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Chapter 1 - Introduction 

Station Login/Password 
The first step when using the RSSS System is to perform a login on the system.  A 
login activates the workstation and starts its connection and dialog with the RSSS 
System.  The basic login procedure for most employees is the “STATION LOGIN”.  
Note: In most cases there will be an automatic login and your screen will go 
immediately to the Security Entry – Employee Login screen where you enter your 
employee number and password.  See Figure 1-1. 

SmarTerm Login PC 
Some RSSS hardware configurations will include Windows PCs that can access the 
RSSS file server using terminal emulation software (usually a product called 
SmarTerm).  To login to the RSSS System, use the mouse to double click on the 
RSSS Icon on the Windows Desktop.  Depending on how your PC is connected to the 
server, you will either be logged in automatically or have to enter a station number 
to login.  In systems where a network connection is used, the terminal emulation 
software will automatically login to the server in most cases.  In systems where a 
serial connection is used to link the RSSS file server and the PC, the manual login is 
required unless a macro or icon is used to get this started.  The station number will 
be written on a label on your PC. At the login prompt, type in the station number.  
Example: sta02.  

Employee Login Screen 
Make sure that the NUMBER LOCKS and the CAPS LOCK are engaged on your 
keyboard.  Enter your employee number in the employee number field as seen in 
Figure 1-1.  After you enter your employee number press the END key on the 
keyboard.  By pressing the END key on the keyboard you will “wipe out” any left 
over data that was in the field.  For instance many numeric fields have a 0 (zero) as 
a default.   
 

 
Figure 1- 1 Employee Login Screen 
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After you enter your employee number and press the END key, the system will move 
you to the password field as seen in Figure 1-2.  Enter your personal password here, 
and then press the END key.  The first time you access the system you should 
change your password. 
 

 
Figure 1- 2 Employee Login Screen with Password prompt 

Change Security Passcode - SECCHG 
If you would like to change your password, select “change your password” from the 
RSSS Menu.  This action will bring up the Change Password Program as seen in 
Figure 1-3.  Enter your employee number and current password.  Then enter your 
new password and verify your new password.  Remember passwords can be up to 6 
characters long and can be letters or numbers and upper or lower case.  Take 
reasonable measures to protect your password.  
 
It is important that you do not let another employee use your employee number and 
password to access the RSSS System.  The software is designed to track every 
transaction with a date/time/employee electronic signature. 
 

 
Figure 1- 3 Change Security Passcode – SECCHG 
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Some companies may have a minimum number of characters that are used.  If your 
password does not contain enough characters, you will receive a message asking 
that you input the minimum number of characters required.  See Figure 1-4. 
 

 
Figure 1-4 Change Security Passcode – SECCHG password error 
message  

Menu System 
The RSSS System is designed around a menu system that can be customized to fit 
the various duties of each user on the system.  A menu is assigned to each employee 
for easy access to the fully integrated RSSS Programs.  The “Home Menu” for each 
employee is controlled in the Employee Maintenance (EMPMNT) program.  There are 
several menus that have already been set up in the RSSS System; however, the 
Store Menu will usually apply to 90% of employees.  Custom menus can also be 
setup for employees who have tasks that differ from those listed on the Store Menu. 

Employee Number/Password 
Management will set up each employee with a Home Menu, Employee Number, and 
Password on the system.  The first time you login to the system, you will be 
prompted to enter your Employee Number and Password.  It is important to 
remember that the RSSS System is CASE SENSITIVE.  You should make sure that 
your CAPS LOCK and NUMBER LOCK have been engaged on the keyboard.  The LED 
lights on your keyboard will indicate when the CAPS LOCK and NUMBER LOCK have 
been engaged.  
 
All typing within the RSSS System should be done in CAPITAL LETTERS.  
 
Enter your Employee Number then press the enter or END key.  The cursor will move 
to the Password Field.  Enter your password.  Press the END key.  The system will 
then take you to your Store Menu.  Your menu controls your access to the RSSS 
Programs and makes it much easier to accomplish your day-to-day tasks on the 
system. 
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Use of the Menu System 
The Home Menu is set up to be a literal menu. The Home Menu is set up as seen in 
Figure 1-5. 
 

 
Figure 1- 5 RSSS Home Menu 
 
This means that the menu options listed correspond to their functions.  The menu 
system is designed to enable and disable parts of the program as licensed by your 
store.  
 
The Home Menu is designed to allow you quick and easy access to the programs that 
you will use every day as you sell, rent, check stock, and take payments and close 
your day.   
 
Selecting “1. Daily Customer Service” off the Home Menu will give you the menu 
seen in Figure 1-6.  The Daily Customer Service menu will be used throughout the 
day as you service customers within the store. 
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Figure 1- 6 Daily Customer Service Menu 
 
Take a Payment means that you can take a payment in the “RP” program.  Add a 
New Rental Agreement is where you add a new rental agreement contract for your 
customer. 
 
Your menu will reflect the activities that are done within your store or function.  For 
instance your store may not be using the Time and Attendance module; therefore, it 
will not appear on your menu.  Other employees may have a slightly different menu 
based upon their security profile.  It is important that you do not let another 
employee use your employee number and password to access the RSSS System.  
The software is designed to track every transaction with a date/time/employee 
electronic signature.  So protect yourself and do not let others get a hold of your 
password. 
 
Use the ARROW KEYS on your keyboard to move the cursor through the menu 
choices or select the highlighted letter on the keyboard for the menu choice that you 
wish to execute.  On most color monitors the highlighted keys will be yellow and on a 
monochrome monitor they will be a brighter shade. 

Help 
The RSSS System has a built-in HELP Utility program.  The HELP SYSTEM consists of 
the FIELD INFORMATION PROMPT LINE, FUNCTION KEYS, and DROP DOWN 
WINDOWS.  Once you have entered into the program module you want to use, 
several items will appear on the screen.  These items are common throughout the 
RSSS System and are used to guide you through the steps required to perform the 
functions of the program.  Users that take the time to understand how the 
FUNCTIONS KEYS, FIELD INFORMATION PROMPT LINE, and DROP DOWN MENUS 
operate find that they learn the system faster.   

Field Information Prompt Line 
When you select a program from the list on your MENU, it will open up automatically 
and take you to the first field that requires you to type in information.  The FIELD 
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INFORMATION PROMPT LINE appears above the double line at the bottom of the 
screen.  The FIELD INFORMATION PROMPT LINE will provide you with instructions on 
what to do and give you an error message if what is entered in the text field does 
not comply with what is required to perform the function.   
 
The FIELD INFORMATION PROMPT LINE will change from green to red (adjust to a 
brighter shade on monochrome monitors) when an error has been made.  The 
workstation may also issue an audible “error beep” if this feature has been enabled 
on your workstation.  The FIELD INFORMATION PROMPT LINE appears at the bottom 
of the screen.  The FUNCTION KEYS appear below the field information prompt line 
as seen in Figure 1-7. 
 

 
Figure 1- 7 Field Information Prompt Line and Function Keys 

Function Keys 
FUNCTION KEYS vary based on the program you are executing.  Below is an example 
of some Function Key descriptions.  Figure 1-8 shows the function keys placement on 
a keyboard. 
 
F1 - PAGE DOWN 
F2 - PAGE UP 
F3 - CHANGE 
F6 - ADD 
F8 - GO BACK 
F9 – SAVE AND MOVE TO THE NEXT STEP 
F10 – COMMAND LINE 
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Figure 1- 8 Keyboard   
 
Always look at the FUNCTION KEYS and the corresponding command when you are 
using a new program or one that you do not usually access.   
 
The RSSS System will automatically take you to the next required step when 
entering information into the system when you press the enter key.  The enter key 
(also referred to as the RETURN KEY) activates each step of the system.  When 
pressing the enter key, the system will do the following: 
 
1. Take you to the next step of the program OR  
2. Issue a FIELD INFORMATION PROMPT LINE instructing you on what information is 
required in the text field.  OR 
3. Activate a DROP DOWN WINDOW with options for information required in the text 
field as seen in Figure 1-9. 
 

 
Figure 1- 9 Example of a Drop Down Window   
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DROP DOWN WINDOW  
If a field requires necessary information and you press the enter key either 
a DROP DOWN WINDOW will appear or the FIELD INFORMATION PROMPT 
LINE will prompt options.  Options can be selected in a DROP DOWN WINDOW by 
using the ARROW UP and ARROW DOWN keys.  The options will change color (or 
brightness on a monochrome monitor) as the cursor is moved by the arrow keys.  
 
To move from page to page within a DROP DOWN WINDOW, press the F1-Page 
Down key and F2-Page Up FUNCTION KEYS to page back and forth.   
See Figure 1-10. 
 

 
Figure 1-10 F1 & F2 Function Keys 

Command Line 
You will find many references to the COMMAND LINE within this document as seen in 
Figure 1-11. Press the F10 key to get to the command line.  
 
Note: The command line feature allows you to go straight to a program without 
navigating through the menu system. 
 

 
Figure 1-11 Command Line Example 
 
In Figure 1-11, the “NEW” program name is typed on the command line.   
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Note: If a program name is 8 characters long, you type the 8-character program 
name on the command line and when you type that 8th character, the screen will 
advance you into that program.  If the program name is less than 8 characters, you 
will have to press the enter key to advance into the program. 



  Time & Attendance 
 

Page 10 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

Chapter 2 – Time & Attendance  

Clocking In or Out 
This optional program is used by all hourly employees to clock in and out on the 
system.  To get into this program, select the option “Clock In & Out – T” or press the 
F10 key and at the command line type in a “T” and then press the enter key.  See 
Figure 2-1. 
 

 
Figure 2- 1 Employee Time Clock Screen 
 
Enter your employee number and then press the enter key.  See Figure 2-2. 
 

  
Figure 2- 2 Employee Time Clock Screen with Information 
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The screen will display your name, the number of hours worked in the current work 
week and whether you are clocked in or out.  The screen will ask if you are working 
at your regular location.  This is referring to your store location.  If the answer is 
(N)o, you will be prompted to enter the correct location.  Your password is required 
to complete the entry.  When you have successfully clocked in or out, press the enter 
key to complete the transaction.  See Figure 2-3. 
 

 
Figure 2- 3 Employee Time Clock Screen Clocked In 
 
Note:  You cannot clock in and out on the same minute.  If you attempt to do this, 
you will get the message that appears in Figure 2-4. 
 

 
Figure 2- 4 Employee Time Clock Screen Error Message 
 
Press the enter key as instructed, then retry again once one minute has passed. 
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Chapter 3 - Receiving Inventory – RECEIVE & 
POINLOAD 

Receiving Inventory - RECEIVE 
If you are not using the RSSS Purchase Order System, to receive inventory, you 
need to be at the command line and type in “RECEIVE” and press the enter key.  If 
you are using the RSSS Purchase Order System, go to Receiving Inventory for a 
Purchase Order.  Figure 3-1 is the first screen that will appear in this process. On this 
screen you will be prompted for the Printer or File Pathname.  See Introduction to 
Reports for additional information about the printer/file pathname screen.  Enter the 
correct information or press the enter key, if you want to accept the default printer.  
You will now be prompted for the “Paper Type”.  Your choices will be listed on the 
bottom of the screen as seen in Figure 3-1.  Type in the number next to the type of 
paper you will be using (1=Receipt Paper - this is the paper you use for payment 
receipts.  2=Regular Paper - this is plain white report paper).  You will now be 
prompted with “Print Description Line”.  This should be answered with a Y for yes if 
you want the color, fabric/material and description line printed. 
 

 
Figure 3- 1 Printer or File Pathname Screen 
 
The next screen will be a menu screen as seen in Figure 3-2.  This menu will allow 
the option of receiving serialized inventory, receiving/deleting miscellaneous 
inventory or deleting serialized inventory.  Big Ticket inventory is serialized.  
Miscellaneous inventory is accessory items that have no serial number.  At the 
receiving menu, select your option number. 
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Figure 3- 2 Inventory Receiving Menu 
 
The next screen seen in Figure 3-3 will prompt you for a model number or 
description.   
 

 
Figure 3- 3 Model Number or Description Screen 

Receiving inventory for which you already have a model number 
Enter the entire model number or scan in the UPC and press enter and your screen 
will resemble Figure 3-5. You may search model file by using the function keys. Enter 
a (partial or full) model number, scan or type in the UPC code or enter description.  
You can use the asterisk (*) to wildcard the search by model number or description. 
Press the F2 key to display a list of inventory in alphanumeric order by UPC.  Press 
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the F3 key to display a list of inventory model numbers in order, as seen in Figure 3-
4, or press the F4 key to list inventory model numbers by description.  Use the arrow 
keys to highlight the model number of the item to be received and press the enter 
key.  If the model number you want is not displayed on the page, press the F1 key 
to move forward to the next page.  To move back in the list, press the F2 key.  If the 
model number you need for the inventory you are receiving is not already in the 
system, contact your management. 
 

 
Figure 3- 4 Model Number Maintenance Screen 
 
The next screen you will see is the Model Number Inquiry screen as seen in  
Figure 3-5, verifying the correct model number choice.   
 

 
Figure 3- 5 Model Number Inquiry Screen 
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The prompt at the bottom left hand corner of the screen will ask “Right Model Nbr”.  
If you answer this with an N for no, it will return to the list screen so that you can 
select the proper model number.  When “Right Model Nbr” is answered with a Y for 
yes, the Receive Serialized Inventory Screen will be displayed as seen in Figure 3-6. 
 

 
Figure 3- 6 Receive Serialized Inventory Screen 
 
DATE RECEIVED  Defaults to today’s date. 
 
VENDOR INVOICE NBR  Enter the vendor’s invoice number. Or if your finance 
company floor plans by line number, enter your trust receipt number here.  In the 
trust receipt field (below), enter in the line number as it appears on the trust receipt.  
For example, if it is line number 1 but appears on the trust receipt as 001, then you 
should enter 001 in the trust receipt field.  You will need to change the number in 
the trust receipt field for each item you receive.  By doing this, you will be able to 
pay off your trust receipts by line number. 
 
VENDOR NUMBER  Number assigned to the company you purchased this inventory 
from.  If your company does not use vendor numbers, press enter. 
 
P.O. NUMBER  Enter the number from the Purchase Order your buyer used when 
the merchandise was ordered.  If your company does not use purchase order 
numbers, press enter. 
 
NBR OF PIECES  The number of pieces associated with this Model number, example 
Dining room table and 4 chairs would be 5 pieces. 

 
FLOOR PLAN AGENT  If floor planning is being used, enter the floor plan agent’s 
general ledger or assigned account number. 
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RECEIVING NBR  If your receiving area or dock uses receiving numbers, enter your 
receiving number for this inventory.  If your company does not use receiving 
numbers, press enter. 
 
TRUST RECEIPT  If this inventory is floor planned, enter the Floor Plan Agent's trust 
receipt number for this shipment. 
 
LOCATION  This will default to your store location, if the inventory is going to be 
sent to another location, use the Inventory Transfer (INVTRAN) program to transfer 
the inventory after you have received it into your location. 
 
ACTUAL COST  Depending on the control settings in Model Maintenance 
(MODELMNT) you may or may not be able to change this cost.  If you are not able to 
and feel you should, please contact your management. 

 
NUMBER TO RECEIVE  Enter the number of items with this same model number 
you wish to receive at this time.   

 
AVERAGE COST  The computer automatically calculates the average cost of all 
items with the same model number when the items are being received.  This is an 
informational field only. 
 
NBR RECEIVED  This number is generated by the computer.  When receiving large 
quantities of the same model number, this field will help you keep track of how many 
have been received so far.  If you entered 50 as “Number to Receive”, and you think 
you have entered all of the serial numbers you can check the “Number Received”.  If 
it shows 49, then you missed entering one of the serial numbers. 
 
FLOOR PLAN COST  This field represents the actual cost minus any discounts from 
the floor plan company.  This field must be entered if floor planning is being used.  
(Example: If your Floor Plan Company will finance 80% of the cost of inventory and 
you paid $100.00 for this item, then you would enter $80.00 for the Floor Plan cost.  
If your Floor Plan Company provides 100% funding, then you must enter $100.00). 

 
FREIGHT/OTHER COST  Enter the dollar amount you paid for freight, interest, or 
other costs over the actual cost of this item.  
 
PACKED/LANDED COST  This is calculated by the computer and is the sum of the 
Actual Cost plus the Freight/Other Cost entered previously. 

 
MOVIE TYPE  This field is generated by the system control fie.   
 
RTR INV TYPE  This field is generated by the system control file. 
 
COLOR CODE  If you are using Fabric and Color Codes, enter the color code 
assigned to this product.    
 
INVENTORY INDR Inventory indicator, indicates type of inventory (O=Rent to 
Own, S=Sales, M=Movie, R=Rent to Rent).  This field is extremely important.  This 
indicator dictates when inventory is subject to depreciation.  If the indicator is set to 
"O", "R", or "M", inventory is subject to depreciation.  However, the ‘S’ type 
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inventory is not subject to depreciation until it goes out on rent, at which time the 
system automatically changes this indicator to the appropriate type, ‘O’ if it went on 
a RTO agreement, ‘R’ if went on a Rent to Rent agreement, or ‘M’ if it went on an 
Movie agreement.  The default is set in Model Maintenance (MODELMNT). 
 
FABRIC CODE  If your company is using fabric codes, enter the code here.  Fabric 
or Material codes can be used to designate instrument finishes, i.e. satin-lacquer-
enamel etc. 
 
RETAIL PRICE  In most cases you will enter thru this field to accept default pricing 
on this item’s model number.  To override the model number pricing in “Post a Sale”, 
enter a selling price for this serial number here.  Note:  A price here overrides MAP 
and MOP rules.  You will be able to sell it for more, but not less. 
 
Press the F9 key.  You will now be prompted for “Any More Changes”.  An N for no at 
this prompt will take the user to the Serial Number field. 
 
SERIAL NUMBER  Enter the serial number of the item being received.  If the model 
number is setup in Item Maintenance (ITEMMNTS) as a ‘T’ for transparent, you may 
press the enter key in the serial number field and the system will automatically 
assign a transparent serial number.  If you entered more than 1 in the “Number to 
Receive” field, enter the serial number you wish to assign to the first one (after you 
have received the first one, enter the next serial number and so on).   
 
