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1. Your Company Name and Location on eWebRenter 
 

 First go to: 
Administration           Company Info  Type in your Company information 

    

 
 
 

Select Insurance (If you happen to have MBA Insurance you would type it in 
here) If you had Choice you would select it here.   SAVE and CLOSE                                               
                                                                                     

 Go to: 
Locations/Contracts select Find Location (You will find YOUR Company 

Name on the drop down box). Enter 
all information. 

 No Charge for early pick up default 
will give the customer a FREE Day 
(be careful when filling this out)   

  
                What ever you put in will show up 

on the rental contract.  SAVE and 
CLOSE 

 
 
 
 
 

 



   
   

  

          
2.  SETTING UP YOUR RENTAL CATEGORIES AND CONTRACT             

TEXT 
 Go to: 

Administrations         Look Ups                    Rental Category 
(The first time you will get a screen that appears for action not allowed click OK ) 

 

  
 

Add New under Rental Category ID type RV under Description type RV 
Motor Home 

 
If you would like to add to the category (ex. Boats add new ID Boats under 
Description type Water Craft).  Save and Close 

 
Go back to                  Location                      find a Location      
Select your name back to Rental Contract Select Add New. 

 
Go to Rental Contract under Rental Category select RV Under Quotation Head 
type RV Rental  Under Contract Header Rental Contract 
 
You customize information for Insurance Label and Text Label EXCEPT   
bottom right Legal Ease may not be customize.  Select your state from the 
drop down.  If your state is not in drop down then put in what you want on 
Rental contract.   

 
 

  
 
 
 
 

 
 
 
 



   
   

  

 
 
Actual Charges Optional Insurance Pricing 

 
1. CDW Collision damage waiver.   Some states are able to sell this 
insurance and some states are not.  Please check with your insurance carrier. 

 
2. ERA means Emergency Roadside Assistant per day.  Some states are able 
to sell this insurance and some states are not.  Save 

 
3. ADD NEW 
If you have another type of Rental Contract for example Boats repeat with 
boats.  SAVE and CLOSE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 



   
   

  

3.  Setting up Look up Defaults 
 Go to:    
 Administration Look Ups 

1. Credit Types (already filled in you may add or delete) 
 
2.  Destination Mileage list (blank for you to set up round trip)   
Add New                Example 
Need to fill in             ID                       Destination               Miles 

                                                    Maine                Bay Harbor              900 
Save and Close 
3.  Extra Charges Taxed 
Add New   ID                       Description        Amount 

     Damage              leave blank           leave blank 
Save and Close                        Parts are taxed labor is not taxed    
                
4.  Extra Charges Non Taxed 
Add New   ID  Description                Amount 

                   Labor            leave blank                 leave blank 
Save and Close  

    5. Optional Equipment 
Add New     Bike Rack   $10.00 
Cannot duplicate ID will not allow it.      
Save and Close 
6. Special Rental Rate List (already filled in you may add or delete) 

 
Special Tab     Example: Football game if you want to have special pricing 
(Found in rental quote) Special Tab.   
Save and Close  

     7. Service Expense Look Up (info must remain at the bottom top may be changed.) 
 

8.  Advertising Source 
Add New How did you hear about us? Newspaper 
Great way to find out how advertising dollars are best spent. 
 
9. Rental Category 
Add different things to rental in fleet 
Example:  Trailers to trail cars need own specific contract. 
 
 

 



   
   

  

4.  Setting up Preferences 
Go to:  
Administrations           Preferences 
              
1. Default (system)      Example                    Check In Time….10:00 am 

    Check Out Time…2:00 pm  
Fill in what you want.  
2. Options. Menu color select color go back move arrow down one and 
color will change. 
 
3.  Reports 

      Insurance binder  
       Word on fax note can be printed out. 
 

4.  Calendar for example:  12/25/10 
          Type in holidays 
 
   5. Vehicle Class Default 

 
6. eWebRenter is where you can actually make reservations on the internet. 
 

  Security    Security Manager 
  User ID example:  Beth new OK  select use as a member of all groups. 

