
 

 

  

 

 
KKL Pty Ltd 
Suite 5, 350 Fitzgerald St. 
North Perth 
WA 6006 

4Hire - User Guide 



 

2 
 

Project Name: 4Hire 

Revision #: 5 

Revision Date: 25th March 2009 

Status: Draft 

Contents 
Product Outline ....................................................................................................................................................................... 3 

Installation .............................................................................................................................................................................. 3 

Prerequisites ....................................................................................................................................................................... 3 

Installation Procedure ......................................................................................................................................................... 3 

Default Installation Locations ............................................................................................................................................. 3 

Un-Installation...................................................................................................................... Error! Bookmark not defined. 

Getting Started ........................................................................................................................................................................ 4 

First Run .............................................................................................................................................................................. 4 

Main Dashboard ...................................................................................................................................................................... 6 

Price Lists................................................................................................................................................................................. 7 

Categories ............................................................................................................................................................................... 8 

Creating a Contract ................................................................................................................................................................. 9 

Contract Details..................................................................................................................................................................... 10 

Adding Items to a Contract ................................................................................................................................................... 11 

Creating a Quote ............................................................................................................................................................... 11 

Supplying a Quote ............................................................................................................................................................. 13 

Adding Stock Directly to a Contract .................................................................................................................................. 16 

Returns .................................................................................................................................................................................. 17 

Return a single item .......................................................................................................................................................... 17 

Return multiple items at once .......................................................................................................................................... 17 

Dockets Form ........................................................................................................................................................................ 19 

Generate Invoices ................................................................................................................................................................. 20 

 



 

3 
 

Product Outline  
4Hire is a Hire add-on for MYOB Exo Business. It allows you to manage the hiring process from start to finish, including 

quoting, tracking and invoicing of hire items. 

Installation  

Prerequisites  

¶ MYOB Exonet version 6200 or higher 

¶ Microsoft .Net Framework 2.0 

¶ Microsoft Windows XP SP2 or Microsoft Vista SP1 

¶ Microsoft SQL Server 2000 SP4 or newer 

 

 Installation Procedure  

¶ Run the 4Hire  v1.0.X.msi installer file 

¶ Select your SQL connection details 

¶ Choose the folder where you would like to copy custom clarity reports into 

¶ Enter your 4Hire Registration Code 

Default Installation Locations  

¶ Program files are put in C:\Program Files\4Hire\ 
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Getting Started  

First Run 

The first time you run 4Hire you will be presented with a setup wizard. To make sure that 4Hire is working correctly, 

make sure to fill out all the details in this wizard before you start using 4Hire. 

Step 1 

The first step asks you for your Exo connection. This list is populated from the registry on the computer 4Hire is installed 

on, so you must at least have used Exo on the computer previously. This connection information is needed to open 

Clarity Reporting, which is used to print out forms and reports. 

Step 2 

Here you will be asked to specify the location of your Exo files. This may be on your local computer or on a network 

share. By clicking the ellipses button to the right of the text box, you will be presented with a folder selection dialogue. 

Once you have selected the folder that your Exonet.exe is located in, the text boxes for Clarity and Job Cost will be filled 

out automatically. You can change these values manually if you need to, but most of the time you will be able to leave 

these as the defaults. 

Step 3 

This step involves selecting the stock locations that you wish to make available as a hire location. Simply tick the 

checkbox next to each location that is a hire location. 

Step 4 

Here you will specify which of the previously selected stock locations you wish to set as your current default location. 

This will determine the contracts and stock levels that you see in 4Hire 

Step 5 

Similar to selecting your default stock location, you now need to select your branch. This is important for invoicing, as 

any invoices you generate will be associated with this branch, allowing accounting to see the revenue generated by the 

branch. 

Step 6 

This step will only be shown if you have not already setup a contract category. 

