedure for collecting Equipment from Site is very straight forward, simply follow the steps shown below:

1. Onthe Contract containing the Equipment you wish to collect, click the
Collection screen and show a list of Equipment that is able to be collected:

button This will open the

5] Hire Collection 3
Equipment parts
[Seiect Jcrean]
D= | @) [Wickman/P200 Il =] 28/07/2015 [E] | =]
Create Off Hire lobs
Select All Deselect Al Off Hire Request Transport Print Collection Note Close

Note: By default these item will have a tick in the 'selected' column. If you do not wish to collect all of the items you
should remove the tick from the box.

. . . . . o Print Collection Mote
2. If you wish you may print a Hire Collection Note, by simply clicking the button. All

selected Equipment will feature on the document.

3. Click the button. A message will appear stating that the Equipment has been collected and the
Collected Date (and Off-Hired Date if not already filled in) will be populated, although these dates can be overtyped
if required. Close the Collection screen.

4. The Status of the Equipment line on the Contract will now read Collected and be of an Inspection Status.

Author: David Morris (24/10/2018) Version 1.0
Last Edited By: David Morris Page 23 of 46



Hire Module User Guide

Suspending Hire

It is a very simple matter to set against a Hire Suspension period against individual items of Equipment on a Hire
Contract. You can set up multiple suspension periods for as far in advance as you require. For example you may wish to
suspend the hire charges over the Christmas period or you may agree to suspend the hire charges on a particular item
that has been breaking down a lot.

To suspend a Hire period against an item if Equipment:

1. Go to the Hire Contract in question and then ensue that the Equipment you wish to set up suspensions for is
selected using the record selector box:

Show |All Equipment

Iboog | &
93311 | &l

2. Then click the | =4=Fend... | h;tton.

=] Hire Suspension = E3
A small box appears where you can enter the Start & End Dates of the
. » E E
suspension: DL El
If required you can set up several suspension periods now for as far in advance as
you require.
Close

3. Close the box to save your entries.
4. Now when you process Hire Invoices for this Contract the system will automatically (when the time comes)
discount the suspended period from the normal invoice value.
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Applying new Charge Rates

It is a simple matter to set up automatic price changes per item of Equipment on Hire Contracts.

1. Onthe Contract in question go to the Hire Period Detail screen by using the [ ] button on the end of the
Equipment lines.

2. Here in the lower right-hand corner you will see the Charges section:

Fixed Charge:

m Monthly |« Start From

:D‘ £455.00( .. || 12/12/2002

Here you can enter a Hire Rate and a date that this rate is in force from. Therefore it is
easy to enter another rate below the first, with a date when that rate should be used. In
this way it is possible to set up multiple rate changes as far in advance as you need.

Minimum Charge: £105.00

. . ) Excess Rate (Per Unit): £2.62
3. The varied rates are shown on the Hire Invoice.
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Raising Deposit Invoices
If you wish, you can raise a deposit invoice for a Contract. This has the effect of throwing the invoicing forward for this
Contract.

For example, if you raised a one month deposit on a Contract that Contract would always be one month ahead of the
rest of the Hire Contracts in terms of invoicing.

To raise a deposit simply follow these steps:

1. Enter a number of days, months, quarters etc. to invoice in the Deposit field on the Hire period Details screen
on the Contract (one per item of Equipment):

Inveice in whaole: Months |«
Invoice past Off Hire: ]

Auto Credit:

Depaosit (Months): 1

Deposit has not been invoiced

. Deposit Invoice
2. Then click on the button:
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Invoicing a Hire Contract

There are two methods of invoicing a Hire Contract, which are as follows:

1.
2.

Use the Batch Invoicing process.
Use the Immediate Invoice button on the Contract itself.

Using the Batch Invoicing process:

To produce Hire Contract Invoices using the Batch Invoicing process, simply follow these steps:

1.

Click on the drop down arrow below the Invoices Icon and select Create Sales Invoices:

&=
Home System
BEGDCEED BEBEE

Customers Suppliers =~ Stock Purchases Sales (Invoices| Egquipment Hire Maintenance Job:

2.

g Invoicing

=i .
e Create Sales Invoices Tl

The system will then display a screen like the one shown below:

Depot

[] 30bs

Last Run

Invoice

Tax Point

Banner

General Maintenance Hire Reprint Archiving

Items to invoice

Document types Invoice cydes

[[] Despatch Motes

[] Misc Sales Orders

Job Invoice Preview

(Al ~

| Immediate "
iw| Daily

] wekly

iw| Four Weekly

=] Generate Print View

26/07/2016 Generate Print Deselect All

Close

3. Then select the Hire tab: —
[El Invoicing
General Maintenance Hire Reprint Archiving
Contracts to invoice
4. If you operate a multi-depot operation then first select from the Depot drop-down list which Depots hire
invoices you wish to raise now. If you do not have more than one Depot or you wish to raise invoices for all
Depots, simply leave the Depot field on its default value of (All).
5. Select whether to invoice Active, Terminated (or both) Hire Periods using the tick boxes at the top of the form.
6. Using the Invoice Cycle, Contract Type and the Advance/Arrears drop-down lists, create the different
combinations of invoicing you need.
7. Against each combination enter an up to date (inclusive).
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8. If you wish to see a preview of what invoices will be raised based on the currently created template above, click

the first Generate button, in the Invoice Preview section.
9. Then select to print or view it on-screen as you wish. You can at this stage amend any contracts individually or
correct the template as you need.
10. Check the Tax Point (this is the date that will be printed on the invoices).
11. Then click the second Generate button.

