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1.0 R2 Handbook for Creative Technology US - Overview

The purpose of this handbook is to define processes and outline procedures to explain how
Creative Technology US uses R2 for its order fulfillment, inventory management and billing. Its aim
is to not only document these processes but also act as a user manual with instructions for basic
operation.

First, the main positions of those responsible for the daily management of orders are defined.
An order hierarchy and defined terms should help provide further explanation and
understanding of the order process. Then a workflow is provided that explains the order process
from start to finish, followed by a more detailed step-by-step manual guide for working through
this process and different functions within R2.

1.1 Working Roles

It will take all departments working together to complete an R2 order. Below is a list of positions
used in this handbook and a brief description of how their role fits into R2 processes. The role
description does not define the entire position. It does not list all CT departments and positions,
just the ones that will be used frequently throughout the workbook. The Operations department
has two groups, one that manages assets at the national level and at a local level at the Chicago,
Las Vegas, Los Angeles and New York sites.

National Operations Department - When an order is confirmed alert the National Operations
team first at CTUS NatOps@ctus.com. They will be able to decide if the site chosen is best or if
it should be filled from another CT location. They will alert the local office that an order is
confirmed to be fulfilled from their location.

o National Operations Director — responsible for overseeing maximum usage of
assets

o National Asset Manager — focuses on long term asset utilization

o National Logistics Director — provides pricing quotes for shipping, oversees
scheduling and procurement of transportation

o National LED Director — responsible for all LED bookings, scheduling, questions

o Inventory Manager — creates Inventory POs, new items and assets

Local Operations / Warehouse Departments -

o Director of Operations — oversees local Operations for filling, shipping and
receiving orders, schedules in-house labor

o Asset Manager — focuses on short-term asset needs and coordinates any sub-
rentals with local vendors

o Subrent Coordinator — procure sub-rentals, negotiate pricing and facilitate returns
of sub-rentals

o Warehouse Manager — oversees local CTUS warehouse staff and function

o Warehouse Department Lead — facilitates the filling, receiving and quality control
of items used for orders

Sales Department -

R2 Handbook CTUS — Ops/Warehouse - v.1.1 3


mailto:CTUS_NatOps@ctus.com

o Salesperson — client contact, can act as PM as well
o Project Manager — client contact, mostly on site and technical, can act as SP as

well
Labor -
o Labor Coordinator — identifies labor needs and schedules somebody to fill each
position
Accounting / Finance —

o AR Manager — invoices order, sends invoice to client, new customer approval

AP Manager — pays vendors, new vendor approval, checks POs for inaccuracies, adds POs to
voucher batch

1.2 Creative Technology United States

Currently, CTUS has five offices called Sites in R2. Orders can be filled from each location with
inventory transferring between locations.

R2 Site ID | Site Name Purpose

0 CT Headquarters Importing new assets to neutral site
CT Chicago
CT Las Vegas
CT Los Angeles
CT San Francisco
CT Atlanta
CT New York
20 Junk Yard Moving assets to neutral site before retiring them

ORI WIN| -

Each user in R2 is assigned a Home Site that will correspond to one of the sites with a city
name listed above, and will be the default each time they log in. As they proceed through the
order process, their Home Site will determine the location from which the order is fulfilled and
the site of a Purchase Order. The Home Site location (highlighted in red in the image below) can
be changed on the R2 Launch Pad but will default back to its original location the next time the
user logs in. The R2 Launch Pad is presented each time the user logs in to the application and
provides access to Modules that open certain areas of R2.
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LAUNGH PAD
User: Larry

R2 Rental Software Version 6.0

Release 22.03-00.00

1 2 3 4 5 6 7
=i =1
® B B ¢ = X
Account Invoicing Maintenance Warehouse Reports Security Service
|> T @
Configurations My Activity Phy Inventory | Search Inventory Log out
8 9 10 11 12
Ubs Close
R2 Module Purpose
1. Account Where Orders, Projects and POs are created
2. Invoicing All AR and AP functions
3. Maintenance Admin functions, inventory management, application configuration
4. Warehouse Access to all Warehouse Tasks
5. Reports R2 provided reporting
6. Security R2 Admin access to configure access at screen and field level
7. Service Inventory Repair Tracking
8. Configurations R2 Admin access to Main R2 Configuration
9. My Activity Messaging and Notifications
10. Physical Inventory Inventory Count Management
11. Search Inventory Search Items Outside of an Order
12. Log out Logs user out, does not close the application

Access to some R2 modules is restricted to Security Levels so not all modules are available to
most users.

1.3 R2Hierarchy

R2 consists of a database with rental equipment (Items), Customer/Vendor information and
Labor Positions/Rates. Orders are written for each show that contain the customer information,
the venue location and the items and labor needed to run the show. The warehouse fills items
for each show, dispatches the order to the venue location and receives the items back into their
inventory after the show is finished and returned to the site. Purchase Orders (POs) are created
during this process for any expense relating to an order. Logistics, labor booking or subrental
items are some examples of incurred costs that would need to be accounted for through a PO.
Invoicing happens after the Salesperson or Project Manager (SP/PM) has done a final check of
their order to make sure billing and formatting are correct.

R2 provides functionality to create two different kinds of orders, Rental Orders and Sales

Orders. Rental Orders are created when items from the CTUS rental inventory are booked with
those items returning to a CTUS site and back into that site’s inventory. Sales orders are for the
purpose of reselling items purchased for a job or selling CTUS inventory. Since any rental items
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that are sold from a Sales Order are permanently removed inventory, Sales Orders are not used
for rental purposes and mostly used by the CTUS System Integration Department for sales
invoicing.

R2 orders and Purchase Orders can be grouped into Projects which have their own Project ID
that is created by the user. Projects are made for occasions that require multiple orders that are
tied together by a commonality such as a specific tour or grouping of shows in a specific venue.
They can also tie together Purchase Orders that are associated with an order or grouping of
orders as well as for expenses on a PO that are not related to an order, such as CAPEX
purchases.

Order Hierarchy Order Hierarchy with Project

—

Project 1 ’

Order 1 »{Customer]

!

Items

Labor

I‘I‘

L
b

Items Items

Labor Labor

1.4 Terminology Used in R2

Orders

When an order is created R2 will automatically generate an Order ID. The first four letters of the
Order ID will correspond to the location that the user has as a default. For example, if a user
has their Home Site or Account site set to Los Angeles (Site 3), the Order ID that is created
would be CTLA123456. The Order ID cannot be changed but the Site location of the order can,
so if the example order of CTLA123456 was moved to CT Chicago’s (Site 1) site, the Order ID
would be the same but show up in CT Chicago’s (Site 1) searches.

Each Order ID will need a Description for an order, which is made by the person starting the
order. A brief description of the show that includes specific details for that order is helpful when
referring to it. If it is an order that happens on an annual basis then putting the year in
Description will help differentiate it from like orders. If the order is in a grouping of shows that
are happening in the same location, then adding in a descriptor such as a certain set of
equipment or if it's just labor will clarify the order’s purpose. These Order IDs and order
descriptions will be used by different departments when referring to orders in communication.

Order Type is determined by the state that the order is in. There are 3 different order types
when first creating an order: Quote, Hold or Reservation. These are determined by the
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probability that an order will be confirmed, and their status indicates whether the Operations
Dept will begin planning to fill the order. Once an order is confirmed and it is in Reservation
status, the Type listed in the Search Orders screen will change as it goes through the rest of the

order process. Contract, In Process, SignOff and Invoiced are all status’s seen in the Type
column.

The Operations Department will take note of an order in Quote status, start to look a little closer
at an order in Hold status but will only begin planning once an order is a Reservation.

Type — Seen
in Search
Orders
Quote Reserves no gear, allows no expenses, shows no availability
Hold Order has ~50% chance of confirming, puts HOLD status on gear
Reservation Order is 100% confirmed, planning begins, WH Prep/Ship/Pickup/Return created
Contract At least 1 item has been dispatched from the warehouse
SignOff Every line of gear has been returned in R2 (except Consumable Items)
Invoiced Order finished; no changes can be made to the sales side of order
In Process Warehouse has a task open
Projects

Projects group together Orders and Purchase Orders under and single Project ID. The Project
ID field is located in the Information tab of the order window.

Eile Edit View Search Adions Convert Add Pad Help
') y v * I v
B|e|Bl7IxX Qw0 E] o fé] o iiz[s|-JAOE a|@|)]e]@] 4] G
Information | Customer Contacts Event Dates Schedules Ehipping Return Payment Default Cost Subtotal Flat Discounts
Number C0301947 Version 1 Q[ Charge Duration Comments | LaborComments
StatDatefime 0g7/2023 0800 | Conv Date
Descripion | Test erlabor
End DatelTime 06282023 09.00 r] Show Suggestions

Date Created 06/26/2023

Duration 1d

Site SanFrancisco  C4 SubOrders 0

Day-Week-Month Pricing

Project Mgr 4w || [A search Projects

X
Sales Person | T
d I =0 > B Me ¥ []Defaunt s
Labor Planner .m m s E
4 Complet

Mem(s) Labor
] Caarch Sort By
|IT.C 8 LCltwW 11 X L Acion Project 1D - Project ID -

AnyPaof .. |w agvanced B3 B B | None -

Proj. Status

Company Stage Manager StaDate | EndDate  Aclual Date
3 PTUALIZED 5

Items

|

Purchase Orders

There are 3 PO Types in R2.

1. Miscellaneous — Most common PO type used, created for labor, expense reports, etc.
2. Sub Rent — Used by Operations Dept only for outside rental of non-CT gear.
3. Inventory — Used only for purchases of CT gear that is added to inventory database.
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Release — PO approval, must be done by someone whose release limit privilege in R2 is at
or above the PO amount. Changes the PO status from Open to New.

Receive — Confirming goods or services on the PO have been obtained and the PO is ready
for payment. Changes the PO status from New to Received.

Stand-alone PO — A PO that is made outside of an order. Lines on a stand-alone PO that
are being charged to an order or orders need to be assigned through the Bill-to-Order
button.

Warehouse

When an order is created or converted to Reservation status, four tasks are created in the
warehouse module.

1. Prep Task — Where items are scanned out to order. Also known as Order Fill.
2. Ship Task — Used to Dispatch an order from warehouse site.

3. Pickup Task — Used to schedule pickup from venue.

4. Return Task — Where items are scanned in from an order.

Inventory Items and Miscellaneous Charges

Products are named for gear and are given individual descriptions. They are defined by a
Product ID and can be set up as either a Serial or Non-Serial Iltem. Serial items have asset
numbers that are assigned to each Asset, so each individual serial item is an asset that can be
tracked by the asset number. Non-serial items are sometimes referred to as Quantity ltems as
they are not tracked individually but only by a quantity listed in inventory for a site or on an
order.

Products can also be grouped together in a Kit or sometimes referred to as a Package. A Kit in
R2 is a grouping of items assembled that has a unique Product ID and can either be a Serial or
Non-Serial Kit, so a Kit can either have an asset number or not.

CTUS refers to Packages as the main heading for Kits as there can be multiple Kits within a
Package.

Miscellaneous Charges are ltems that do not have a quantity amount in inventory and fall into
three categories depending on their use. These can all be used on Orders and Purchase Orders
and the Type of the PO determines what kind of Miscellaneous Charge is used. On Orders, only
a certain type can be used.
These charges can be identified to one of three categories by the first three letters of the
Miscellaneous Charge. For example, the Miscellaneous Charge “JOBTRAVEL” is JOB related.
The charges are divided into categories for accounting purposes, and each has a General
Ledger (GL) code.
1. JOB — PO and Order Related — a Miscellaneous Charge that can be used on
Miscellaneous Purchase Orders and Orders. Order number needs to be accounted for
on each line in the PO that has a JOB related line.
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2. EXP - Expense related — Used on Miscellaneous PO’s, they are not associated with an
order.

3. INV —Inventory related — Used on Inventory POs, they do not need to be associated
with an order.

1.5 Makeup of an R2 Order and Order Search

An order is started in the Account module and has different sections where information is
entered and stored.
1. There is a menu bar at the top with drop-down lists that perform various functions.
2. Below the top menu bar is an icon bar with Quick Launch buttons that give you access to
some of the more often used functions in the drop-down menu.
3. Under that are tabs that provide access to enter detailed information about an order.
4. Then a larger section, or body of the order is below the order information tabs. This is
divided into two tabs, Items and Labor. This is where Products are entered into the
order, along with their quantities, pricing, charge duration and discounting.
When an order is confirmed as a Reservation some lines in the Items tab may show as Not
Available. These lines are highlighted in red text and are then assigned to transfer in from
another CTUS site or they are sub rented from a 3™ party vendor.

