Subject:

RentWorks Screens Used During Rental Check — Out

Procedure No.

CO 0801-1008

Distribution: Area Managers, GM, Risk Dept, Accounting, Training Dept.
& RLS Server (for all company employees)

Date: October 30, 2008

Company Wide November 9, 2008

Implementation Date:

Replaces Procedure:

CO 0801-0907, Dated September 25, 2007, Implementation
Date - October 1, 2007,

CO 0801-1206, Dated - December 27, 2006, Implementation
Date - January 1, 2007,

CO 0801-0807, Dated — August 23, 2007, Implementation
Date - September 11, 2007

Other References:

Procedures: CO 0201-0907, Fuel Options Process and CO
0501-0907, Insurance Replacement Processing

Purpose

To Communicate:
e RentWorks Screens Used During Rental Check-Out
e Fields Used For Multiple Purposes
e Fields To Have Specific Required Information
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Rental Check - Out

RentWorks Screens Used For Rental Check-Outs

Customer Rental Types

Screens to complete with applicable and required rental
information.

Retail

Customer Information — Check Out
Options (when necessary)
Additional Driver (when applicable)
Sale Information — Check Out
Deposit (when necessary)

94 § 9 9

Corporate Club

Customer Information — Check Out
Options (when necessary)
Additional Driver (when applicable)
Sale Information — Check Out
Deposit (when necessary)

94 9 9 9

Insurance Replacement

& Customer Information — Check Out

& QOptions (when necessary)

& Additional Driver (when applicable)
<& Sale Information — Check Out

& |nsurance Replacement Shop/Repair
= Deposit (when necessary)

Loaner

& Customer Information — Check Out

& Renter Detail — (insert renter’s credit or debit card number
and expiration date in the “Position” field)

& QOptions (when necessary)

< Additional Driver (when applicable)

& Sale Information — Check Out

< Deposit (when necessary)

Below you will find information on fields that are used for more than one purpose or
require specific information to be typed in. Fields that are completed for each Rental
Type that are self explanatory, or used for one purpose only are not included below.
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Rental Check - Out
Customer Information — Check Out Screen Notes

Company Field:
This field is used for Corporate Club, Loaner and Insurance Replacement Rentals.

Perfect Drive
This field is not used in our business.

E-Mail Field
Ask for the customer’s e-mail address. If the customer does not or is unwilling to share
his or her e-mail address leave the field Blank.

Second Field Next To The Address Field:
This field is used to type the renter’s apartment number.

Local Address Field:
If the renter will be staying at home address while under the rental agreement, type the
word SAME.

If the renter will not be staying at home while under the rental agreement type in a
specific address where he/she may be located.

Local Phone Number Field:
If the renter will be staying at the home address while under the rental agreement, type
the renter’s cell phone number here.

If the renter will not be staying at home while under the rental agreement type in the cell
phone number or telephone number where he/she may be located.

Insurance Company Fields:

If the customer is using their own collision insurance to meet the Physical Damage
Coverage (PDC) Requirement obtain the customer’s insurance company name, policy
number and expiration date.

If the customer does not have Insurance type the word NONE.

Policy # and Exp Fields:

Will be required for Insurance Replacement Rentals and when customers are using their
collision insurance to meet the Physical Damage Coverage (PDC) Requirement.

Will also be asked for during the Check-In process if the customer returns and has had an

incident with the vehicle or when you find new damage on the outside or inside of the
vehicle.
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Rental Leasing Services

Source / Referral & Agent Fields:
Required field to track the reason the customer is renting from your location today.

When choosing...
& Business Rental:
e Customer is renting for business purposes

< eN Internet Res NextCar:
e Reservations booked by customers using the NextCar Website

& 1CO = Insurance Connection:
e Another source for IR Rentals. Used only in certain test locations at this
time.

& P - Personal Rentals:
e Use when a customer does not have a reservation and they are not renting for
business, loaner, or replacement.
e Select the appropriate Referral code. l.e. Customer — Repeat Customer,
Friend, Rewrite, Sign, Walk In, YPages = Yellow Pages, YFund = Yellow
Ribbon Fund, etc., etc., etc.

% R - Replacement Rentals:
e For Loaner Rentals — Choose the Dealer and Service Writer for your Loaner
store.
e Non Loaner Rentals, type INS in the Referral code field, choose the referral -
INS. CO = Insurance Company.

Sale Information — Check Out Screen Notes

Rate Plan Field:
Not used.

Tour Field:
Not used.
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Rental Leasing Services

% Customer Information - Check Out

@@ 0 ALty Ho |

S |

Raf: || Added By: |4DEI1 Changed By: Res Mumber: I
—Seach B
Y v Taxable Contract {* Local  Corporate
F'hu:une:l[ | - Enmpan_l,l:l ﬂl F'erfeu:tDrtt:I

~Mame & Address Info

LastName:I Mll First:l il E-Mail:l
Address: I I City: I
St I Zip I Courtry: IUSA j Pazzport: I
~Other Info
DLt | B st Exp | 7/ DoE: [ / / ?
SSN:I Lu:uc:.ﬂ\ddr:l F'hune:l[ ! -
EmpID_I.Jer:I F'hu:une:l[ | - E:-ct:l
Inz. D:n.:l Palicy ﬂ:l E:-Cp.:l A
rSource/Refernal Info
Source: I ﬁl Referal: I Agent:
GEY::
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Rental Leasing Services
This step is for Loaner rentals only.
Click on the E icon to access the Renter Detail screen.