BAR CODE NUMBER  This field will automatically fill with the next available bar 
code number.  If you want to assign a different bar code number to this item, put 
the different bar code number here.   
 
Once the serial number and bar code number have been filled in, the prompt “Any 
More Changes?” will be displayed at the bottom of the screen.  If any mistakes have 
been detected, or if any information is different from serial number to serial number, 
enter a Y for yes.  An N for no will accept the serial number and take you back to the 
serial number field to enter the next serial number. 
 
Each N for no answer will increase the number in the “Nbr Received” field by one.  
When you have entered all the serial numbers, you will be prompted “All items for 
this model number Received?” as seen in Figure 3-7.  A Y for yes answer will return 
you to the screen which prompts for a model number or description.  An N for no will 
allow you to enter more serial numbers.   
 
If you feel that you have entered all serial numbers and you did not get the “All 
items for the model number received?” prompt, you should check the “Nbr Received” 
field.  You either have not entered all the serial numbers or you put in the wrong 
quantity in the “Nbr to Receive” field. 
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Figure 3- 7 Receive Serialized Inventory Screen with Prompt 

Receiving Miscellaneous Inventory 
To receive miscellaneous inventory, press F10 on any menu and on the command 
line type in “RECEIVE” and press the enter key.  You will be prompted for the Printer 
or File Pathname as seen in Figure 3-8.  Enter the correct information or press the 
enter key if you want to accept the default printer.  You will now be prompted for the 
“Paper Type”.  Your choices will be listed on the bottom of the screen.  Type in the 
number next to the paper type you will be using (1=Receipt Paper - paper used for 
payment receipts.  2=Regular Paper - plain white report paper).  You will now be 
prompted “Print Description Line”.  Enter a Y for yes for accessory inventory, if you 
would like the description line to print.  
 

 
Figure 3- 8 Printer or File Path Name Screen 
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The next screen will be a menu screen as seen in Figure 3-9.  Choose “#2 
Receive/Delete Miscellaneous Inventory” and a screen similar to the screen seen in 
Figure 3-10 will appear.  
 

 
Figure 3-9 Inventory Receiving Screen 
 

 
Figure 3-10 Model Number Maintenance Screen 
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You may enter a (partial or full) model number, UPC code or description.  You can 
use the asterisk (*) to wildcard the search by model number or description. Press the 
F2 key to list in alphanumeric order by UPC code.  Press the F3 key to list model 
numbers in order, see Figure 3-11, or press the F4 key to list model numbers by 
description.  Use the arrow keys to highlight the model number of the item to be 
received and press the enter key.  If the model number you want is not on this page 
you can press the F1 key to show you the next page.  If you should pass up the 
model number that you want, you can press the F2 key to get back to the previous 
page.  If the model number you need for the inventory you are receiving is not 
already in the system, contact your management. 
 

 
Figure 3-11 Model Number Maintenance Screen with data 
 
The next screen you will see is the Model Number Inquiry screen, see Figure 3-12, 
verifying the correct model number choice. 
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Figure 3-12 Model Number Inquiry Screen 
 
The prompt at the bottom left hand corner of the screen will ask “Right Model Nbr”.  
If you answer this with an N for no, it will return to the list screen so that you can 
select the proper model number.  When “Right Model Nbr” is answered with a Y for 
yes, the Receive Miscellaneous Inventory Screen will be displayed, see Figure 3-13. 
 

 
Figure 3-13 Receive Miscellaneous Inventory Screen 
 
LOCATION  Enter the location you are receiving this inventory into. 
 
DATE RECEIVED  Defaults to today's date.   
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VEND INVOICE NBR  Enter the invoice number from the vendor's invoice. 
 
PO NBR  Enter the Purchase Order number this was ordered from. 
 
RECEIVING NBR  Enter the Receiving Number if your company keeps track of this.  
This is an “in-store” number like a Purchase Order to track individual store 
purchases. 

 
QTY TO RECEIVE  Enter the number of items you are receiving into this location at 
this time. 
 
ACTUAL COST  Enter the amount the company is paying for each item of this 
particular model number at this time.  Depending on the control settings in Model 
Maintenance (MODELMNT), you may or may not be able to change this cost.  If you 
are not able to and need to change actual cost, please contact your manager or call 
RSSS. 
 
QTY RECVD Automatically entered by the system when the miscellaneous items 
have been received. 
 
AVERAGE COST  This figure is automatically calculated by the system. 
 
Press the F9 key.  You will now be prompted “Any More Changes”.  If you need to 
make changes, enter a Y for yes and make your changes.  When the prompt “Any 
More Changes” is answered with an N for no, the amount you requested under “Qty 
to Receive” will be received and your cursor will be returned to the “Location” 
prompt.  If you need to receive more of this same model number into a different 
location, enter the location number and repeat the above steps.  If you have no 
more of this model number to receive, press the F8 key. 

Receiving Inventory from a Purchase Order - POINLOAD  
This program is used to Receive Inventory from a Purchase Order and updates your 
purchase order records when using the RSSS Purchase Order System. 
 
To get into this program, select off the Home Menu “Inventory” then “PO Menu” then 
“Receive Inventory From PO” or press the F10 key and at the command line type in 
“POINLOAD”.  You will be prompted for the printer or file pathname.  Press the enter 
key to accept the default printer or type in the proper printer number or pathname.  
See Introduction to Reports for additional information about the printer/file 
pathname screen.  You will see a screen similar to Figure 3-14. 
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Figure 3-14 Printer or File Path Name Screen 
 
PRINTER OR FILE PATHNAME  Press enter to accept the default printer or type in 
the proper printer number or pathname.   
 
PAPER TYPE   Enter the proper number.  1 = Receipt Paper, 2 = Regular Paper. 
 
PRINT DESCRIPTION LINE  Enter Y for yes if you want the color, fabric and 
description line to print. 
 
PRINT BARCODE LABEL  If you want to print a barcode label for the items you are 
receiving, enter a Y for yes.   
 
BARCODE PRINTER  If you have chosen to have barcode labels printed, enter the 
printer number assigned to the barcode printer. 
 
You will now see a screen similar to Figure 3-15. 
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Figure 3-15 Purchase Order Inventory Screen 
 
INV TYPE  This will prompt according to your company's control settings.  O=Rent 
to Own, R=Rent to Rent, S=Retail Sale, and M=Movie Club. 
 
NEXT BAR CODE #  Pressing the enter key, the system will auto assign the bar 
code number. 
 
RECEIVING DATE  Press the enter key to accept the default of today's date. 
 
LOC  Enter the location receiving the inventory. 
 
% COST TO FP  Enter the percent of cost that is Floor Plan.  If the inventory being 
received is not floor planned, accept the default and press enter. 
 
FP AGENT NBR  Enter the number assigned to the floor plan agent carrying this 
merchandise or press enter if you are not using a Floor Plan. 
 
VEND INV #  Enter the Vendor's Invoice Number for the product you are about to 
receive or leave blank if you don't have it and press the enter key. 
 
You will now be prompted for “Any More Changes”.  If you need to make changes, 
enter a Y for yes and make your changes.  When the prompt “Any More Changes” is 
answered with an N for no, you will be prompted for “PO Number”.  See Figure 3-16.   
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Figure 3-16 Purchase Order Inventory Screen with purchase order 
number prompt 
 
Enter the PO Number to receive, if you do not know the purchase order number, 
press the F3 key to list the open PO’s in numerical order. The screen will change to 
resemble Figure 3-17 (Note: each different model number you entered on the 
PO will be on a line of its own). 
 

 
Figure 3-17 Purchase Order Inventory Screen with data 
 
At the bottom of the screen you will see the first line of the comment (if there is one, 
otherwise the comment area will be blank), date ordered, date due in, model 
number, the fabric and color of the item (if applicable), the quantity ordered on the 
PO (an asterisk beside quantity ordered, indicates comments are attached to this 
line), the UPC Code, List Price, and Ship To location. 
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F1 – FWD  If the PO Number you need is not on this screen, this will scroll the 
listing forward one page at a time. 
 
F2 – BACK  If you have pressed F1 to scroll forward and now need to go back. 

 
F3 – COMMENT  If a line item has comments attached, there will be an asterisk 
next to the quantity ordered.  You can view all the comments with this F3 function 
key.  See Figure 3-18.   
 

 
Figure 3-18 Purchase Order Inventory Screen with asterisk for 
comments 
 
Press the F3 key and the comment(s) will be displayed.  See Figure 3-19.  You can 
add or change the comment(s) if necessary.   
 

 
Figure 3-19 Purchase Order Inventory Screen with comments 
displayed 



 Receiving Inventory – RECEIVE & POINLOAD 
 

Page 27 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

 
F4 - RECEIVE PO  allows you to view the details of the accessory item PO, verify 
counts and receive all or adjust individual line items and receive partial PO.  
Highlight the line item and press the F4 key.  See Figure 3-20.  Note:  This can 
only be used on accessory/miscellaneous inventory. 
 

 
Figure 3-20 Purchase Order Inventory Screen after pressing F4 on 
highlighted item 
 
Make the necessary adjustments if any and press the F9 key to receive items on the 
PO.   
 
F5 - FIND UPC  To find by the UPC code on a particular PO/  You can not find by 
UPC code if you are listing multiple POs on this screen. 
 
F6 - CHG UPC  To change/add UPC code, or adjust the list price. 
 
If the first model number on the list was back ordered, or has not come in yet, use 
your arrow key to get to the model number (with the appropriate color and fabric if 
entered) that you need to receive. 
 
Press the enter key twice, and you will see new fields appear including Serial 
Number, Bar Code #, # Pcs, Cost Freight, and Quantity.  The bottom of the screen 
will also show you the description of the product, the number you have received so 
far, and the last serial number you received as seen in Figure 3-21. 
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Figure 3-21 Purchase Order Inventory Screen with additional fields 
displayed 
 
Enter the serial number of the product being received and press the enter key. If the 
product is a T for transparent model number (such as furniture and jewelry), just 
leave the serial number blank and a number will be assigned. The next available bar 
code number will be assigned.  Note: If this is an accessory item enter through 
the serial number and bar code fields and enter the quantity being received.  
Enter any added freight cost if needed. Enter the quantity to be received. (This can 
only be multiple quantities if you are receiving in miscellaneous or transparent model 
numbers). 
 
If all receiving is completed, press the F10 key to exit the program or press the F8 
key to back out to a menu.  A receiving report will print with the serial numbers 
and/or quantities received. 
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Chapter 4 – Inquiring about Inventory - 
INVMNT, INVMNTF & INVAVAIL 
To get into Inventory Inquiry, select “Inventory” off of the Home Menu, then select 
“Lookup Serial Numbers” off the Inventory Management Menu or press the F10 key 
and at the command line type in “INVMNT” and then press the enter key. You will 
see a screen similar to Figure 4-1. 
 

 
Figure 4- 1 Inventory Maintenance Screen 
 
START KEY  The start key refers to the function keys listed below.  If you are only 
searching by model number, bar code number or serial number, once you enter the 
full or partial key, press the appropriate function key (shown at the bottom of the 
screen, F3-Model Number, F4-Date Sold, F5-Bar Code Number, or F6-Serial number) 
otherwise please continue to enter your additional search criteria of location, status 
or description and then press the appropriate function key for the key search.   
 
LOC  If you want to list the inventory for a certain location, enter that location 
number.  If you want all locations, leave blank.  If you want to list for a group of 
stores defined as a region or group, enter your region or group location here. 
 
STAT  If you want to list inventory by status, enter the status here.   
Valid statuses are: 

I = IDLE (FOR IDLE/AVAILABLE INVENTORY) 
N = NEW 
R = RETURNED 
O = ON RENT 
D = DEMO/LOANER 
C = RETURNED FOR STORE CREDIT 
      C may mean charge off on some systems 
S = SOLD 
P = PAID OUT 
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E = EARLY BUYOUT 
B = STORE BURGLARY 
L = STORE LOSS 
X = SKIPPED  
Y = STOLEN 
Z = CHARGE OFF 
 

REGION SEARCH  If you identified your region or group in the 
location field enter an R here to list inventory for a group of stores.  
Otherwise, leave this field blank. 
 

 
Figure 4- 2 Inventory Maintenance Screen Group Listing 
 
DESC  If you want the computer to list the inventory based on a 
certain description, enter the exact description here. 
 
The inventory file may be viewed in one of several sort orders including model 
number, bar code number or serial number depending on what function key you 
press (see Figure 4-1) to start the list by.  Type in a few characters of the model 
number and press the F3 key to get a list of inventory pieces in model number order 
beginning with the characters you just entered.  In this same fashion, you can list by 
bar code or serial number as well.  See Figure 4-3.  
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Figure 4- 3 Inventory Maintenance Screen with data 
 
The other fields, loc, stat and desc can be used as filters to further reduce the scope 
of the list.  For instance, at desc, you can enter 'BUNKBED GOOD' and press the F3 
key to get a list of all of your inventory described as BUNKBED GOOD in model 
number order.  See Figure 4-4. 
 

 
Figure 4- 4 Inventory Maintenance Screen with data 
 
The screen will display a list of units based on what you asked for.  It will display the 
model number, serial number, location, status, description, date received and date 
sold (or last sold if it is in stock).  At the bottom of the screen, you will see the 
regular price, sale price, monthly and weekly payments and payment terms and 
second description for the item on which you have highlighted. 
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Inventory Inquiry Screens 
Using the arrow keys, highlight the item you wish to see and press the enter key.  
This will display an inventory change screen as seen in Figure 4-5.  If you don’t have 
the security to change inventory this will be an Inquiry Screen.  If you have the 
proper security authorization, you can use the enter key to move around the screen.  
Press the F9 key and then press enter to go to the next page of inventory detail.  
Note:  It is not recommended that you make any changes here.  All fields are 
automatically updated for you.  
 

 
Figure 4- 5 Inventory Change Screen #1 
 
MODEL #  This is the model number associated with this serial number. 
 
DATE RECEIVED  Shows the date this inventory piece was received. 
 
SERIAL #  Shows the serial number for this piece of inventory. 
 
DATE FP STARTS  The date that the floor plan on this item begins.  Use the 
INVCHG6 program to update this field. This date is used when you run the Trust 
reports (TRUST – sale and TRUSTR - rental).  Floor plan inventory refers to 
consigned inventory (physical inventory that belongs to someone else until it is sold 
or rented at your location). 
 
BAR CODE NUMBER  Bar Code Number assigned either manually or by the 
computer to this piece of inventory. 
 
DATE FP PAID  This field is automatically updated by the system when the floor 
plan company is paid for this serial number using the Trust reports (TRUST - sale 
and TRUSTR - rental).   
 
DESCRIPTION  The description associated with the model number for this piece of 
inventory. 
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DATE SOLD  Shows the date this inventory piece was put out on rent, sold or 
written off. 
 
CUSTOMER NAME  This is the name of the customer who currently has or last had 
the serial number from a rental or sale transaction. 
 
DATE DELIVERED  The date the inventory was actually delivered to the customer.   
 
CURR CUST #  This is the account number of the customer who currently has or last 
had this serial number from a rental or a sale transaction. 
 
DATE DUE BACK  Used for short term rentals put out in the movie club program.   
 
PREV CUST 1  This is the account number of the customer who had this serial 
number from a rental or a sale transaction before the one listed as the current 
customer. 
 
DATE RETURNED  The date the item was returned. 
 
PREV CUST 2  This is the account number of the customer who had this serial 
number from a rental or a sale transaction before the customer listed as the previous 
customer 1. 
 
DATE TRANS IN  this date is updated from store to store or warehouse to store.  
Inventory transfers are done using the inventory transfer (INVTRAN) program.  
   
PREV CUST 3  This is the account number of the customer who had this serial 
number from a rental or a sale transaction before the one listed as the previous 
customer 2.  Note: The system keeps track of the last four customers who have had 
this inventory piece. 

 
DATE TRANS TO RENT  The date the item originally went out on rent and 
depreciation begins. (can be the same as the received date if inventory is received in 
as rental inventory). 

 
CUST AGREEMNT#  The agreement number of the customer who currently has or 
last had this serial number from a rental or a sale transaction. 
 
DATE LAST INV MOVE  The date the inventory indicator was changed.  Example: 
Sale inventory transferred to rental inventory or vice versa.  
 
TICKET NBR  The ticket number of the customer who currently has or last had this 
serial number from a rental or a sale transaction. 
 
TIME DELIVERED  A free form field not updated by the system. 

 
RECEIVING #  A free form field updated from the receiving inventory (RECEIVE) 
program. 
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F. PLAN AGENT  The floor plan agent number is updated from the RECEIVE, 
POINLOAD or INVCHG6 programs and is used with the trust reports and floor plan 
management.  It is the floor plan agent assigned to the item. 
 
VEND INVOICE#  The vendor invoice number can be populated from 
the RECEIVE or POINLOAD program when the inventory is received.  
If your company uses the RSSS PO and A/P programs, it can be 
populated with the invoice number entered into the system for items 
on that PO. 

 
VENDOR  Defaults to the vendor number associated with this model number. Can be 
updated when receiving inventory in the receive program.  
 
PO NBR  The PO Number is updated from the POINLOAD or RECEIVE program when 
the inventory is received.  

 
STATUS  The current status of the inventory will be in this field.  Valid status codes 
are:  

N = NEW 
R = RETURNED 
O = ON RENT 
D = DEMO/LOANER 
C = RETURNED FOR STORE CREDIT 
      C may mean charge off on some systems 
S = SOLD 
P = PAID OUT 
E = EARLY BUYOUT 
B = STORE BURGLARY 
L = STORE LOSS 
X = SKIPPED  
Y = STOLEN 
Z = CHARGE OFF 
H = HOLD (normally only seen when using the po 
system and the receiving process is not completed 
properly) 
 

TRUST RECEIPT  Shows the Trust Receipt number assigned to this piece of 
inventory.  Use the Inventory Cost Change (INVCHG6) program to update this field.  
This is typically the line item number used by the floor plan company to identify the 
serial number. 
 