ST\ T Menu Bar “
[E. Al7Ix|Q|w .... E- EEE@ E!..E][[Z Quick Launch Buttons ]

Information Customer Contacts Event Dates Schedules Shipping Payment Default Cost Sublotal Flat Discounts
Number CTCHO18360 version 4 [3 O 023 Comments | LaborComments
rder Information Tabs , :
Descripon | New York Autoshow 2024 Ford Division Aud 4
End Date/Time 11/17/2008 0800 AM | 7] Event Pricing
Date Created |1127/2023 Project nviaszozs S = 5
Duration sq Day-Week-Month Pricing
Site CT Chicage Sub Orders -
Project Mgr. | Damen Alexander Q| w| Customer imagination USA Inc 4 BElTo imagination LISA Inc * Document Foider RESET
Sales Person [Dasen Alexander X w | Contat  James Ca 1 il Contact James Casto 1 ‘
Labor Planner 1| ContactTel®  1313-996-7000 Language

(hom(s) | Lavr [4. Items and Labor Tabs]

Search Assel Product Diy (1 Update existing lines

"! CXMsICL. 1 Status L Action Product ID Duration Ofy Unft UnitPrice Discount NetEach NelDisc| Amount Mater Amt | Total Cost | P
Ca[M [ : |

4 |1 [ | 3 Resenved 40.00/ 1350.00 0.00 473
IEEND 40.00! 0.00 168
CEEE 4000 0.00) 263
G [ 3 [ 40.00 0.00) 0.00
[ [ . ) 0.00! 0.00]

Ci W | |LJ T-Reserved 40.00] | 0.00] 0.79]
vl I 40.00) 0.00/ 0.79
wlwl 1] 40.00] 0.00) 0.74
CmE .| erved 0.00) 0.00 0.00
| immm| Reseved | 40.00| §0.00 0.00] 0.21
4 [ [ | | |Resenved 40.00 48.00| 0,00 0.17]
I |C1 Reserved 0.00 0.00] 0.00] 0.00]

When an order is confirmed into Reservation status, tasks are assigned to the warehouse side
of the order. The items listed in the Items tab will be shown in these tasks. Lines that are
assigned to transfer in from other sites or sub rented from a 3™ party vendor are also shown in
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these tasks.

[ Warehouse
File Edit Actions View Search Print Help

ZIX|v[O]

[Warehouse Main Window ]

ospsmen e 2
ok | ST __Elliems | | ContractNo. cTeHo16369 Prep 03112024 09:00AM | ASSignedTo  Damen Alexander Total Container Count g
[ Today [] Tomorrow Done| [Jorder []SubRental § —— -
2 Description  New York Autoshow 20241 SNIP  03/18/2024 04.00PM | Sales Person  parren Alexander EventName
Search M Customer  magination USA Inc. Relum 04/12/2024 04:00PM | Location Jacob K Javits Conveni EventiD
N || searen B
u | Advanced | — Address (555 West 34th SL Comments Q| Loading Bay Qlw
- | Exchange jew York NY 10001 Bom
s | ops |[customer status| Done|| Time [ order Type Actio SFiIl [United States Weight 840 ]
[ |Active 09:00 AM [Invoiced  |Prep
(] |Active [l |09:00 AM [Invaiced  |Prep Delete Filter e
1 |active [ |09:00 AW |invoiced__|Prep A e N 1" =] [JApplyDate []Deleted (] Filled & Out Site  CT Chicago |
[ |actve [ |09:00 AM [invoced  |Prep
1 |Acive [#]_[04:00 PM |invoiced__|ship EA P s =]
L1 |active [¥] [07:00AM |Invoiced  |Pickup Fill Filtered
[ |Active [ [08:00 AM [invoiced _|Pickup e | Status | Action ProductID AssetiD Description Ordered Filled | ContainerID| PO/Transf
| [ |actve (@ [12:00PM [invoiced _|Pickup |Rent [x20 | |+ Meyer X20 Powered Speaker 1 1
[ |active (¥ [01:00PM |invoiced _|Pickup Read File |Rent 20 | |+ Meyer X20 Powered Speaker _ 1 1
_[¥] [10:00AM [invoiced |Pickup Sort |Rent _|DANTEOVER... | | +Package - Media Convertor for Dante Ov. 1 1 |
ced |Pickup Rent CISCOSG300. + Audio - SFP Cisco SG300-10SFP Mana, 1 1 CTCHT01251
" |03:00 PM |invoiced _|Pickup BickAssets | | 7] Rent ICISCOSG300. + Audio - SFP Cisco SG300-10SFP Manag. | 1 1 CTCHT01251
[ [10:00AM |invoiced  |Pickup Swap il Rent ADPDANTE + Audinate ADP AVIO - 2 Channel Dante to 1 1 CTCHT01251
¥ [10:00AM |invoiced |Pickup n Rent ADPDANTE +Audinate ADP AVIO - 2 Channel Dante to 1 1 CTCHT01251
] |[11:00AM |Invoiced |Pickup bais vl Rent |AUDIOMAGIC. + Audio Manfrotto Magic Arm 1 1
[ [01:00 PM [inveiced  |Pickup Expand Al | | L] Rent AUDIOMAGIC... | + Audio Manfrotto Magic Arm 1 1
] [08:00AM |inveiced |Pickup vewpo | |[Retumea _[Rent S402PIPES Schedule 40 2° pipe 4' Black (threaded end 4 4
O] [10:00 Al |invoiced [Pickup [ClRetumed |Rent SWIVELCHEE. Swivel C! Coupler 4 4
¥ [10:00AM |invoiced |Pickup ViewTO || [CIRetumed  |Rent sTSTC ST to ST Fiver Coupler / Barrel 12 12
¥ 0300 PW |inveiced _|Pickup [[Retumed _[Rent STSTC ST to ST Fiber Coupler / Barrel 12 12
7] |04.00 PM |inveiced  |Pickup u Rent 4X10FBRSM | + Fiber Cable Heavy Duty 4x 91125 Single 3 3
[ [11:00AM |inveiced _|Pickup [JRetumea  |Rent JOBRENT Duplex LC-ST fiber adapters 8 8
[ [10:00 AM |inveiced _|Pickup E— Rent YAMCL1 +Yamaha CL1 48 Channel Digital Consol... 1 1
] [0200PW [inveiced _|Pickup Close ] Rent CISCOSG350. +Audio - Cisco SG350-10P - 10 Port Mana 2 2
¥ [10:00AM [invoiced_|Retum —| b . [ I
[ |04:00PM |invoiced  |Retum
1 [08:00 AM [invoiced _|Retum — -
[l O [active ¥ [03:00 PM |inveiced_|Retum |CTCHO16369 |New York Autshow 2024 Ford Diision .| 04116120 i USAInc____|CT Chicago_|

A more detailed, step-by-step approach to filling orders among other topics will be provided in
this manual.

Searching in Account Module

The Account module provides access to create Orders and Purchase Orders as well as a place
to search for Orders and the CTUS Inventory.
[EEE———————_——8 Clicking the drop-down menu on the Orders

i Ea1 Vew Seutn Heb
| butt ill list th ilabl t h
= | utton will list the availlable areas 10 searcn.
o | sts crancesn Q TR T INTORMATION
— ‘ P s
o
coner \ T O
e 7 e [l pepores
T s eszonses
Rasm s
EMAL B icker Company Orders
SALESPERSON conpfl Pexossr
oo
s [runmasmoners oo [conmoms | ovane [ oo || LMokOes
e rrrty
Soomay  Coman o st e Gonwss Eogor Clineces >
oms T e & mme | [T T T St | Enabits | Sies P | Ettine | ot |||

The Search Orders screen has options to narrow a search for an order.

- s N— . L —
=36 (B E BFE @ & [lsw §omm
a Filter By |
["] Quote Reservation Hold Contract ["] Signoff [] Invoiced . CT Chicago Q
Q Orders
Search Sort By
StatDate  |w |02/01/2024 ~|| search || StartDate | w [[] view Sub Orders
Between ¥ [01/31/2025 ~|| Advanced Ascending | w ® Standard () Graph
|| s H Order Id |[ Type \[ Description |[Sales Person| Assig ToH Start Date ” End Date H Amount ” Comp H Contac[
I
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The Print button allows you to print an order without having to open it.

User View default user setting saves Filter By and Search criteria settings.

Filter By narrows search by Order Type.

Site selection will show orders in a specific site or can be changed to All Sites for
broader search.

Search criteria has many options under its dropdown menu. This example shows a
search for orders with a Start Date range.

Exit button closes Search Orders screen.

R2 Workflow

Pre-Production

When an order is confirmed, it should go to Reservation status. The order can be
created as a Reservation from the start, or it can be converted to a Reservation from an
order that is already created but in Quote or Hold status. When an order is confirmed
the SP/PM needs to alert the National Operations team first at

CTUS NatOps@ctus.com. They will be able to decide if the site chosen is best
or if it should be filled from another CT location. They will alert the local office that
an order is confirmed to be fulfilled from their location.

It allows expenses to be charged against an order.

A Labor Coordinator is assigned to fill the positions entered into the Labor tab of an
order through C.A.R.L.

The Logistics team will begin planning for shipment to and from the venue along with
other deliveries pertaining to the order. Pricing will be determined.

Prep and Ship

An order in Reservation status also alerts the Warehouse with the Prep, Ship, Pickup
and Return tasks that are created in the Warehouse main window. The warehouse staff
begins filling the available lines in the order with items that are currently available at their
site.

The Operations team begins planning for any gear shortages in the order and a Labor
Coordinator will begin searching for resources that can be assigned to work the show.
Logistics will seek out pricing for delivery to and from the venue(s).

Asset Managers assign lines of gear that are not available to either be transferred in
from another CTUS site or marked for a subrental. Subrental Coordinators begin
contacting their vendors regarding gear availability and pricing.

Subrentals arrive at the warehouse and are checked in, then allocated to the order(s) to
which they are assigned.

Once all items are filled to the order through the Warehouse Prep Task, the order is
dispatched to the venue location the Ship Task.

Operations will contact the PM for “last call” prior to dispatching additions.

On-Site

For equipment additions during the show, requests go to the site of the CT location from
which the gear was pulled.

When possible, the PM should make additions in R2 under a new heading at the top of
the booking and notify the Operations team via email. If the PM is unable to make the
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additions to R2, they should notify the operations group of their needs and request that
operations make the addition to the order.

e Report major equipment failure to Operations immediately so they can make necessary
arrangements for repair and adjust any future orders that might be affected.

¢ Report damaged / defective sub-rental gear to Operations ASAP even if gear is not used
so CT is not charged for the damage gear.

e Report physical equipment / case damage to the Operations Dept. Include detailed
description of the issue with pictures and barcode numbers.

e PM & Logistics should communicate at least 24 hours prior to load out to confirm return
details.

¢ Any changes that would have the equipment returning later than originally scheduled
should be communicated to the Operations group immediately.

Closeout

¢ Once the order is returned to the warehouse the items will be scanned back in through
the Warehouse Return task. When all the items, with the exception of the Consumable
lines, are returned the order status will change to Signoff.

o Operations should notify the PM within 48 hours of the equipment return of any missing
items.

o PM/SP will go over the order in R2 and check the order’s final formatting, pricing and
make any changes before final invoicing. Once the order is complete a request to
invoice is sent to the AR Manager.

¢ The AR Manager checks the order and if it is complete, invoices the order at which point
no further changes can be made.

¢ The invoiced order is added to a batch file and then posted. Any further pricing changes
need to be made through a Credit or Debit memo.

1.7 Accessing R2 Through Citrix

The R2 application is installed on a remote server desktop and accessed through an application
called Citrix Workspace which needs to be installed on your computer. Once installed, you can
access Citrix Workspace by opening a web browser to the page https://nepapps.cloud.com/ and
entering your network login credentials. You should then be presented with some app and
desktop options.

\

Good morning, Lawrence Serkey
Thursday, May 23, 2024

R2v6 CT-US WC-CT-R2 Desktop WC-CT-R2 Desktop-2 WC-CT-R2 Desktop- WC-CT-R2 Desktop -
3

The red R2 Desktop App will open a standalone instance of R2 on your desktop. Choosing one
of the WC-CT-R2 Desktop-(-2 or -3) selections will open a remote desktop that has an R2
shortcut.
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Once logged in to the Citrix desktop, double click on the R2 Launch Pad icon to open the R2
application. You then need to enter your R2 username and password credentials to log in.
These credentials are in addition to the network credentials used to log into Citrix so they may
differ from your network username and password.

Your Citrix connection allows you to save R2 documents, such as Purchase Order, Rental and
Sales order printouts, to your computer’s local drive. You can access it by either searching for it
in File Explorer, which is located on the R2 desktop, or you can find your local disk when you
save a document in the Save As dialog box.