The system will select the contracts to invoice, based on the template created above and notify you of the number of
contracts selected, and ask you if you wish to proceed with creation.

Once the invoices have been created, you have the option of printing straight away or later.

Immediate Invoicing process:

The other method to invoice a Hire Contract, is to use the Invoice button on the individual Hire Contract itself. To do
this, follow these steps:

1. Use the Hire Global Enquiry screen to locate the Hire Contract required:

2] Global Enquiry - Hire Contracts - 31 records

=} 2
SETIY-= 7| 12
Accounting | Customer «ee | EQUD «ee | StatusFrom Entry <] Tvee ~
CRM Depot INottingham - | Filter | |- | Status To Invoice Marked |, Filter Reset
Equipment. Hire ContractNo © | Type Site Start Date | End Date | Customer Ref Status ~
[ o Montiynodore SR — 2507200 |
947 Sub Contractor ABC Second Depot 13/07/2016 Awaiting Despatch
@ 9% Sub Centracter ABC Second Depot Entry |
945 Sub Contractor ABC Second Depot Entry |
Engineers. 944 Sub Contractor ABC Second Depot Entry | |
943 Sub Contractor Protean Main Office 18/07/2016  18/07/2017 Awaiting Despatch
«"f-" 942 Sub Contractor Protean Main Office 18/07/2016 testl Awaiting Despatch
o 941 Monthly in advance Protean Main Office Entry ||
E— 940 Monthly in advance Protean Main Office Entry | |
an 535 Monthly in arrears Brown &Co 15/06/2016 Entry ]
B 938 Monthly in arrears Business Exfibitions Entry ||
* 1? 937 Monthly in advance ABC Second Depot 12/12f2002 4 Active [ ]
157 936 Monthly in arrears Picture Frame Ltd 11/12/2002  28/12/2002 Active | |
Equipment 935 Monthly in arrears Stevenson & Smith 09/12/2002  27/12/2002 Quoted
Transport 934 Monthly in advance Robertson Joinery 09/12/2002 Active B
i i Invoice
2. Select the Hire Contract and then click on the button shown at the bottom of the screen:
3] e Contract - 948 o =
T A bates
|00MO0 1 - COMDD 1 - Start: 25072016 #)| | Conbract No: 545
Eﬂ'vmn’-dmw: Compitnn Packaging End: & || Tvee: Marthly
e it state e e il Estate Renenel: ] | Cstomer Ref
== = e
IE”‘Z;,;’ '5’:;’;'" Status: Actve
Contract Fquipment  papts
show Al Equpment -
| fawe | MakejModel |  Seaibe |  stan | | statws | Rate |
¥ s @ VicmenP200 H-173413 25072016 || 250772016 | Colected 0.0 []
55 @) Visman/P200 01808 2072016 [E) E|  anetng Cespotch £0.00] [aee
Add. Wizard Add... 2 Charze Hisa torv. Suspend. Confiem Uncenfirm Total 0.0 X
T ¥ [® g E D Cancel Pt Ayer | Dmpostinvoce || Despatch | TraneportRequests | Imvoce Calect Termnate Close
. . . . §| Immediate Invoice
3. A small pop-up window is opened, where you can confirm the Tax Point
. . . . Invoice Details
and Invoice Up To Date and either Preview or Generate the Invoice:

Tax Point

Preview

Invoice up to and induding

Generate

2408/2016

Cancel

NB: Obviously this method only raises invoices for one contract at a time and ignores any invoice consolidation that may

be set up.
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Raising Credit Notes

What do you do if you have invoiced a Customer in advance for a hire and then they decide to off-hire it before the
agreed end date? You need to raise a Credit Note, but don't need the hassle of working out how much is owed for the
'‘overcharged' period. Protean can handle this for you.

* InSystem | General ; Settings there is a global option =5 ctem settings

= 23
called: Hire Automatic Credit Notes Default. Show settings for system: [fire 7l
Hire Advance Invoices Long Term
Hire Advance Invoices Short Term
Hire Automatic Credit Notes Default Yes
|Hire Charge Credit Note Reason || Hire overcharge |

e On each Hire Period Detail screen (one per item of Equipment per

Contract), this flag is also available and amendable: Invoice in whole:
Invoice past Off Hire: O
Auto Credit:
Depasit (Months):
Deposit has not been invoiced

e On the Collection screen i ERl i Collection b
each line again shows the Cotpment Parts
default option (yes or no) ' Mm%

and has the ability to be
amended here too:

To use this facility:

1. If you have 'overcharged' on a hire, then when you collect the item ensure that the Auto Credit function is selected
for that item(s), by checking none of the methods mentioned above.