WARRANTY PRINTED  This is a yes or no field.  If you run the WARRANTY 
program, used to print warranty cards, this field is automatically updated to yes. 

 
FREIGHT LINE This is a free form field and is not updated by the system.   
 
DATA CHANGED  This field is updated by the strip and merge program for remote 
communications.   
 
CONDITION  This is a free form field and can be updated when the item is picked 
up.    
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LAST CHANGED DATE  This is the last date this inventory piece was changed using 
the NEW, SALE, INVTRAN, RTOCLOSE, RTOCSMNT, RP, RECEIVE, POINLOAD 
programs or made changes to the inventory piece in Inventory Maintenance 
(INVMNT). 

 
AGREEMNT PERIODS  This field is updated with the terms of the current or 
previous rental agreement at the time of rental.  

 
AGREEMNT REVENUE  The amount of revenue collected to date on the current or 
previous rental agreement. 

 
WRITE OFF AMT  This is the remaining book value (calculated amount) based on 
the date the inventory piece was disposed of (paid off, sold or charged off).  The 
depreciation schedule is set in the control maintenance program and is automatically 
updated by the system.  

 
BOOK VALUE  This is the current book value of the inventory piece and is based on 
the depreciation schedule set up in the Control Maintenance program and is 
automatically updated by the system.  

 
LOCATIONS  Inventory history by location is tracked here.  The current location is 
on the left and the previous locations are moved to the right when the current 
location changes.  This field is updated automatically by the system functions that 
transfer inventory (INVTRAN, NEW, SALE, RTOCSMNT, RTOCLOSE, RECEIVE, 
POINLOAD). 
 
The screen will prompt: “Any More Changes?”  Pressing the enter key will display a 
screen similar to Figure 4-6. 
 

 
Figure 4- 6 Inventory Change Screen #2 
 
MODEL #  Displays the model number of the inventory piece. 
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SERIAL #  Displays the serial number of the inventory piece. 
 
ACTUAL COST  Displays the actual cost of this piece of inventory. 
 
SELLING PRICE  The price that the inventory was actually sold for or the cash 
selling price while out on rent, updated by the system. 
 
FREIGHT/OTHER COST  This is additional costs as noted when inventory was 
received.  
 
PACKED/LANDED COST  The Packed/Landed Cost is the actual cost plus the 
freight/other cost and is updated by the system.    
 
AVERAGE COST  The average cost is the average cost of all items of inventory with 
the same model number and is updated by the system.   
 
BAL OWED FP  Balance still owed on the floor plan. 
 
The following eight fields are RTO revenue only, unless the switch in 
SALECTRL is set to add sales revenue to RTO for used sales. 
 
If you do not use the INVZERO program to reset these fields, they will all 
have the same information.  
 
TOTAL REVENUE  Total revenue collected to date on this item. 
 
TOTAL TIMES RENTED  Total number of times this piece of inventory has been out 
on rental. 
 
YTD REVENUE  Revenue received from this piece of inventory Year-To-Date.   
Use the INVZERO program to reset to zero each year. 
 
YTD TIMES RENTED  Number of times this piece of inventory has been out on 
rental Year-To-Date.  Use INVZERO to reset to zero each year. 
 
QTD REVENUE  Revenue received from this piece of inventory Quarter-To-Date.  
Use INVZERO to reset to zero each year. 

 
QTD TIMES RENTED  Number of times this piece of inventory has been out on 
rental Quarter-To-Date.  Use INVZERO to reset to zero each year. 
 
PTD REVENUE  Revenue received from this piece of inventory Period-To-Date.  Use 
INVZERO to reset to zero to track revenue by period or time frame you 
designate. 
 
PTD TIME RENTED Number of times this piece of inventory has been out on rental 
Period-To-Date.   Use INVZERO to reset to zero to track revenue by period or 
time frame you designate. 
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TTD REVENUE  Rental revenue received on the current rental agreement for this 
serial number.  This field is reset to zero when transferred to any other location. 
 
TTD TIMES RENTED  If this serial number is currently rented, a 1 will be here.  This 
field is reset to zero when it is transferred to any other location. 
 
TOTAL RTR REVENUE  Total revenue gained through rent to rent on this inventory 
piece and is updated by the system. 
 
TOTAL RTO REVENUE  Total revenue gained through rent to own on this inventory 
piece and is updated by the system. 
 
RECEIVING LOC  This is the location that first received this piece of inventory. 
 
NORMAL TERMS MONTHLY  This field is updated from the model number 
associated with this piece of inventory labeled: Total Monthly Terms: and is 
automatically updated by the system.  
  
MONTHLY RTO PRICE  This field is updated from the model number associated 
with this piece of inventory labeled: “Total Monthly Prc:” and is automatically 
updated by the system. (It is calculated by taking the normal terms monthly times 
the monthly payment amount). 
  
NORMAL TERMS WEEKLY  This field is updated from the model number associated 
with this piece of inventory labeled: Totally Weekly Terms: and is automatically 
updated by the system. 
  
WEEKLY RTO PRICE  This field is updated from the model number associated with 
this piece of inventory labeled: “Total Weekly Prc:" and is automatically updated by 
the system. (It is calculated by taking the normal terms weekly times the weekly 
payment amount). 

 
RTR PRICING TYPE  This field is used in the Rent-to-Rent program.   

 
ACTUAL RTO/RTR PRICE  This is the expected total revenue based on the details 
of the most recent rental agreement.  (calculated by taking the actual weekly or 
monthly payment amount times the actual terms of the agreement). 
 
MV PRICING TYPE  This field is used in Movie Club pricing. 
 
RESERVED INDR  This field indicates whether this item is reserved for a rent to rent 
customer. 
 
SPIFF  If a spiff is paid for the rental of this item, it will be displayed in this field. 
 
NEW INV RENTED  This is the status of the item when it was transferred to the 
most recent rental agreement. N = New, R = Re-rental. 
 
LAST EMPLOYEE NBR  This is the last employee who moved this inventory piece 
using the NEW, SALE, INVTRAN, RTOCLOSE, RTOCSMNT, RP, RECEIVE, POINLOAD 
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programs or made changes to the inventory piece in Inventory Maintenance 
(INVMNT). 
 
DELIVERED BY  This is a free form field and not updated by the system. 

 
ALTERNATE RTO PRICE  If the indicator in NEW asks, you will be prompted for an 
Alternate RTO Price; typically this is the monthly payment amount (the total monthly 
= rate X term) when the regular payment is weekly. 
 
LAST RECEIPT NBR  Shows the rto payment receipt number most recently 
generated by the system for this item. 
 
CURRENT INV INDR  The current inventory indicator determines how this inventory 
is treated in regards to depreciation on the system.  Valid indicators and descriptions 
are: 
  O = Rent to Own – inventory that is depreciating 
  R = Rent to Rent – inventory that is depreciating 

S = Sales – does not depreciate until transferred to a rental 
agreement or sold. 

  M = Movie Sales  
T = Trial Purchase this is used when rental inventory does not 
depreciate; the item uses a manually assigned adjusted value. 

 
ORIG COST  This is the original cost at the time the inventory was received. 
 
ASSIGNED VALUE  This is updated from the Trial Purchase Inventory Change 
(INVCGH8) program and can be used to revalue returned trial purchase inventory.   

 
RETAIL PRICE  A selling price here allows for individual serial number pricing in the 
SALE program.  This is the lowest price this piece can be sold for in SALE.  Leave 
blank to follow the model number pricing and MAP and MOP rules.  
 
RETAIL PRICE CAP  This is a free form field that is updated if the Sale Price Cap 
Indr: in Sales Control program is set to a Y.  A figure here indicates the highest price 
you can charge for this item. 
 
Press the F9 key to go to the next page of inventory detail.  When the prompt “Any 
More Changes” is answered with an N for no, you will see a screen similar to Figure 
4-7. 
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Figure 4- 7 Inventory Inquiry Screen #3 
 
FURNITURE INDR  If this model number starts with an F, this is marked with a Y. 
in all other cases it will be an N. 

 
FURN CATEGORY  If Color/Fabric in the Control Maintenance program is a yes and 
styles have been set to Furniture Style (FURNSTYL) and assigned to this model 
number, the style code will be displayed here.   
 
FURN COLOR CODE  If using the Color/Fabric codes and color codes have been set 
up in the Furniture Color (FURNCOL) program and are assigned a model number, the 
code will be displayed here.   
 
CONDITION CODE  This is a free form field used to grade the used product.  
Example: “A” represents “used but in mint condition”, “B” represents “used but in 
good shape” and so on.  Use the Trial Purchase Inventory Change program 
(INVCHG8) to update this field. 
 
FURN FABRIC CODES  If using the Color/Fabric codes and Fabric or Material codes 
have been set up in the Furniture Color (FURNCOL) program and are assigned to this 
model number, the code will be displayed here.   
 
ESP AMT  This is the regular Extended Service Policy amount associated with a 
rental payment.   

 
ESP THIS AGREEMENT  This is the total Extended Service Policy revenue on this 
inventory piece. 
 
TIMES IN SERVICE  Total number of times this unit has been in service.  This is 
updated by the system when transferred to the service location in inventory transfer 
(INVTRAN) program. 
 



                     Inquiring about Inventory – INVMNT, INVMNTF & INAVAIL 
 

Page 40 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

DAYS IDLE  Total days this unit has not been rented, or “idle”.  This figure is 
updated by the system each time it goes out on rent.  
 
SERVICE COST  Total service cost expended on this unit.  This is updated from the 
Inventory Transfer (INVTRAN) program when a unit is transferred out of service. 
 
UPDATED PO INDR  This field indicates whether this item was received using the 
RSSS Purchase Order System (optional) and have remote locations that update the 
home office.  If it has been received using the RSSS Purchase Order System and 
stripped to the home office successfully, it will have an indicator of yes and the 
purchase order number will be shown on the first screen of the Inventory 
Maintenance (INVMNT) program. 
 
LAST SERV DATE  This is the most recent date this item was transferred to or from 
service. 
 
MANUAL PRICE CHANGE  If the normal rental price or term has been changed 
using the RTO Price Change (RTOPRCHG) program, the system will place a Y here 
and automatic pricing programs will not change the price on this serial number. 
 
WHOLESALE TAX  Free form field not updated by the system. 
  
WARRANTY BEGIN DATE  This field is automatically updated when item is sold or 
rented for the first time. 
 
ESP BEGIN DATE  Updated with the date closed if ESP is on the rental agreement. 
 
The following four fields are updated by using the Warranty Maintenance - 
WRNTYMNT program to assign codes to the model numbers.  The warranty 
codes are set up in Warranty Code - WARCODE. 
 
SERVICE POLICY CODE 1  This is the first code used in warranty maintenance 
(WRNTYMNT); for example, labor could be L1 (which could mean 90 days labor). 
 
SERVICE POLICY END 1  Using the example above, the date in this field would be 
90 days from the date this item was sold. 
 
SERVICE POLICY CODE 2  This is the second code used in Warranty 
Maintenance (WRNTYMNT); for example, labor could be P1 (which 
could mean 1 year parts). 
 
SERVICE POLICY END 2  Using the example above, the date in this field would be 
one year from the date this item was sold. 
 
ROW/AISLE  You can designate the aisle this item is located on in the warehouse. 
This is a three-character field and can be updated using the "Inventory Warehouse 
Location Maintenance" (INVWLMNT) screen. 
 
COLOR  Free form field not updated by the system. 
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SECTION/ROW  You can designate the row this item is located on in the 
warehouse. Two characters and can be updated using the "Inventory Warehouse 
Location Maintenance" (INVWLMNT) screen. 
 
INC FORE BOOK VALUE  If the setting for the field Depreciation File in Control 
Maintenance (CTRLMNT) is set to Y for Income Forecasting, the current income 
forecasting book value will be displayed here.  If it is an N, the actual cost is 
displayed.  If it is an S, the seasonal book value will display. 
  
TIER  You can designate the tier this item is located on in the warehouse.  One 
character field and can be updated using the "Inventory Warehouse Location 
Maintenance" (INVWLMNT) screen. 

 
BOOK VALUE AT RENTAL  If the setting Depreciation File in Control Maintenance 
(CTRLMNT) is set to Y for yes the income forecasting book value of the item at the 
time of the most recent rental will be displayed here.  If it is an N, the actual cost will 
display here.  If it is an S, the seasonal book value will display here. 
 
REFURBISHED/EMP NBR  This indicator will be a Y if the item has been 
refurbished.  The employee number associated with the refurbished item will also be 
listed. 
  
RETURN HOLD TO DATE  If the item was returned and a hold date was placed to 
give the customer some time to come back and get the same item back, then a date 
will listed here. 
 
DISPOSITION TYPE  The disposition type refers to the new charge off code(s) used 
for inventory transfers.   
 
RTO PRICE EXCPT INDR  This price exception indicator is tied to the package 
program for future development.  
 
RECYCLE FEE OWED  If you are using recycle fees this is the recycle fee owed on 
this item.  This is related to the rate code file. 
 
RECYCLE FEE PAID  If you are using recycle fees this is the recycle fee paid for this 
item.  This is related to the rate code file. 
 
RECYCLE FEE waived  If you are using recycle fees this is the recycle fee waived for 
this item.  This is related to the rate code file. 
 
INVOICE EXPENSED DATE  This information comes in from Accounts Payable and 
refers to the day the inventory invoice was expensed. 
 
RMA NUMBER  Return Merchandise Authorization number used to identify a return 
to credit to vendor (INVCRED program). 
 
Press the F9 key.  You will be prompted, “Any More Changes”.  An N for no answer 
will return you to a screen similar to Figure 4-1.  NOTE: If you have the security to 
change Inventory Maintenance (INVMNT) and you press the F9 key and answer N 
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here, your employee number will be updated in the LAST EMPLOYEE NBR field on the 
second screen. 

Using Wildcards(*) to find inventory - INVMNTF 
To be able to use wildcards when looking up inventory, you may select the option 
“Lookup Inv with Wildcards” off of the Inventory Menu or press the F10 key and at 
the command line type in “INVMNTF” and press the enter key.  This takes you into 
an inventory inquire screen where you have more options to look items up with and 
use wildcards to search for items. 
 
You can use the asterisk (*) as a wildcard for either the product code and/or the 
manufacturer's code.  See Figure 4-8 for an example. 
 

 
Figure 4- 8 Inventory Inquire using Wildcards 

Checking on Inventory Availability - INVAVAIL 
You have a ability to post transactions for special orders and stock sales (in stock but 
to be delivered at a later date).  You can also post layaways.  Using these programs 
in conjunction with the Purchase Order System allows you instant lookup capabilities 
or printed reports providing you with your present inventory position. 
 
The purpose of the inventory availability screen is to give you a quick way to check 
the availability status of any model number.  The screen will give you a total in 
stock, on order, sold out of stock but not yet delivered, layaway, special order and a 
net availability of any product you select. 
 
To check on inventory availability, select the option “Check Inv Availability” off of the 
Inventory Menu or off of the Sale Menu select “Inventory Availablity Check” or press 
the F10 key and at the command line type in “INVAVAIL”.  This takes you into the 
inventory availability inquire screen.  See Figure 4-9. 
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Figure 4- 9 Inventory Availability Inquire Screen 
 
MODEL NBR  Enter the model number, two-character product code and/or press 
return (the enter key).  If you press enter without entering anything, you will get a 
listing of product codes.  See Figure 4-10. 
 

 
Figure 4-10 Inventory Availability Inquire Screen Product Code Listing 
 
If you do not know the model number, you can do the following.  
 
Highlight the correct product code by using your up and down arrow keys or use the 
F1-Forward and/or F2-Back function keys to find the product code you are looking 
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for.  Once you find and highlight the product code and press the enter key, the 
system will place it in the first two positions of the Model Nbr field on this screen.   
 
Next you need to select manufacturer’s code by entering it or pressing the return 
(the enter key).  See Figure 4-11. 
 

 
Figure 4-11 Inventory Availability Inquire Screen Manufacturer Code 
Listing 
 
If you do not know the manufacturer’s code, press the enter key and a listing will 
appear.  See Figure 4-12. 
 

 
Figure 4-12 Inventory Availability Inquire Screen Manufacturer Code 
Listing 
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Highlight the correct manufacturer’s code by using your up and down arrow keys or 
use the F1-Forward and/or F2-Back function keys to find the product code you are 
looking for.  Highlight the product code and press the enter key and the system will 
place it in the first two positions of the Model Nbr field on this screen.  See Figure 4-
13. 
 

 
Figure 4-13 Inventory Availability Inquire Screen Model Number 
prompt 
 
Next you need to select the model number by entering it or pressing the return (the 
enter key) to get a list of model numbers to select from.  See Figure 4-14. 
 

 
Figure 4- 14 Inventory Availability Inquire Screen Model Number 
Listing 
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Highlight the correct model by using your up and down arrow keys or use the F1-
Forward and/or F2-Back function keys to find the product code you are looking for.  
Highlight the correct model and press the enter key and the system will place it in 
the Model Nbr field on this screen.  See Figure 4-15. 
 

 
Figure 4- 15 Inventory Availability Inquire Screen Color Code prompt 
 
If the item has a color, fabric/material, primary color or primary fabric/material 
associated with it, you can enter the information and narrow down the inventory 
availability search if necessary or enter a few character to list the color, 
fabric/material, primary color or primary fabric/material if they apply to the 
inventory item you are trying to check availability on.   
 
You may enter the color code, enter a few characters to list and select, and/or press 
the return (the enter key).  Enter the Fabric/Material, enter a few characters to list 
and select, and/or press return (the enter key).  Enter the Primary Color, enter a few 
characters to list and select, and/or press return (the enter key).  Enter the Primary 
Fabric/Material, enter a few characters to list and select, and/or press return (the 
enter key).  See Figure 4-16. 
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Figure 4- 16 Inventory Availability Inquire Availability Listing 
 
NEW ON HAND   the quantity of “new on hand” items you have for this model 
number.   

 
USED ON HAND the quantity of “used on hand” items you have of this model 
number.   
 
SPEC ORDERS: RTO/SALES  these are the rent to own and sales special orders 
which have been created but not yet delivered.  