ErCE e v 4 |am > THisPC 3 Local Disk (C: on JMFTYY2) >

Organize =  Newfolder

8 30 Objects ~l Mame

I Deskiop Bops

Z Documents Dell

k. Donmiceds Downlosds
> o Local Disk (C: on JMFTYY2) I Drivess

e Intel

2 Metwork Drive (P: on IMFTYY2) SaLogs

Program Files
- Program Files (x86)
 Removable Disk (D: on JMFTVVZ) = il

W videos Users
= MCSWCDisk (E) Windows
& CDDive (F)
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1.8 Search Inventory and Miscellaneous Items

Search Inventory Screen

R2 Search Inventory

et B
= a e -
mrEDERF ERREAESF S BT TR
1 Category : Sub Category
Search—— § Sort By 1 Search Sort By
Description | w earcn || [Description [ ] [Description [+ || sear :
- aavanced | B3 |Nene ¥/ AnyPartof .. |w Aavanced ||E3 n
D E Description | |1 D | Description
00.030 [Video Production - Switchers 05.005.000 [LED -Tites
00.035 Video Production - Accessories 05.005.005 LED - Processing
05.000 |Video Display - Projectors 05.005.010 LED - Rigging
05.005 \Video Display - LED 05.005.015 |LED - Accessories
05.010 Video Display - Plasma Monitors |
05.015 |Video Display - LCD Monitors
05.020 Video Display - CRT Monitors
10.000 Screens and Drape - Fastfold
Filter By -
[¥lttems []Kits []Misc.Charges []InStock []SellOnly [JRentOnly [C]Show Avail (] Owned Qty [] Search in all languages |Site w|CTChicage Q §F
3 ) 5 Inventory
Search == 1 Sort By Date
Description |w 4 ‘ Search ]| = &) swnDate  opisr2024 J Time 0800 AM
- advanced ||E hone |+ E  EndDale  ogm7i2024 | Time 0500 FM ‘10
s1c) ujw| 1| Type Description Product ID Site Model Qty | Available Qty | Stock| Owned | ~ Manufacturer
| &1 | & | & | ltem ROE 3.4mm Black Onyx LED Tile (Version 2) ONYX3.4MMV2 1 0| 134 [~
FEi=El=EEE ROE CB 3.75mm LED Tile (120x60cm) CB3FULL 1 0 168
wl| 1 1| C1|C)|tem £ 8(ROE CB 5.77mm LED Tile - Round Corner - Botiom Right |CB5ROUNDER 1 0| 0|
EiEEEE ROE Black Quartz 3.9mm LED Tile (500x500) BQ3HALF 1 BLACK QUAR... o 91 ROE 3
@ [=l=]=][= ROE Graphite 2. 6mm Triangle LED Tile - Top Right |GRAPHITE2 6TRIANGLETR 1 0 0
| O] O | O |Eitem ROE Graphite 2.6mm 28x Module Pack GRAPHITE28MODPACK 1 [1] 1
[ﬂ_ [=] | [mji=] Q_\(em Hibino 8mm Black Chip LED Tile |BMBCHIB 1 LVD-638B 0f 0| [HIBINO BMB—{
| O O |E|tem ROE 3.4mm Black Onyx LED Tile V2 - Round Corner - Top Right ONYX3.4ROUNDTRV2 1 [1] 0|
@_ [~} | (mji=] :_‘nem ROE Black Marble 4.76mm Tile (60.96x60.96x13cm) B4 1 0 80/
¥ (1] (1] C]|bjtem |ROE Black Quartz 3. 9mm Round LED Tile - BR [BO3ROUNDER 1 h o
Eli=ElEE Martin 40mm LC 1140 LED Tile LC1140 1 0 0 LC1
EEIEIEER Barco NX4 4mm LED Tile nxa 1 X4 o o |BarCO
l?\[ | G| & |Ejtem ROE 3.4mm Black Onyx LED Tile V2 - Round Corner - Top Left ONYX3 dROuNlDTLVE 1 [1] 0| Al
« ] |
[
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Availability: Shows booking status in a calendar for Item

Suggested Items: Lists Items that can complement a chosen Item

Filter By: Allows for search results to be narrowed to an ltem, Kit or Misc Charge
Search Criteria: Select criteria from drop-down and type in name of ltem

Down Arrow: Click this for more results, arrow will no longer show at end of search
results

Dates: Will default to order Start/End Dates if opened in an order, determines availability
Site: Defaults to site of order when opened within an order

Type: Shows if result is an Item, Kit or Miscellaneous Item

Product ID: Lists the Product ID for each line

0. | Availability/Stock: Shows availability for the date selected, also lists stock on hand at
site

QeI

=@ XN

Click the Category of items and then the Sub-Category to populate the list in the bottom Search
screen. A search can be done in the search results for a specific item. Multiple Items can be
chosen in the Search screen by double-clicking each line that will be added to the order. The
lines will turn blue when selected and the default quantity will be 1. To add multiple quantities of
an item manually type the number in the Qty column. Manually typing in the quantity will
automatically select the line turning it blue. Then click the green hand button in the upper left
corner to add the items to the order. Put the added lines in the section you have created for this
gear.

A line with multiple quantities added might split into two lines if there is not enough stock in the
site filling the order. If an item is added on for a quantity of two and there is only one available at
the site, the line splits into two lines with one showing as Available and the other in red text
showing as Not Available.

Consumable Items and Miscellaneous Charges

Consumable Items, also referred to as Expendables are part of the CTUS Items database but
they are inventory that is resold to a client. Examples include gaff tape, memory sticks and
markers which are used on show site but not returned. Therefore, when Consumable Items are
not used on an order and returned to a CTUS site they are not to be checked back in to the
location as rentals items are when returned. By returning the consumable items in the
Warehouse Return task the items will not be charged for on the rental order. Any adjustments
that need to be made regarding how many consumable items need to be charged for should be
made the order’s PM/SP.

Consumables, aka Expendables Section (Items marked as “SELL”")

Logistics Charge using Miscellaneous Item (Product IDs start with “JOB”)

Travel Charges using Miscellaneous Item (Product IDs start with “JOB”)

2.0 Operations

Once an order has been put into Reservation status and the National Asset team has assigned
it to a local site, the Asset Team at that site begins allocating gear from its inventory to fill the
order. Items that are not available at that site but might be at other sites are transferred to the
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site filling the order. Items that are not available at any CTUS site can be sub rented from a
third-party vendor.

2.1 Filling an Order

Items that are available will be listed as Reserved in the Status column and items not available
at the site will have a Not Available status and the text of those items is red.

[TlclxImisich.]u] staws [L] Action ProductiD | Description Duration| Qty| Unit | Unit Price| Discount 1
22 1 [ [ [ ][] ] [1|secHead - Lighting
][] =] Truss and motors TBD.
|} INSTRUMENTS:
v| | |Reserved Rent FUZEWASHS75 | Elation Fuze W amp, Safety Cable and PowerCon TRUEA In/Out* Joa | 24|pay 12500(  0.00
[J|C1 ] |Resenved Rent FUZEWASHS75 5 wiClamp, Safety Cable and PowerCon TRUEA IniOut* 2d 2|Day 125.00 0.00
= (jl]-Resewed Rent FUZEWASH575 | Elation Fuze Wash 575 wiClamp, Safety Cable and PowerCon TRUE1 In/Qut* 2d 116|Day 125.00 0.00.
B [:]I] Not Available Rent FUZEWASHS575 | Elation Fuze Wash 575 wiClamp, Safety Cable and PowerCon TRUE1 In/Out* 2d 28|Day 125.00| 0.00
=] Cll:! Not Available Rent FUZEWASHS575 | Elation Fuze Wash 575 wiClamp, Safety Cable and PowerCon TRUE1 InfOut* 2d 44|Day 125.00 0.00
&l DI] Not Available Rent FUZEWASH575 | Elation Fuze Wash 575 wiClamp, Safety Cable and PowerCon TRUE1 InfOut* 2d 6|Day 125.00 0.00!
[m] DE Not Available | [][Rent COLORFORCE... | Color Force 2 72in LED RGBA Black wiClamp, Safety Cable and PowerCon TRUET InfOutt |29 _ 1pay | 22500 0.00
][] Not Available Rent COLORFORCE... | Color Force 2 72in LED RGBA Black wiClamp, Safety Cable and PowerCon TRUE1 In/Qut* 2d 15|Day 225.00; 0.00
(M) L:]I] Not Avai Rent ICOLORFORCE... | Color Force 2 72in LED RGBA Black wiClamp, Safety Cable and PowerCon TRUE1 In/Out* 2d 3|Day 225.00] 0.00
(| []I] Not Availabl Rent COLORFORCE... | Color Force 2 72in LED RGBA Black wiClamp, Safety Cable and PowerCon TRUE1 In/Out* 2d 1|Day 225.00| 0.00
™ DI] Not Available Rent ICOLORFORCE... | Color Force 2 48in LED RGBA Black wiClamp, Safety Cable and PowerCon TRUE1 In/Qut* 2d 6|Day 175.00 0.00
Ll UE Not Available Rent ICOLORFORCE... | Color Force 2 48in LED RGBA Black wiClamp, Safety Cable and PowerCon TRUE1 in/Qut* 2d 2|Day 175.00 0.00
EiE Not Available Rent COLORFORCE... | Color Force 2 72in LED RGBA Black wiClamp, Safety Cable and PowerCon TRUE1 In/Out* 2d 8|Day 225.00] 0.00
[ ][] Not Available Rent COLORFORCE... | Color Force 2 72in LED RGBA Black wiClamp, Safety Cable and PowerCon TRUE1 In/Out* 2d 5|Day 225.00] 0.00

The red, Not Available status lines need to be assigned to either a transfer order or sub rented

from a third party.
To check availability of an item, click on the line and the Availability button quick launch icon.

This shows a calendar of the item’s availability by day.

|E crcHoi6s25 Reservation
\Elle Edit View Search Actions Convert Add Pad Help

lll [E1 22 3 [ [55) [

) i oW i

If you click on All Sites an item’s availability will be listed for each CTUS site.

Click the Future Orders button to view the quantities currently assigned to all orders. Double

clicking an order line in this screen will open the order.
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s
rcuammer ‘ Contacts Event fDatas [Echa I Shipping iRelum [’Defaun Cost Subtotal H’Fkat Discounts |4UDF
Number CTCHo16625  Version 1 Q| [Charge Duration | Co § 06/07/2024 « LaborCo
Start Date/Time (5/06/202as00 40t
Description |Ch|cagu Auto Show R Availability - FUZEWASHS75
—_— End DateiTime pg07/202} =
Date Created 06/05/2024 Project |cTcHO166:Q o
it 1d Serial / Qly ProductiD  FUZEWASHST75
Site CT Chicago SubOrders g © Hourly
Project Mgr. lLarry Serkey Q[ vi Customer LIS - Test Comp| ftems I Description Elation Fuze Wash 575 w/Clamp, Safety C
Sales Person [Larry Serkey Q[~] contact |Lamy Serkey G | T ~ © AMPHM
| Group Stock 432 (Site 1 Q
Labor Planner | Q| ContactTel # Al sites | Incorporate [¥¥] NotAvailable  [] Quote s
|} b [
[temis) | Labor ok I -/ Me |3 Clpefaut -
Search:  Asset | Product
_ —  Euture OrdersJ [ 4] ©bay O Week ® Month *| . —
[Texusficlul saus [L Adon | Proguctio || A
=[] Close |
v L] [CisecHead - Lighting =2 Sunday Monday Tuesday Wednesday Thursday Friday Saturday -
: e el E R‘;STS;J:;;:; June 6 June 7 June 8 —
HEE e SS U ! —
ICICICIF 0 C| O] |Reserved  |[C][Rent FUZEWASH575 | Elation Fuze Wa: -100 ‘ -100 ‘ | ‘ 408 ‘ | &
4 v] E % E Reseved S Renl [FUZEWASHSTS | Elation Fuze Way June 9 June 10 June 11 June 12 June 13 June 14 June 15 |t
v vl Rent FUZEWASHS75 | Elation Fuze Wa; [ 556 556 556 556 556 556 29
v vl 1| ]iNot Available|[ ]|Rent FL ASH575 | Elation Fuze Wa 408 ‘ | ‘ ‘ ‘ ‘ | 7
¥ v L1} 7| 0 |Not Available| []|Rent FUZEWASHS75 | Elation Fuze Wa: June 16 June 17 June 18 June 19 June20 || June21 June 22 | 11
vl ] L)) L] |Not Avaitable | L] [Rent FUZEWASH575 | Elation Fuze Wa: [ 556 ‘ | 556 | 556 | 556 ‘ 556 ‘ [ 556 ‘ ‘ 556 ‘ %
|| |Not Available | [ |Rent [COLORFORCE... | Color Force 2 73 ! B
1|1 |Not Avaitable | [C]|Rent ICOLORFORCE... | Color Force 2 72 June 23 June 24 June 25 June 26 June 27 June 28 June 29 [
¥ (] L 0| C[Not Available | [ |Rent COLORFORCE... | Color Force 2 73 55 ||| 588 556 556 ‘ 556 ‘ 556 ‘ | 556 B
v v] ]I 1| ] [Not Available | [] [Rent [COLORFORCE... | Color Force 2 72 L | (¥
vl vl [C]| C1| £ [Not Avaitable |[C][Rent ICOLORFORCE... | Color Force 2 48 June 30 July 1 July 2 July 3 July 4 July 5 2
vl ] || I |Not Avaitable | CJ|Rent COLORFORCE... | Color Force 2 49 556 | || 586 | 556 | 556 | 556 556 |
v 1] C3) 1) £ |Not Avaitable | [ [Rent ICOLORFORCE... | Color Force 2 72 | &
V] ] 1| ]| ] |Not Avaitable |[C]|[Rent ICOLORFORCE... | Color Force 272 |2
[ wI1IC]|C]|Reserved  |[]{Rent CF72BORDER... | Border lens for 4 —
fajl (] ]| ]| C]|Reserved  [[C]|Rent ICF72BORDER... | Border lens for ¢ b [
vl LVJD [J|CI|Reserved  |[C]|Rent CF72BORDER... | Border lens for g 1
wICICC@ 0|00 Reserved | |Rent CF72BORDER... | Border lens for = : ? =
¥ \ IL iw L/ Cl|Reserved  [[C]/Rent CF72BORDER... | Border lens for Color Force 72* 2d | 4pay 2500 000 2500 o000
T = ] o] [ | Popmoray [ ] Py AF4ARANAEN | Macdas tana fas Aalas Facan 408 na alman 4c nn nonnl acanl noanl
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R2 Future Order Details

Type i
[Jorders [ Transfer Orders ] Jello-Shot Orders Between (06/07/2024 j(PvepDa{e) And [07/31/2025 j(Re!umDateb

Status. Site

Mot Available] [] Reserved [JHold [ S-Assigned [ Filled CT Chicago Q

Order ID SKU Description Prep Date Return Date Qty Site Event Start Date | Event End Date Ship Date Show Start Date | Show End Date
FUZEWASHS575|Volvo Factory - EX90 - Lighting 07/10/2024| 07/2412024| 8 CT Chicago 07M512024| 07/20/2024| 07/21/2024|
FUZEWASHST5|Zeiss at AAO 2024 Booth # 1 CT Chicago 10/11/2024| 10/19/2024| 10/21/2024|
FUZEWASHST75|Zeiss at AAO 2024 Booth # 1 CT Chicago 101142024 1011912024 10/21/2024]

Clicking on a day in the Availability calendar will open a detailed list of where the assets for this
item are assigned.