2. Then when you raise the final invoice (if there is not one to raise then run invoicing anyway), the system will
produce a Credit Note for the correct amount.

For example:
e You hire out Equip No 1234 to Customer ABC at £100/month for 3 months.
e You raise an invoice for the whole amount up front (£300).
e Then ABC decides to off-hire it half way through the last month.
e On collection you ensure that the Auto Credit box is ticked and collect the Equipment.
e Then click the Immediate Invoice button.
e The system raises a Credit Note for the overcharged portion automatically.
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Raising Manual Credit Notes
You can also raise a manual credit note, by following these steps:

1. Click on the drop down arrow below the Invoices icon and select Create Sales Credit Note:

Home System
AT IR

Customers Suppliers | Stock Purchases Sales |In\roices| Equipment Hire Maintenance Jobs

=i R =
H] Create Sales Invoices i

£
H] Create Sales Credit Note

2. Ensure that the Type box in the top right-hand corner of the Credit Note
screen is set to Hire (this is the default position):

Type: | Hire v
Contract Mo: I:l e | [
Depot: | Mottingham W |
Status: | Entry |

3. Inthe field below the Type box either enter the Contract number you wish to credit and press enter or use the

button to open the Global Enquiry screen to search for it.
4. Once selected, the Credit Note screen is automatically filled in with the details from the Contract (the
Customers name and address and Equipment information):

5] Credit Note - 300 o =

ROBO01 a ROBOO1 & redit No: et ire -
Fobertson Joinery Rabertson Joinery Created Date: 27072016 [5] Contract No: 534 |[=][&
598, Eidon Avenue 599, Eldon Avenue pR— ] — Nottngham _[2]
Hounslow Hounslow Entered By: ChrisMorgan | Status: Entry |
Middlesex Middlesex
W0 TS 00 [ oo
Re: Invaice No 13869
Equipment Parts  Extras
| faun | Make & Hodel | Seriallio | [ _from | To | Nextinw | value |
[¥]fo3811 [Wickman FR767 (06013027126 | 01072015 [] [31/07/2015 =] [01/07/2015 [ £700.00
[ Il I[ Il M|l =] =] ]| £0.00]
CETE Y Total £700,00
Credit Total:
4+ ¥ ® G =] Cancel Credit Close

5. Enter the value you wish to raise a Credit for, in the Credit Value box.
NB: Whatever items remain on the screen, when you press the Credit button will appear on the Credit Note.

6. Next, for each line that remains on the Credit Note you need to select a Reason. This reason will determine
what happens to this line on the Credit, depending under which Stock Adjustment Category it was created
under.

7. Check the Credit Total box just above the Close button. This is the Net Credit Note value. If it is satisfactory, click
the Credit Button. This will raise the Credit Note based on the details left on-screen. If you have not allocated
Reasons to all the remaining lines, the system will remind you.
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Adding Equipment to an existing Hire Contract

1. Go to the Hire Contract you wish to add an item to:

P T = u
= = oont s Sy conane: | v

v Comn i - 18 rees i

G e i

PN o e )t et ]
o~ =1} e

el P el smn wam

Contract tavpment parts

T 5

L £ [andmanan -1 siorjs B yurime Cobected 0| =]

v S omers bi Ei) -

) ) [ ) [ ) () [ [ T~

5] ) ) ) B o [ o | o | [t | [ | ot ||| [t ] s | [

2. Then click the Add or Wizard Add button as you wish:

Add. .. Wizard Add...
3. The Hire Period Details screen opens:

=] Hire Period - <New>

b
General Cross Hire

T
Bwpte: ||| Dese
Make: Start: 26/07/2016 |@
Model: OffHire: &)
Serial No: Collection: =

iihin, B S—|
Tnvoice in whole: Hire Charges

Invaice past Off Hire: O Fixed Charge: [

Auto Credit: [Rate [[TTITANN| StartFrom |
Deposit (Months): [ I =1 =
Deposit has nat been invoiced

Off Hire Ref:

Weeky Duty (Hours): Minimum Charge: ]
Weekly Maintenance Budget: £0.00 Excess Rate (Per Unit): |:|
Add New = =4 Close

4. Select the Equipment and enter the details as appropriate.

5. On closing the Hire Period Detail screen, you will be returned to the Schedule List view and the new item of
Equipment will be there, and of status 'Awaiting Despatch':

Contract FEquipment parts

Show Al Equipment

|

| fqup |  mMake/todel |  SeralMo | start | offtire |  sStatus | Rate |

90479 Q) [Wickman 200 H-17341-3 25fo7/2016 |E|[ 25072018 [E Collected £0.00) [...
91679 Q| Widkman P200 018405 26/07/2016 |= = Active £0.00 ...
21700 Q| [Widkman P200 4084895 26/07j2016 | |&|[  Awaiting Despatch £0.00 ...