Save 

Security Preference  All three need to be on for 
printing.  Panel is where you can view which security preferences are on.   
 
Administration  Check out/In forms  
This information can also be changed to what you would like. 

 
 
 



   
   

  

5.  Setting up Contacts, IE Customers and Employees 
Contacts Customer Add Customer information  
Save and Close       
 
 

 
 
 
Employees Add Employee or Find Employee 
Fill out information Save and Close. 
 
Owners (ORP) Add owner information first then Save and Close. 
 
Payment (ORP) Record payment to owner after rental is returned                      
Save and Close 

 
 
 

   
 

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



   
   

  

 
6.  Setting up Vehicles and Pricing (Part 1 of 2). 
 Go to: 

Rentals  Vehicle class/pricing   Add a Class 
 
Fill in Vehicle information 
 

 
 

Mileage is a 3 tier 
rate Example:  
 900 miles in 3 days 
Free miles per day 
100 miles 
Extra miles rate 1 = 
.35 
Extra miles rate 2 = 
.75 
Extra miles rate 3= 
1.50 (rate 3 for over 
900 miles) 
 
 
 

 
 
 
You do not want to use your units as UHAULS.              
           
           
           
           
           
           
           
           
           
           
           



   
   

  

           
         
                                                                                                                                         
Vehicle Rate   
 
Create Rates automatically goes to the first of the year.  Example:  select rate of 
$225.00 select proper date and right side changes as well. 
 
Summer time is your peak season you will want higher rates. Example:  select 
June 24th to September 9th select rate of $250.00.  Notice prices change on the 
right side at that time. 
 
 
 
 
 
 
 
 
 
 
 
 
 
       
       
       
       
       
       
  
 
Vehicle Add a Vehicle 

 Fill in information Purchase Price important you for insurance purposes. 
 

ORP 60 % or .60 make sure you put in the decimal point.   
 

Sell/Remove  Remove vehicle from rental Fleet.  It will remove from 
calendar look up but not any other information you may need.  Select SOLD 
 

 



   
   

  

7.  Setting up Discounts Vehicle/Class Pricing (Part 2 of 2) 
    Go to: 

Rentals Vehicle Pricing Find a Class 
Vehicle Rates 
 
Create Rate for 1 year select January 1st say OK put in Rate 
Enter Daily Rate by Date Range 
 

 
 
Example: June 1st to October 10th $250.00 yes to modify 
Example: July 1st to July 8th $275 yes to modify  
Notice:  right side will change when you change the date from and to. 
 
 

 
 
 
Season/Minimum days/Discount Table 
Minimum Day  Begins  Day Discount 
3    1/1/09  8 1=free day 
7    6/1/09  9 .10 
3    10/1/09 
SAVE and it can be copied from one vehicle to another. 

 
 
 
 
 
 
 



   
   

  

Discount list by Class 
Rate Adjustments 
 

 
 
Days   Discount 
3 100 raise is $100 for 3 days        Save and Close 
Add a Class 

 
 
Rental Category RV       Class 26  C26 simple tax rate 
Vehicle rate  same $225.00  create list of year 
 
Put in season again 
3 1/1/09 
7 6/1/09 
3 10/1/09      Add default Save and Close 

 
Discount List by Class     Class  Day  Discount 
    C-26  8  1 

C-26  9  .1 Save and Close 
 
 



   
   

  

8.  Setting up Insurance 
 

 
 
This is done after you put in your vehicles 
Rentals  Insurance Manual Billing 

   Ex. Portia January 
     February 
     March 
     April 
     May 
     June $300 when vehicle came into Fleet 

Whatever you put in will show up on owner’s statement.  Enter in Monthly. 
Save and Close 

 
 

Quote Status Tracking 
 

 
eWebRenter populates in the field.  Program takes reservations on your 
website.  Let us know if this is what you would like to do. 

 
 
 
 
 



   
   

  

Email 
 

 
 
 
LEAVE i nformation on the right side. 
The only place you would change information is From:   
 
Your email address  
 
Your organization    
 
Your reply address 

 
      
                                                                                                                                            

. 
 