Available Qty available at site
Reserved Qty in Reserved status
Available (OfTRen) =20 Hold Qty in HoI.d status
Hold 424 Out Qty on shipped order
NAvail 0 N. Avail Qty on Not Available status
e — T.Around
o " T.In Qty on Transfer Inbound
o 5 'II:'iOut Qty on Transfer Outbound
(oo ow
Close

Repair Qty on a Service Work Order
Incorporated | Total Qty Requested

Clicking on any of the quantities listed for the date will open a window that shows more detailed
information. For example, clicking on the Qity listed next to Reserved would display the order
and quantity reserved per order. The O-Status column displays the current status of the order
listed, while the Line Status displays what part of the filling process that line is currently.

Type O-Status Line Status MNumber Description Start Date End Date Qty
Resemvation Resemnved Resemnved CTCHO16625 |Chicago Auto Show 06/06/2024 06/07/2024|142|LJ5 - Test

Clicking the Qty next to Out will show the order and quantity of assets dispatched to an order.

Type (O-Status Line Status MNumber Description Start Date End Date Qty |
Contract Partly Returned OverDue CTLY007402 |Chicago Auto Show 2024 - Ford Lighti... 01/22/2024 06/07/2024| 266(Imaginatio
Contract Partly Returned OverDue CTLV00G6743 |Chicago Auto 2024 Kia Lighting 01/28/2024 06/09/2024|131|Exhibit Wo
Contract Partly Returned OverDue CTLV006743 |Chicago Auto 2024 Kia Lighting 01/28/2024 06/09/2024| 17|Exhibit Wo
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Clicking the T.In quantity will list the transfers into the site receiving these assets and T.Out will
show the transfer orders that are to be prepped and shipped out from that site to another CTUS
location.

Order Type TOId SKU Description From To Ship Date StartReceive Date Oty|
Mormal CTCHT012503 [FUZEWASHS7S5|DIRECT TO SITE for Kia Lighting CTLV007332 |2 1 03/01/2024 08:00 AM|03/07/2024 12:01 AN 138|

Once the decision whether to transfer certain items in or sub rent the gear for the order is made
the Asset Manager or Sub Rental Coordinator will begin the process of making a transfer or sub
rent PO. Before making a Transfer Order the item’s availability in other CTUS sites needs to be
checked to determine what sites have items that can help fulfill the order.

Transfer Orders

To make a Transfer Order, select the items marked Not Available in the order that are needed
on the transfer. Right-click on the line(s) and choose Assign.

Choose Transfer In.

() Sub-Rental @ Transferln| () Purchase (' Exchange () QuickTurnAround

oK Cancel

R2 Transfer Assign Choosing Assign Later will mark the lines as Transfer in the order’s
Status column and end the process.

Do You Wantto Assign a Site Now?

Assign Mode
®userisson O rssniaer § - Choosing User Assign will open another window asking whether to add
oK these items to an existing Transfer Order or to Create a New Transfer
order.

) Use existing Transfer Orders @ (Create new Transfer Order

For this example, we will select Create New Transfer Order.

R Transfer Order Information This opens the Transfer Order Information window.
Order No The From Site should default to the location that has
the most gear available ??? and the To Site will default

Description . . . .
| | to the CTUS site from which the order will ship.
From Site CT Las Vegas Q To Site CT Chicago Q
vanagedBy | Q]  CIReumOrder A description of the transfer should display the order

[] Auto Ship / Receive

number that the assets will be filled in.
shipDate  [ooor2024 | -|  Time 08:00 AM Ex. X-Fer CTCH0016625
e i — If Return Order is checked a Transfer Out will be

created for the gear as well. CTUS Operations does
not use this feature or the Auto Ship / Receive.

0K Cancel
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The Prep Date and Receive Dates will affect asset availability. Filling, Shipping and Receiving
the Transfer Order will be covered in more detail in the Warehouse section.

R2 CTCHTO12516 Transfer Order

[ =3 =1 3 73 T =1 P o 5 S (S [ [ 21 o1 - - - 2 Y [ PN (] =

Information | Shipping [ Dates |
C

Order1d CTCHT012516  Status I:D Date Created  06/07/2024 a
Description |X7Fer CTCH16625 | Created By Larry Serkey
From CT Las Vegas To T cChicago Managed By Q
TransitTime pg Return Order Id Department Q

[[] view Cancelled Lines suspend [ |
k& Status Product ID Description Ship Date Return Date Qty | Short| Shipped | Received| Department Shelf Bin |
[ |Resered FUZEWASHS575| Elation Fuze Wash 575 w/Clamp, Safety Ca..| 06/06/2024 08:00 AM 24 0 0] O|LIGHTING
[ |Resered FUZEWASHS75| Elation Fuze Wash 575 w/Clamp, Safety Ca..| 06/06/2024 08:00 AM 2 0 0] O|LIGHTING
[ |Reserved FUZEWASHS75| Elation Fuze Wash 575 w/Clamp, Safety Ca 06/06/2024 08:00 AW 13 ] 0] O|LIGHTING

The lines that are assigned to the Transfer Order will now show a status of T-Reserved.

Subrentals
Creating a Sub Rent Purchase Order starts by selecting the asset lines needed in the order,
right-clicking and choosing Sub Rental.

© QuickTumnAround

@® Sub-Rental 0 Transferin ) Purchase

| o< [ cma | |

) Exchange

In the Assign Vendor window, the Assign Later selection changes
the selected line(s) to Sub Rent in green text and ends the process.

k2 Assign Vender

Do You Want to Assign a Vendor Now?|

Selecting User Assign will prompt the user to Use an Existing PO or

@ |User Assign
create a new one.

Assign Mode
[ () Assign Later

In this example we will create a new one.

() Use Existing Purchase Orders (@ Create New Purchase Order|

This will bring up the Search Company / Contact window to
search for the Vendor. If the vendor isn’t listed in the Company
/ Contact database see New Vendor Creation and Approval above.

| Cancel |

R2 Search Company / Contact

Company
Search - Sort By ;
Company N...| + |[VER | Search | | Company M... |+ [ Customer MELEL S
Start of Field |w aavanced ||EJ|ER|  [Mone - [ Refresh on Company edit
Company Name Customer /Vendor ID | CompanyPh | LastName Firstname | Middle Mame| Main Phone
WER - Los Angeles VER-GLM 1(818)956-14... |Dundee Wince 8189561444
VER - Los Angeles VER-GLM 1(818)956-14. . |Receivables Accounts 8189561444
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After a vendor has been selected a Sub Rent PO will be presented that lists the items selected
from the order.

R2 CTCHPOO46830 Purchase Order

= caesEE G e R
Blef+IxXQlOaN: 28 EEEE SR RRNERERE ) -

[/ mformation [ vendor [ Shisping  [Retum  [GubRentsl | Reference | subtotal |
Type |Subrent ‘v| Status ‘ | ‘ Site CT Chicago Q Approved Status I:E
PO# CTCHPO046830| Version 0 Wendor Name  VER - Los Angeles Q| Authorizer Q
Description |Cn|cag0 Auto Show | Contact vince Dundee Q. Department Q
Date Created 06/07/2024 Req. Date |06/07/2024 j Created By Larry Serkey [] view Cancelled Lines
Reference # Project CTCHO16625 2 — TS
C| Product ID | Vendor SKU GL Code Description Duration | Qty | Unit | Unit Price | Discount| Amount | Rec. | Aprv. Amount | Vouc.Amount| Req. Date Bill To)
[ IMACAURA... 50100000 Martin MAC Aura XB wiClamp, ... (2d 2|Day 200.00 0.00 800.00 0] 06/06/2024 |CTCHO16
[ IMACAURA... 50100000 Martin MAC Aura XB wiClamp, ... (2d 8|Day 200.00 0.00] 3200.00 0 06/06/2024 |CTCHOD16,
[ IMACAURA 50100000 Martin MAC Aura XB wiClamp, ... (2d 6|Day 200.00 0.00| 2400.00 0 06/06/2024 |CTCHO16
Ll I [»

C-Comments  *- Non Discountahle Total 6992.00

! The PO will need to be Released before assets can be filled in the Warehouse Prep Task.
Filling the sub rent lines in the Warehouse Prep Task will in turn fill Receive column of the PO.
This is shown in further detail in the Warehouse section.

The lines of the order assigned to the Sub Rent PO will now show as S-Assign.

2.2 Transferring Items on a Service Work Order
1. Search the asset number in Service with the filter set to All Sites to be sure there are no
duplicate tickets existing.

2. Create the Service Work Order
1. Under the Equipment tab enter the asset number and hit Enter (Figure 1)

2. Under the Information tab briefly summarize the nature of the damage/problem
on the Description field (Figure 2)

1. Give any additional details in the Comments field
2. Assign a Mechanic

3. Change the Status from Estimate to Scheduled to Open. A mechanic
MUST be assigned in order to set the ticket to Open status. If a ticket is
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not in Open status it will NOT show that it is in repair and it will NOT count
against the item availability correctly.

If the item needs to be transferred to another site for repair create a transfer with that item on it.
When you scan the asset there will be a pop-up confirming the item is currently in repair and
you intend to transfer it. Click Yes. (Figure 3) After that everything will be like normal. The asset
will show as in Repair status in the new site and the repair ticket will be Open in that site as well.

k2 Service Work Order

File Edit View Aclions

(elefalx]z] ce [aa S R Figure 1

Information JEGIIMGENTE Service  Repairinstructions  Customer | Shipping =~ Payment  Default  Cost = Subtotal  Linked Orders =~ UDF

AssetID/Product ID | Asset Numbér | Oty 0 . Retire = Retire Comments Availability Site

| Customer Equip.No Description Meter Group Meters  Times Rented Duration Rented
Manufacturer Mg, Serial No. Q) customer Comments 5 '
Date Acgrd. i J Model Made In
Invoice ID Invoice Date I URL
Inv. Amount Year

R2 Service Work Order
File Edit View Actions

EE EE A B R B EEE Figure 2 =

Information Equipment Service Repair Instructions Customer Shipping Payment Default Cost Subtotal Linked Orders UDF

Order ID Status |Estimate || Mechanic(s) | Mechanic Nafe- Scheduled Dale Est. Duration Suspend ||
Customer  Senice customer Q| Senice Type Corrective Q v = Start Dat EOmmEnS '
o 5] - Additional details Q
Descripti i Cat i
escripion = Repair Issue ategory Qv Py and history

Serial IC Qty Filled

R2_02003: 1036547 has active Work Order(s). Hence, it affects the availability atthe receiving site. Do you
want to proceed?

Figure 3
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3.0 Warehouse

The Warehouse Module is where an order is filled, dispatched and returned by various
tasks that were created when the order was put in Reserved status.

When an order is created or converted to Reservation status, four tasks are created in the
warehouse module.

1. Prep Task — Where items are scanned out to order. Also known as Order Fill.
2. Ship Task — Used to Dispatch an order from warehouse site.

3. Pickup Task — Used to schedule pickup from venue.

4. Return Task — Where items are scanned in from an order.

Each task has its own window that opens to perform its individual functions. Before getting
into more details of each task it's important to know the main warehouse screen where
these tasks can be searched for and opened.

Warehouse Main Screen

The main warehouse screen will present the Prep, Ship, Pickup and Return tasks and
list them by the dates and times they are scheduled to happen. It also lists the
schedules of Sub-rentals and Transfer Orders. Users can open these schedules and
perform the necessary steps required to complete each task and mark the Done upon
completion.

Order Types and Action

Order Type in the Warehouse module describes what state the order, transfer or sub-
rent task is in at the time of the search. The Action column lists what the task is that
needs to be completed. The Number column corresponds to the order, Sub-Rent PO or
Transfer order’s number and listed with each Action, or Task.