6. Click the Despatch button and the Despatch screen opens and shows

only your new item as ready for despatch: z|m - s ————— .
SeciAl | Dececdl e o

7. Click the Despatch button. The item is now “On-Hire”.
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How to collect one item of Equipment from a list on a Hire Contract

1. Go to the Hire Contract in question and click the Collect button. The Collection screen opens:

=5] Hire Collection =
Equipment parts

[ take/tosd | Ohirenei [ invocedto | oFHirebate | Collctoate | select[rean]
=3 @) [Widkman/P200 = = [&]

Gite || BeaumtTrmmpet || ik Cocion e o

2. Ensure that the only item 'selected' (with a tick in the selected column), is the item you wish to collect (or off-hire)
3. If you wish. You can print a Hire Collection Note for the selected item. By clicking the Print Collection Note button.
4,

Then click the Collect Button (and/or the Off-Hire button). Only the selected item is collected, the rest remain 'On
Hire'.
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How to record Cross Hire costs on a Contract
There is one method of recording cross-hire costs, which is via the Purchase Invoice Matching process.

Entering Cross Hire Costs:

When you post your purchase invoice(s) from the cross-hire Supplier, you can allocate the costs on the invoice to a
cross-hire item of equipment on a Hire Contract, via the Pl Matching screen (Invoices | Enter Purchase Invoice / Credit
Note):

(5] Purchase Invoice - 245245 = =’

luKsUPP
[T
Somevhere I

“De?ﬂt Nottingham | =
345345 rrrrr ey Pound Sterling Net:
[+ | o Louooo =

The UK [ 270t [ Unmatched et 00
Due Date: 2/07/2016 . status: Entry. Unmatched Tax: 0.0
Nominal Analysis Receipts Carriage JobCosts CrossHire Summary
T e T O T BT T
S ¥ ers [1sp07/201 [&] _y—|1 0]y y—\ns o
M [l JE=Tal JE[ 1l 1| I

Tax Totals: 416.67]

teg Z Delete Clear Commit Close

Simply select a financial period for this cost to be booked into and the system does the rest. As well as updating the
Nominal Ledger on your accounts and the Hire & Equipment Profit tables in Protean, the costs are shown on the Hire
Period for the cross-hire item on the Contract.

Viewing Cross Hire Costs:

Details of the Cross Hire costs recorded in this way, can then be viewed by selecting the Hire Contract required and then
on the Hire Period for the cross-hire equipment in question, there is a Cross-Hire Tab:

{ 22 Hire Period - 90479 - — 53
General Cross Hire «—

| == E—
EquipMNo: (30479 | 3,/ || Despatch: | 2s/07/2016 |=

In the screen displayed, you can view the costs recorded against the item (Frraws-1 %
period by period, to accurately reflect the costs as you incur them Ceneral] Croestare
allowing you to see the true profitability of this Contract: - foios imoce e |&
G T — I I [
Total: | £516.67] Delete
Add New B Close
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How to handle “Sale or Return” Parts on a Contract

1. Atthe end of the 'hire' use the Collect button on the Hire Contract to open the Collection screen. Click the Parts Tab
to see a list of Parts that can be collected:

5] Hire Collection 2
Equipment Parts

[ oo | pescwmor [ou] et [ awinv | omRer | oo To [ortireDate | colectDate [ selectcreat]
[P]poosszsoss  |W@peae [t 1o Im |l [®l B B&

Select Al Deselect Al Off Hire Request Transport Print Collection Note Collect Close

2. The'Qty' field shows you how many of each part were despatched to site. The

'Qty Ret' field will default to the same amount. This is the amount of each Part -mmm-

coming back from site. If it is not a full return then simply amend the returned [ 2 QIE][o 1
quantity here:

3. The system will automatically place any variance between what was despatched and what was returned into the
'Qty Inv' so that you can invoice the Customer for the shortfall. This serves two purposes. Firstly, for lost or damaged
hire items and secondly, for goods sold on a 'use or return' basis, such as cleaning fluid or gas bottles.

Note: /f you do not wish to invoice the Customer for non-returned items simply zero the 'Inv Qty'. The system will then
write these parts off.

4. You may then use the Off-Hire and/or the Collect buttons to return the Parts back to the Depot.

5. Any items requiring invoicing, will be invoiced when the final termination invoice is raised.
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How to dispatch Hire Parts

1. On the Contract containing the Parts you wish to despatch, click the Parts Tab and then the Despatch button.
This will open the Despatch screen containing a list of all the Parts on this Contract that are able to be
despatched to Site.

2. By default, all the parts requiring despatch will be 'selected'. If you do not wish to despatch all these parts then
simply remove the tick from the selected box by clicking it with your mouse.

3. If you wish to print a hard-copy Hire Despatch Note then you may click the Print Despatch Note button.

4. When you are ready to despatch the selected Parts click the 'Despatch' button. A message appears to inform
you that the Parts have been despatched. If there is insufficient stock available to despatch the parts you will be
informed. The Despatch Date is populated automatically, but can be overtyped if you wish. The Parts are now
on hire (or sold if so flagged).
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How to collect Hire Parts

1. Atthe end of the 'hire' use the Collect button on the Hire Contract to open the Collection screen. Click the Parts Tab
to see a list of Parts that can be collected.

