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Rental Procedures
Setting up your Rental Inventory BEFORE you Rent
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Please follow these steps beforeRenting to a Customer: Proper Setup

1. Dƻ ǘƻ ǘƘŜ wŜƴǘŀƭǎ ¢ŀō ƻƴ ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ ŎƭƛŎƪ ά{ŜǘǳǇ ȅƻǳǊ wŜƴǘŀƭǎέΦ
2. !ŘŘ /ŀǘŜƎƻǊƛŜǎ ǘƘŜ ά/ŀǘŜƎƻǊƛŜǎέ ƻŦ ȅƻǳǊ wŜƴǘŀƭ 9ǉǳƛǇƳŜƴǘ ŀƴŘ ǘƘŜ vǳŀƴǘƛǘƛŜǎΦ
3. Add the Inventory to your Categories by clicking the Inventory Button.
4. Add Manufacturers, Models, Status Types by going to the Master Files Menu (Double-clicking the white portion of the field.
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Inventory will show here once entered and assigned to this Category.

Double-Click to add in 
Master Files



5

Rental Option 1
Renting from the Customer Menu
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Rental Procedures from the Customer Menu.
1. Find the correct Customer and then click the Rentals Tab from the Customer Menu

2. /ƭƛŎƪ άwŜƴǘέ ŦǊƻƳ ǘƘŜ wŜƴǘŀƭǎ aŜƴǳ

3. Choose (click on) the Category you wish to rent to this selected customer (only those that have quantity available will show)

4. On the New Rental Transaction Menu, enter ǘƘŜΧ

ω Customer Information and the Site of the Rental (either type it in or choose from a location that you have entered in 
ǘƘŜ ŎǳǎǘƻƳŜǊΩǎ wŜƴǘŀƭ ¢ŀōκwŜƴǘŀƭ {ƛǘŜǎ aŜƴǳύΦ

ω Quantity Rented, Dates (Delivery, Pickup, Time ςif known)

ω GPS Coordinates can be added here or will be put in if already added to the site location.  Also click the Map Button 
to see an internet map of the location.

ω Add the  Technician and Rental Area / Map key information

ω Choose (click) the desired Service Option (most common is the Days of the Week option)

ω Invoice Details (create an invoice if desired)

ω Print a Delivery Ticket

ω /ƭƛŎƪ ά{ŀǾŜκ9Ȅƛǘέ ŀƴŘ ŎƭƛŎƪ άhYέ ǘƻ ǊŜŘǳŎŜ ǘƘŜ quantity

ω OPTIONAL ςIf you want to EMAIL the Technician OR the Customer this Delivery or History as a document, then fill 
this section out.

GO TO THE NEXT PAGE
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ASSIGNING A RENTAL UNIT ςOPTIONAL   (use this if you are tracking individual units)

1. {ŜƭŜŎǘ ǘƘŜ ¦ƴƛǘόǎύ ǘƻ ŀǎǎƛƎƴ ŀǎ ōŜƛƴƎ άRentedέ ǘƻ ǘƘƛǎ ŎǳǎǘƻƳŜǊ ŀƴŘ transaction (If you do not know the unit 
or units being assigned, you can assign them later).

2. Click Save/Exit to apply the changes.

3. ±ƛŜǿ ǘƘŜ wŜƴǘŀƭ IƛǎǘƻǊȅ ŦǊƻƳ ǘƘŜ ƭƛǎǘƛƴƎ ǇǊƻǾƛŘŜŘ ƻƴ ǘƘŜ /ǳǎǘƻƳŜǊΩǎ wŜƴǘŀƭ ¢ŀō όǇǊƛƴǘ ǘƘŜ ƘƛǎǘƻǊȅ ƻǳǘ ƻǊ 
ŜƳŀƛƭ ƛǘ ǘƻ ȅƻǳǊ ŎǳǎǘƻƳŜǊ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άIƛǎǘƻǊȅέ ōǳǘǘƻƴΦ