Order and Order Type Status

Order Order Type Status:
Type:
Reservation | Reservation New Order
Contract Item(s) has been Dispatched from Ship task
Signoff All rental items returned in Return task
Invoice No changes to sales side or order; tasks in WH
can still be opened and completed
Order Type and Action
Order Type: | Action:
Reservation Prep Window to scan items out to an order
Ship Window to Dispatch an order
Pickup Schedule only, opens Return Order screen
Return Window to scan items back in from an order
Transfer Prep Window to scan items out to Transfer Order
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Ship Window to Dispatch the Transfer Order

Receive Window to Receive item in from Transfer
Order
Subrental Receive From Receiving items on a Sub-rent PO is done per
Vendor line in an order, not this screen

Return To Vendor

R2 Warehouse
File Edit Actions View Search Print Help 6

BEZX|vOle|&OI7 |3 e MEhe ] Ho | 3 G|
3 4 5 User View I:]ﬂ Me |V [v]Default

Filter By

Department Assigned To Q TransitMoae[ [v‘ Event{ Q‘ [Site ‘v‘ CT Chicago Q
[ 72 ]

Schedules Order Type Action
[JToday []Tomorrow []Done| | [JOrder []SubRental []Transfer []PO []Pickup [J Prep [] Ship [ Pickup []Return [] Receive [] Service

]

Search - Sort By

Date w |03/01/2024 vJ Search 1 Date v

Between v 1073112024 j Advanced ||E3 None -
Ops | Customer Status| Done| Time | Order Type Action J Number | Description Date | CustomerVendor | Site | Assigned To|
] |Active [] |01:00 PM |Reservation [Pickup CTCH016370 New York Autoshow 2024 Ford Division ...|04/10/2024{Imagination USA Inc. CT Chicago
[] |Active [] |04:00 PM |Reservation|Return CTCH016370 New York Autoshow 2024 Ford Division ...[04/12/2024|Imagination USA Inc. CT Chicago
[] |Active [] |08:00AM |Reservation|Prep CTCHO016370 New York Autoshow 2024 Ford Division ...|[03/11/2024|Imagination USA Inc. CT Chicago
] |Active [] |08:00 AM |Reservation |Prep 11 CTCHO016625 Chicago Auto Show 06/06/2024|LJS - Test Company CT Chicago
] |Active [] |08:00 AM |Resemvation Ship CTCH016625 Chicago Auto Show 06/06/2024|LJS - Test Company CT Chicago
[ |Active [[] |06:00 PM [Reservation |Pickup CTCH016625 Chicago Auto Show 06/07/2024|LJS - Test Company CT Chicago
[] |Active [ ] |06:00 PM |Reservation|Return CTCHO016625 Chicago Auto Show 06/07/2024|LJS - Test Company CT Chicago
[] |Active [] |12:00 PM |Signoff Pickup CTCHO016201 \Ample Return PA - 2 - Chicago 10/08/2024|CT Employee Loaners CT Chicago
] |Active [] |08:00AM |Resemation |Prep CTCH016534 RSI - IHMEC Voices of Genocide 04/30/2024|Ravenswood Studio, Inc. |CT Chicago
[] |Active [] |08:00AM |Reservation|Ship CTCHO016534 RSI - IHMEC Voices of Genocide 04/30/2024|Ravenswood Studio, Inc. |CT Chicago
] [] |04:00 PM [Subrental |Return To Vendor |CTCHPOO046508  |Novartis Oncology National Meeting 2024 |03/29/2024|Hi-Tech Audio CT Chicago
=] [] |03:00PM [Subrental |Return ToVendor |CTCHPO046736  |Sprinkir 2024 ASKO General Session 03/01/2024|Sweetwater Video Produ... (CT Chicago
O [] |04:00 PM [Subrental |Return To Vendor |CTCHPO046802 McD 2024 OPNAD GS AVL Chicago 1 03/01/2024|Aria Technology Solution... |CT Chicago
O [] |04:30 PM |Subrental |Return To Vendor |CTCHPO046730  |McD 2024 OPNAD GS AVL Chicago 1 03/01/2024/|Aria Technology Solution... |CT Chicago
O [] [10:00AM |Subrental |Receive From Ve... [CTCHPO046573  |Volvo - Start of Production EX90 - AV 04/08/2024/|Aria Technology Solution... |CT Chicago
J [] |04:00 PM |Subrental |Return ToVendor |CTCHPO046573  |Volvo - Start of Production EX90 - AV 05/03/2024/|Aria Technology Solution... |CT Chicago
] [] |08:00 AWM |Transfer Receive CTCHT011994 x-fer for CTCH15857 03/26/2024|PINNACLE EXHIBITS, INC.|CT Chicago
| [] |08:00AM [Transfer  |Receive CTCHT012380 xfer for CTLV006806 03/11/2024/CZARNOWSKI - LOS AN... |CT Chicago
= [] |08:00AM [Transfer  |Receive CTCHT012400 to CTCH 15791 CvS DC BO 03/26/2024|BRANDSYNC EVENTS CT Chicago
=] 1 Ino-nn At [rennctar IDanniin ATAUTA4NA4D \ farfne ATALIAETOA n2140mNnnA[DDANNCVAMIA CUVENTE AT Ahinann

Search Criteria: Drop-down has many options; this shows a date range
Search Filters: Check boxes to narrow search by Order Type or Action
Pick Order: Opens Order screen to access Print Pick List

Fill Order: Opens Search Fill Orders screen

Ship Order and Pickup Order: Opens search screen

Return Order search screen and Batch Return window

Transfer In/Out: Opens window to create new T.IN or T.OUT

Search Sub-Rental POs screen

Batch Receiving: Opens Batch Receiving window to create a new batch or edit one
Seach Inventory button

Search Results: double click on each line to open a task

NN PSP N P Y PN P TN I ST S S SIS SIS ISISISIS SIS SISISIE
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Filling an Order through the Prep Task
1. Search for the task(s) in the main Warehouse screen. If you know the order number you
can select “Number” in the drop-down search criteria, or if you know the Description for
the order you can select that. Then check the Prep tick box in Action to list all of the Prep
tasks for the order. You may notice that there is more than one Prep task. This happens
when there are different times or days some gear has scheduled to be dispatched from
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the warehouse. Also, sometimes orders that are duplicated can cause multiple tasks to
be shown. To see all of the Prep task dates/times in one screen, uncheck the “Apply
Date” filter and click the green “Refresh” button inside of any Prep Task.

Prep Task — Order Fill Screen

R2 CTLV007366 Order Fill

A\ [~ | [ [ = e | I ( [
Q%< Q| E|eelc e & A [CHXIEHDE M| DA # |
1 !775” tems |l contract No. CTLV007366 Prep  03/08/2024 08:00 AM AssignedTo  party Langley Total Container Count g
5 | Receive Fill | pescription Kia Electrify Orlando AVMY ShiP  03110/2024 08:00 AM ~ Sales Person jeff Chenery EventName
Un Fill | .
- |———L Customer  Exhibit Works Inc- Californ Return 03/21/2024 11:00 am ~ Location OrlandoTBD EventID
= [ adaress [TBD Commets Q| Loading Bay Qv
4 | Orlando FL TBD
M= Both .
: 1 United States -H Weight 306
Filter
6
Date |4 - 1 M| [lApplyDate [ Deleted [ Filled & Out Site  |CT Chicago
[ Fnar |
A ey fsmos 5]
Fill Filtered |
Read Dat HIC Status Action ProductID Asset D Description Ordered| Filled | Container ID PO/ Transfe
30201038 4 Rent BQ3IFULL + ROE Black Quartz 3.9mm LED Tile (500x... 20 0 B
7 ReadFile W] Rent BQ3FULL + ROE Black Quartz 3.9mm LED Tile (500x. 4 0
| ] Rent BQ3HALF + ROE Black Quartz 3.9mm LED Tile (500x... 10 0 0
— | Rent BQ3HALF + ROE Black Quartz 3.9mm LED Tile (500x. 14, 0 H
| PickAssets @[] Rent MVRHELIOS4. .. + Package - Megapixel Helios 4k Processo... ] 0
Swap | Rent 4XSOCASWA... + 208V 200A 4X SocaPex LED Distro (Lunc... 1 0
o Rent BQ1XBASE + ROE Black Quartz 1x Base Bar 10/ 0
L__fats N Rent BQFLOOROU... + Package - ROE Black Quartz Outrigger P... 6 0
8 Expand Al |l Rent MACSTUDIO... + Package - Mac Studio Millumin Rack 1 0
5 e Al Rent X32PRODUC.. + Behringer X32 Producer 16 Input 8 Outpu... 1 0
——— ] (| Rent 108P + L-Acoustics 108P Powered Speaker 2 0
10 View TO | ] Rent ULTSTANDS + Ultimate Speaker Stand - 6ft 7in max hei 2| 0
[_|Reserved Rent IAS402IPIPE4 Aluminum Schedule 40 2° pipe 4’ Black 2| 0
[_|Reserved Rent L9ORIGIDCH... Lighting 90deg Rigid Cheeseboro Coupler. 4 0
[_|Resemved Rent 1/2CHEESEC... 1/2 Cheeseboro Coupler 2| 0
1 Rent 2ULXDG50 + Package - Shure ULXD 2 Channel Wirele... | 0 |
Close Reserved Sell JOBCONSUM... GaﬁTlape‘ Trick Line, Batteries, etc £ 0 B
I |ll« I 1»]
1. | Fill ltems: Opens Fill tems screen to scan barcodes
2 Un Fill: Unfills selected line(s)

3. | Add Items: Opens Search Items screen to add more items. Not to be used without
approval from PM/SP of order and Ops Dept

4. | Exchange: Opens Search Inventory screen to add more items. Not to be used without
approval from PM/SP of order and Ops Dept

5. | S-Fill: Fills a Sub-Rent line, receives line on Sub-Rent PO

o

Delete: Deletes the line(s) selected, changes line Status to Deleted. Not to be used
without approval from PM/SP of order and Ops Dept

Read File: Will load a text file with asset numbers

Expand All: Opens all lines of Packages and ltems that have asset numbers

View PO: Opens Sub-Rent Purchase Order assigned to order

S|P

0. | View TO: Opens Transfer Order assigned to order

2. Inside the Prep Task/Order Fill screen there is a Filter option that will display the items
as they are on the Order in the Rental/Sales side of the order as well as a selection to
Group by Items. Group by Items will change the display to arrange like Items, such as
listing cable that might be placed in different sections of the order together.
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3.

4.

There is a Deleted filter which will include items that have marked as deleted from the
order and a filter that, when ticked, will include items that have already been Filled &
Out. When selecting or unselecting these filters, the Refresh button will need to be
pressed to update the list.

All items that have serial asset numbers assigned to them as well as Packages will have
a + sign in the Description field of each line. In the image below the line with the + sign in
the Description field in the red box of the image named “ULTSTANDS - Ultimate
Speaker Stand — 6ft 7in max height” is an example of a Serial Item line. Click on the
header line, then the green Expand button on the top menu to expand the header line to
showing the asset lines that need to be filled. In this example it listed the quantity of 2
ordered, which can be seen in the Ordered column.

Prep Task/Order Fill Screen Item Type Line Examples

C| Status | Acion | Product ID AssetlD | Description Ordered| Filled ¢ |
[ ] Rent BQ1XBASE + ROE Black Quariz 1x Base Bar 10 o) [«
| Rent BQFLOOROUTRIGGERPKG + Package - ROE Black Quartz Outrigger Package 6 o] L
] Rent MACSTUDIORACKPKG + Package - Mac Studio Millumin Rack 1 0 |8
. Rent X32PRODUCER + Behringer X32 Producer 16 Input 8 Output Digital Cons... 1 0 T
] Rent ULTSTANDS - Ultimate Speaker Stand - 6ft 7in max height 2 0
[_|Reserved Rent ULTSTANDS Ultimate Speaker Stand - 6ft 7in max height 1 0
[_|Reserved Rent ULTSTANDS Ultimate Speaker Stand - 6ft 7in max height 1 0
[ |Reserved Rent AS402IPIPE4 Aluminum Schedule 40 2" pipe 4' Black 2 0
[ |Reserved Rent L90RIGIDCHEESECOUPLE... Lighting 90deg Rigid Cheeseboro Coupler (BLACK) 4 0
[|Reserved Rent 1/2CHEESECOUPLER 1/2 Cheeseboro Coupler 2 0
] Rent 2ULXDG50 - Package - Shure ULXD 2 Channel Wireless Microphon... 1 0
] Rent ULXD2B58G50 - Shure RF ULXD2 Handheld TX - G50 w/Beta58 1 0
[ |Reserved Rent ULXD2B58G50 Shure RF ULXD2 Handheld TX - G50 w/Beta58 1 0
] Rent ULXD2B58G50 + Shure RF ULXD2 Handheld TX - G50 w/Beta58 1 0
] Rent ULXD1BODYPACKG50 + Shure RF ULXD1 Body Pack TX - G50 w/WL 185 1 0
Rent ULXD1BODYPACKG50 + Shure RF ULXD1 Body Pack TX - G50 w/WL 185 1 |0 IE
4 Il »
| I
5. Tofill the two assets, click the Fill tems button in the upper left corner of the screen and

Zoom In

Close

scan the barcodes into the Enter ID field. A barcode scanner should be set up to scan
the barcode and automatically enter the scan, clearing the Enter ID window for the next
scan. Either the successful scan sound will be heard, or a different unsuccessful scan
indication will sound. In the event of an unsuccessful scan it is best to stop the filling
process and find the issue causing the unsuccessful scan. There can be many reasons
for this, some examples are the asset might belong to a different Item Product ID, the
Item is not in the current site or the barcode sticker is damaged.

Fill Items Scan Window

Fill UnFill
Emerp  [soeost | Quantty [t
Description ® Add Cr Overwrite
Container 1 I—Q [JAuto Fill ] Auto Return
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6.