2. The'Qty' field shows you how many of each part were despatched to site. The 'Qty Ret' field will default to the
same amount. This is the amount of each Part coming back from site. If it is not a full return then simply amend the
returned quantity here.

3. The system will automatically place any variance between what was despatched and what was returned into the
'Qty Inv' so that you can invoice the Customer for the shortfall. This serves two purposes. Firstly, for lost or

damaged hire items and secondly, for goods sold on a 'use or return' basis, such as cleaning fluid or gas bottles.

NB If you do not wish to invoice the Customer for non-returned items simply zero the 'Inv Qty'. The system will then write
these parts off.

4. You may then use the Off-Hire and/or the Collect buttons to return the Parts back to the Depot.

5. Any items requiring invoicing will be invoiced when the final termination invoice is raised.
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Hire Diary

You can access the Hire Diary from a number of different areas of the system. The two principle routes are:

1. On the Equipment Record
2. The Hire Global Enquiry screen

On the Equipment screen, for hire equipment, there is an 'Availability' button:

§| Equipment - 3340 - Wickman,/P200 - 0060704 = 3
General Attributes Attachments Financial Servicing Other Memo
Mo.: 3340 .-« | Category:  [Factory Equipment ||| Depot: [Nottingham |
vt o|TPe Ming achne ||ste:  rrons =
Model: P200 e Sub Type: CNC Protean Main Office
. : Lockhurst Lane
Serial No: 0060704 Holbrooks
Status: For Hire v Coventry
West Midlands
Second Hand: [] CVE 55F
Hire Rate: InTransit []
iWoiraps LI ]
Condition: .
E—— | T
camgory 1 | S —
Cotegory 2 [ (T —
Reference 3 [ |
Reference 4 [ |
Parts Fitted Availability Add Make & Model Modify Equip Mo Links
L e S "s] Q % j Create Copy Close

Clicking this will open the Hire Diary just for that one item of Equipment:

5] Hire Diary o B
o Bl ol
Eaiptia Mk 1Viodal [t 2 (o0 8 e el ool e[l wimlelwluls]zlzeleseson|eserlzlesl 0]
m 330 ‘wickman P200
View Equip Quick On-Hre key: W Quoted M Acreed [ Actve [l Completed | Close

Alternatively, from the Global Enquiry screen for Equipment you can click the Hire Diary button:

=3] Global Enquiry - Equipment - 185 records

PO

Accounting

O

Author: David Morris
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This will open and display the diary for the list of Equipment currently in the Global Enquiry list:

5] Hire Diary =3
July o[> 201 |[«][»

Equip No Make # Model [t zlaf a5 el 7 afo[m| nfw|w|ulnlw|r|elwfelalsa|z|as|z]2e]or]ze]zafsn]snn
008 Wickman FR7ET
w00s ADLISTTE
o Aunsys Sub Gon Gat Seanners

12 Auensys Sub Con Cat Seanners
" HELIHFO30
53z Wickman P200

200 Wickman P55
[ ) Wiskman 400785
20 Wickman P200

an Wiettler-Toleda K23
E Wickman P200

2w ickman P200

222 Ouford FOZ5

) ickman P200
E) Wiskman P200
264 ickman P200

E Wettler-Toleda K700
500
501
5565
5T
Farl

6668
BT
iz
8
ES
2238

View Equip PickEquip | | Quick On-Hire key: M Quoted [ Agreed M Active Ml Completed Close

This means that you can sort and filter the Global Enquiry list as required and then click Hire Diary.
For example:

You have a customer looking to hire a counter-balance truck from you. Open Global Enquiry for Equipment. Alter the
Status From to 'For Hire' and the Status To 'Inspect'. We are now only looking at hire items. Then in the Category
column, find 'Truck' and double-click. We are now only looking at hire trucks. Find a counter-balance truck in the Type
column and double-click. We now have a list of hire counter balance trucks. Click the Hire Diary button. We can now
check their availability.

e Once in the screen we are shown the diary for the current month. You can alter this by either selecting a month
from the list or using the < and > buttons to step through the months, similarly for the year.

Note: By hovering your mouse over the Equip No the Serial No is displayed. By hovering over the coloured bars
(representing contracts) the Contract No, Start & End Dates and the Contract Type are displayed.

e From here we can view an Equipment Record by clicking the Equip No in the list and clicking the 'View Equip'
button. We could also create a quick hire by clicking the 'Quick On-Hire' button.

e The 'Pick Equip' button is used when entering this screen from a Hire Contract (via Global Enquiry).
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Global Suspensions
This screen allows you to set a global suspension on all, or a chosen set of Hire Contracts.