4. /ƭƛŎƪ ά/ǳǊǊŜƴǘ wŜƴǘŀƭǎέ ǘƻ ǾƛŜǿ ŀƭƭ ǘƘŜ ǊŜƴǘŀƭǎ ǘƘŀǘ ŀǊŜ ŎǳǊǊŜƴǘƭȅ ƻǳǘΦ

5. LŦ ȅƻǳ ŘƛŘƴΩǘ ŀǎǎƛƎƴ ŀ ǳƴƛǘ ǘƻ ǘƘƛǎ ǘǊŀƴǎŀŎǘƛƻƴ ŀŦǘŜǊ ǘƘŜ ƛƴƛǘƛŀƭ wŜƴǘŀƭ ¢ǊŀƴǎŀŎǘƛƻƴ tǊƻŎŜǎǎΣ ǘƘŜƴ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ  
ǘƘŜ ά!ǎǎƛƎƴ ¦ƴƛǘǎέ ōǳǘǘƻƴ ŀƴŘ Řƻ so.

6. To Record Service or Schedule to a Pickup:Simply go to (6a) Service/Return and choose the unit you wish 
to change. (6b) Enter the Return/Pickup information OR (6c) Enter the Service information.  (6d) Print out a 
Pickup Ticket if you desire. 

7. LŦ ȅƻǳ ŀǊŜ wŜǘǳǊƴƛƴƎ ǘƘƛǎ ǳƴƛǘ ǘƻ ȅƻǳǊ ά¸ŀǊŘκ!ǾŀƛƭŀōƭŜ LƴǾŜƴǘƻǊȅέΣ ŜƴǘŜǊ ǘƘŜ ǉǳŀƴǘƛǘȅ wŜǘǳǊƴŜŘΣ ŀƴǎǿŜǊ hY 
ǘƻ ǘƘŜ ƳŜǎǎŀƎŜΣ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ άUnassignέ ōƻȄ ŀƴŘ ǘƘŜƴ hY 

8. Click EXIT when finished and answer OK to the Quantity Change Box (if you are returning the unit.

Warning!!! If you click the άUnassignέ box for this unit, it will be entered back into 
ŎƛǊŎǳƭŀǘƛƻƴ ŀƴŘ ōŜŎƻƳŜ ά!ǾŀƛƭŀōƭŜέ ŦƻǊ ǊŜƴǘŀƭ
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Other Rental Menus on the Customer/Rental Tab Menu.

1. Reservations: Enter any reservation information.  Select the Category to rent.  Choose from a 
rental site location or enter another manually.  Enter the Quantity, Delivery, and Pickup 
Information (optional).  Click Preview Reservation to view the printout or SAVE/Exit when done.

2. Rental Reservation Report:  Print out a listing of all the Reservations that have been created for 
this customer.

3. Site Locations:Enter the various site locations for this customer.  This is optional and allows you 
to choose from stored site locations for multiple rentals.

4. History Report: Click to preview a Rental History Report for this customer.  Also Email this report 
to them if desired.
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GPS and Mapping from the Rental Transaction Screen

Viewing the Physical Address on a MAP and getting GPS Coordinates for that Physical Address is made easy by clicking the Map Button.
A.  After clicking the MAP button, choose the method you would like to view a MAP of the location.  Many times with new 

construction sites, the ADDRESS is not given (approximate address is usually given).  If this is the case, you should use theGPS 
coordinates to locate your SITE.

A
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OPTION 2
Renting from the MAIN Menu
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Rental Transactions from the MAIN MENU
START:  Click RENT:CǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳκwŜƴǘŀƭǎ ¢ŀōΣ ŎƭƛŎƪ ǘƘŜ άw9b¢έ ōǳǘǘƻƴ

1.  Choose a Rental Category:Choose from the list of previously entered Rental Categories to begin the rental 
transaction.  The Total Quantity and Quantity Available (from the Categories Menu) will be shown underneath the 
Category Drop-Řƻǿƴ ƭƛǎǘΦ  ¢ƘŜ ά/ƘƻƻǎŜ /ǳǎǘƻƳŜǊέ ōǳǘǘƻƴ ǿƛƭƭ ŀǇǇŜŀǊ ŀŦǘŜǊ ǎŜƭŜŎǘƛƴƎ ŀ /ŀǘŜƎƻǊȅΦ

