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Chapter 10 - Looking Up Closed Tickets - CLOSEINQ  
This program will allow you to inquire on customer agreements that are closed, view 
date closed, closed reason, payment history and ticket details. 
 
To inquire on closed agreements, select “Inquire Closed Agreements“ from the RTO 
Customer Menu or press the F10 key and at the command line type in “CLOSEINQ”. 
 
You will be prompted for printer or file pathname.  Enter the correct information or 
press the enter key to accept the default.  See Introduction to Reports for additional 
information about the printer/file pathname screen.   
 
The next screen to appear is the Customer Maintenance Screen.  For detailed 
information on this screen refer to Add/Change/Lookup Customer Data, pages 1-4. 
 
When looking up a customer record by last name, leave the store number 0 (zero) to 
capture all customers who fall in this criteria.  See Figure 10-1. 
 

 
Figure 10- 1 Customer Lookup Screen 
 
When doing a customer lookup and the customer listing appears, highlight the 
customer to inquire on.  You can choose the F3-AR/RTO History key to view a brief 
history of open and closed tickets on a customer.  See Figure 10-2 and Figure 10-3. 
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Figure 10- 2 Lookup Customer Account History Screen 
 

 
Figure 10- 3 View Customer Account History Screen 
 
After you have selected the customer, the next prompt will be “Ticket Nbr:”. 
 
If you know the ticket number, you can type it in and press enter.  Other options for 
viewing/selecting a closed ticket on a customer are to press the enter key and a 
listing of closed tickets will appear; then, using your arrow keys, highlight the correct 
ticket and press the enter key or simply press the F3 key to list the closed tickets on 
the customer.  See Figure 10-4. 
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Figure 10- 4 Close Ticket Inquire Screen 
 
Once you have highlighted the correct ticket, you can view the ticket details by 
pressing the enter key twice.  See Figure 10-5.   
 

 
Figure 10- 5 Close Ticket Inquire Screen with closed tickets listed 
 
The first page of the ticket inquiry includes the following: 

1. Customer Name 
2. Account Number 
3. Ticket Number and Sequence Number (if the item has been open and closed 

more than once you will have the same ticket number with a different 
sequence number). 

4. Closed Reason 
5. Closed Date 
6. Salesmen Nbrs of who processed the agreement. 
7. Employee Number of who closed the agreement.  

See Figure 10-6. 
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Figure 10- 6 Close Ticket Inquire Screen with closed ticket data 
 
Your cursor will be next to the prompt “Return For Next Screen”.  Press the enter key 
and the second screen will appear with more information about this closed ticket.  
The second page of the ticket inquiry includes the payment amount information and 
the inventory items that were on the closed agreement.  See Figure 10-7. 
 

 
Figure 10- 7 Close Ticket Inquire Second Screen with closed ticket data 
 
By pressing the enter key, the system will return you to the listing screen as seen in 
Figure 10-5. 
 
If you have the security authorization to do so, you can reopen the ticket by using 
your arrow keys and highlighting the closed ticket and press F3-Reopen Tick key.  
See Figure 10-8. 
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Figure 10- 8 Close Ticket Inquire Screen Function Key 3 Reopen Ticket 
 
Also from the closed tickets listing screen, you can view a history of payments made 
on that ticket by pressing F4-Pmt Hist key.  See Figure 10-9 and Figure 10-10. 
 

 
Figure 10- 9 Close Ticket Inquire Screen Function Key 4 Payment History 
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Figure 10-10 Close Ticket Inquire Screen Function Payment History 
 
Pressing the F5-Print Hist key on a ticket from the closed listing screen will print the 
payment history on that ticket.  See Figure 10-11. 
 

 
Figure 10-11 Close Ticket Inquire Screen Function Key 5 Print Payment History 
 