1. Go to Hire | Hire Global Suspension on the menu:
B
Home System
BB IEEH BE R B

Customers Suppliers | Stock Purchases Sales Invoices Equ\pmem‘ Hire |Maintenance Jobs Plan

a0 =
9’1.1:‘ Create Contract

k On-H
&5 Quick On-Hire
5 Contract Wizard
-y

-

~¥ Global Suspension
—~

2. Inthe top half of the 'Criteria' Tab select any criteria that you wish to enter:

5] Hire Global Suspension = 3
Criteria  Contracts
Criteria
Depot: | v
Contract Type: w
Customer: - | S
Site: Al
Contract No: - | S Reset
Suspension Dates
From: | To: = Calulate >>

Close

3. Leaving all criteria boxes blank, means that the system will apply this Suspension to ALL Hire Contracts. If you do
not want to do this you must enter some criteria. You can use Depot, Customer, Site and Contract No as criteria
to cut down this list.

4. Then enter the date range for the Suspension.

For example: If you were giving your Customers a payment holiday for Christmas, you would enter 24/12/16 in the
'From' box and 27/12/16 in the 'To' box.

5. Click the Calculate button.

6. The system will switch Tabs to the 'Contracts' Tab and display a list of all affected Contracts based on the
criteria you selected previously.

7. If you are happy with the selection click Apply. If not, go back to the 'Criteria’' Tab and start again.
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Hire Module Setup
In order to use the Protean Hire Module, a number of pre - determined settings and lists must be setup. This is done, by
clicking on the System tab and then selecting the Hire option as shown:

Home System
Accounts = d9¥ Phrase Book Bl &%, Job Type Defaults iy i Attributes CRM - Hire =
]l & 2 @ Xy, B 6 s ¥

Mominals = :J Price Lists bd = Job - = i Types Maintenance = Utilities

Periods Import/Export Employees Settings Job  Labour Create Makes View Makes
More ~ Types Rates Inspection = & Models & Maodels Maore = Stock Security

Accounts General Job Equipment

Contract Types:

This is where you can create a number of different types of Hire Contract with different cycles, defaults etc.

General Tab:

2] Hire Contract Type - Monthly in advance 22

MName Vonthly in advance| ~ | | Modify

Desaiption  |Monthly in advance

Category Long Term e

Mominal Sales Credit
Account 4001 o

oK Cancel

e Name: In the Name box type (or overtype an existing name) the name of the new Contract Type that you are
creating. For example; Fixed Rate; Contract Hire; Casual etc.

e Description: Add a short Description, which is a required field. Notes recorded here can be useful some time
later when you or another user is looking back.

e Category: Use the drop down arrow icon to select the appropriate entry, either Long Term or Short Term.

e Account: Select the Nominal Sales Account and Dept (if applicable) that you wish the revenue from contracts of
this Type to go to in your Accounts Software.

Defaults Tab:
2] Hire Contract Type - Menthly in advance E3

General Defaults Maintenance

Invoice Cyde ~

Invoice Grouping Individual ~

Invoice In Arrears O

Weekly Duty 40

Invoicing Units Months ~

oK Cancel

e Invoice Cycle: This will default in from the settings displayed on the Accounts Tab shown on the Invoice
Customer record selected. It controls how often this customer is invoiced.

e Invoice Grouping: This will default in from the settings displayed on the Accounts Tab shown on the Invoice
Customer record selected.
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It determines if invoices are to be consolidated or not, and if so how:

e Individual: Invoice raised for this contract only.

e Site: Groups invoices of same type by site address.

e Site Mixed: Groups invoices of all types by site (excl. equipment sales orders)
e Customer: Groups invoices of same type by Invoice Customer.

e Customer mixed: Groups all types by Invoice Customer.

e Order reference: Groups all documents with same Customer Order Ref.

e In Arrears: Enter a tick in this field to invoice the customer in arrears. If not selected, the customer will be
invoiced in advance.
o  Weekly Duty: The rate to be used for any hours over and above the standard specified on the Contract.

e Invoicing Units: Enter the default units that will be used on the invoice.

Maintenance Tab:

2] Hire Contract Type - Monthly in advance £3

General Defaults Maintenance

Allowed Maintenance Contract Types

Daves Confract ~
Ex major parts

Excludes consumables

Fully chargeable

Fully comprehensive

- Chargeable

Services inclusive v
Default |Rental Service - Chargeable v
oK Cancel Apply

e On the Maintenance Tab, select the Maintenance Contract Types that you wish to associate with this Hire
Contract Type. This need only be done if you require special servicing regimes to be available for your Hire
Fleet.

Note: A general rule of thumb with Hire (asset) Equipment is that Protean wants to maintain and service it. Unless you
tell it otherwise it will produce service jobs for the entire hire fleet. It does this through the data input on two screens:

e Firstly, the Equipment Servicing screen. Here you must list the applicable Service Type(s), check the Interval
and Next Due Date and list any associated Parts:

=] Equipment - 90479 - Wickman/P200 - H-17341-3 o =
General Attributes Attachments Financial Servicing Other Memo
[ twe__[Timetnterval [eter Interval|_NextDue_| tastDone | tast Reading | Contract |
» <[ 3 |[Months[ < 01/07/1938 || |03/02/2000 [E 0 a
* - Months| < &] = Q)
|| Copyservice Spec from Make & Model Farts
Exclude from Service Jobs:
Parts Fitted Ayailability Add Make & Model Modify Equip No Links
1|3 |®||d| E|||| createcopy Close
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Secondly, the Service Types Defaults screen (System | Job | Job Type Defaults):