Enter a name for your first contract category. Contract categories are a way of tagging a contract. This is useful for 

invoice batches, for example, you may have a category called Monthly, and another one called Quarterly, which allow 

you to only generate invoices for contracts tagged with each category on the right date for billing. 

Step 7 

This step will only appear if you have not already set up a price list. 
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Specify a name for your fist Price List Type. A Price List Type is a whole category of price lists. For example, you may have 

two categories of price lists, one called Default and one called VIP. Each category may contain multiple price lists, for 

different lengths of time, varying from 1 hour to 1 day to 12 months. 

At this point also specify a name for the first Price List in the Price List Type above. This is all you need to do at this point, 

as you will add stock items to the price lists at a later time. 

Step 8 

In this step you need to specify the tax rate to be used for hiring goods. This list comes from the available tax rates in 

your Exo database. 

At this point you have now configured the essential settings in 4Hire. 
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Main Dashboard  
The main dashboard is organised into three main tabs 

¶ Contracts 

¶ Stock 

¶ Setting 

Within the three tabs, the main functions are laid out in a general workflow from right to left. 

The Contracts tab contains the following functions: 

¶ Setup Contract Categories 

¶ Create Contract 

¶ View Contracts 

¶ View Quotes 

¶ Supply Quotes 

¶ Generate Invoices 

The Stock tab contains the following functions: 

¶ Stock Locations 

¶ Stock Price Lists 

¶ Process New Stock 

¶ View Hire Stock 

¶ Fault Types 

¶ Returns 

¶ Dockets 

The Settings tab contains the following functions: 

¶ Run Setup Wizard 

¶ Change Options 

¶ Edit Global Downtime 

¶ Edit Debtor Downtime 

¶ About 4Hire 
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Price Lists  

 

Price Lists can be edited by clicking the Edit Price Lists button on the Stock tab. This will open up a window showing you 

all the existing Price List Types and their associated Price Lists. 

To create a new Price List Type, simply click the Create Price List Type button in the toolbar at the top of the screen. You 

will then be asked to give the Price List Type a name. Enter the name of your choice and click OK. You should now see 

that your new Price List Type has been added to the list. 

To add a new Price List to any Price List Type, make sure that the Price List Type is selected and click the Create Price List 

button on the toolbar at the top of the screen. You will then be asked to supply a name for the Price List, enter the name 

of your choice and click OK. 

By default a Price List will be charged per hour. You will be asked to enter the number of days that a price on the list 

applies to. You can change the charge type in the next step. Click OK, and you will see that your Price List has been 

added to the selected Price List Type. 

At this point you can choose how this price list is going to be charged. The choices are Hours (H), Days (D) and Months 

(M). Choose an option and then the number of Hours/Days/Months the price will apply to in the Number of Units field. 

Examples: 

1. If you want a per day price enter 1 in Number of Units and set Charge Units to D 

2. If you want a per week price, enter 7 in Number of Units and set Charge Units to D 

3. If you want a per month price, enter 1 in Number of Units and set Charge Units to M 

4. If you want a per hour price, enter 1 in Number of Units and set Charge Units to H 

5. If you want a per Quarter price, enter 3 in Number of Units and set Charge Units to M 
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Categories 
 
Categories allow you to organise your Contract into separate billing runs. For example, you may wish to have two 
categories for your contract, Monthly and Quarterly. When it comes time to do your invoicing, at the end of every 
month you can choose to just generate invoices for just those contracts that are categorised Monthly. Then every 
Quarter you can generate invoices for the Quarterly contracts. 
 
To set up your categories go to the Contracts tab on the main dashboard and click Contract Categories. This will open 
the following form: 
 

 
 
 
To create a new Category, click the New button in the toolbar. You will then be asked to supply a name for this category. 
You may also edit the name of this category by selecting it in the grid. To save your changes click the Save button. 
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Creating a Contract  
Contracts are the basic organisational feature of 4Hire.  