 
LAYAWAYS  the number of layaways you have pending for this model number. 

 
STOCK SALES  the number of stock sales you have pending for this model number. 
 
ON ORDER  the quantity you have on order for this model number, if you are using 
the RSSS PO System. 
 
RECEIVED BUT UN-DELIVERED  the number of these items you have received but 
not yet assigned to outstanding special orders. 
 
OVER/SHORT  This is the net availability.  This figure tells you how many you 
would have left in stock if you had to deliver all your special orders, layaways, and 
stock sales and if everything on the Purchase Order came in.  The over/short field 
will indicate whether you have inventory available to sell and deliver (this would be a 
positive number), you are oversold (this would be a negative number), or you are at 
zero stock and need to reorder (this would be zero). 
 
Notice the function keys at the bottom of the Inventory Availability screen in Figure 
4-16.  Press the F1-List On Orders for a list of the items on order showing purchase 
order numbers for this model number.  Press the F2-List On Hand key for a listing of 
new and used items on hand, showing serial numbers.  Press the F3-List Special 
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Order key for a listing of special orders which have been created but not yet 
delivered for this model number.  The F3-List Special Order function key may show 
layaways you have pending for this model number and stock sales you have pending 
for this model number.   
 
Once you have completed viewing the inventory availability for this model number, 
press the F8 key and enter the next model number or press the F8 key again till you 
have backed out to a menu. 
 
To get a detailed list of your open stock orders and special orders depicted on the 
inventory availability screen, use the Sales by Model number (PSALEMOD program) 
report to print outstanding orders.  
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Chapter 5 – Transferring Inventory– INVTRAN & 
MISCTRAN 

Transferring inventory from one location to another 
To move inventory from one location to another within the system, follow these 
procedures.  Select the option “Transfer Inventory” off your Inventory Menu or press 
the F10 key and at the command line type in “INVTRAN” and then press the enter 
key.   
  
The first screen will prompt you for the “Printer or File Pathname”, see Figure 5-1.  
See Introduction to Reports for additional information about the printer/file 
pathname screen.  Enter the correct information or press the enter key if you want 
the transfer receipts to print out at the default printer.  You will then be prompted 
“Print Test Transfer”. 
 

 
Figure 5- 1 Transfer Serialized Inventory Locations Screen 
 
Type in a Y for yes and it will print a test: (this is to help you align the receipt). Type 
N for no or press the enter key and the system will display a screen similar to Figure 
5-2.  Enter the number corresponding to the type of transfer you wish to make. 
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Figure 5- 2 Transfer Inventory Locations Screen 
 

1. Transfer Inv  Transfers inventory from location to location such as store to 
store or warehouse. 

2. Pending Inv Transfer  Transfers inventory from pending sales or rental 
locations.  This is commonly used to hold inventory until it is ready to be 
delivered for a sale or rental. 

3. Demo Inv Transfer  For Demo's, Loaners.  Transfers inventory to and from 
a demo/loaner location and designates customer on the inventory piece.  This 
is commonly used when an item is sent as a loaner, a customer is trying an 
item in a trial use situation or you are donating the use of an item for a period 
of time. 

4. Deliver/Pick Up Inv Transfer  This is used to assign stock or special order 
sales serial numbers or MISC when they are delivered to or picked up by the 
customer. 

5. Bar Code Number Transfer  Transfers inventory using bar code equipment. 
Requires optional software module and optional hardware. 

6. Bar Code Transfer From File  Transfers inventory from portable bar code 
equipment to a file.  Requires optional software module and optional 
hardware. 

7. Item To/From Service  This is used to transfer inventory to and from 
Service locations. 

Transfer Inventory (Transfer Type Option 1) 
To transfer inventory, select option “1. Transfer Inventory” from the Transfer 
Inventory Locations screen, see Figure 5-2.  On the next screen, the cursor will at 
the Old Location field.  Enter the location number where the inventory is coming 
from (4 characters, example 0001).  If you don't know the location number, press 
the enter key and you will see a window showing options you may choose from, see 
Figure 5-3. 
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Figure 5- 3 Inventory Transfer of Location Screen 
 
Note that the ability to transfer from “Old Location” to “New Location” is controlled 
by Terminal Maintenance.  For example, if terminal maintenance doesn’t allow you to 
transfer to a certain location, you will get an error message “LOC NOT ALLOWED”.   
 
After selecting the Old Location, the cursor will now be on New Location.  Type in the 
location you want to transfer the inventory to.  Press the enter key to accept today's 
date for the transfer date.  The screen will then prompt “Any Changes”.  If you need 
to make changes, enter “Y”.  If not, press the enter key.  The cursor will now reside 
at “Transfer Notes”.  See Figure 5-4. 
 

 
Figure 5- 4 Inventory Transfer of Location Screen 
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You may enter up to two lines of transfer notes which will print on the transfer 
receipt.  
 
Note:  Transfer notes are not stored by the system and are printed on the 
transfer receipt only.  Please keep a hard copy of the transfer receipt if you 
need the transfer notes for your records. 
 
After you have entered your transfer notes, if any, press the F9 key.  You will be 
prompted for “Any More Changes”.  If you want to change your transfer notes, enter 
a Y for yes.  If not, press the enter key.  Your cursor will now reside at “Serial 
Number”.  See Figure 5-5. 
 

 
Figure 5- 5 Inventory Transfer of Location Screen 
 
Type in or scan the serial number.  If you do not know the serial number, press the 
F1 key to list the available inventory. Go to Inquiring on Inventory pages 29-30 for a 
detailed explanation on how to search inventory. 
 
The system will display the serial number on the Inventory Transfer of Location 
screen.  Press the enter key.  The system will then display the description, location 
and status of this piece of inventory and the cursor will be on the bottom of the 
screen next to the prompt “Transfer This Item” as seen in Figure 5-6. 
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Figure 5- 6 Inventory Transfer of Location Screen 
 
If this is not the item you wish to transfer, type in an N for no.  This will then take 
you back to the serial number prompt.  If it is the right item, type in a Y for yes.  
When you answer this prompt with a Y for yes, the cursor will go appear on the next 
available line below serial number you just entered.   If you need to transfer more 
inventory, enter the serial numbers (15 transfers maximum per screen).   
 
When you have no other transfers to make from this location to this particular new 
location, press the F9 key.  The receipt from this transfer will print out.  You will then 
be prompted to “Print Another Receipt”.  If you want another receipt, press Y for yes.  
When you have printed all the receipts you want, press N for no at this prompt and 
the system will return you to the Transfer Notes prompt.  If you still have other 
transfers to make, but need to change the Old or New Location, press the F8 key.  
This will take you back up to the Old Location. 

Transferring Inventory to a Charge Off Location (Option 1) 
To transfer inventory to a charge off location, you will use “1. Transfer Inv”. 
 
Note:  You MUST transfer to a location that was setup as a charge off 
location in Location Maintenance (LOCMNT) and have security authorization 
to process a charge off. 
 
The cursor will now be on Old Location.  Enter the location number where the 
inventory currently exists (4 characters, example 0001).  If you don't know the 
location number, press the enter key and you will see a window showing options you 
may choose from.  The cursor will now be on New Location.  Enter the charge off 
location.  If you do not know the charge off location number, blank out the New 
Location field and make a selection from the window.  See Figure 5-7.   
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Figure 5- 7 Inventory Transfer of Location Screen 
 
Use your up and down arrow keys to highlight the selection.  When you have the 
correct new location, press the enter key to select.   
 
Enter the date of transfer or press the enter key to accept the default of today's 
date.  The screen will then prompt for “Any Changes”.  If you need to make changes, 
enter a Y for yes and do so.  If not, press the enter key to accept the default of N for 
no.   
 
The cursor will now be beside “Transfer Notes”.  You may enter up to two lines of 
notes. 
 
Note:  Transfer Notes are not stored by the system and are printed on the transfer 
receipt only.  Please keep a hard copy of the transfer receipt if you need the notes 
for your records. 
 
After you have entered your notes, if any, press the enter key.  You will be prompted 
for "Write off Code".  If you leave this field blank, you will see a window from which 
you may make a selection, see Figure 5-8. 
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Figure 5- 8 Inventory Transfer of Location Screen for Charge Off 
 
Using your arrow keys, highlight the reason and press the enter key.  You will now 
be prompted for “Any More Changes”.  If you want to change your notes, or to 
change the Write Off Code, press Y for yes.  If not, press the enter key to accept the 
default of N for no.   
 
Based off the write off code you choose, you can run the Disposition Report program 
(DISPRPT) that categorizes the write off codes. 
 
Your cursor will now be beside “Serial Number”.  Enter the serial number of the item 
you are charging off and press the enter key or press the F1 key to search for the 
inventory item.  You will be prompted "Transfer this item".  If you have typed in the 
wrong serial number, press the enter key to accept the default of N for no, if it is 
correct, enter a Y for yes.    
 
When you answer the “Transfer this item” prompt with a Y for yes, the cursor will go 
below the serial number you just entered.   If you need to transfer more inventory, 
enter the serial numbers (15 transfers maximum per screen).   
 
When you have transferred all inventory from this location to the charge off location, 
press the F9 key.  The receipt from this transfer will print out.  You will then be 
prompted to “Print Another Receipt”.  If you want another receipt, press Y for yes.  
When you have printed all the receipts you want, press the enter key to accept the 
default of N for no.  Note that after entering N for no to reprint, you will no longer be 
able to reprint the receipt.  However, you will be able to print the inventory transfer 
report for this information or view on screen using the List Transfers Made 
(LISTTRAN) program. 
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Pending Inventory Transfer (Transfer Type Option 2) 
To transfer pending inventory, select “2. Pending Inv Transfer” from the Transfer 
Inventory Locations screen, see Figure 5-2.  The cursor will now be on Old Location.  
Enter the location number where the inventory is coming from (4 characters, for 
example 0001).  If you don't know the location number, press the enter key and you 
will see a window showing options you may choose from. 
  
After selecting the Old Location, the cursor will now be on New Location.  Type in the 
location number for the pending location where you want the inventory to go.  If you 
do not know the pending location number, blank out the New Location field and 
make a selection from the window.    
 
Note:  You MUST transfer to a pending location that was setup as a pending 
location in Location Maintenance (LOCMNT). 
 
Enter the date of transfer or press the enter key for today's date.  The screen will 
then prompt “Any Changes”.  If you need to make changes, do so.  If not, press the 
enter key and you will see a screen similar to Figure 5-9.   
 

 
Figure 5- 9 Inventory Pending Transfer Screen 
 
The cursor will now advance to the Customer Name.  Enter the name of the 
customer this item was sold to.  The cursor will advance to Selling Salesman 
Number.  Enter the Selling Salesman Number.  The cursor will advance to Notes.  
Type in information about this sale.   
 
Note:  Notes are not stored by the system and are printed on the transfer receipt 
only.  Please keep a hard copy of the transfer receipt if you need the notes for your 
records. 
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Once you have completed this section, press the F9 key and you will get the prompt 
“Any More Changes: N”.  If you have completed this section, press the enter key to 
accept the default of N for no. 
 
On the next screen, enter the serial number.   
 
The system will display the serial number on the Inventory Pending Transfer screen.  
Press the enter key.  The system will then display the description, location and status 
of this piece of inventory and the cursor will be on the bottom of the screen next to 
the prompt “Transfer This Item” as seen in Figure 5-10. 
 

 
Figure 5-10 Inventory Pending Transfer Screen 
 
If this is not the item you wish to transfer, type in an N for no.  This will then take 
you back to the serial number prompt.  If it is the right item, type in a Y for yes.  
When you answer this prompt with a Y for yes, the cursor will go to the next 
available line where you can input more serial numbers (maximum 15 transfers per 
screen).   
 
When you have no other transfers to make from this particular old location to this 
particular new location, press the F9 key.  The receipt from this transfer will print 
out.  You will then be prompted to “Print Another Receipt”.  If you want another 
receipt, press Y for yes.  When you have printed all the receipts you want, press N 
for no at this prompt and the system will return you to the Transfer Notes prompt.  If 
you still have other transfers to make, but need to change the Old or New Location, 
press the F8 key.  This will take you back up to the Old Location. 

Demo Inventory Transfer (Transfer Type Option 3) 
To transfer demo inventory, select “3. Demo Inv Transfer” from the Transfer 
Inventory Locations screen, see Figure 5-2.  The cursor will now be on Old Location.  
Enter the location number where the inventory is coming from (4 characters,  for 
example 0001).  If you don't know the location number, press the enter key and you 
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will see a window showing options you may choose from as seen in Figure 5-3.  The 
cursor will now be on New Location.   
 
Note:  You MUST transfer to a location that was setup as a demo location in 
Location Maintenance (LOCMNT). 
 
If you don't know the location number, press the enter key and you will see a 
window showing options you may choose from, see Figure 5-3.  Enter the date of 
transfer or press the enter key for today's date.  The screen will then prompt “Any 
Changes”.  If you need to make changes, do so.  If not, press the enter key to 
accept the default of N for no.   The screen will now change slightly.  See Figure 5-11 
for fields that will need to be filled out prior to entering the demo/loaner item. 
 

 
Figure 5-11 Inventory Demo Transfer Screen 
 
CUSTOMER NUMBER  If you know the customer's account number, enter it here.  If 
not, make sure this area is blank and press the enter key. 

 
CUSTOMER NAME  If the customer number was filled in, this will have filled in 
automatically.  If you do not know the customer number, you may enter a few 
characters of the customer's last name and press the enter key.  You will see a 
window showing different last names that begin with the characters you entered.  
Using your arrow keys, highlight the correct one and press the enter key.  This will 
fill in the Customer's Number for you.  If you type in a common name such as John 
Smith and there are many entries with the same name, you can press the F5 key 
which will unfold the information.  If the John Smith is not in the first box you are 
looking at, you can press the F1 key for the next page and page forward to find the 
one you are looking for.  This will help you choose the correct customer account. 

 
ADDRESS CITY STATE  ZIP PHONE  These will all be filled in automatically.  
You should verify this is the correct address for the customer.  If any of these are not 
correct, be sure to type over what is there and correct it. 

 
REASON FOR DEMO  1 = Set in Repair, 2 = Trial use, 3 = Donation 
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NOTES  You may enter up to two lines of notes on this transaction.  To advance to 
the next field, press the F9 key.  These notes will print on the inventory transfer 
receipt.  Note: These notes are not stored in the system.  Keep a hard copy if you 
need these notes for your records. 

 
TICKET NUMBER  If you know the ticket number of the customer you are 
transferring the demo to, enter it here, otherwise press the enter key and a window 
will display the tickets that are available for you to choose from.   
 
You will now be prompted for “Any More Changes”.  If you need to make changes, 
enter a Y for yes and make your changes.  When the prompt “Any More Changes” is 
answered with an N for no, your cursor will move beside “Serial Number”.   
 
Enter the serial number.  The system will display the serial number on the Inventory 
Demo Transfer screen, press the enter key.   
 
The system will then display the description, location and status of this piece of 
inventory and the cursor will be on the bottom of the screen next to the prompt 
“Transfer This Item” , see Figure 5-12. 
 

 
Figure 5-12 Inventory Demo Transfer Screen 
 
If this is not the item you wish to transfer, type in an N for no.  This will then take 
you back to the serial number prompt.  If it is the right item, type in a Y for yes.  
When you answer this prompt with a Y for yes, the cursor will go to the next 
available line below the serial number you just entered.   If you need to transfer 
more inventory, enter the serial numbers on this line.   
 
If you have no other transfers to make from this particular old location to this 
particular new location press the F9 key.  The receipt from this transfer will print out.  
You will then be prompted “Print Another Receipt”.  If you want another receipt, 
press Y for yes.  When you have printed all the receipts you want, press N for no at 
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this prompt and the system will return you to the Serial Numbers prompt.  Note that 
after entering N for no to reprint, you will no longer be able to reprint a receipt.  
However, you will be able to print the inventory transfer report for this information.  
If you still have other transfers to make, but need to change the Old or New 
Location, press the F8 key.  This will take you back up to the Old Location. 
 
Once the demo/loaner item has been transferred to that customer’s ticket, the Take 
Payments (RP) screen will display a message about the loaner as seen in Figure 5-
13. 
 

 
Figure 5-13 Take Payments Screen with Loaner message 

Delivery/Pickup Inventory Transfer (Transfer Type Option 4) 
To deliver or pickup inventory, select “4. Delivery/Pick Up Inv Transfer” from the 
Transfer Inventory Locations screen, see Figure 5-2.  The cursor will now be on Old 
Location.  Enter the location number where the inventory currently exists (4 
characters, for example 0001).  If you don't know the location number, press the 
enter key and you will see a window showing options you may choose from.   
 
The cursor will now be on New Location.  Type in the customer home location for this 
store.  If you don't know the location number, press the enter key and you will see a 
window showing options you may choose from.  Press the enter key for today's date.  
The screen will then prompt for “Any Changes”.  If you need to make changes, do 
so.  If not, press the enter key.    
 
Your cursor will now be beside “Acct Nbr”.    Enter the customer’s account number.  
If you enter a valid customer account number, the information, name, address, etc., 
about that customer account will automatically appear.  If you do not know the 
customer account number, making sure the account number information is blank, 
press the enter key.  Your cursor will move to the “Customer Name” prompt.  Enter 
part of the customer’s last name press the enter key to get a selection window.  If 
you type in a common name such as John Smith and there are many entries with the 
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same name, you can press the F5 key which will unfold the information for you to 
view.  If John Smith is not in the first box you are looking at, press the F1 key for 
the next page so that you can select the correct John Smith.  This will help you 
choose the correct customer account.  When you have filled in all the information, 
you will be prompted for “Any More Changes”.  If you put something in incorrectly, 
press Y for yes, if not, press the enter key to accept the default of N for no, see 
Figure 5-14.   
 

 
Figure 5-14 Inventory Delivery/Pick Up Screen 
 
Your cursor will now be at the “Serial Numbers” prompt.  See Figure 5-15. 
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Figure 5-15 Inventory Delivery/Pick Up Screen Function Key Options 
 
At the bottom of the screen is a list of prompts for you to use.  Press the F2-
Stock/SpecOrdr to assign serial numbers, deliver open stock, layaway or special 
order tickets.  Press the F3 key to exchange the ticket serial number (allowed on 
Retail Sales exchanges only) .  Press the F4 key to list the serial numbers on a 
ticket. 
 