=2 Job Type Defaults 2|
Global Equipment i
Prepare for Hire Job Type:  |Prepare for hire v] F
Off Hire Job Type: |Off hire inspection | H
Sales Order Job Type: [Installation | i
Warranty Job Type: |';f'.n'arrantg.r on equipment |- | i
Further Work Job Type: |Quoted job | E

e Here you must select the Job Type to use when creating service Jobs for the Hire Equipment linked through
the Service Type.

e |[f these two screens are set up then when you run Update Service Jobs on the Maintenance menu, then the
system will generate Service Jobs for the Hire Equipment.

e Should you wish or need to set up anything out of the ordinary then that’s where the Maintenance Tab on
the Hire Contract Type screen comes in. This allows you to access the customised Job Types, Labour rates
and so on configured on these Maintenance Contract Types.

When you are satisfied with your selections click OK to save your new Contract Type and exit the screen, or Apply to
save this one and leave you in the screen to create another.

Hire Extras:

Here you can create items that you wish to add to a Hire Contract other than Equipment & Parts, such as Delivery,
Collection, Fuel etc.

==] Hire Extras = E2
Defau Sale [ Slen R Ace | Colection | Tvoroe] T Coe | Autodd]
= = s
Il 100/ £50.00][po10 ~|[oo10 <[ #80.00| 4009 o] O O
| |[Diesel I 1.00][ £20.00/jpo10 - |[oo10 <[ £30.00][#100 o] O O
| |[collection I 100/ £50.00/joo10 | [oo10 + [ £s0.00][4009 o] O O
| |[Gas Cylinders I 100/ £10.00/joo10 ~|[oo10 <[ £25.00][#101 v O
Edl | o0 | ~ v @0 <] O a

e Description: Enter in the Description box the name of this Hire Extras as it will appear on the Invoice and
Contract prints.

o Default Quantity: Enter a default quantity for this item. If it is an item like 'insurance' simply enter 1.

e Unit Cost: In the Cost box enter the cost value of this Extra to you.

e Valuation Acc / Cost of Sale Acc: Enter a Cost CR and DR Account (and Dept. if applicable). The cost value just
entered will be credited from the first account and debited into the second on invoicing. The first account would
be a Balance Sheet 'valuation' type account, and the second a Cost of Sales account.
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e Sale Price: Enter the selling price in Unit Value. Both the Cost & Value fields are defaults and can be amended
when this item is added to a Hire Period.

e Sale CR Acc: Select the correct Sales Account (NL) for the revenue to go to.

e Collection Note: If you wish this extra to be listed on the Hire Collection Note, that you can print when
collecting Equipment, then tick the box labelled 'Collection Note'.

e Invoice: Then choose whether this Hire Extra should be invoiced on the Next (first); the Last invoice generated
by the Hire Contract it is on or Every.

Example 1: You may have Delivery on the Next invoice and Collection on the Last or Insurance on every invoice.
Example 2: You hire out an item of equipment and wish to also charge for delivery, collection and fuel.
You create three Hire Extras, Delivery, Collection, and Diesel. The Delivery and Diesel you set to invoice on the Next

(first) invoice, whereas the Collection charge you set to invoice on the Last invoice.

e Tax Code: Select the appropriate VAT Rate for this Extra. For example, if adding Red Diesel to a Hire Contract
then ensure you are using the reduced rate of VAT.
e Auto Add: If ticked, this extra will be automatically added to every new Hire Contract created.

Note Attributes:

Here you can select which Equipment Attributes you wish to appear on Hire Despatch & Collection Notes:

ZE| Hire Note Attributes B3

Attribute Categories to
appear on Despatch
and Collection Notes

[ AW ppearance|

~
“

Dimensions R
* i

Cloze

This screen allows you to choose what information, relating to the Equipment, appears on Hire Despatch and Collection
Notes. Equipment Attributes are stored against individual items of Equipment. Each Attribute belongs to a Category of
your creation.

Here select from the list the Categories which contain the Attributes you wish to see on the above documents. If left
blank then the documents will just carry the Equipment No, Make, Model and Serial No.
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Equipment Attributes & Categories

Attributes allow you to store information about an item of Equipment (and Customer, Sales Opportunity or
Employee). They are completely user-defined, allowing you to hold as much or as little information as you wish about
any item of equipment on Protean.