2.  Choose Customer:/ƭƛŎƪ ƻƴ ά/ƘƻƻǎŜ /ǳǎǘƻƳŜǊέ όнŀύ ŀƴŘ ǘƘŜƴ ǇƛŎƪ ŦǊƻƳ ǘƘŜ ƭƛǎǘƛƴƎ ƻŦ ȅƻǳǊ w9b¢![ ŎǳǎǘƻƳŜǊǎ όнōύΦ  LŦ 
ǘƘŜ /ǳǎǘƻƳŜǊ ¢ȅǇŜ ōƻȄ ƛǎ ƴƻǘ ŎƘŜŎƪŜŘ ŀǎ άwŜƴǘŀƭέΣ ǘƘŜƴ ǘƘŜȅ ǿƛƭƭ ƴƻǘ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƭƛǎǘƛƴƎΦ

3.  Complete Rental Transaction.

4.  Assign Rental Units if desired (This is optional, you can do this later).Start

1
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New for version 10: 
[ƛǎǘƛƴƎǎ ǿƛƭƭ ƘŜƭǇ ȅƻǳ ǎŜŜ ǿƘŀǘΩǎ ŀǾŀƛƭŀōƭŜ ǘƻ ǊŜƴǘ ƻǳǘΦ
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Rental Procedures
Setting up your Rental Inventory BEFORE you Rent
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Please follow these steps before Renting to a Customer: Setting up Categories

1.Setup your Categories of Rentals by going to the Main Menu/Rentals Tab/Categories button (detailed menu) or by going to the Main
Menu/Rentals/Categories button (Basic menu).
2.Enter all of your Rental Categories and the Total Quantity and Quantity Available.  This will allow you to track your inventory quantity

3

2

3. Rental Units:  After entering the Rental Categories, you are 
ready to enter the Rental Units for those categories.  Enter 
all of the pertinent information about each unit.

4. Double click on the white portions of the Category, Status, 
MFG, and Model fields to add more to their listing.

4
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Setting up Status Types, Manufacturers, and Models for Rental Units  - CONTINUED

LŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ŜƴǘŜǊ {ǘŀǘǳǎ ¢ȅǇŜǎΣ aƻŘŜƭǎΣ ƻǊ aŀƴǳŦŀŎǘǳǊŜǊǎ ōȅ ŘƻǳōƭŜ ŎƭƛŎƪƛƴƎ ƛƴǘƻ ǘƘŜ ǿƘƛǘŜ ŦƛŜƭŘ 
of the Rental Units Entry Menu, simply go to the desired menu from the Main Screen of SAFE.

1. Click on Add Status Types to add different Status Types for Rental units.
2. Click on Add Manufacturers to add more ςMake sure you check them as a Manufacturer.
3. Click on Add Models to add different rental unit model types.

Setting up Rental Status Types, Models, and Manufacturers

1
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Rental Reports and Listings
1. Rental Status Listing:Click to view a 

menu that will show the Unit Details and the 
Current Rental Info.  The information can be 
edited.

2. View Unit Location by ID#:Click to 

view a printout of all the rented units and 
their location.

3. View Units by Technician:Click to 

view a printout of all the rented units by 
Technician and location.

4. Rental Status List:View a STATUS listing 

on the SCREEN of all the rental units you have 
in inventory.

5. Reservation Printout:Click to view a 

printout of all the scheduled reservations for 
your rental customers.

6. Delete Reservations:Click here to 

delete all of your reservations including and 
prior to a date you select.

2 3 4
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Rental Service Reports
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Reports about Servicing your Rental Units

Service Option 1:  Days Between Calculation

By Mapkey:  Print a report of all the Service for your Currently 
Rented Units by a Mapkey or KeyMap method.
By Service Technician: Print a report of all the Service for your 
Currently Rented Units by Service Technnician. 
By Area: Print a report of all the Service for your Currently Rented 
Units by Area.

Service Option 2:  Weekly Scheduling

By Mapkey:  Print a report of all the Service for 
your Currently Rented Units by a Mapkey or 
KeyMap method.
By Service Technician: Print a report of all the 
Service for your Currently Rented Units by 
Service Technnician. 
By Area: Print a report of all the Service for your 
Currently Rented Units by Area.
Rental Service Spreadsheet Options: Create an 
Excel Spreadsheet for daily service on your rental 
units.  Pick a day and then create the 
spreadsheet.