 
 

 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 



   
   

  

9.  Setting up your E-Mail 
Go to: 
 Rentals email  Add email messages 
 
 

 
 
Set up email messages under Subject for example:  thank you for renting with 
us. 
Go to: TYPE  select Rental Contract  Go to: TEXT type what you want to say.     
Save and Close 
 
Once you have added in your email information 
Go to:  
Rentals  Make a New Reservation  
Select Customer  Select Leave on? Select Return on? 
Select Vehicle  Select Quick Quote Rental Forms appears  
  

 
  
   

 
 
  
 
 
 
 

 



   
   

  

Select Send email.   Select edit customer and put in email address.  
Save and Close. 

  

 
  

Go to:  Type select Rental Contract. Go to:  Subject email for example Thank 
you for renting with us.  Send email 
 

 
 
Send   Email sent successfully click ok. 
 

 
  
Close out both programs. 
 
 
Go to:  
Rentals emails  email  View more 
 



   
   

  

 
 
 
ONLY your email address will appear Please leave SMTP HOST:   
Information is on our server.   Email must go out from us. 
 
Go to: 
Manage documents  Remove Missing  select Add a document 
 

 
 
Select document open Add a document.  You will see them change from 
missing to available. 
 
 
 
 
 
 
 
 
 
 
 



   
   

  

These are the documents in your folder.  If you want more documents in your 
folder please call Tina and she will put them in for you.   
 
 

 
 
For example:  Select cancellation policy select open Add Document 
 
Adding document to groups  
Go to: 
Document Groups Create a New Group  for example: Rental Stuff   Add a 
Group 

 Select Add Document continue adding whatever document you want to email. 
  

You can view which documents you are emailing by clicking on the right of the 
document.  
CLOSE   
 
Email is set. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



   
   

  

10.  Making a Reservation (Quick) 
Go to: 
Rentals Make a New Reservation 
Select Customer        Add a Customer  Fill in information.  
 
This information will appear on the customer’s contracts.  Save and Close 
 
The next screen you will select the date for example: 
 
Leave on   10/10/10  Return on  10/19/10 
 

         Vehicle for example: 
              Portia  Class C Sleeps 6-8 make/model odometer 
  
 

  
 
 

If you see anything in IN/OUT the unit is going in and out the same day. 
 
Select Quick Quote Reservation Pops Up 
Fill in information: 
Lead?  How did you hear about us?  Newspaper 
 
Pricing information will appear on the right of the reservation.  After you put in 
the destination it will update the amount on the right  
 
 
 
 
 



   
   

  

 
Destination for example: 
ID  Destination  Est. Miles Adults 

         Maine  Bay Harbor              900  2 
  

Pricing will appear on the right. 
 
Revenue per mile does not appear on the contract. 
 
 
Make a New Reservation by Calendar 
Go to:  
Rentals  Calendar 

 
 
 List your rentals units by type and smallest to largest 
 Example:   
 A30 
 A34 
  
 Red line is today’s date 
 Cursor will change to cross hairs when you hold the cursor and drag across. 
 Do not be concerned with the time.  You can change it on the rental form. 
  
 Do you want to pick a customer?  Yes 
 Find a customer by last name and if you have multiple last names you must go 

to: 
 Add a new customer. 
 Add a new customer Yes 
 Do you want to add a Reservation yes 
 Reservation comes up 

   
 
 
  

 
 

 



   
   

  

11.  Making a Reservation in depth 
Go to: 
Rentals View Rental Rental Look UP 

 

 
 
List of Reservations on left 
 
A call came in from a customer we quoted.  I double click the left of the name 
and the reservation comes up.   
 

This is a QUOTE until I select 
BOOK IT . 
Once I select Book it now the 
quote is a reservation and the 
unit is taking out of the fleet for 
that time. 

Check Rates to see the date 
change to a 9th day check the 
rate and see the 8th day is free. 
 
Average daily rate is changed 
revenue per mile 
 
 
 
 

 
 
 
 
 



   
   

  

Send email Select email Go to:  Type rental contract  
Subject Thank you Send email 

 
 
Select rental stuff Send replies email sent Close  Yes and Close 
 
Email log shows records of when and what email was sent. 
 