Note: You must choose the F2 key to process the transfer and enter each serial 
number next to seq (sequence) number or press the F3 key to list inventory 
available for this model number.  See Figure 5-16. 
 

 
Figure 5-16 Inventory Delivery/Pick Up Screen enter the serial 
number(s) 
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The system will display the serial number on the Inventory Delivery/Pick Up screen.  
Press the enter key.  The system will then display the description, location and status 
of this piece of inventory and the cursor will be on the bottom of the screen next to 
the prompt “Transfer This Item”, see Figure 5-17.   
 

 
Figure 5-17 Inventory Delivery/Pick Up Screen Transfer the Item 
prompt 
 
Or if you pressed the F3-Exchange key as seen in Figure 5-17 after you selected the 
correct ticket for the correct customer that you want to exchange the item for, you 
will get a screen similar to Figure 5-18.  Enter the serial number in the box beside 
the model number.  Note: You can only exchange serial numbers with the same 
model number.  If they are making an exchange for a different model number, 
process a refund in SALE program and re-ring with new item.  
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Figure 5-18 Change Serial Numbers On A Ticket Screen 
 
The system will display the serial number on the Inventory Delivery/Pick Up screen.  
Press the enter key.  The system will then display the description, location and status 
of this piece of inventory and the cursor will be on the bottom of the screen next to 
the prompt “Transfer This Item”, see Figure 5-19.   
 

 
Figure 5-19 Inventory Delivery/Pick Up Screen 
 
If this is not the item you wish to transfer, type in an N for no.  This will then take 
you back to the serial number prompt.  If it is the right item, type in a Y for yes.  
When you answer this prompt with a Y for yes, the cursor will go below the serial 
number you just entered.   If you need to transfer more inventory, enter the serial 
numbers or press the F9 key when done.  The receipt from this transfer will print 
out.  You will then be prompted to “Print Another Receipt”.  If you want another 
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receipt, press Y for yes.  When you have printed all the receipts you want, press N 
for no at this prompt and the system will return you to the Account Numbers prompt.  
Press the F8 key to return to the Serial Numbers prompt.  If you still have other 
transfers to make, but need to change the Old or New Location, press the F8 key.  
This will take you back up to the Old Location.  You can continue to press the F8 key 
to return to each previous menu or press F10 and at the command line enter the 
next program name you want to go to. 

Bar Code Number Transfer (Transfer Type Option 5) 
To transfer by bar code number, select “5. Bar Code Number Transfer” from the 
Transfer Inventory Location screen, see Figure 5-2.  The cursor will now be on Old 
Location.  Enter the current location number of the inventory (4 characters, for 
example 0001).  If you don't know the location number, press the enter key and you 
will see a window showing options you may choose from, see Figure 5-3.  The cursor 
will now be on New Location.  Type in the new location number for the inventory, if 
you don't know the location number, press the enter key and you will see a window 
showing options you may choose from, see Figure 5-3.  Enter the date of transfer or 
press the enter key for today's date.  The screen will then prompt for “Any Changes”.  
If you need to make changes, enter a Y for yes and make your changes.   
 
When the prompt “Any More Changes” is answered with an N for no, your cursor will 
now be beside “Transfer Notes”.  You may enter up to two lines of notes for the 
receiving location.  This information will print on the transfer receipt that is printed 
after the transfer.   
 
Note:  Notes are not stored by the system and are printed on the transfer receipt 
only.  Please keep a hard copy of the transfer receipt if you need the notes for your 
records. 
 
After you have entered your notes, if any, press the F9 key.  You will be prompted 
for “Any More Changes”, see Figure 5-20.   
 

 
Figure 5-20 Bar Code Number Transfer Screen 
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If you want to change the notes, enter a Y for yes.  If not, press the enter key and 
your cursor will be beside “Bar Code Numbers”.  You may press the F1-List Inventory 
key and at the “Start Key” type in a few digits of the bar code and press the F5 key 
for a listing of inventory by bar code.  Using your arrow keys, arrow down to the 
correct piece of inventory and press the enter key.  Or using your bar code 
equipment (i.e. keyboard wedge scanner), scan the bar codes of each item you wish 
to transfer, see Figure 5-21. 
 

 
Figure 5-21 Bar Code Number Transfer Screen with bar code numbers 

Bar Code Transfer from File (Transfer Type Option 6) 
To transfer bar codes from a file, select “6. Bar Code Transfer from File” from the 
Transfer Inventory Location screen, see Figure 5-2.  The cursor will now be on Old 
Location.  Enter the location number where the inventory is coming from (4 
characters, for example 0001).  If you don't know the location number, press the 
enter key and you will see a window showing options you may choose from.  The 
cursor will now be on New Location.  Type in the new location of the inventory, if you 
do not know the location number, press the enter key and you will see a window 
showing options you may choose from.  Enter the date of transfer or press the enter 
key for today's date.  The screen will then prompt for “Any Changes”.  If you need to 
make changes, do so.  If not, press the enter key.   Your cursor will now be beside 
“Compare Scan to:"  You will type in either “B” for barcode or “S” for serial number 
or “U” for upload, or “I” to input the file depending on what you want the scan 
compared to for the bar code number transfers you are doing.  See Figure 5-22. 
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Figure 5-22 Bar Code Number Transfer from File Screen 

Compare Scan to Barcode (B) 
Enter “B” and press the enter key, you will then be prompt “Any Changes: N”.  If you 
have no more changes to this screen, press the enter key.  If you need to correct 
something on this screen, type Y for yes, make your changes. When the “Any 
Changes: N” prompt displays and you accept the default of N for no, your screen will 
change to resemble the screen in Figure 5-23.  Enter all the bar code numbers you 
need to and then press F8 when all bar code numbers have been entered to 
complete out the transaction and print the receipt. 
 

 
Figure 5-23 Bar Code Number Transfer from File Screen Option B 

Compare Scan to Serial Number (S) 
Enter an “S” and press the enter key, ou will then be prompt “Any Changes: N”.  If 
you have no more changes to this screen, press the enter key.  If you need to 



                                      Transferring Inventory – INVTRAN & MISCTRAN 
 

Page 68 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

correct something on this screen, type Y for yes, make your changes. When the “Any 
Changes: N” prompt displays and you press the enter key to accept the default of N 
for no, your screen will change to resemble the screen in Figure 5-24. 
 

 
Figure 5-24 Bar Code Number Transfer from File Screen Option S 

Compare Scan to Upload from the Barcode Scanner (U) 
Enter a “U” and press the enter key, your cursor will stop at Input File Name.  Since 
you are selecting “compare scan to upload, press the enter key through this Input 
File Name field. You will then be prompted “Any Changes: N”.  If you are ready to 
perform the upload and transfer the inventory press enter and accept the default of 
N for no.  Your screen will change to resemble the screen in Figure 5-25.  The upload 
will complete and the inventory will be transferred. 
 

 
Figure 5-25 Bar Code Number Transfer from File Screen Option U 
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Compare Scan to Input File Transfer (I) 
Enter an “I” and press the enter key, your cursor will stop at Input File Name since 
you are selecting “compare scan to input file”.  Enter the input file “TRANSFER” that 
was created previously in the upload process.  It is recommended that you are 
logged in with the same login that was used to ‘upload’ the file.  See Figure 5-26. 
 

 
Figure 5-26 Bar Code Number Transfer from File Screen Option I 
loading transfers  
 
You will then be prompted “Any Changes: N”.  If you are ready to transfer the 
inventory press enter and accept the default of N for no.  The inventory will be 
transferred.  When it is complete, receipts will print.  

Service Transfer 
Enter transfer type “7: Item To/From Service”, enter the current location in the Old 
Location prompt.  Enter the new location is the New Location prompt, if you do not 
know the location number enter and a selection window will appear.  Enter thru 
transfer date and your screen will resemble Figure 5-27.  
 



                                      Transferring Inventory – INVTRAN & MISCTRAN 
 

Page 70 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

 
Figure 5-27 Inventory Service Transfer Screen from Customer To 
Service 
 
Enter in any service notes for this item.  If you are transferring from a customer or 
store to service location and have a service ticket number, enter it beside “Ticket Nbr 
To Service”.  If you are transferring from Service location back to customer or store 
location and have a service ticket number, enter it beside “Ticket Nbr From 
Service:”.   
 
If this item is being sent to service from a customer, enter to “Customer Name:” and 
enter the customer’s last name; a customer listing will appear; select the correct 
customer.  Their information will populate the following fields.  You may edit the 
address fields by moving your cursor to the field.  If you have no changes to this 
screen, press the F9 key and press the enter key to accept the default of “N” for no 
more changes.  Your cursor will now be at the serial number prompt; enter in the 
serial number and complete the transfer.   
 
Note: When you transfer the items from service you will get the prompt “Service Amt 
This Item:” As shown in figure 5-28.  Enter your service cost here and this 
information will be added to the 3rd page on Inventory Maintenance (INVMNT) for 
this piece.  Some inventory reports will factor this amount in for a more accurate 
return on investment.  
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Figure 5-28 Inventory Service Transfer Screen from Service to 
Customer 

Miscellaneous Inventory Location Transfers - MISCTRAN  
This program is used to transfer miscellaneous (non-serialized) inventory from one 
location to another. 
 
To get into the program, you need to be at the command line and type “MISCTRAN” 
or you can access it through the Inventory Menu under Accessory Inventory Transfer 
if your company handles accessory inventory.  You will be prompted for the printer 
or file pathname.  Press enter to accept the default printer or type in the proper 
printer number or pathname.  You will now be prompted for “Separate Locations”.  
Press enter and accept the default of N for no.  You will see a screen similar to Figure 
5-29. 
 

 
Figure 5-29 Transfer Miscellaneous Inventory Locations Screen 
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Your cursor will be at the prompt “Old Location”.  Enter the location the inventory is 
at right now (this should be four characters such as location 1 would be entered 
0001).  Your cursor will now be at the prompt “New Location”.  Enter the location 
you want to transfer the inventory to (also using four characters).  Your cursor will 
now be at the prompt “Transfer Date”.  Press the enter key to accept the default of 
the current date.   
 
You will now see the prompt “Any More Changes”.  If you need to change something, 
enter Y and you will be returned to the prompt “Old Location”.  Using your enter key, 
go from prompt to prompt making any necessary changes.  When you can answer 
the prompt “Any More Changes” with an N for no, you will have an opportunity to 
enter two lines of transfer notes.  See Figure 5-30. 
 

 
Figure 5-30 Transfer Miscellaneous Inventory Locations Screen 
 
You may enter up to two lines of notes for the receiving location.  This information 
will print on the transfer receipt that is printed after the transfer transaction is 
complete.   
 
Note:  Notes are not stored by the system and are printed on the transfer receipt 
only.  Please keep a hard copy of the transfer receipt if you need the notes for your 
records. 
 
After you have entered your notes, if any, press the F9 key.  You will be prompted 
for “Any More Changes”.  If you want to change your notes, enter a Y for yes.  If not, 
press the enter key.  Your cursor will now be at the “Model Number” prompt.  You 
will see three new prompts: “Model Number”, “Quantity” and “Description”.   
 
Type in the model number or scan the UPC code of the miscellaneous inventory you 
wish to transfer and press the enter key.  The Description field will be filled in 
automatically.  You will now be prompted for the quantity.  Enter the numerical 
amount of this model number you want transferred and press the enter key.   You 
will be prompted to “Transfer this Item”, see Figure 5-31.   
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Figure 5-31 Transfer Miscellaneous Inventory Locations Screen with 
data 
 
Type in a Y for yes to transfer the item(s). The cursor will move under the model 
number you just transferred.  Type in another model number, if you have more 
miscellaneous inventory that needs to be transferred.   
 
When you have entered all miscellaneous inventory transfers from this particular 
location to the new location, press the F9 key.  A receipt will be printed to the printer 
specified earlier.   
 
If you need to transfer more miscellaneous inventory to this location, enter the next 
model number you want to transfer.  If you have no more transfers for this location, 
press the F8 key. 
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Chapter 6 – Lookup/Change/Add Customer Data - 
RCUSTMNT  
This program is used to lookup, change or add information on a customer.  To enter 
this program, select the option “Add/Change a Customer Info” off of the Customer 
Menu or press the F10 key and at the command line type in “RCUSTMNT".  See 
Figure 6-1.  The first customer maintenance screen you see will look like Figure 6-2. 
 

 
Figure 6- 1 Customer Menu 
 

 
Figure 6- 2 Customer Maintenance Screen 
 
At the Customer Name/#: prompt you can enter the customer's name (last name 
first), account number, address, driver’s license number, phone number or social 
security number via function keys:   
 
F1-ADDRESS - You may search by partial numeric address 
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F2-DRIVERS LICENSE NUMBER  
F3-SOCIAL SECURITY NUMBER 
F4-ACCOUNT NUMBER 
F6-PHONE NUMBER - Type in the entire phone number. 

Looking up a  customer alphabetically 
At the Customer Name/#: prompt you can enter the customer's name (last name 
first; full or partial) and press the enter key.  At the next prompt, you can enter part 
of their first name or press the enter key again.  Press enter through the “0” store 
number and you will get a listing of customers in alphabetical order.  See Figure 6-3. 
 

 
Figure 6- 3 Customer Maintenance Screen (customers alphabetically) 
 
Screen Prompts at the bottom of the screen are as follows:  
F1-Will take you to the next page of this search. 
F2-Will take you back a page in this search. 
F3-Will show you the AR/RTO, ticket history on the customer you have highlighted. 
F4-Will allow you to make changes to the customer record you have highlighted. 
F5-Will allow you to delete the customer you have highlighted.   
NOTE: deleting is only possible with proper security and only if this customer has no 
ticket history. 
F6-Will allow you to add a customer. 

Looking up a customer by address 
If you wanted to lookup a customer by address, enter all or part of the address and 
press the F1 key.  In the following example, 1526 was entered at the Customer/# 
prompt and F1 was pressed.  See Figure 6-4. 
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Figure 6- 4 Customer Maintenance Screen (customers by address) 

Looking up a customer by drivers license number 
If you wanted to lookup a customer by driver’s license number, you would enter a 
full or partial driver's license number and press the F2 key.  Note that if there is no 
Driver’s License is in the customer record or if you do not have proper security to 
even view a driver’s license number, the display screen will show City in the 
customer record.  
 
Looking up a customer by social security number 
  To search by last four digits of social security number, enter the last four digits and 
press the F3 key.  To search by beginning characters of social security number, enter 
beginning characters followed by zeros to complete the 9-digit number without 
dashes and press the F3 key.  To find an exact match on a social security number, 
enter the entire social security number with no dashes and press the F3 key. 
Customers will be displayed in numerical order by the social security search option 
you have chosen.  The social security number will not display in its entirety.  T 

Looking up a customer by account number 
If you wanted to lookup a customer by account number, you would enter the full or 
partial account number and press the F4 key.  In the following example, account 
number 200010 was entered and the F4 key was pressed.  See Figure 6-5. 
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Figure 6- 5 Customer Maintenance Screen (customers by account 
number) 

Find Customer by home phone number 
If you wanted to find a customer by his/her home phone number, enter the entire 
home phone number, using no spaces or dashes (include the area code) and press 
the F6 key. 

Changing customer information 
This feature requires proper security to be able to change customer information.  
Place the cursor next to a customer on the list and press the F4 key or press the 
enter key.  The screen will now show the customer data, see Figure 6-6. 
 

 
Figure 6- 6 Customer Change Screen 
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Using the enter key or arrow key, move to the field(s) you need to change and enter 
the new information.  When you have made the necessary changes, press the F9 
key.  You will be prompted "Any More Changes".  When this is answered with an N 
for no, you will be returned to the screen listing of the customers.  If you need to 
make corrections again, answer with a Y for yes, correct your errors and answer with 
a N for no, you will be returned to the screen listing of the customers. 

Adding a customer  
To add a customer to the system, press the F6 key.  You will now see a screen as 
shown in Figure 6-7.  Note: Most customer adds are done while writing up a new 
agreement. 
 

 
Figure 6- 7 Customer Add Screen 
 
CUSTOMER/OR:  Enter the customer name, last name first and press the enter key, 
then enter the first name and press the enter key.  Use all capital letters or if this is 
an institution or a business, go to the next line by pressing enter through the 
customer name fields. 
 
ACCT#:  Press the enter key and the system will automatically assign the next 
available account number to this customer.   
 
COMPANY NAME:  Enter the company name. Note: Use customer name or 
company name but not both. Press the enter key.  
 
CONTACT NAME:  If this is a company account, enter the name of the contact 
person here.  
 
ADDRESS:  Enter their primary address.   
 
ADDRESS 2:  Enter additional address information in here.   
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ZIP/CITY/STATE:  Enter the zip code and the city and state will fill in based on zip 
code.  If the city and state do not fill in call or email RSSS support.  You can change 
City and State if necessary; i.e. several cities in this zip code.  
 
HOME PHONE NUMBER:  This is a required field. Enter the primary phone number 
here. If they do not have a home phone number enter 1. 
 
MAP CODE:  For Canada.  Enter the Canadian postal map code here if applicable.  
 
WORK PHONE NUMBER:  This is a required field.  Enter the work phone number  
here. If they do not have a work phone number enter 1. 
 
CELL PHONE NUMBER:  You may enter a cell phone number here or press enter to 
proceed to the next field. 
 
PAGER PHONE NUMBER:  You may enter a pager phone number here or press 
enter to proceed to the next field.  
 
FAX PHONE NUMBER:  You may enter a fax machine phone number here or press 
enter to proceed to the next field.  
 
BIRTH DATE:  This is a required field.  Enter their birth date here.  Note format 
MM/DD/YYYY (See Printing Customer Reports for the birthday report).  
 
MARKETING INFO  If you have this feature, you will be required to gather 
marketing information from the customer when you are adding a new customer after 
you enter the birth date, otherwise, you will be taken on to the social security 
number field.  See Figure 6-8. 
 