To Setup Equipment Attributes & Categories, click on System | Equipment | Attributes:

B Protean - Machines 7.3.3648

Home System

R " . F 1
Accounts ~ h; & Phrase Book Wl &% Job Type Defaults ol i Attributes
B & B @° X, B & B¢

Mominals = :J Price Lists Job ~ ] Types
Periods Import/Export Employees Settings Job  Labour Create Makes View Makes
Maore ~ Types Rates Inspection = & Models & Models More ~

Accounts General Job Equipment
[ [

The system will then display a screen, similar to the one shown below:

0
8

=] Equipment Attributes

[Spedfication
Spedification
Spedfication
[Spedification

Drive List Power
Performance

Performance

Feeder bin capadty (cu| Numeric
‘Output bin capacity (cu| Numeric
REM Numeric Spedification

Spedfication

Dimensions
‘Appearance
[Appearance
lAppearance
[Appearance

Height Numeric
Spedification
Spedfication
[Spedification

Emergency Stop Yes/No
Contraller Type List
Overhead Guard Yes/No
Back Rest Yes/No
Maximum Load (ka) | Numeric
Width (mm} Numeric
iorking Height Numeric
Safety Guard /Bars | Ves/No
Remote alertoption | Ves/No
Nates: Text

[ X (]| N N PO Y PO

AdEEEEEEEEEEEEE AR

5

Spedification
Spedfication
Spedification
Spedfication
[Spedification

[Appearance
Performance
Dimensions
Dimensions
[Performance

BB RE

[Performance
[Performance

Options
(Options

&
D!nnnn!nnnn!nnnn!ﬂ

ddEEEEEEES A
o8 | C3 | Ko 16901 00 | 600 K5 | 5 (30| K9 150 | £ | S IS0 0 | 590 (9

I Y Y B 7

£ |4 | valelst Delete Close

There are various 'Types' of Attribute that essentially govern in what form the information is held. These Types are
Numeric, Text, Yes/No, List & Date. Each Attribute can also be Categorised (again using user-defined Categories), to
enable you to control long lists of information.

e Printing:
Attributes can be printed on Equipment Despatch Notes, Sales Invoices, Hire Despatch & Collection Notes, Hire
Contracts and so on.

e Searching:
Using the Advanced Query option in Global Enquiry you can also search on Attributes.

For example:

You have an Attribute called "No of Wheels". This would be a Numeric or List Type (depending how many
possible values there were). A customer calls and wishes to hire some equipment from you. He does not mind
what Make or Model it is but it must have 3 wheels. Using the Advanced Query you could ask Protean to show
you any equipment that was available for hire and that had 3 wheaels.

e Time Saving:
To save you time in setting up the Attributes for each individual item of equipment the system allows you to set
up default Attributes at the Make & Model level which can automatically copy down to the Equipment Record
screen when you create new equipment.
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Hire Module Settings

Please find below a summary of the various System settings, some of which have already been mentioned in this guide.
These are accessed by clicking on System | Settings:

System

ccounts * @
A 1 @ ﬂ/

Nominals =
Employees Settings

ts General

In the Show Settings For System field, use the drop down arrow icon and select Job. The system will then display the
various settings used in the Job Management area of the system:

[55] System Settings =} 23
Show settings for system: |Hire v |
| setting |  vae |

| #|[Hire Advance Invoices Long Term || 1 |

| ||Hire Advance Invoices Short Term 7

|| [Hire Automatic Credit Notes Default Yes

| Hire Charge Credit Note Reason Hire overcharge

| ||Hire Contract No 349

| ||Hire Extra Credit Note Reason Parts returned

|| [Hire Hide Rate on Invaice Mo

| ||Hire Invoice Past End Date Default MNo

|| |Hire Invaice to End of Manth Yes

] Hire Invoicing Seven Day Week Mo

| Hire Parts Write-Off Reason Scrap

| Hire Prepare for Hire Job Use Contract Site

|| [Hire Termination Confirmation

| ||Hire Transport Extra DELIVERY

[ |[Minimum Hire Period (Working Days) 5

| |[off Hire No 2

Description:  Specifies how far you reguire the hire system to invoice - measured in
months

Hody: ——

Close

An explanation of each setting is given at the bottom of the screen. Please contact our support team for any additional
help with these settings.
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Hire Module Reports

Protean has a number of Hire Reports available and these can be accessed by clicking on the Reports Icon, shown at the
top to Home screen:

Reports

In the System field, use the drop down arrow icon to select Hire. The system will then display a list of the standard stock
reports available:

§| Reports System = 3
— Report selection —Repaort criteria

System | gi§d e Dates

Reports

——— . | & | =]
Cross Hire Equipment List

Equipment List by Hire Contract Type | || | |@ ‘
Equipment On Hire by Customer by Site
Hire Contract

Hire Contract (Asset Equipment) Profit / Loss Depot

Hire Contract Profit with Equip & Job Details |N0thngham
Hire Contract Profit with Equip Details

Hire Credit Motes by Period - Detailed

Hire Equipment Profit Line Graph

Hire Equipment Status Pie Chart

Hire Extras Invoiced/Credited by Period - Summary
Hire Fleet Losses

Hire Fleet performance

Hire Invaices by Period - Detailed

Hire Invoices/Credit Notes by Period - Summary
Hire Period Cross Hire Purchase Invoices

Hire Renewals Due

Hire Terminations Due

Hire Utilisation

Uninvoiced Active Hire Contracts

Description Add to Favourites

Alist of any Cross-Hire equipment with contract and Site details. Uses non-asset flag on Equipment
Record,

Print View Qutput To... Send... Fax Close

An explanation of each report is shown at the bottom of the screen.
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