Non-Asset lines, also known as Quantity Items, will not have a + sign next to them.
These lines are entered manually by typing in the quantity filled into the Filled filed of the
item. The same successful or unsuccessful scan sound will be heard.

Notice the changes to the Status, Asset ID and Order columns in the image below. As
the items are scanned and entered, the Status column will change from Reserved to
Filled, the Asset ID column will fill with the barcode for asset items and the Filled column
will show the amount filled. Partial amounts can be added to the Non-Asset lines
manually entered in the Filled fields.

S Scacti Ordered Filled

] Rent ULTSTANDS | IE Ultimate Speaker Stand - 6ft 7in max height 2
[_|Filled Rent ULTSTANDS . E5€)8051 I Ultimate Speaker Stand - 6ft 7in max height 1_
[_|Filled Rent ULTSTANDS 11165121 Ultimate Speaker Stand - 6ft 7in max height 1
DResewed Rent AS402IPIPE4 | | Aluminum Schedule 40 2" pipe 4’ Black 0_
[_|Filled Rent L90RIGIDCHEESECOUPLE| Lighting 90deg Rigid Cheeseboro Coupler (BLACK) 4
:]Fil!ecf ] Rent 1/2CHEESECOUPLER | 1/2 Cheeseboro Coupler 2
] Rent 2ULXDG50 | - Package - Shure ULXD 2 Channel Wireless Microphon... 0
I Rent ULXD2B58G50 | - Shure RF ULXD2 Handheld TX - G50 w/Beta58 1
[IFilled Rent ULXD2B58G50 11048442 Shure RF ULXD2 Handheld TX - G50 w/Beta58 1
D Rent ULXD2B58G50 | . o Shure RF ULXD2 Handheld TX - G50 w/Beta58 0
™= Rent ULXD1BODYPACKG50 + Shure RF ULXD1 Body Pack TX - G50 w/WL 185 0|
O] Renl ULXD1BODYPACKGSD M| + Shure RF ULXD1 Body Pack TX - G50 wiWL185 of

8.

Lines that are assigned to Sub-Rentals and Transfer Orders are marked as such. The
image below shows a Sub-Rent line which will show in green text and two lines assigned
to a Transfer Order, one in black text and the other in pink text. Black text indicates the
line is ready to be filled and the pink line indicates that it is a new line added to the
original order and the task has not been opened since the item was added to the order.
Once the task has been closed and re-opened, the line that was previously in pink text
will now show as black text.

Status

Action Product ID AssetlD Description Ordered Filled | Container ID PO ! Transfer ID Vendor / Site
Rent |{32PRODUCER + Behringer X32 Producer 16 Input 8 Output Digital Console 1 0 CTCHPO046831 I\VER - Los Angeles

Rent |108P + L-Acoustics 108P Powered Speaker 1 0 CTCHTO012517 CT Chicago

RIRICS

Rent [108P + L-Acoustics 108P Powered Speaker 1 0 CTCHT012817 CT Chicago

9.

10.

11.

The two “L-Acoustics 108P Powered Speaker” lines in this example have a quantity of
one ordered but were originally added to the order as one line for a quantity of two. Lines
with multiple quantities will split if there is not enough inventory at the site filling the order
or the site selected when making the Transfer Order.

Once the transfer order arrives at the CTUS site filling the order, it should be scanned, or
Received in the Transfer Order screen. This will move the assets on the transfer to the
receiving site’s inventory. The assets can then be scanned out to the order through the
Order Fill window. It's best to keep transfer orders together if there are more than one
that arrive on the same shipment, and to scan the assets from the transfer out to the
order they are assigned to.

Sub-Rent lines are in green text and the Status will show as S-Assign and the PO# is
listed in the PO / Transfer ID column. To fill a S-Assign line click the header line and
then the Expand button. You can also select multiple S-Fill lines to fill more than one line
at the same time. Then click the S-Fill button which will change the status of the line to
S-Filled.
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C| Status Action Product ID Asset D Description Ordered| Filled || Container ID PO/ Transfer ID Vendar / Site Loading Bz
|| Rent {32PRODUCER - Behringer X32 Producer 16 Input 8 Qutput.. 1 0 CTCHPO046831 VER - Los Angeles I
[1s-Assign Rent X32PRODUCER Behringer X32 Producer 16 Input 8 Qutpu 1 0f CTCHPOD46831 \VER - Los Angeles

I Note that all Sub-Rent POs need to be released before they can be filled through the
Prep Task / Order Fill.

Also, filling the Sub-Rent line in the Prep Task / Order Fill window receives the line on
the Sub-Rent PO.

12. When closing out of the Prep Task/Order Fill window a dialog box will appear if there are
any unsuccessful scans.

SRS Clicking Yes will open the Search Exceptions screen listing
lz‘ R2_00491:Exceptions found during scanning. Do you want to view it now?. a” unsuccessful entries for that Session.

A report can be printed of Exceptions that

EIE . o
happened while the order was being filled.
Order Type I:D Order ID CTLV007366 Description Kia Eleclrify Orlando AV MY

swnDate [oor202a |-|[iroomn| EnoDde [oaiomozs || [sossen]  [ste <] lcToneaso

Filter By

Include
Fill unFill [Jship []Retum/Receive []Add items [Resolved EventiD

search sort By
scames [ e
fovpara proseem - 0| =

ScannediD | Description I Result ["aty| ExcentionDate | Emploves Nam:
1es122 |Umimate speaker Stana-... 1165122 :R2_00005:1tem does not be..|1__|06/10/2024 02:33 PM|LSERKEY

13. When a task is completed, it can be marked as Done by right-clicking on the Task Line
and selecting Done.

— L — If you need to reopen this task the search filter Done must be
poipater_ o] povced B ||[vore [~ checked in the Schedules section of the main Warehouse
e s e SCreen. To remove the Done status of the task, right-click on
W O |actve |10:00 AM |Resenvation|Pickup lcTLv0073.. [k .

O |paive C1_[1100 4 |Resenation Retun femeora e, the line and select Restore Task.

] [ |active | [ 08:00 AM |Reservation|Prep eTiuna73. Kz

New Schedule
Delete Schedule
Reset Notity Flag

Printing a Pick List

A printed copy of items needed to be filled to a Prep task can be generated by printing a Pick
List. Pick Lists can be accessed in the Prep Task / Order Fill screen by clicking the green Pick
List button or can be generated on the Warehouse Main screen. To access Pick Lists in the
Main Warehouse screen first search for the order, click on the Prep task for the order and then

click Print>Pick List on the top menu bar.
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R2 Pick List

Project Site CT Chicago
Event Name ] All Sites
Alternate PrepDate | / ]
Format
() Detailed
By
® Order ) Order & Department () Department & Order
Department Q|
Options
[_]Include Accessories [_] Include Original Description
[_] Print Assets Individually [_] Group On Kit Child ltems

Include Non-Printable Comments [ ] Add Page Break on Sort
Print

Reserved Filled Ship Returned Deleted
Site

cotsy (g [v]  oumsy fesmang ¥

Print Form Options
Print Type

-] !

Form

® RTF O PDF

Run Cancel

Shipping

Date Filters

Start Date |06/17/2024 j End Date |06/17/2024 |~ W [¥] Apply Dates I
Sort Options

Keeping the default Format>By Order will show
the Status of the line.

Changing Line Separator Count to “0” will result
in fewer pages printed.

Unchecking the Apply Date default will bring in
items from all Prep Tasks for the order.

Ship Task/ Ship Order Screen - Dispatching an Order

The Ship task opens the Ship Order screen where all of the items that were filled in the Prep
task can be Dispatched by pressing the Ship Filled button. Individual assets can be shipped by
entering their barcodes in the Dispatch Container/ltem screen. There may be multiple Ship
tasks listed in the main Warehouse screen if there were different Ship Dates selected when
creating the order as the show schedule might require a certain set of gear might be needed to
arrive for set up before the remainder of the gear is needed.

I Note that no items should be dispatched until the truck they have been loaded on has
left the CTUS site. It is much easier to Unfill the order if it is cancelled. Also, if an order
is cancelled and the gear has been dispatched it will show incorrect utilization.
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Contract No.
Description
Customer

Ship Address

~Filter

CTLV007366
Kia Electrify Orlando AV MY25

Exhibit Works Inc - California

Assigned To Marty Langley

Ship By

Tracking #

(TBD
Orlando FL TBD
United States

Comments

CT Truck/Trailer | v | 0311012024 Shi

p Ref. #

Event Name

Q| EventiD

Total Container Count 0

Date \03110/2024|LH03 00 AM Hcano/zuza\j [os:00 Al | 7 ApplyDate  []Deleted [l Out&Retumed  Site  CT Chicago

=

v femons -]
c| status | Acion | Productip AssetlD | Description | Ordered | Filled [Shipped|  Container D PO / Transfer IC
m Rent BQ3FULL + ROE Black Quariz 3.9mm LED Tile (500x1000) 20 0 0
] Rent BQ3FULL + ROE Black Quartz 3.9mm LED Tile (500x1000) 3 0 0
(] Rent BQ3HALF + ROE Black Quartz 3.9mm LED Tile (500x500) 10 0 0)
] Rent BQ3HALF + ROE Black Quartz 3.9mm LED Tile (500x500) 14 0 0
1 Rent MVRHELIOS4K. + Package - Megapixel Helios 4k Processor Package 1 0 0
] Rent 4XSOCASWALP + 208V 200A 4X SocaPex LED Distro (Lunchbox Style) 1 0 0
[ Rent BQ1XBASE + ROE Black Quartz 1x Base Bar 10 0 0
] Rent BQFLOOROQUT... + Package - ROE Black Quartz Qutrigger Package 6 0 0
I Rent MACSTUDIORA... + Package - Mac Studio Millumin Rack 1 0 0
=1 Rent X32PRODUCER + Behringer X32 Producer 16 Input 8 Output Digital 1 1 0 CTCHPO046831
Rent 108P + L-Acoustics 108P Powered Speaker 1 0] 0 CTCHT012517
vl Rent 108P + L-Acoustics 108P Powered Speaker 1 0 0 CTCHT012517
;D Rent ULTSTANDS + Ultimate Speaker Stand - 6ft 7in max height 2 2 0
|[_|Reserved |Rent AS402IPIPE4 Aluminum Schedule 40 2” pipe 4’ Black 2 0 0
IClFilled Rent L90RIGIDCHEE... Lighting 90deg Rigid Cheeseboro Coupler (BLACK) 4 - 0
IL_IFilled Rent 1/2CHEESECO... 1/2 Cheeseboro Coupler 2 2 0 o
4 il »

[4]

—

Dispatch: Press to ship all assets in Filled status

A

S$-Out: Dispatches Sub-Rent lines

w

Dispatch Container/ltem: Ships individual assets or a Container created in the Prep
Task / Order Fill

View PO: Opens the Sub-Rent PO for the selected line

Warehouse Order History: Log of actions taken in the order

Apply Date: Uncheck to bring in items from all Ship tasks

Deleted: Item view will show ltems that have been deleted

XN 0~

Out & Returned: Item view will show items that have been dispatched and returned

1. To dispatch filled items to an order, double-click on the Ship Order ship task schedule
line in the main Warehouse screen.

2. If there are multiple Ship tasks and you need to dispatch all of them at once, uncheck

the Apply Date tick box and hit the green Refresh button.

3. The status of the lines should change from Filled to Out.

Returning an Order Through the Return Task
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10

11

12

13

CIEIEEY GBI Y| E|A8] # (@
Scan ltems | | Contract No. CTLV007366 A4 assigned To Marty Langley Return By 03/21/2024

SRetumn Description Kia Electrify Orlando AV My25 | Sales Person  jeff Ghenery Ship Ref. #

Customer Exhibit Works Inc - California Location OrlandoTBD Tracking # |
Damaged

Return Addr... |» Evenitialne Comments Q
Lost EventID
: ! Both [+

Missing Date Recd

Return Filter
Date \03/21/2024 j |11 00 AM \ 0312112024 |j [11:00 AM | /] ApplyDate [] Deleted [] Filled & Retuned

Return All

Return Filtered View Returning Site CT Chicago Shipping Site Q

RetunAlINS | |c|  Status | Acion || ProductiD AssetlD | Description Ordered | Shipped | Returned | PO
|Rent |PLAYBACKPR... + Playback / Record Pro Controller |
1 Rent X32PRODUC + Behringer X32 Producer 16 Input 8 Output Digital ...
Read Data [j Rent ULTSTANDS + Ultimate Speaker Stand - 6ft 7in max height
= E[QU! |Rent |L9ORIGIDCH.. Lighting 90deg Rigid Cheeseboro Coupler (BLACK)
ReadFile | Moy Rent 1/2CHEESEC... 1/2 Cheeseboro Coupler
Sort 1 |Rent |2ULXDG50 + Package - Shure ULXD 2 Channel Wireless Micro...