 
Figure 6- 8 Adding Marketing Information Window 
 
OWN OR RENT HOME (O)wn or (R)ent Home 
DATE     Date Moved Into Current Address 
EDUCATION   1) High School  2) Some College 3) Trade School  4) College Graduate 
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MILES FROM STORE 1) Less Than One  2) 2-3  3) 3-5  4) Over 5 
GENDER  (F)emale or (M)ale 
MARITAL STATUS (S)ingle, (M)arried, (D)ivorced, or (W)idow 
RACE   (A)sian, (B)lack, (H)ispanic, (O)ther, or (W)hite 
RENTED BEFORE Rented From Another Company?  (Y)es or (N)o 
BANKRUPTCY  Filed Bankruptcy?  (Y)es or (N)o 
REFERRAL CUST If Referred By Someone, Enter Their Name and a window will pop up 
for you to select the referral customer from. 
REFERRAL DATE The date the customer was referred 
ADV SOURCE CODE How Did You Hear About Us? (?? To Display Selection Window for 
choices) 
 Customer Wants to Opt-out of Receiving Marketing Info?  (Y)es or (N)o 
NBR MTHLY BILLS Number of Bills the Customer Pays Monthly 
BANK ACCOUNT NBR Bank Account Number 
BANK NAME  Bank: 1) Bank of America 2) JPMorgan/Chase 3) Wells Fargo 4) US 
Bank 5) WAMU 6) Wachovia 7) Countrywide 8) Other 
BANK BRANCH LOCATION Bank Branch Location 
ACCT TYPE   Bank Account Type (C)hecking (S)avings or (B)oth 
CELL PHONE COMPANY  Type in the cell phone company name the customer uses. 
DATE VERIFIED  Last date the customer’s information was verified. 
  
SSAN: This is the social security number field.  This is required and protected by 
security settings.  If you do not require a social security number enter a 1 here.  
 
DRIVERS LICENSE NBR: This is a required field and protected by security settings.  
If you do not require a driver’s license number enter a 1 here.  If 1 is entered for the 
driver’s license number, the system will display this customer’s city in that field on all 
customer search functions. 
 
Note: If a Driver’s License number or Social Security number other than 1 has been 
entered and that number is already on a customer record, the system will display the 
following message on the bottom of the screen: Social Security Number or Driver’s 
License Number already on File; Continue: N, see Figure 6-9. 
 

 
Figure 6- 9 Customer Add Screen SSN already on file message 
 
Press the enter key to accept the default of N for no.  This will take you back to the 
“Customer Name/#” prompt.  Type in the number that was “already on file” and use 
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the appropriate function key (F1 or F2) to find out which customer already has this 
number.   
 
TAXABLE  If this account is taxable, enter a Y for yes.  If this is account is tax 
exempt, enter an N. 
 
TAX CODES  Enter to accept the default.  If you have a unique tax situation, consult 
with your company management or ask an application support specialist at RSSS.  If 
you use the Service Department module you will be prompted to enter a default tax 
code here.   
 
BILL TO NUMBER  Only use this field if another party is to be billed for any 
accounts associated with this customer or company.  For example, ABC Company 
purchase orders are paid by Jones ABC Enterprises, Inc. so you would enter ABC 
Enterprises, Inc. account number here. 
 
TAX NUMBER  If you answered N to the Taxable field above, enter the Federal Tax 
Id number here.  If you do not know the federal id number, enter a 1 here. If the 
account is taxable leave this field blank. 
 
CHARGE CUSTOMER  Will this customer have a charge account at point of sale? 
(Y for yes or N for no).  If left at no, employees will not be able to set up an AR 
charge account for this customer.  They will however be able to set up a layaway or 
special order account.  
 
RETAIL DISCOUNT LEVEL  You have the ability to insure this customer or company 
gets a discount on every sales transaction.  Leave blank for no discount or choose 
one of the following options: 
 Left blank = No discount 
 C = Cash only 
 D = Discount 
 O = Discount is set at MOP Price (Manager Override Price).   
 A = Discount is set at MAP price (Minimum Acceptable Price).   
 
In the next field you will be prompted to enter the discount percent if C or D was 
selected.  See the Sales Control Record to determine if the discount will be off the 
List Price or Regular Price, and to set maximum discount percentage you will allow.  
Note: List, Regular, MAP, and MOP pricing are found on the model number of the 
items being sold. 
 
CREDIT LIMIT  If you answered Y for yes to allow this customer  to charge, enter 
the credit limit here.  NOTE: Proper security is required.  A zero here indicates the 
customer has an unlimited credit limit.  If you are using the Sales AR system and 
have a revolving payment form, you may set up the credit limit here. 
 
DEFAULT RETAIL PMT FORM  To ensure an customer, institution or business 
charges always go to the correct payment form for retail sales you may enter it as a 
default here, or accept the blank default and enter to the next field. 
 
STATUS FLAG  This is a two-character free form field. Information entered here will 
not appear on any report. 
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DEFAULT SALESPERSON/ACCT MGR  Entering a salesperson number in this field 
will populate this salesperson field on all new rentals and sale transactions and 
agreements for this customer as a default.  Entering an account manager number in 
the next field will also populate all future rental and sales transactions with this 
number as a default in the account manager fields.  
 
CUSTOMER TYPE  Default customer type for future transactions. Customer type can 
be overridden in the Sales AR and RTO programs when adding new transactions for a 
customer. Customer type will help you with your reporting and marketing. 
 
RTO RECV  This field gets updated automatically by RTO Receivable transactions. 
 
EMAIL ADDRESS  If the customer has an email address, you may enter it here. 
 
BANK/CC INFO  You can store customer’s credit card or debit card information 
here.  Enter the type of card as noted at the bottom of the screen and then enter the 
card number.  You will also be prompted to enter a valid expiration date for this card 
number.  This information is used in the AUTOPAY program.  If you plan to use this 
feature, consult with RSSS support to assess what additional programming may be 
necessary.  Proper security is required to access and view this field. 
 CREDIT CARD TYPES: 
 VS = Visa  
 MC = Mastercard  
 DI = Discover  
 AM – American Express  
 OT = Other  
 DB = Bank Draft  
  
DEFAULT PO NBR  You may enter an open purchase order number for this 
account’s future sales accounts receivable (AR) invoice (ticket).  Enter the word 
“HOLD” to prevent any billing on this account until a purchase order number is added 
to the individual AR invoice (ticket).  
 
BEST TIME TO CALL: Enter the best time to contact this customer by phone. 
 
SCREEN PROMPTS  at the bottom of the screen you will see screen prompts: 
   F1-References 
    F2-Employer 
    F3-Landlord 
    F4-Second Customer 
    F6-Comments 
    F7-Car Information 
 
Following are examples of the screen prompts and optional additional information for 
this customer. 

F1 - Adding a reference 
While at the Customer Add Screen, you will see prompts on the bottom of the 
screen.  Press the F1-References key to add references on this account.  You will see 
a screen similar to Figure 6-10.  You can enter up to six different references.   
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NOTE: Screen Prompts are at the bottom of the screen; you must press the 
F9 key through both pages of references to save additions or changes. 
 

 
Figure 6-10 Adding a Reference Window 

F2 - Adding an employer 
Press the F2-Employer key and you will be able to add their employer information, 
see Figure 6-11.  Payday information you enter here will appear in the Take 
Payments (RP) screen for the customer.  Best time to call information will also 
display in Take Payments (RP) screen for this customer. 
 

 
Figure 6-11 Adding an Employer Window 
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F3 - Adding a landlord 
Press the F3-Landlord key and you will be able to add landlord information.  You can 
add information about the customer’s residence or the landlord he rents from or if he 
owns a house, mortgage information or other information related to the customer’s 
dwelling. See Figure 6-12.  This information will now show up on the contact list in 
the enhanced collections (optional) module. 
 

 
Figure 6-12 Adding a Landlord Window 

F4 - Adding a second customer 
Press the F4-2nd Cust key and you will be able to add spouse, roommate, co-
applicant information and their mailing address, if required.  See Figure 6-13. 
 

 
Figure 6-13 Adding a Second Customer Window 
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F6 - Adding a comment 
Press the F6-Comment key and you will be able to add comments to this customer’s 
record.  See Figure 6-14. 
 

 
Figure 6-14 Adding Customer Comments Window 
 
You may enter any comments about the customer here.  When you have finished 
entering your comments, press the F9 key.  There is room here for 50 lines of 
comments.  They will only be displayed in the Customer Maintenance (RCUSTMNT) 
program and available in On Screen Collections (TICKDUE) under reference 
information.   

F7 - Adding car info 
Press the F7-Car Info key and you will be able to add information on the customer's 
vehicle, if required.  See Figure 6-15.  You may enter information for two different 
vehicles. 
 

 
Figure 6-15 Adding Car Information Window 
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Once the information has been entered, the prompt "Any More Changes:" will be 
displayed, see Figure 6-16. 
 

 
Figure 6-16 Customer Add Screen with data 
 
If you need to go back and make changes, enter Y for yes.  If not, press the enter 
key to accept the default of N for no.  Press the F9 key when you are done and you 
will be taken back to the Customer Maintenance Screen, Figure 6-2. 
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Chapter 7 - Adding a New Rental Agreement – NEW 
To add a new Rental Customer agreement from the Store’s Home Menu, select “Add 
a New Rental Agreement” from the Daily Customer Service Menu or press the F10 
key and at the command line type in “NEW” and press the enter key.  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.  See Figure 7-1. 
 

 
Figure 7- 1 Customer Maintenance Screen 

Find a customer in the database 
To look up or find a customer, enter their last name, press enter, enter their first 
name, press enter, then enter through the store field (make sure the store field is a 
zero).  
 
Choose your customer. If the customer needs to be added or you need more 
information on how to lookup a customer please refer to Lookup/Change/Add 
Customer Data.  See Figure 7-2.  The “*” (asterisk) next to a customer’s name 
means there is an active agreement for that customer. 
 

 
Figure 7- 2 Customer Maintenance Screen with name lookup data 
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If the customer is not already in the computer, press the F6 key and you will be 
taken to the Customer Add screen.  Please refer to Lookup/Change/Add Customer 
Data for how to add a customer.   

Adding a new rental agreement 
Once you add the customer or select the customer record that you want to add the 
agreement to, you will see a screen similar to Figure 7-3.   
 

 
Figure 7- 3 New Agreement Add Screen 
 
SALESMEN NBRS  Enter the employee or salesperson number who will receive the 
credit for initiating this rental agreement.  If you do not know the salesperson's 
employee number, press the enter key and a window will open with a listing of 
existing employee names and corresponding numbers.  Using your arrow keys, 
highlight the person you want, and press the enter key.  There is room for three 
different employee numbers if more than one person worked on this agreement.  In 
the second and third salesperson area, enter 99999 to initiate the list as noted at the 
bottom of the screen or enter through to leave blank. 
 
AGREEMNT NBR  Press enter and an agreement number will be automatically 
assigned and appears when the agreement is printed.  (If you are using preprinted 
agreement forms, you may have the security authorization to enter the agreement 
number that matches the pre-printed form here).     
 
ACCT MGR NBR  This field will populate with the first salesperson number selected 
above.  If someone else is responsible for monitoring this agreement, press the END 
key (to blank out the existing default account manager number in this field) for a 
listing of available account managers, or if you know the number, type it in here and 
the press the END key.   
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AGREEMNT DATE  Defaults to the current system date.  Press enter to accept the 
default. 
 
STORE NBR  This will default to your store number.  Press enter.  
 
DELIVERY DATE  Defaults to the current system date.  Press enter to accept the 
default or enter the date the agreement is to be delivered.  Use MMDDYY format and 
press enter.  The field will format the date for you.  If the date entered is more than 
7 days past the agreement date, a message will appear at the bottom of the screen.  
You will need to respond Y or N to continue.  If N, the prompt will return to the 
Delivery Date field to allow you to re-enter the correct date. 
 
SOURCE  Enter the advertising source associated with this rental contract.  You can 
enter up to three advertising source codes.  If you are not familiar with the 
advertising source codes, press enter for a listing of available codes on the first entry 
field.  Using the arrow keys, highlight the one you want to use and press enter.  In 
the second and third source code area enter 99 to initiate a list as noted at the 
bottom of the screen.  If you do not need to enter the 2nd and 3rd codes, press enter 
through these fields. 
 
CUST TYPE  This prompt is populated from the default customer type in the 
customer’s record.  Press enter to accept the default or press the space bar for a 
listing of available customer types and choose one from the list. 
 
AGREEMNT TYPE  Enter the type of agreement or press the enter key or space bar 
for a listing of agreement types.  Highlight the correct agreement type for this rental 
and press enter.  Note: The default payment term for monthly agreement is M.  The 
default payment term for weekly agreement types is W.  These are noted in the 
payment terms listing. 
 
PMT TERMS  Defaults to correspond with the agreement you have chosen.  Press 
enter to accept the default or press the space bar for a listing of terms available.  
Note: Monthly agreement types have term options of M-monthly, S-semi-monthly, 
Q-quarterly, A-semi-annually, Y-yearly.  Weekly agreement types have term options 
of W-weekly, B-bi-weekly, D-daily.  
 
TAX CODE  Enter to accept the default which will appear blank (this is the defaulted 
tax code for your store).  Note: If you have a unique sales tax situation, consult with 
an application support specialist at RSSS.  If the tax code is defined in the system, 
enter the tax code if this agreement will be taxed differently. 
 
TICKET NBR  Press enter and the next available ticket number will be automatically 
assigned.   
 
TICKET TYPE  The system default is O for rent to own of a serialized item, press the 
enter key and accept the default to allow you to assign a serial number to this ticket 
or press the space bar for a listing of available types.  Available types are: 
 S - will allow you to choose a stock item without assigning a serial number.   

F - will allow you to choose a fee ticket.  Press enter to choose club fee for a 
club program fee ticket or select type of other fee.  

 R - for rent to rent (short term rental).  
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 T - for special order rent to rent (short term rental). 
 
# BOR ITEMS  In most cases this field is no longer used.  If you do not use this field 
just press enter through it.  If you count BOR, enter the number of balance on rent 
items on this agreement.  If it is already entered here, just press enter to accept the 
default.  
 
The cursor will now be at the prompt: "Any Changes: N". If no changes are 
necessary, press enter to continue and the cursor will move to the Serial Nbr field.  If 
you need to make changes, press Y and the prompt will return to the top of the 
screen to allow you to make changes.  See Figure 7-4.  
  

 
Figure 7- 4 New Agreement Add Screen Serial Number Prompt 

For items in stock  
If the serial number(s) is known, enter the number.  If the serial number(s) is not 
known, please refer to Inquiring about Inventory - INVMNT, INVMNTF & INVAVAIL.  
 
Once the serial number is in the serial number field, press enter. Press enter to 
accept the defaulted payment amount.  If no amount is visible or the amount is 
incorrect, enter the correct amount in the “Pmt Amt” field (if you have security 
authorization to enter or change the payment amount).  The amount should be the 
rental rate before fees and taxes.  Default pricing is set up by your company.   
Make sure the payment amount is correct based on the Agreement Type and 
Pmt Terms you set up.   
 
Spiff is the amount your company will pay the salesperson who rented this item.   
 
ESP is for Extended Service Policy.  If an Extended Service Policy was written with 
this agreement, enter the amount the customer pays with each payment for ESP.   
 
Cash Selling Price window will display.  Press enter through it if there are no changes 
to the selling price (security authorization is required to change the selling price).   
 
The cursor moves to the next serial number field.   
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Continue until you have all items entered.  Enter the serial numbers from left to 
right.  You may enter up to 14 items on a rental agreement.  Check with your 
company management for how many items your company allows on one rental 
agreement. 
 
Press the F9 key when you have completed all your entries.  The prompt "Any More 
Changes: N" will appear.   Review this screen and press the enter key to accept the 
default of N for no changes and proceed to the next screen.  See Figure 7-5. 
 

  
Figure 7- 5 New Agreement Add Screen adding serial 
numbers/payment amount 
 
If your company uses club tickets, you will be prompted to add a club ticket; 
otherwise, you will proceed to the “money” screen when you press the F9 key.   
If you are prompted to add a club ticket, press enter at the Y, then press enter at the 
defaulted regular club amount, and change the “Any Changes” prompt to N to 
proceed.  If you are NOT adding a club ticket at “Add Club Ticket Ok” change the Y to 
N, press the END key to blank out the regular club payment amount and at “Any 
Changes” change it to N to proceed. 
 
The following information will establish how this customer will pay from now on.   
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Figure 7- 6 New Agreement Add Screen with complete data entered 
 
RATE OF PMT  The total is automatically calculated based on the rate(s) previously 
set up when you entered the inventory items.  Press enter.  (You can enter a total 
payment rate here and each individual rate will be adjusted if you have the security 
authorization to do so).  If changed, a prompt will appear asking if you want to 
recalculate cash prices, respond Y or N. 
 
RATE OF GRP  Guaranteed Replacement Program, or waiver of liability or insurance.  
This field is calculated based on a GRP formula previously set up by your company.  
This entry may be changed if security allows you to.  Some companies are set up to 
input data into this field. 
 
RATE OF ESP  Extended Service Policy.  Automatically calculated from the amounts 
you entered when you added the customer's inventory records.  Press enter. 
 
RATE OF TAX  Automatically calculated.  This is the sales tax rate set up by your 
company.  Press enter. 
 
TTL REG DUE  Automatically calculated.  This is a combination of the Rate of Pmt, 
Rate of GRP, Rate of ESP and Rate of Tax.  This will be the recurring total regular 
payment for this agreement and will be the generated amount expected as the 
regular payment. 
 
NEXT PAYMENT DUE  Enter the date the customer's next payment is due.  Press 
enter.  (You may press F1 to access the calendar and using your arrow keys, select 
the next due date). 
 
AGREEMENT AMT  This reflects the automatically calculated agreement amount 
(Payment amount x Payment Terms). 
 
AGREEMENT BAL  Automatically calculated.  This is the agreement balance (same 
as agreement amount on a new agreement).  
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BALLOON PMT  (Optional field) Enter the Balloon Pmt due at the end of the 
agreement if the company requires it.  Press enter. 
 