Select Vehicle information mileage rate.   
 
Under Cancel customer is where you can charge customer for canceling. 
 
 

 
 
 
Drivers add any other drivers other than contact information. 
Fill in information. 
 
Edit customer pull up customer information. 
 

 
 
 
Under Payment information is where you enter Credit Card information.  You 
can also have a preferred Credit Card. 
 
 
 
 
 
 
 
 



   
   

  

Destinations equipment Bike Rack option equipment charges 
When you fill this out contract goes up automatically on the right side. 
 
Special Tab will over ride pricing. 
Special Security pricing will over ride pricing. 
  
Check out Tab is used to check out the vehicle.  Put in information.  Place to 
record any damages.   
 
When customer returns vehicle repeat with Check in Tab. 
 

 
 
 
Balance goes up when the miles and generator go up. 
If I took more money than owed I would owe them money. 

 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   
   

  

12.  Create a Service Order for a Unit 
 

Go to: 
Service  Service Vehicle  Create a Repair Order 
 
Vehicle ID Date when it needs to be finished. 
 
Warranty  Expense  ID  Odometer Cost EXT 

     Oil Change 16253  $55 55.00 
 

Print service order select magnifying glass for Service Dept. 
 

View complete print invoice 
 
Invoice goes to ORP Statement Close 
 
In Complete Folder View open mark it complete 
 
View complete  show complete in folder. 

 
 
 
 
 
 
 
 
 
 
 
 

  
 

 
 

 
 
 
 
 

   
  

 



   
   

  

13.  Setting up your Printer 
 

Go to: 
Reports  Set up printer  Set Default printer 
 
Make a selection 
 
Go to: 
Bottom of the screen Set Printer Preference. DONE 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 



   
   

  

 
14.  Reports Review (part 1 of 2) 
Go to: 
Reports  Contacts  Customer  
Customer mailing list by last name vehicle  Employees 
 
Go to:   
Reports  Vehicle  
List of Report make a selection. 
|| 

 
Example: Activity check out 

 
Example:  Revenue Report 

 
Print Review on the right. 

 
 
 



   
   

  

 
15.    Report Review (part 2 of 2) 
 
Go to: 
Reports  Owner Rental Program Statement (ORP) 
 
This is for ORP which are vehicles not owned by the Company. 
 
Name of the unit automatically goes to January 1st normally defaults to the date 
you are actually doing the report. 

 
 

 
The left side of the statement show account balance information.  The bottom 
of the statement shows reservations.  The middle section of the statement is 
payment to owner. 
 
Go to: 
Report  Service   Maintenance 
 
This is where you can see what has been done to the vehicles. 
 
Under Email you can view how many emails have gone out. 
 
 
 
 

 
 
 
 

    
 



   
   

  

 
 
16.    Making Payments to Owners in ORP (Owner Rental Program) 
Go to: 
Contacts Payments Find a Payment 
 
Must have owner information in before you can make a payment 
 
 

  
 
Date Range drop down make selection Sort by Vehicles 
 
Add a payment fill in information  
 
Example:     
Vehicle   Portia Owner  Henderson-Hurd   Check Date  7-11-09    
 Check# 1234 Payment $500.00 
 
Add a Payment  Save and Close 
 

 
 



   
   

  

If you want to check what you just put in for payment under date range Select 
ALL.  Save and Close. 
17.   How to Use the Calendar 
Go to: 
Rentals Calendar 
 

 
 
Units on left blue box on calendar double click brings me to the contract 
Sorted by size of vehicle smallest to largest. 
 
 
 

 
 
 

If you need to move units around click cross hairs become thicker then you can 
move the reservation from one unit to another.  You can move it up down left 
or right. 
 

Looks Ups trying to make a reservation by Make a Reservation you can not 
see the big picture and may miss a time for a customer that could be opened up 
by moving vehicles around.  It will ask if you want to change say yes. 
 
Go to: 
Specific date see what is happening with detailed zoom by: 
Time Day  Week This month next month 
You can view by:  Vehicle  customer  reservation   
You can print schedule. 

  

 

 
  
 

 