Renter Detail E |

rEmployer D etailz

Local Compar: I ﬁl

E mployer: I

Address: I

Cityr: I St
Zipe I

>  Pasition; |3?‘B?‘42895?‘38453 1209

F'hu:nne:l[ ] - E:-ct.:||

Faw |l ) - Renter ID: 70520358

Tax D Mumber: I ¥ Tazable

[n].4 I LCancel I

> There is no need to type in the card’s name (Amex, Visa, MAC, etc.). The
first number will identify the card that you have typed in the field. (refer to
card’s prefix information below)

> Place a space between the card’s number and its expiration date. (example
above)

» Use a dash or slash mark to separate the month and the year of the card’s
expiration date. (example above)

ICARD TYPE Prefix ~ [Length |

IMASTERCARD  [[51-55 16 |

IVISA 4 13,16 |
34

AMEX 37 15

. 300-305

Diners Club/ 36 14

Carte Blanche
38

IDiscover 6011 16
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Rental Leasing Services

:t Charge and Tax Options s E3 |

D2 o WX | |
alid D ates:

Type: ISaIes Tax "l Location: ILFI "I ¥ Auto-tpply
01/01/1996
Product: I\-‘ehicles VI Clazs: I "I Code: I Tao-CaAR VI

Description: SALES Tak

#Charged Rates Charge Type |Description |=
Fercent: | 11.500 0.00 Sales Tan SALES TAX :

Salez Taw SALES Tax
Sales Tax SALES Tax 5

Tatal: 0.00

Calc: Method: Percentage Fepart Date:l I 0.00 Appl. Ehargesl
Calc Order. 2 Report Loc: I j Festrictions |

[T Commizsionable

[T Incl with Bental Sold By: 4001
¥ Reverue ltem Changed By:
Posted:

WI 2200-4  Only valid in Electronic Format. Rev. 10-30-08 Page 7 of 10



Rental Leasing Services

:t Additional Drivers

e ==18 | X0 /ZodX |1
R Resit:
Search By
¢ Local Corporate
F'hu:une:ln— Cu:umpan_l,l:l ﬂl PerfectDrﬂ:l—
Last Marne: I ﬂl First: I E -bd ail: I
.-'-‘u:ldress:l I [~ Link To Renter
Ciby: I St I Zip: I
D:uuntr_l,l:lLlS.& j SSN:I 55
DL#: | St | Expi| / / DOB:| / / hge:
Employer: I Phone: I[]—
Local Address: I FPhone: I[]—
Inz. D:u.:l Palicy Number:l E:-:p.:l A
CC Type: Iﬁ CCH: Exp Date: Ia".-’—

% sale Information - Check Out

E20e SWmo@mg @b @o |

Rt I Statuz: Pending

Reserved Class:

Fental Reason: I "I

rRental Info rWehicle [nfo
Loc Out: [LR =] Date: [07/28/2006 j [1255 Product: [\/ehicles | “— " Fuel Level
Due Lac: [EHINNE ~ | Date: [ 7 / ~| 255 Class: - - ES!Bths
Rate Info Unit#: I ﬁl
Fate Plar: I Tour I ﬁl Odormeter: IU Stall: Frepaid Fuel:
Fate Code: I—ﬂl Fate not or file izt AS:I j INDHE j
IIpgrade: 0.00 Disu::l jl 0.0%
Rate: Description | Rate | Tirme | Irits | =T | Tope |VF'| Lirnit IFree Mi|~] [ COWw
[ 5L
[~ Pal
I~ FEC
| [ Rollover
FPavment/Deposzit [nfo
Pay T_l,lpe:l j EE#:I &I DN:I E:-:p:l
.&mnunt:lw ™ Paid & Auth, J"-"-'Uth"til E] Est Charges:

|D ue back lozation
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Rental Leasing Services

:t Insurance Replacement,;/Shop Repair

N AR =

= S|

—Renter Information

Fenter: Réu:
Year: IU b ake: I todel: I
Iz ED.:I ﬂl .-’-'«genl:l
Palicy ﬂ:l Phaone ﬁ:l[ | -
Exp. Date: I Werfied By: I

" Claimant ¢ Insured

I Liskiity [ 000 Limit
I Comp. | o000 Ded
I Calision| 000 Ded

[~ Tiansferable

Feazon; I b |

Body/Repair Shop: I

|

Loszz Date: I Shop Contact: I i |
Insured:l Phone #: I[ ] - E:-Ctil
Fax #:
—Bill-T o Infarmatiorn
. . Fental Reimburzement
Bill To #: Bil To: | dh |
g . Daip Rate:| 000 Max| 000
2 Adp"Seanter:l Ml
~ [ Plus Tax [~ Papal
~ 3 Phari: I[ 1 - E:-:t:l
4 q
Claim/R0 ﬁ:l [~ Bill Concurrently
Extended Through:
Tatal ['ays Appraved: 0 By
[\.fiew detailz on pickup/delivern zite
WI 2200-4  Only valid in Electronic Format. Rev. 10-30-08 Page 9 of 10



Rental Leasing Services

Boeposts _________ mmK|
Fh/ZodX & & K |
Ré: Cuztomer M ame: Auth Depogits: .00

Paid Deposits: .00
Pay Type: |BA - it I Im v Faid
2 Ppel J e Il Fioll Dvwer Payments: 0o
Ezt Charges: .00
CC Number:l
Exp Date;l ,.-:-.,uthn;l EJ % Dizplay Monidoids €0 Display Voids

Date | Tupe | Amount | =

Check#: I
Bill Ta: I Company = | % |

AR cusm:| Pn:m:| M|
Caontrolf: I

D ate Received: IEI?H28:'2IJEIE j |13.3U Location: ILH VI -
Counter: ILFI COUNTR 'I F'u:usitinn:l 'I D ate Posted:

R eport Date; IEI?H28:'2IJEIE j |1 255 Location: I LR VI

Beceived B}'Z 4001 Pa}'l‘ﬂEnt 10: 1293478

|E nter paypment amout
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