This information is to post the amount of money you have collected TODAY. 
 
DELIVERY AMT  If there is a charge for delivery, enter it here and press enter.   If 
this is a defaulted amount, press enter. 
 
1ST PMT AMT  Enter the amount the customer paid you today (Rent Only) for their 
first payment.  (This amount is to include the amount of free payment given, if any).  
This figure will reduce the agreement balance when the transaction is completed.  
Press enter.  Note: If payment amount is less than the rate of payment, a popup 
window will appear requesting you to select a reason code for the whole payment not 
being collected.  Use the arrow keys to highlight your choice and press enter.  If 
payment amount is more than required, a message will appear at the bottom of the 
screen.  Enter “C” to calculate the change to be given to the customer or “R” to place 
the difference as a credit to receivable. 
 
GRP/ESP AMT  Enter the amount of GRP to be charged as part of this first payment 
and collected TODAY, press enter.  Enter the amount of ESP to be charged as part of 
this first payment and collected TODAY, press enter. 
 
DEPOSIT AMT  If you charge a security deposit, enter the amount collected today.  
Press enter. 
 
PROC/RECYCLE FEE  Enter the processing fee collected TODAY.  This field may be 
used for such things as processing fees or any other miscellaneous charges.  Press 
enter.  Enter the recycle fee collected TODAY (if your company uses the recycle fee 
programming) then press enter. 
 
TAX AMT  Automatically calculated from the control settings set by your company.  
Press enter. 
 
TOTAL DUE  This total is automatically calculated based on the amounts entered in 
all of the fields starting with Delivery Amt.  This amount is collected from the 
customer TODAY.  If a different amount is collected, you will not balance in the cash 
drawer at the end of the day. 
 
PMT 1 / PMT 2  The system allows for two different types of payments collected.  
For example, the customer has a coupon for a certain amount off and wants to pay 
part cash/check and use the coupon for the rest of the payment required.  The 
options will be displayed in a window by pressing enter.  To select one of these 
options, using the arrow keys, highlight the one you want to use and press enter and 
enter the amount given for that payment form.  If you need to enter the second 
payment type, enter the form of that type and then enter the amount.  Press enter. 
 
PMT TERMS  This information is carried over from previous screen. 
 
AMT RECEIVED  This field is an automatically generated total of all payments 
received.  Press enter. 
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CHANGE DUE  Automatically calculates the change to be given to your customer. 
 
Once you have filled in all the information, you will be prompted "Any Changes: N", 
see Figure 7-7.   
 

 
Figure 7- 7 New Agreement Add Screen with complete data entered 
 
If you have no changes, press the enter key.   
 
The following prompts may display as you work to complete the agreement 
transaction: 
 
You may receive a prompt for either weekly or monthly terms.  If you have the 
security clearance to change the amount and terms here, you can, otherwise press 
enter through the two fields.  You will now see a prompt "Cash Selling Price". 
 
Verify that the cash selling price is correct and press the enter key.  If you have 
security authorization to do so, you may change this field.   
 
You will again be prompted with "Any Changes: N".  Press enter if no more changes. 
 
You may get a prompt (on the bottom of the screen) "Transfer Inv Loc: Y".  Press 
enter to accept the default of Y,  it will then prompt you with "New Inventory 
Location".  Enter the location code for the customer's home and press the enter key 
or press enter to accept the default. 
 
You will now be prompted for "Del Notes".  This field is used to write any delivery 
notes.  These will be printed on the "Delivery Ticket" which will print out following 
the receipt.  You are prompted to enter “Delivery Note 1”.  Enter any information 
needed here for the delivery ticket and press enter.  You can enter Delivery Notes 2 
and 3 if needed.  Enter any additional information needed here for the delivery ticket 
and press enter. 
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Recommendations for “Delivery Note” field:  Type the regular payment amount 
and next due date here as another reminder to your customer on delivery (please 
note that this field is limited to 60 characters for each line).  The Delivery Ticket will 
have a place for the Delivery person's signature and the customer's signature in 
most cases.  
 
You will then be prompted with "Any Changes: N".  Press the enter key if there are 
no more changes to this new agreement.  You will then be prompted to “Reprint the 
receipt: N”; you will need to change the defaulted answer to “Y” and another receipt 
will print.  
 
If a club agreement was selected, follow the prompts for entering the club 
agreement number and press enter.  At "Any Changes: Y", change the prompt to “N” 
to continue.   
 
PRINT AGREEMENT  Press the enter key to accept the default of Y for 
yes to print the agreement or enter a N for no if you do not want to 
print the agreement.  Press the enter key.  Note: The contract name has 
to be identified in the rent control record (RENTCTRL) for an agreement 
to print.  If a club agreement is selected, you will be prompted to “Print 
Club Agmt”.  Press enter on the default of “Y” if yes, or enter a “N” for 
not to print. 
 
Depending on your rent control record settings (RENTCTRL), the following prompt 
may appear, “Would you like to post a sale?”  If you enter a Y for yes, you will be 
taken to a Sales Entry Screen to post a sale or sales items.  If you enter a N for no, 
you will be returned to the Customer Maintenance screen. 
 
Once you have completed the new agreement screens, in most cases you will be 
taken back to the Security Entry screen.  Here you can login with your employee 
number to enter another new agreement or press F8 to go back to a menu. 

Stock Rental  
To process a new rental agreement without a specific serial number, follow the steps 
for Adding a New Rental Agreement until you get to the “Ticket Type” field on the 
first screen.  Press the space bar for a list of choices shown in Figure 7-8. 
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Figure 7- 8 Stock Rental Ticket Type Screen 
 
Choose “S” for Special Order, and press enter until your cursor is below the serial 
number field; then press the F4 key Stock Orders.  See Figure 7-9. 
 

 
Figure 7- 9 Stock Order F4 key Screen 
 
After pressing the F4 key for Stock Orders, the screen will appear as in Figure 7-10. 
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Figure 7-10 Stock Order Screen 
 
Enter the model number of the item you will be renting out or enter a few characters 
of the model number and press enter.  You will be prompted to enter “M” to look up 
by model number or “D” to look up by description.    See Figure 7-11.  Using your 
arrow keys, highlight the model number you needed, and press enter.   
 

 
Figure 7-11 Stock Order Screen model number lookup 
 
Once you have chosen the correct model number, enter through the Fabric and Color 
fields.  STOCK will appear under the “Serial Nbr” field.  Press enter until your cursor 
is at the “Pmt Amt” field, see Figure 7-12.  Continue with the new rental agreement 
as shown in pages 91-95 of this section. 
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Figure 7-12 Stock Order Screen  
 
To attach the serial number to this ticket later, refer to Updating the RTO 
Agreement when the Stock or Special Order item has arrived in this section. 

Special Order Items 
If the inventory is not in stock and you are going to order it for the customer, follow 
the steps for Adding a New Rental Agreement until you are at the “Ticket Type” field 
on the first screen.  At “Ticket Type”, enter “S” for Special Order.  When the cursor is 
below the prompt “Serial Number”, press the F3 key.  The screen will resemble 
Figure 7-13. 
 

 
Figure 7-13 New Agreement Add Screen Special Order 
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Enter the model number for the item you will be renting out or a few characters of 
the model number.  You will be prompted to enter “M” to look up by model number 
or “D” to look up by description and press enter to choose the item from the list as 
shown in Figure 7-14. 
 

 
Figure 7-14 New Agreement Add Screen model number input 
 
Using your arrow keys, highlight the model number you need, and press enter.  If 
the model number is discontinued or does not exist, contact your company’s 
individual/purchasing department to add the model number to the system.  Your 
screen will now change to resemble Figure 7-15. 
 

 
Figure 7-15 New Agreement Add Screen model number input resulting 
screen 
 
Press the F9 key and your screen will change to resemble Figure 7-16. 
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Figure 7-16 New Agreement Add Screen resulting special order screen 
 
Press the enter key to accept the payment amount. Continue with completing the 
rental agreement as noted on pages 91-95 of this section.  When the special 
order/stock item is received, refer to Changing and Closing Special Order Tickets in 
this section. 

Updating the RTO Agreement when the Special Order or Stock 
item has arrived 
Once the inventory is received that was on Special Order for this customer and the 
item is ready to be delivered, the serial number is placed on the rent to own ticket 
using the inventory transfer (INVTRAN) program.  To attach the serial number to this 
ticket refer to the instructions in Transferring Inventory – Option 4, pages 60-65. 

Changing and Closing Special Order Tickets  
Special Order tickets can be changed or more items can be added using the 
Customer Menu option “Change Rental Agreement – RTOCSMNT” program.  Please 
refer to Changing Agreement Data for more information on how to change a rental 
agreement.   
 
Removal of Special/Stock Order items are done in the Daily Customer Service Menu 
option “Return/Close Rental” program.  Please refer to Closing a Rental Agreement 
for more information on how to close a rental agreement. 
 
NOTE: A Special/Stock Order item can be changed as long as the item has not 
already been ordered through the RSSS Purchase Order System.  See Figure 7-17. 
 



                                                  Adding A New Rental Agreement - NEW 
 

Page 101 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

  
Figure 7-17 Close RTO Tickets Screen Special Order ticket 

Adding a new short-term rental (Rent to Rent agreement) 
To add a new short term rental agreement (RTR), select R for Rent to Rent in the 
“Ticket Type” field.  Continue with the rental agreement add as noted on pages 91-95 
in this section.  See Figure 7-18. 
 

 
Figure 7-18 New Agreement Add Screen Ticket Type R for Rent to 
Rent 

Adding a Fee Ticket 
You can add a fee ticket by selecting the F in the “Ticket Type” field.  See Figure 7-
19. 
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Figure 7-19 New Agreement Add Screen Ticket Type F for Fee Ticket 
 
The next prompt is “Fee Type”.  Press enter for the fee type options.  Highlight your 
selection and press enter.  Club for fee type can be used for your company’s own in-
house “club” that comes with special discounts and invitations or for a third party 
provider with other benefits.  “Other” is a free form ticket type that can be used for 
various other fees.  Please check with your management for uses of this field within 
your company if you have any questions about this field type.  See Figure 7-20. 
 

 
Figure 7-20 New Agreement Add Screen Ticket Type F Fee Type Other 
Fee 
 
You will be prompted with “Any Changes: N”.  To accept the default of N for no, 
press enter.  If you need to make changes, enter Y for yes. 
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RATE OF PMT  Enter the recurring rate for the fee ticket. 
 
Continue with the rest of the rental agreement add as shown on pages 5-8 of this 
section. 

Taking a Free Payment When Adding a New Agreement 
Note: Before you can take a free payment on a new agreement, the type of free 
payment codes have to be set up in the Discount/Promotion Codes program called 
“DPCODES”.  A promotional code is set up in “DPCODES” based on your company’s 
preferences for the types of free payments you will be accepting. 
 
Follow the instructions on the previous pages for entering an agreement.  When you 
get to the second screen of “New Agreement Add”, at the "Pmt 1" field, begin using 
the following instructions.  See Figure 7-21.  
 

  
Figure 7-21 New Agreement Add Screen taking a free payment 
 
At the first field "Pmt 1" enter "8-Free Payment".  A window will now open from 
which you need to pick a promotional code, see Figure 7-22. 
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Figure 7-22 New Agreement Add Screen payment prompt for free 
payment 
 
Highlight the code you want to use and press the enter key.  Your cursor will now be 
at the "Amt" prompt.  Enter the amount of the free payment.  See Figure 7-23.   
 

  
Figure 7-23 New Agreement Add Screen total due prompt for free 
payment 
 
The example in Figure 7-24 indicates a free payment of $20.00 and the cash the 
customer pays is $32.97 for a total of $52.97. 
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Figure 7-24 New Agreement Add Screen total amount equals pmt 
amounts 
 
Once you have filled in all the information, press the F9 key.  You will be prompted 
with “Any Changes: N”.  If no changes, press enter to accept the default.  (You may 
be prompted to enter an alternate price.  If this is a monthly agreement, you will be 
prompted to enter a weekly payment amount or vice versa.  Enter the information 
requested and press the enter key.)   
 
You will now see a prompt “Cash Selling Price”.  Verify that this is correct and press 
the enter key.  If it is not correct and you have security authorization to do so, you 
may enter the correct Cash Selling Price here. 
 
You will be prompted with “Any Changes: N”.  If you don’t have any changes, press 
the enter key.  See Figure 7-25.   
 

  
Figure 7-25 New Agreement Second Screen 
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Continue with completing the rental agreement as noted on pages 5-8 of this 
section. 
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Chapter 8 - Changing Agreement Data – RTOCSMNT 
To change an agreement, select “Change Rental Agreement” from the Customer 
Menu or press the F10 key and at the command line type in “RTOCSMNT”.  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.  See Figure 8-1.  You will be 
prompted for “Date Posting”.  Type in the date you want this posted on or press the 
enter key to accept the default of today’s date. 
 

 
Figure 8- 1 Change Rental Agreement First Screen 
 
The next screen will allow you to select the customer information.  See 
Lookup/Change/Add Customer Data, pages 74-77.  See Figure 8-2. 
 

 
Figure 8- 2 Customer Maintenance Screen 
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Once you find and select the customer, you may be prompted to enter a ticket 
number.  See Figure 8-3.   
 

 
Figure 8- 3 Rent To Own Customer Maint Screen 
 
Press the F3 key or press enter here to list the open tickets.  See Figure 8-4.  Or you 
can press the F4 key and then the F3 key and the closed tickets will be listed. 
 

 
Figure 8- 4 Agreements listed to select from to change 
 
Once you have a list of open tickets, highlight the agreement/ticket you want to 
change using your up and down arrow keys and press the enter key.  The cursor will 
move to the sequence number of the ticket field.  Press the enter key to bring up the 
first change screen. See Figure 8-5. 
 



                                                Changing Agreement Data - RTOCSMNT 
 

Page 109 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

 
Figure 8- 5 First Screen for Change Agreement 
 
Below is a list of definitions for the fields on this screen. 
 
SALESMEN NBRS  Shows the employee number(s) of the salesperson(s) who wrote 
up the rental.  If you do not know the salesperson’s number, enter a zero or 99999 
and press the enter key to select the salesperson number from a selection window 
list.  If more than one salesperson worked on this rental, enter the second 
salesperson’s number at the second prompt.  If more than two salespeople worked 
on this rental, enter the third salesperson’s number at the third prompt. 
 
AGREEMNT NBR  Shows the agreement number.  If your company uses pre-printed 
agreements with sequential numbers, you may enter the pre-printed agreement 
number here.  If not, press the enter key to skip. 
 
ACCT MGR NBR  Shows the Account Manager’s Number that is responsible for this 
account.  This normally defaults to the first salesperson’s number entered in the 
“Salesmen Nbrs” first field prompt.  If this is not correct, you may change it if you 
have the security to do so. 
 
AGREEMNT DATE  Shows the date the agreement was set up. 
 
STORE NBR  Shows the store location number this agreement is for. 
 
SOURCE  Shows the advertising source that is responsible for bringing the customer 
into your store.  If you need to change this, but are unsure of the advertising code, 
clear the field and press the enter key to get a selection window.  You may enter up 
to three different advertising codes. 
 
CUST TYPE Shows the customer type code for this customer .  If you need to 
change this but do not know the code, clear the field to display the selection window 
to choose the customer type for this agreement. 
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AGREEMNT TYPE Shows the agreement type code.  If you need to change it and 
do not know the code, clear the field and press the enter key for a selection window 
to choose the agreement type from. 
 
TAX CODE Shows the tax code on this agreement. This field is primarily used for 
stores that service customers within an area that has multiple tax jurisdictions and 
are required to collect taxes at several different rates.  Enter the tax code if it applies 
in your company’s or store’s case (this field is not the percentage (%) of tax. 
 
PMT TERMS This is the code for the payments terms, i.e. monthly, weekly, semi-
monthly and so on).  This is the frequency the customer will come in and make 
payments.  If you need to change the payment terms and do not know the code, 
clear the field and press the enter key to choose the pmt terms from a selection 
window. 
 
# BOR ITEMS  This Balance on Rent field can be left blank and the system will 
count Balance on Rent as indicated in your company’s policy.  If your company 
requires you to enter the # of BOR Items so that the items are counted differently 
for this agreement, enter the number here otherwise leave it blank. 
 
# TIMES LATE  Shows the number of times this customer has been late on making 
payments on this account. 
 
TICKET FLAG  This is a free form two character field that you can code in any way 
that company chooses or it can be left blank.   
 
DEPOSIT AMT  Shows the deposit amount paid on the agreement. 
 
Once your changes are complete or if you are just accepting the data entered on  the 
first agreement change screen, press the F9 key and at the “Any Changes” prompt, 
press the enter key to accept the default of N for no more changes to that screen.  
See Figure 8-6. 
 

 
Figure 8- 6 “Any Changes” prompt 
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The next screen that will appear will be the same screen with a different prompt 
asking you “Want Second Screen”.  See Figure 8-7.   
 

 
Figure 8- 7 “Want Second Screen” prompt 
 
Change the N for no to a Y for yes if you want the second screen to appear so that 
you can make changes to the second screen.  The cursor will reside on the payment 
amount once the second screen comes up.  See Figure 8-8. 
 

 
Figure 8- 8 Second Screen for Change Agreement 
 
The cursor will move (when you press the enter key) from PMT AMT to SPIFF AMT to 
AGREEMENT DATE.  If you need to change any of these fields, do so when the cursor 
is at that prompt.  After you have made any changes in this area that are necessary, 
press the F9 key.  You will be prompted “Any More Changes”.  Press the enter key to 
accept the default of N for no more changes.   
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Note:  If you made a change that affects the contract amount, you will see 
“Agreement Amount Recalculated Continue?”  See Figure 8-9.  If the figure is 
correct, answer the question with a Y for yes.  An “N” will return you to the ticket 
number and no changes will take place. 
 