¶ Each contract will produce 1 invoice every billing run 

¶ Each contract will be associated with 1 Price List Type only 

¶ Customers can have multiple open contracts, on different Price List Types 

¶ Each contract can have multiple Quotes associated with it 

There are two ways to create a new contract: 

¶ Click the Create Contract button on the main Dashboard 

¶ In the list of existing contract, click the New button in the toolbar 

You will then be presented with the following screen where you can specify the details of the Contract: 
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Contract Detail s 
This is the contract details screen. It contains tabs for the different items that are associated with a contract. 

¶ Stock 

¶ Extras 

¶ Quotes 

¶ Notes 

The stock tab shows a list of stock items that have been hired on the contract. To edit downtime for a particular stock 

item, right click the items name and select Edit Downtime from the popup menu. 
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Adding Items to a Contract  
There are 2 ways to add Stock and extra items to a contract. Either by navigating to the New ς Stock or New ς Extras 

menu options at the top of the Contract Details form, or by selecting New ςQuote and then adding the Stock and extra 

items through the Quote form. 

Creating a Quote 

Quotes must be created from, and be attached to a contract. To create a new quote, click on the New button on the 

Contract Details page, then select Quote. 

This will open a new Quote Details window: 

 

First, select the dates that the quote is for, and then select the Price list that you wish to use. Type in a description for 

the quote, and you are ready to add stock. Click the Add Stock Item button, and a new row will be added into the Rental 

Stock section of the quote. 
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Use the drop-down menu on the Stockcode field to select the hire item you wish to add.  

 

The drop-down menu has a field showing Free Stock. This value is calculated from the minimum number of unallocated 

ǎǘƻŎƪ ŦƻǊ ǘƘŜ ŘŀǘŜ ǊŀƴƎŜ ƻŦ ǘƘŜ ǉǳƻǘŜ ό{ǘƻŎƪ ƛǎ ƳŀǊƪŜŘ ŀǎ ŀƭƭƻŎŀǘŜŘ ǿƘŜƴ ƛǘ ƛǎ ŜƛǘƘŜǊ ƻƴ ŀ ŎƻƴǘǊŀŎǘ ƻǊ ƻƴ ŀ ά²ƻƴέ ǉǳƻǘŜύΦ 

You may then specify the quantity, and you may also override the Value Ex Tax figure. 

Adding an Extra to the quote is similar to adding a Hire item. Simply click the Add Extra button, a new row will appear, 

and you can edit the details. 

When a quote has been won or lost, you can change its status by clicking on the Status button and selecting the 

appropriate option from the drop-down. {ŜǘǘƛƴƎ ŀ ǉǳƻǘŜΩǎ ǎǘŀǘǳǎ ǘƻ ²ƻƴ ǿƛƭƭ ǊŜǎŜǊǾŜ ǘƘŜ ǎǘƻŎƪ ƛǘŜƳǎ ƻƴ ƛǘ ŦƻǊ ǘƘŜ ŘŀǘŜ 

specified. 
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Supplying a Quote 

On the main 4Hire Dashboard, click the Supply Quote button. 

This will start a wizard, showing all of the Won quotes with unsupplied stock: 

 

Select the quote you wish to supply and click the Next button. 
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You will then be presented with a window showing the unsupplied stock from that quote at the top, and all the stock on 

the contract at the bottom. To supply a stock item, double click it. 

 

If the stock item is a serial tracked item, you will then be asked to select from available serial number. This can be done 

by double clicking the serial number in the window, or if you have a barcode scanner by scanning the barcode. 
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Once you have picked the number of serials that you are supplying, click the OK button. 

If the stock item is not serial tracked, then you will simply be asked the number of items that you wish to supply 

 

Once you have supplied all the stock that you need to, click the Next button. You will then be presented with a similar 

screen for Extras. Double clicking on the Extra at the top of the screen will transfer it to the contract. When done, click 

the Next button. 