UnReturn

CTCH

alnleln]afas
EATSIEN Y Y
olo|oc|ojlo|lo

Swap
Expand All

View PO

Close <] i 3|

—

Scan Items: Opens Return Items screen

N

S-Return: Returns Sub-Rent line, changes status for S-Out to S-Returned

w

Damaged: Marks returned asset as Damaged with 3 options — Return to Inventory,
Mark As Not Available or Create Service Work Order

Lost: Marks an asset as Lost, gives a Remarks window for further detail

Missing: Marks an asset as Missing, changes status to Missing

Return: Returns asset, can change Lost and Missing asset to Returned status

Return All: Returns all serial assets, locked for most CTUS

Return Filtered: Only returns assets that were on searched through Filter

Return All NS: Returns all non-serial assets, locked for most of CTUS

UnReturn: Changes status of Returned items as Out

SN 3e| RN a >

=1 O

Read File: Use this function to import information previously downloaded from a batch
scanner and stored as an electronic file. To use this feature, place the file on a drive
accessible to this computer and click on the Read File function button. This opens the
Read File dialog. Click on the more button to the right of the Select File field to choose
the import file. Select a Status, then click on Read File.

12.

Swap: Opens Swap Equipment window where an asset can be substituted for another
asset, gives options to Mark Original Equipment as Damaged and Not Available

13.

View PO: Opens a Sub-Rent PO for a Sub-Rent line

14.

Print Exception Report: Prints a list of unusual actions performed while filling an order
- such as item additions, deletions and exchanges or returning items from another order.
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15.

Warehouse Order History: Opens log of all warehouse activity for order

16.

View Exceptions: Search unusual actions performed while filling an order - such as
item additions, deletions and exchanges or returning items from another order.

There are two areas in R2 where assets can be scanned in from an order. The first is to open
the Return task for the returning show and open the Scan ltems screen. The second is to use
Batch Return, which is accessed on the Main Warehouse screen by clicking the drop-down
menu for the Return Order button. Batch Return is not associated with any order, so assets can
be scanned in from multiple orders. While this sounds easier than opening each Return task it
does have its drawbacks. One is that assets that are not returned to the CTUS site will not be
known unless each Return task is opened and checked. Also, Batch Return will lock orders that
the assets were scanned in from and not unlock them until the Batch Return window is closed.
Batch Return does work well for scanning in assets in which the order they were checked out to
is unknown and allows for an asset to be marked as Missing, Lost or Damaged.

1.

2.

In the Return Order, click on the Scan Items button which will open the Return ltems
window, leave Quantity at the default of 7 and the default selection of Add.
Click Zoom in to enlarge the Return ltems windows to be able to view from a distance.

Return ltems

Zoom In Enter ID Quantity 1

10.

Close Description ® Add ) OverWrite

Fill to Order/ Transfer ‘

Enter the cursor in the Enter ID field and begin scanning Serial asset barcodes to be
returned.

If the asset scanned was in the order a successful beep should be heard after scanning.
If the asset scanned was not on the order an unsuccessful beep will sound and an error
will be shown in the bottom window of the Return Items screen. It will show “R2_00018:
Not a valid ID".

An asset can be filled to Prep task or Transfer Order while being checked in through the
Fill to Order / Transfer field, but CTUS does not use this method.

To return Non-Serial assets click in the Returned field in the Returned column and enter
the quantity. If it is not for the full amount a new line will be added with the Returned
status with the remaining assets showing the status of Out.

To return Sub-Rented assets, expand the header line then click on the line(s) to return
and click the S-Return button.

Assets can be marked as Missing through the Return task. This will change the asset’s
status to Missing and will be marked as Not Available. If found the Inventory Manager
can change the asset's status back to In.

Assets can also be marked as Lost during return by pressing the Lost button. A
comments box will appear where a comment must be entered. Doing so will change the
asset status to Lost and make it Not Available where the Inventory Manager can change
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the status back to /n if it is later found. Assets marked as Lost should be reported to the
Inventory Manager.

11. Assets that return damaged are returned to the department they belong to where a
Service Work Order is created.

4.0 Service Work Orders

4.1 Creating a Service Work Order

Service Work Orders (SWO) in R2 are where asset repairs are tracked. One serial asset (asset
that has a barcode) is assigned to one SWO while multiple non-serial assets (assets without
barcodes) can be added to a single SWO.

1. Assets can be marked as Missing, Lost or Damaged from a Return Task. To create a Service
Work Order while marking an asset as Damaged, click on the line of the damaged asset and
press the Damaged button. Keep the default Return To Inventory and Mark as NotAvailable
boxes checked.

CIEIEEY EN EE 5 GIENEERCIEE &
Scan liems | | Contract No. CTCH016458 AssignedTo  andrew Young Return By 02/20/2024

S-Retum Description ASW Indy NBA 2024 Sales Person  gcott Renick Ship Ref. #
Customer Production Glue Location Indiana Convention Ce  Tracking#
= - ol [Return Addr... | v Evernthiame Comments Q
051 Event D
Both ]
Missing Date Recd.
Return ~Filter
Reum Al Date 0272012024 ~ | 08:00 Am |[0212012024] ~ | 08:00 A | 1 AppiyDate [JDeteted [ Filled & Retumed
Return Filtered View - Shipping Site Q
5 B2 Mark Damaged |
Return AlINS | llig]”  Status i Ordered | Shipped | Returned | F
UnRet ] 0 0 0 =
e (LRGN O Return To Inventory Mark As NotAvailable Create Service Work Order] 0 0 o &
F Dat ] 0... i 1 0
Re s [_|out Cancel il d g
: ] 0 0 0
Sort Rent ARRISEOCKIT - Package - ARRI SkyPanel S60-C, w/ PSU, Clamp, ... 6 0 0
] Rent ARRISE0C - ARRI SkyPanel S60-C, w/ Jr Pipe Clamp 4 4 0
[ lout Rent ARRISB0C 1090438 ARRI SkyPanel S60-C, w/ Jr Pipe Clamp 1 1 0
[|out Rent ARRIS60C 1080402 ARRI SkyPanel S60-C, w/ Jr Pipe Clamp 1 1 0
[ lout Rent ARRISE0C 1112416 ARRI SkyPanel S60-C, wi Jr Pipe Clamp 5 | 1 0
[|out Rent ARRIS60C 1090437 ARRI SkyPanel S60-C, wi Jr Pipe Clamp 1 1 0
(| Rent ARRISB0C - ARRI SkyPanel $60-C, w/ Jr Pipe Clamp 2 2 0
|out Rent ARRISB0C 1095672 ARRI SkyPanel S60-C, w/ Jr Pipe Clamp 2] 1 0
Swap []out Rent ARRISE0C 1112417 ARRI SkyPanel S60-C, w/ Jr Pipe Clamp il 1 0
= Rent ARRISE0CPS - ARRI SkyPanel S60-C Power Supply, (Rear Mou... 4 4 0
Collapse All_| |"jout Rent ARRISB0CPS (1080418 ARRI SkyPanel S60-C Power Supply, (Rear Mou... 1 1 0
View PO [ Jout Rent ARRISE0CPS |1080415 ARRI SkyPanel S60-C Power Supply, (Rear Mou... 1 1 0
Qut Rent ARRIS60CPS |1080414 ARRI SkyPanel S60-C Power Supply, (Rear Mou... 7 1 0 =)
Close _‘ ] ] [b]
| Damaged

Click OK and a dialog box will appear requiring comments. Enter a comment and click Close
and a window will show the Service Work Order number.
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er Returning Site CT Chicago Shipping Site

Action Ordered | Shif

Head 0

Head Comments: 0

t Fiber Cut 1

t 1

Head 0

t 6

t 4

t 1

t 1

t 1

t_ Glose i -1-_ 3 , Clamp, ..
t 2 IARRIS60C - ARRI SkyPanel $60-C, wi Jr Pipe Clamp
t ARRISB0C 1095672 ARRI SkyPanel S60-C, w/ Jr Pipe Clamp [ IARRIS60C 1090438 ARRI SkyPanel S60-C, w/ Jr Pipe Clamp
t ARRISE0C 1112417 ARRI SkyPanel S60-C, w/ Jr Pipe Clamp 1 ARRISE0C 1080402 ARRI SkyPanel 860-C, w/ Jr Pipe Clamp
t ARRISE0CPS - ARRI SkyPanel S60-C Power Supply, (Rear Mou... 4 7T T - -

L § ARRISANCPS  [1NANA1R ARRI SkvPanal SANC Pawer Sunnlv (Raar Man 1

Now this asset is on a Service Work Order that can be opened in the Service module.

File Search Help

User View " "| Me H [] Default ‘

Filter By
HESEIEHTE | Q { Completed Cancelled|
Work Orders
Search Sort By
Date v |06Mai2024 |~ searcn Date -
GreaterOr... |w| [/ Advanced @ None -
Order I1d Status Category Customer ID Customer Mechanic Description WFG Serial#
CO1978899070 Scheduled SERVICECUSTOMER  |Semvice customer
(CO1978900279 \Scheduled SERVICECUSTOMER  |Service customer

The asset this SWO was created for will have a Status of Repair, Service Status of Pending
Service and marked as Damaged.

R 1015642
— ==
SeniceHistory | || ProductiD  12X300FBRSM | AssetiD [1015642 Q| sechssetiD [l opians  §L Accounts
» [] Retire coes ‘ Q
(oo | or Cable Ho Date Entered 0911772012 o Avaliabie
. btatus Date  06/1822024 [] Consigned [g0iscount Ql
[ —— Damaged
" Manutacturer G seFrom |/ / | %uu .“__s‘ Reene [ Q)
Warranty
Commeqts | || MFG Serial# vesr ||| wamantyTin (11 j [¥] Under Warranty| | Inventory [ﬂzoou Q
| Depreciation | Allow Locked To )
1 CRem  Osel| | [ [+] CKit O Customer o al
Warnings = = = - 2
— = || Location ~ [ Purchase Information Depreciation GL Accounts
CreateKit ||| | ownerste 3 Q Curent Site 1 Q || Batehno 1D134133178 Depreciaton [ Q)
User Fields Qi [
[ Shelf Bin Number Vendor EEEE—
| | WescoBroadeast &En| | | oo e a
LnBvrisoy | ||| curentiocation | RecevedDate  09117/2012 R
- Wiite Off Q
Change Prod ID | Pricing Information Po#
Retail LowestRetail SIS TS
Cost | rReplCost
Pricing
site1124.43 site|0.00
= o | Price oo |
MSRP — T LTD Rent Rev
— Weight
Ufe[y Jsanval | Rem.Life 140 Acc Dsp 0.00 L TD Rent Rev
Notes Payable Last Order Information
LTD Expense
Customer | Q| || Lastorder CTCHO16458
Note ‘ ¥TD Expense
Order Description  ASW indy NBA 2024
1 Comments Q
*x | Customer Production Glue Refrean)
Gancel
— == - = |

Open the Service Work Order in the Service module to update.
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R2 C0O1978900279 Service Work Order

File Edit View Actions Help

Slejaixizl ow | af feuls0 HE

Default

"Payment ‘Subtotal | Linked Orders

“Customer | Shipping

flnfnrmatinn [Equipmenl rSemice [Repalrlnstruchons

OrderlD 01978900279 Status Mechanicis) v deioduled Hete Est Duration [12d | | suspend
[osr18/2024] ~| [o1:01Pm | EN pend 1
Customer |Service customer Service Type |Repair Q | - Start Date

06/18/2024 01:01 PM ------ Q
IDan Daczkowski
[Fiber Cut

0611912024 | 1200 |
Due Date
(062012024 ~| [o1:01PM |
End Date

= \

| Description lFiberRepair J Category

Created By Dan Daczkowst Date Created 06/18/2024

Site CT Chicago Charge To Location | ]

ety [Resor__[]

Search Manufacturer‘ ‘ Part# ‘ ‘ ay |4 [ Update existing lines

Tlc[x[H] statwus | Action [ D | Description | TaxGroup  |Duration| aty | Price |Discount] Amount | UnitCost

The default customer will be added to the SWO automatically when it is created through the
Return task or a Batch Return.

Add the person responsible for the repair in the Mechanic(s) field and enter the Start Date of
when work on the repair will begin. Enter the Due Date for the completed repair. Notice the
Comments section shows the comment entered when marking this asset as damaged in the
Return task.

Once the Start Date has been entered on the SWO the Service Status of the asset will change
to In Service. The Status of the SWO will change from Scheduled to Open.

Enter any comments regarding the asset’s condition in the Comments section.

To complete the SWO, enter the End Date or press the blue Complete Work Order button.

B [o6r9r2024] ~ | [12:00 ama
Due Date
2024 Assigned Vendor Q UEJ'3012024j 01:01PK

End Date

| wocaton era2024) -| | This should change the SWO status to Done.

e existing line

lz‘ R2_00111:Are you sure the Service is complete?

Yes No

2. Batch Return can also be used to mark assets as Missing, Lost or Damaged from an order.
To open Batch Return in the Main Warehouse screen go to View>Return>Batch Returns on the
top menu.

Enter the Order number in the Order ID field and choose Damage. Scan the barcode for a serial
asset or manually type in the Product ID for a non-serial asset in the Asset No. box. For a non-
serial Product ID, a quantity can be entered in the Qty box, then hit Enter. Click “Yes” to create
a Service Work Order. Clicking “No” will mark the asset as damaged
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R2 Batch Returns

Batch Returns
ReadData | Tolal Scans 2
| EventiD | Q
Print Exception|
s  Orderid |cTLV007388 i Detail
ReadFile | .
- d © Retum © Missing O Lost @ Damage

AssetNo. [2svea
Mfg Serial #
aty 1

Close | Item Description SVGA Hi-Density Cable - 25ft

Batch Returns

Read Data Total Scans 2

R2_01281:Do you want a Service Work Order to be created for the Damaged?
I

[] Apply this setting to all future scans in this session

Close Item Description SVGA Hi-Density Cable - 25ft

File Search Help

Blefalo 5 Bloklslo o0l setrer o) B 3 o |

Filter By

) Include ] CTChicago @

ABSRmSATL Q Completed [ Cancelled|

Work Orders -

Search Sort By !

Assetld/Pr..| v [25vpa ][ searcn hssetld/Pr..| v |

= | Advanced |E None u

Orderld | Status | Category | Customer ID | Customer I Mechanic | Description | WFG Serial# c

C019788990... [Scheduled | |sERVICECUSTOMER |Service customer

3. A Service Work Order can also be created first and then an asset can be assigned to it.

Check to make sure you are in the CTUS site of the asset repair. Start the SWO by pressing the
purple Work Order button in the Service module.

. v = = 2 =7 = [}

P RRREE O EE AT — T EC )
Filter By
Aesioediio 2 ‘ Completed Cancelled|
—Work Orders

Search - Sort By

Date ~ (06/18/2024 ‘ - Search | Date -

GreaterOr... |w | // Advanced |@ None v

Order Id Status ‘ Category Ci D Customer Mechanic Description MFG Serial#

C01978900279 Done SERVICECUSTOMER  [Senvice ¢ Cesar Lopez Fiber Repair
C01978899070 Scheduled SERVICECUSTOMER  |Service customer

Enter the customer for the site in which the repair is performed. Click in the Customer field and
change the search selection to “First Name”, then search for “Service”.
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Add a brief description of the repair to the Description field, the person performing the repair in
the Mechanic(s) field and in the Service Type field choose “Repair”.

R2 CO1978902565 Service Work Order

File Edit View Actions Help

BaIx|zz] o | af i

| Information [Equipment rSewice [Repairlnstructiuns

] 7]

Sugtotal | Linked Orders | UDF |

|Order D c01978902565 = Status [Scheduled |w|MWechanics) [Lamyserkey Q. EERE Est. Duration
) ograrzo24] -| [rzoomn | oo | [suspena [
Customer ‘Creative Technology - Chicago Qi Service Type  |Repair Q|- Start Date

Q

i1l Y
osscapion e —Grsceaseser | T TR —

Created By Larry Serkey Date Created 06/19/2024 Assigned Vendor Q |05f1 912024 |;J [12:00am |

End Date
I G A T MR B T S e -

Priority |Regular A4

While the SWO still has the Status of “Estimate”, go to the Equipment tab and click the

magnifying glass in the Asset ID / Product ID field to open the Search Assets / Non Serial Items
screen.

R2 01978902565 Service Work Order

File Edit View Actions Help

leoalady i -] | [

Information Equipment rSewice rRepairInstructions rCustomer rShipping |/F'a\,rme

Asset D/ Product ID |1047222| Q| a1 []Retire | Retire Comments /

Customer Equip.Mo Description Apple MacBook P Meter Group
Manufacturer Mfg. Serial Mo.  |Cco20PBa6GE A Customer
Date Acgrd. 011812016 J Model IMade In
Invoice 1D Invoice Date I J URL

Inv. Amount Year

Select Asset or Non-Serial depending on the type of asset in need of repair. If Non-Serial is
selected, search for the Product ID of asset(s) in need of repair and then enter the Qty.

R2 Search Assets / Non Serial ltems

EERAERER

i > ‘ Me !H [] Default HE’L‘

Filter By
‘ ®pssets| O Non-serial [Ste [»| Mcrenicage Q
Assets
Search Sort By
ProductiD | |macbook Search ProdudiD |w
Start of Field |« Advanced None -
Assetld Acquired Date Invoice ID Invoice Date Invoice Amount H Description MFG Serial NO Meter Group
017323 06/06/2005 0|Barco TLD HB 0.80 Fixed Lens (... |3672430A0015... o
503301 01/01/1981 0|Upright 4x4 Extension
009514 08/23/2000 0|Upright 4x5.5 Extension
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Next, go to the Payment tab and enter a PO# in the PO No field if there is one associated to this
repair or type in “N/A” if no PO is assigned to it.

R2 C0O1978902565 Service Work Order

File Edit View Actions Help
Blefaix|l o | af §

"Information I('Equipment f'Senrice I"Repairlnstructians Customer fShipping

Pay Method Terms COD Q INvA

Customer ‘Creative Technology - Chicago Q|

Billing Terms Q

2200 S. Mount Prospect Rd, UnithA Q Hedl

Jol

Billing Contact Service Department

Address
Des Plaines IL 60018

United States

ONE

Then, on the Information tab, enter the Enter the Scheduled Date and Due Date to change the
SWO status from Estimate to Scheduled. Enter a Start Date and the SWO status will change to
Open.

When the repair is complete click the blue Complete Service Work Order button.

Bixjzzl 0w | af euieiC g Click “Yes” and a prompt will ask for a

Information ’E\!uipmem rswvite T Repair Instructions I Customer Shipping Payment Default Cost date and tlme Of Comp|etI0n SeIeCt the
Order ID C01978902565  Status |Open w| Mechanic(s) |Larry Serkey Qlw Scheduled Date . ’
- — weano| wow  date/time to close.

Customer ‘Crealwe Technology - Chicago Q| senice Type Ibuned\ve Qlx| Start Date

Description [MBP - Cracked Screen | category I—QI; osngfzoz;uijna“;z oo

Created By LarySerkey  Date Created 06/19/2024  Assigned Vendor Q UEG,WZ,U?Aj 12:00 AV The SWO StatUS W|" now ShOW as
Site CT Chicago Charge To [WH Location '— -] i EnajDate “Closed” .

Search: Manufacturer |

T/C{X|H Status Action D

Yes No

5.0 Physical Inventory

The Physical Inventory module allows for stock take of an individual item, a group of items, an
order or the whole warehouse. CTUS mostly takes inventory of groups of items as selecting the
Warehouse option locks assets until it is finished.
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[HEIZE AER

Filter By

[v] Open [v] In Process ["] Closed CT Chicago
Search Sort By
Phy.inv.iD | v| Searc a] Phy.iv.ID |+
Any Part of ... v! advanced ||E3 None -
Phy. Inv. ID Description Site Start Date End Date Handled By Status Cre.
R2 Physical Inventory
8 | physical InvID ’7 Description | 9 |
Created Date  06/28/2024 J HandledBy 10
Status [ [+] [site [] crenicage 11
12 Consider Filled As
() Order () Warehouse (0 Department @ item @ In ) Filled
13
oK Cancel
1. | New: Starts a new Physical Inventory job, opens Physical Inventory entry screen.
2. | Open: Opens a Physical Inventory job that is Open or In Process.
3. | Modify Physical Inventory: Modify Details of Pl job must be in Open status.
4. | Delete: Deletes a Physical Inventory job, has to be in Open status.
5. | View Exceptions: Open the Search Exceptions screen with access to print out.
6. | Monitor: Displays items added and scanned in Pl jobs.
7. | View Unadded Items:
8. | Physical Inv ID: User creates Physical Inventory job name, has to be unique.

9. | Description: User creates description.

10. | Handled By: Person who will be responsible for Pl job.

11. | Site: CTUS site where Physical Inventory job is performed.

12. | Physical Inventory Type: DO NOT USE WAREHOUSE Locks all Items.

13. | Considered Filled As: Excludes the Serial and Non-Serial items in Filled status for the
PI Discrepancy window.

To start a new Physical Inventory job, click the green New button in the upper-left corner of
Physical Inventory. Enter a unique Physical Inv ID and a Description. Select the user who will be
responsible for performing the inventory in the Handled By field and choose the site in which the
job will occur. Then choose either Order, Department or Items and select whether an item that is
in Filled status will be considered In or Filled. If Filled is selected, items with the Filled status will
not be shown in the Discrepancy window.

Then a Search Items window will appear where you can search for and add the Product IDs of
the items for which you will be taking inventory.
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Next, click the green Start button.

button will become active.

R2 CATSCRIMPKIT Physical Inventory

EEAE

Once that is pressed a green Scan Iltems magnifying glass

Physical InvID  CATSCRIMPKIT Description CATSCRIMPKIT Status I:Ij
Created Date 07/01/2024 J Handled By Larry Serkey Site CT Chicago E
Selected items

ProductID Description AssetID Mfg Serial Number Status Quantity Employee Name
[CATSCRIMPKIT CATS Crimp Kit CATSCRIMPKIT 0

This will open the Scan ltems window where both Serial and Non-Serial assets can be scanned
in the same Pl job.

R2 Scan ltems

Read Data

Read File

OK

Close J

Scan ltems

Asset No.Product No|CATSCRIMPKIT |
Mfg.Serial No. |

Non Serial Qty El
Locked to kit Q|

[] Scan for first occurrence
Product ID

Description

) Overwrite ® Increment
Set Scanned Status
) As In-House Status (In / Filled / Repair)
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For scanning Serial items, click the cursor
in the Asset No/Product No field and scan
the barcodes.

For Non-Serial items enter the Product ID
in the Asset No/Product No field. Then
enter the number for the quantity of assets
you have.

Choose Overwrite to have the scan
overwrite the last scan and use Increment
for each scan to add to the last.

Set Scanned Status as In to when
scanning assets These selections will
show in the Scanned Status column of the
Discrepancy window explained below.
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When finished entering assets click the blue lightning bolt Discrepancy button. Click the Reset
button if you need to start the job over.

R2 CATSCRIMPKIT Physical Inventory

Physical InvID  CATSCRIMPKIT Description CATSCRIMPKIT Status \ \
CreatedDate  07/01/2024 J Handled By Larry Serkey Site  CT Chicago E
Type | | Consider Filled As | |

Scroll to the right in the Discrepancy window to see the System Qty and Scanned Qty fields
which will indicate how many assets you are short or over.

The System Qty refers to total assets in the site of the
Pl job and Scanned Qty refers to how many of those
items were scanned in the Pl job. The top line of 83 in
System Qty and 84 in, Scanned Qty means there is 1
extra asset scanned which needs to be accounted for,
while the second line shows 1 asset should be at the
site but none were scanned, which means that 1 asset

| Total Adj.Qty | System Qty| Scanned Qty|
0 83 84
0 1 0

is missing.

Also, note the Current Status, Scanned Status and Discr Qty columns. Current Status shows
the status of assets at the time of the Pl job and Scanned Status refers to what the Set Scanned
Status was set to in the Scan ltems box (noted above).

The Discrepancy Qty column will show the results from the inventory taken in the Scan Items
window.

! Note: A negative (-) number in this field shows the quantity you have scanned is above the
current inventory amount. A positive quantity in the Discrepancy Quantity field shows the
amount that is short.

| Current Status | Scanned Status| Discr. Qty |
In In -1
In 1

In the above example, the first line has 1 more asset scanned than R2 is showing in inventory
and the second line shows there is one less asset than R2 shows in inventory for this item.
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Click Adjust button to account for any discrepancies.

R2 Discrepancy

Productid | w || [ searcn || BN
AnyPartof ... |w Advanced g
R ProductiD | Description | AssetiD |
[ ||CATSCRIMP... |CATS Crimp Kit CATSCRIMPKIT

Since this example shows a Non-Serial item job the Adjust Non-Serial window will open. To
account for discrepancies first look in the Discrepancy Quantity field.

k2 Adjust Non-Serial

Discrepancy Quantity -10 Adjusted Quantity 0
rMark-
[Asin “As
From Filled 0 4 Missing ’j E
From Out olf .. Lost ’j E
From Missing 0 7 | :‘ DENECES ’j
From Lost oll .. :_
From Damaged 0

Receive New 0

This example shows a -10 discrepancy quantity which means there were 10 more accounted for
than were in inventory. Use the Mark as In column to account for the additional items that were
counted. If Received New is selected the new assets will be received and show in the. Received
Log which can be viewed in the ltem Edit window.

If there was a positive number in the Discrepancy Quantity field there would be fewer assets
accounted for and they can be marked as Missing, Lost or Damaged.
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Serial Items have a different method for adjusting discrepancies. Clicking the Adjust button will

bring up a prompt with the selections of In, Missing, Lost, Quality Control, Repair or Exclude.
Select the best option for each discrepancy.

2 |
BE &8

=
search Sort By
[Procuctin \v| Sear ProdudiD ||
Any Partof .. |w Advanced | B3 None ',‘ L] Show All
[RI ProductID Description | Assetid | MigSerial Number | Cument Status | Scanned Status| Discr.Qty | SiteID  DepartmentID|Serial C| Adjusted Status| Locked
[CJ|MACBOOKPROGRAPHICS |Apple MacBook Pro 15in Retin... 1039360 |coza7oHKeewWL  out [in | of GENAV &gl
|CJMACBOOKPROGRAPHICSGEN4 _|Apple MacBook Pro 15in Retin... [1048790 |co2regoLGEWP  |in | | 1 |cENAY 1@ &

B2 Physical Inventory

@ in O Missing O Lost ) Quality Control ) Repair O Exclude

oK Cancel

When the Physical Inventory job has all discrepancies accounted for, click the green checkmark
in the Physical Inventory window to close. Click Yes when prompted “This completes Taking

Physical Inventory, are you Sure?” and it will close the job and the job status will change from
“In Process” to “Closed”.
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