This will finish the wizard. At this point the stock items are on the contract. 
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Adding Stock Directly to a Contract  

On the Contract Details screen, click the New button on the toolbar and select Stock Item from the drop-down. You will 

be presented with a screen to select the Price List, Dates, Stock Item and Quantity. 

 

Once all the details are correct, click the OK button. The stock item is now on the contract. 
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Return s 
Returns can be processed in two ways: 

¶ Return a single item from a contact 

¶ Return multiple items from a single customer over multiple contracts 

Return a single item  

Open the contract on which the item exists, and in the list of Hire Stock right-click the item you wish to return and select 

Return Item to Stock. Then choose either End of Hire or Faulty Item.  

 

Return multiple items at once  

Returns allow you to process the return of equipment onto a Return Docket by either selecting equipment currently on 

hire from a list, or by scanning the barcode of the actual item being returned. Returns are processed on a per customer 

basis, and will flag any equipment not on loan to the customer returning it. 

 

Creating a New Return Docket  

To create a new Docket, click the New Docket button on the toolbar. The Docket Id will reset to a default -100 number, 

meaning the docket has not yet been saved. To save your changes click the Save button. 

Filling out a Return Docket  

You can navigate to any existing Docket by either clicking on one of the navigation buttons at the top of the forms, do 

not forget to save your changes by clicking the Save button. 
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To begin adding items to the Return docket, select a customer from the Filter by Customer dropdown, the Outstanding 

Stock list will then automatically populate with any items that customer currently has on hire. If you wish to scan the 

barcodes of the items now, click the Start Scanning button and scan your item. 

 

To add an item to the Docket lines (the equipment being returned on the current Docket), double-click its line in the 

Outstanding stock list, and it will be moved to the Docket lines list. 

If you scan an Item that is currently out on Hire to another customer, or is not currently on hire at all, you will receive a 

warning message. This item will need to be processed under the relevant customer if there is one, or investigated 

further. 

You can select Cancel at any time to close the form, all changes since the previous Save will be lost. 

Printing a Return Docket  

If you would like to view or print the current Return docket, click the Print button at the top of the form and Clarity will 

open with a Return Docket displayed. Select print from within Clarity, and follow the prompts if you wish to print out to 

paper. If clarity does not display, or you get an error message please follow the instructions on how to setup the Clarity / 

4 Hire link. 
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Dockets Form  
The Dockets form allows you to view all the current Dispatch and Return dockets. There is a print option at the top of 

the form to print a report for the currently selected Docket. 

 

To navigate the available Dockets select the relevant tab to view that type of docket. To drill down and see which stock 

items belong to a certain docket, click the small + symbol in the left-most column of the docket.  

Note: Dockets and related stock items are read only. 

Clicking the print button will open the currently selected docket in Clarity report viewer, if you receive an error that says 

άbƻ ŘƻŎƪŜǘ ǎŜƭŜŎǘŜŘέ ǇƭŜŀǎŜ ǎŜƭŜŎǘ a docket from the list and try again, for any other errors please see the section on 

Configuring the Clarity Reports link. 
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Generate Invoices  
The Generate Invoices button on the main 4 Hire form will automatically generate invoices for all contracts of a certain 

type, for a specified date. 

 

To begin generating invoices select a Contract type (see setting up Contract Categories), and select an End Date to print 

onto the generated invoices. Click Preview and 4 Hire will generate any invoices that match the criteria in memory and 

will then display them in a preview dialog. Click Generate to save the invoices to the database, or click cancel at any time 

to exit without saving any changes. 

 

You can also generate an invoice for a single contract by opening the contract and clicking the Generate Invoice button 

on the Toolbar. This will open the preview screen as above, allowing you to review the invoice that will be generated 

before committing it to MYOB Exo Business.  

Once your invoices have been created in the MYOB Exo database, they are available to print within MYOB Exo. 

Note: Make sure you have saved changes on your contract before creating an invoice. 