 
Figure 8- 9 Second Screen with Agreement Amount Recalculated 
Prompt 

How to change the payment terms on an agreement 
To change the payment terms on an agreement, you will make changes to the fields 
AGREEMNT TYPE and PMT TERMS on the first change screen.  If you do not know the 
code for one of these, just clear the field and a selection window will appear where 
you can choose the correct code by using your up and down arrow keys to highlight 
the correct selection you want to change the agreement to.  See Figure 8-10. 
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Figure 8- 10 First Screen Change Payment Terms on an Agreement 
 
Press the F9 key and accept the changes by pressing the enter to accept the default 
of N for no at the “Any More Changes” prompt.   
 
You will automatically see the second screen in this case.  See Figure 8-11. 
 

 
Figure 8-11 Second Screen for Change Payment Terms on an 
Agreement 
 
The cursor will be on the PMT AMT field.  The system will have automatically 
adjusted the payment amount to the new payment amount.  After you have made 
any changes to the second screen that are necessary, press the F9 key and you will 
be prompted “Any More Changes”.  An N will take you to the top of the RATE OF GRP 
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field on the second screen.  Fields may re-compute based on changes to either one 
of the screens.  Make any additional changes necessary to the top of the screen and 
press the F9 key.  You will be prompted “Any More Changes”.   
 
An N will bring up the prompt “Agreement Amount Recalculated. Continue?”  See 
Figure 8-9.  If the figure is correct, answer the question with a Y for yes and reprint 
agreement if necessary.  An “N” will return you to the ticket number and no changes 
will take place. 

How to handle an exchange of inventory 
To access this program, select “Customer Maintenance” off the Home Menu, then 
select “Change Rental Agreement” off the RTO Customer Menu or press the F10 key 
off of any menu and at the command line, type in “RTOCSMNT”.  Find the customer 
and ticket you want to do the exchange on.  See Figure 8-12.  There are no changes 
to make to this screen so press the F9 key.  You will be prompted “Any Changes”.  
Press the enter key to accept the default of N for no.   
 

 
Figure 8-12 Exchange First Screen 
 
You will now be prompted “Want Second Screen”.  Enter a Y for yes and your cursor 
will reside on the payment amount field.  See Figure 8-13. 
 



                                                Changing Agreement Data - RTOCSMNT 
 

Page 115 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

 
Figure 8-13 Exchange Second Screen 
 
Press the enter key or use your down arrow key until you get on the line of the serial 
number you want to exchange and press the F2-Exchange Item key. 
 
Enter the serial number of the new item and press the enter key.  You can also use 
F1 or F2 to search for a serial number.  The system will automatically display the 
payment on this item as it is set in the RSSS Automatic Pricing.  The bottom of the 
screen will display the old payment amount which is the rate of payment the item 
had that this item was exchanged for.  Enter the amount at the payment amount 
field for this item.   
Note: If you change the PMT AMT from what it was, the agreement amount will be 
changed and the system will then prompt you for Cash Selling Price.  Press F9 to 
accept the new price. 
 
At the “Exchange item” prompt, enter a Y for yes if you are ready to do the 
exchange.  See Figure 8-14. 
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Figure 8-14 Exchange Item Prompt 
 
You will now be prompted “Exchange reason”.  See Figure 8-15.   
 

 
Figure 8-15 Exchange Reason Prompt 
 
Enter the appropriate number selection for the reason for this item exchange.  The 
cursor will now go back to the serial number list in case you have any other 
exchanges to make.  There will be an E displayed to the left of the serial number 
field for the item you are even exchanging.  See Figure 8-16. 
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Figure 8-16 Exchange Indicator 
 
If there are no more changes, press the F9 key and you will get the “Any Changes” 
prompt.  Press the enter key to accept the default of N for no.  You will now have the 
opportunity to make any other changes to the agreement such as GRP, ESP, etc.  
Once you have made your changes or if there are no more changes to make, press 
the F9 key to drop down to “Any Changes”.  You will be prompted to recalculate 
agreement amount.  Enter a Y to recalculate.  If you change the PMT AMT you will be 
prompted to recalculate agreement amount, enter a Y to recalculate.  See Figure 8-
17. 
 

 
Figure 8-17 Exchange Item Second Screen 
 
You will now be prompted “Print Agreement”.  Print a copy of the agreement and get 
the customer to sign.  An exchange ticket will be printed showing all the important 
information. 
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Chapter 9 - Closing Agreements – RTOCLOSE 
To close a Rental Agreement, select Return/Close Agreement from the menu or press 
the F10 key and at the command line type in “RTOCLOSE” and press the enter key.  
You will be prompted for the printer or file pathname.  See Introduction to Reports 
for additional information about the printer/file pathname screen.  Press the enter 
key to accept the default printer number or type in the proper printer number or 
pathname.  You will now be prompted for the “Date Posting On”.  Press the enter key 
to accept the default of today's date.   
 
The next screen you will see is the Customer Maintenance Screen.  For detailed 
information on this screen refer to Add/Change/Lookup Customer Data, pages 74-77. 
 
After you enter the customer, the next prompt you will see is Ticket Nbr.   
 
You can type in the Ticket Nbr and press enter, or just press the enter key or press 
the F3 key to list the open tickets on this account.  Using your arrow keys, highlight 
the correct ticket and press the enter key. 
 
The cursor will be in the spiff field on the lower half of the screen.  See Figure 9-1. 
 

 
Figure 9- 1 Close RTO Tickets Screen with data 

Closing an entire ticket 
To close this entire ticket press the F1 key, see Figure 9-3.  The prompt “Close This 
Ticket” will be displayed at the bottom of the screen. See Figure 9-2. 
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Figure 9- 2 Close RTO Tickets with close the ticket prompt 
 
An N for no answer will move your cursor to the spiff field on the next item's line.  
When you answer this with a Y for yes, the prompts “Reason For Closing” and 
“Closed Date” will be displayed, see Figure 9-3. 
 

 
Figure 9- 3 Close RTO Tickets Screen reason for closing 
 
Enter the number corresponding to the reason for closing and press the enter key.  
Press the enter key to accept the default of today's date. 
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Refund & Cancel of a ticket 
Use this for closing out tickets or items when the customer has changed their mind 
and does not want delivery of this item(s).  This will refund the money paid in by the 
customer for this ticket or item.  Note:  Money will only be refunded for this ticket on 
the day of the original agreement.  If it is any other day, you will need to refund any 
money posted in Take Payments (RP). 
 
At the prompt “Reason for Closing”, enter in a “1” for Refund & Cancel.  
 
Your cursor will move to the prompt “Closed Date”.  Press the enter key to accept 
the default of today’s date. 
 
Your cursor will move to the top of the screen, see Figure 9-4. 
 

 
Figure 9- 4 Close RTO Tickets Screen Refund and Cancel 
 
DELIVERY AMT  This will show the amount of “Delivery Charge” (only) that was 
received today. 
 
PMT AMT  This will show the “payment amount” (for rent only) that was received 
today.  When you press the enter key past this; your screen will change slightly to 
resemble Figure 9-5.   
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Figure 9- 5 Close RTO Tickets Screen Refund and Cancel data entered 
 
If you enter an N for no, you will be returned to the Delivery Amt field. Continue to 
enter information related to closing this ticket.  If you just want to close this ticket at 
this point, enter a Y for yes.   
 
See Figure 9-6. 
 

 
Figure 9- 6 Close RTO Tickets Screen Refund and Cancel  
 
GRP AMT  Amount of Guarantee Replacement Program (only) collected today. 
 
ESP AMT  Amount of Extended Service Program (only) collected today. 
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DEPOSIT AMT  Amount of Deposit (only) collected today. 
 
PROC FEE  Amount of Processing Fee (only) collected today.  (Processing fees are 
an optional fee charged by some companies for processing the agreement.  These 
fees are illegal in some states so before you charge a processing fee be sure your 
state allows them). 
 
TAX AMT  Amount of Sales Tax (only) collected today. 
 
PMT FORM  Method of paying Total Due.  If you want to list the payment forms, 
clear the field and press enter for a window showing the available options. Using 
your up and down arrow keys, highlight the payment form you want to select and 
press the enter key.  If money is being refunded, payment form must be “6” for Cash 
Refund. 
 
NEXT PMT DUE  Press the enter key. 
 
AMT RECEIVED  This field should be blank since you are doing a refund and not 
taking a payment. 
 
There will now be a figure at the prompt “Change Due” and your cursor will be at the 
bottom of the screen at the prompt “Any Changes: N”.  Look the information over 
and if you need to make changes, enter a Y for yes and make them.  When you 
press the enter key and accept the default of N for no, a receipt will be printed. 

Payout Satisfactory 
Use this for closing out tickets or items when the customer has paid for this item(s) 
in full. 
 
At the prompt “Reason for Closing”, enter in a “2” for Payout Satisfactory.   
 

 
Figure 9- 7 Close RTO Tickets Screen Payout Take a Payment 
Question 
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If you want to take a payment, enter a Y for yes.  See Figure 9-7. 
 
Your cursor will be at the bottom of the screen at the prompt “Any Changes: N”.  
Look the information over, if changes are necessary, enter a Y for yes and make the 
changes.  When you press the enter key and accept the default of N for no, a receipt 
will be printed. 

Payout Unsatisfactory 
Use this for closing out tickets or items when the customer has paid for the item(s) 
in full, but due to many late payments or numerous bad checks, the relationship 
between the customer and your company has not been a good one. 
 
At the prompt “Reason for Closing”, enter in a “3” for Payout Unsatisfactory.  Then 
follow from Figure 9-7 above to close the agreement. 
 
When an agreement is closed for reason #5, 6, 7, or 8, Repossess, Skip, Stolen or 
Charge Off, if you should try to enter a new agreement for this person, you will see a 
warning (banner) screen similar to Figure 9-8. 
 

Figure 9- 8 New agreement screen if closed reason on previous ticket 
is 5,6,7,8 

Request Pickup 
Use this for closing out tickets or items when the customer has requested that the 
item(s) be picked up because they no longer want to keep them. 
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At the prompt “Reason for Closing”, enter in a “4” for Request Pickup.   
 
Continue on closing this agreement until your cursor will be at the bottom of the 
screen at the prompt “Any Changes: N”.  Look the screen over and if you need to 
make changes, enter a Y for yes and make the changes.   
 
When you press the enter key to accept the default of N for no, you will be prompted 
“Inventory Condition”.  Enter a very brief description of the inventory condition (15 
characters maximum) such as: good, scratched, trashed, or whatever the condition 
is.  Note:  In most instances the condition of the product will be disclosed on the 
rental agreement, the next time the unit is rented. 
 
You will again be prompted “Any Changes: N”.  See Figure 9-9. 
 

 
Figure 9- 9 Close RTO Tickets Screen Request Pickup, inventory 
condition 
 
Look the screen over and if you need to make changes, enter a Y for yes and make 
the changes.   
 
When you press the enter key to accept the default of N for no, you will be prompted 
“Returned Inv Status”, see Figure 9-10. 
 



                                                           Closing Agreements - RTOCLOSE 
 

Page 125 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

 
Figure 9-10 Close RTO Tickets Screen Request Pickup, returned inv 
status 
 
Enter in the status you want the returned inventory to have, use “N” for NEW or “R” 
for USED are your only options.  
 
You will then be prompted “Inventory on Hold Thru Date”.  In some states, rental 
companies are required to hold the inventory for a specific period in case the 
customer chooses to come back and rent the item again – check your state laws to 
see if this is required or ask your management what your company procedure is on 
holding inventory.  If you want to hold this inventory for this customer for a period of 
time enter the hold inventory thru date.  This will hold this inventory till this date.  
The hold date can be overridden and the inventory released with a security 
authorized override. 
 
You will again be prompted “Any Changes: N”.  Look the screen over and if you need 
to make changes, enter a Y for yes and make the changes.   
 
When you press the enter key to accept the default of N for no, a receipt will be 
printed. 

Repossess, Skip, Stolen, Chargeoff 
When an agreement is closed for reason #5, 6, 7, or 8, Repossess, Skip, Stolen or 
Charge Off, if you should try to enter a new agreement for this person, you will see a 
warning screen similar to Figure 9-11. 
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Figure 9-11 New agreement screen if closed reason on previous ticket 
is 5,6,7,8 

Repossess 
Use this for closing out tickets when the customer has become delinquent and 
uncooperative in making arrangements to pay but has returned the product. 
 
At the prompt “Reason for Closing”, enter in a “5” for Repossess.   
 
Continue on closing the agreement until your cursor is at the bottom of the screen at 
the prompt “Any Changes: N”.  Look the screen over and if you need to make 
changes, enter a Y for yes and make the changes.  When you press the enter key to 
accept the default of N for no, you will be prompted “Inventory Condition”. 
 
Enter a very brief description of the inventory condition (15 characters maximum) 
such as: good, scratched, trashed, or whatever the condition is.  Enter in the status 
you want the returned inventory to have, use “N” for NEW or “R” for USED are your 
only options.   
 
You will again be prompted “Any Changes: N”.  Look the screen over and if you need 
to make changes, enter a Y for yes and make the changes.   
 
When you press the enter key to accept the default of N for no, you will be prompted 
“Returned Inv Status”. Enter in the status you want the returned inventory to have.   
 
You will again be prompted “Any Changes: N”.  Look the screen over and if you need 
to make changes, enter a Y for yes and make the changes.   
 
When you press the enter key to accept the default of N for no, a receipt will be 
printed. 

Skip 
Use this for closing out tickets when the account is uncollectible and the merchandise 
cannot be recovered. 
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At the prompt “Reason for Closing”, enter in a “6” for Skip.   
 
Your cursor will be at the bottom of the screen at the prompt “Any Changes: N”.  
Look the screen over and if you need to make changes, enter a Y for yes and make 
the changes.   
 
When you press the enter key to accept the default of N for no, you will be prompted 
“Inventory Condition”.  
 
In this instance, you do not actually enter a condition for the inventory since it was 
not returned; however, because this field is tied to the inventory you can put a brief 
note about the account (15 characters maximum).   
 
You will again be prompted “Any Changes: N”.  Look the screen over and if you need 
to make changes, enter a “Y” and make the changes.   
 
When you press the enter key to accept the default of “N”, a receipt will be printed. 

Stolen 
Use this for closing out tickets where the merchandise has been stolen from the 
customer’s home location. 
 
At the prompt “Reason for Closing”, enter in a “7” for Stolen.   
 
Your cursor will be at the bottom of the screen at the prompt “Any Changes: N”.  
Look the screen over and if you need to make changes, enter a Y for yes and make 
the changes.  When you press the enter key to accept the default of N for no, you 
will be prompted “Inventory Condition”.  
 
In this instance, you do not actually enter a condition for the inventory since it was 
not returned; however, because this field is tied to the inventory you can put a brief 
note about the account (15 characters maximum).   
 
You will again be prompted “Any Changes: N”.  Look the screen over and if you need 
to make changes, enter a “Y” and make the changes.   
 
When you press the enter key to accept the default of “N”, a receipt will be printed. 

Charge Off 
Use this for closing out tickets where the merchandise has been lost due to fire, 
flood, etc., or if you no longer expect to receive payment on this account.   
 
You need security authorization to be able to close an account as a charge 
off. 
 
At the prompt “Reason for Closing”, enter in an “8” for Charge Off.   
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Your cursor will be at the bottom of the screen at the prompt “Any Changes: N”.  
Look the screen over and if you need to make changes, enter a Y for yes and make 
the changes.   
 
When you press enter and accept the default of N for no, you will be prompted 
“Inventory Condition”,  
 
In this instance, you do not actually enter a condition for the inventory since it was 
not returned.  However, because this field is tied to the inventory you can put a brief 
note about the account (15 characters maximum).   
 
You will again be prompted “Any Changes: N”.  Look the screen over and if you need 
to make changes, enter a Y for yes and make the changes.   
 
When you press enter to accept the default of N for no, a receipt will be printed. 

Early Buyout 
Use Early Buyout for closing out tickets where the customer has chosen to pay off 
the account early. 
 
NOTE: If your company uses payoff method 3, 5 or 11 in payoff control (POFFCTRL), 
you will be unable to close a ticket due to early buyout using this program.  You will 
have to go through the Take Payment (RP) program to close a ticket for early 
buyout.  See Figure 9-12. 
 

 
Figure 9-12 Close RTO Tickets Screen Early Buyout 
 
At the prompt “Reason for Closing”, enter in a “9” for Early Buyout.  Your cursor will 
move to the prompt “Closed Date”.  Enter in the date you want used for closing the 
ticket or item or press the enter key to accept the default of today’s date. 
 
Follow the instructions you see on the screen and close the ticket using the Take 
Payment (RP) program. 
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If the POFFCTRL payoff method field is set to 1, 2, 4, 6, 7, 8 or 10, the ticket can be 
closed within the RTOCLOSE program, see Figure 9-13. 
 

 
Figure 9-13 Close RTO Tickets POFFCTRL payoff method not 3 

Closing Single or Select Items on a Ticket 
This ticket in Figure 9-14 has three items on it.  If you want to close items on the 
ticket but not close the whole ticket, for example, using your arrow keys position 
your cursor on the line of the item you want to close and press the F2 key.   
 

 
Figure 9-14 Close Single or Select Items on a Ticket 
 
Your cursor will be at the prompt “Close This Item”.  If this is answered with a Y for 
yes, your cursor will be at the prompt “Reason for Closing” and a list of reasons you 
can select from will display at the bottom of the screen.  See Figure 9-15. 
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Figure 9-15 Reasons for Closing with Closed Date Prompts 
 
Enter the number corresponding to the reason the ticket item or items are being 
closed.  You cursor will now be on the “Closed Date” prompt.  Enter the date the 
item is closed or press the enter key to accept the default of today’s date.  You will 
be prompted “Payment This Item”.  If the customer is giving you a payment, enter it 
here or if no payment, press the enter key to advance.  See Figure 9-16. 
 

 
Figure 9-16 Payment This Item Prompt 
 
The cursor will now be beside the next item on the ticket.  You may continue in the 
above manner until you have all the items that you need to close on this ticket 
addressed.  When you have closed everything on this ticket that you needed to, 
press the F9 key.  You will be prompted “Any Changes”.  When this is answered with 
an N for no, you cursor will move to the top of the screen.  See Figure 9-17. 
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Figure 9-17 Item Closed and Continue On 
 
If the customer wants to make up any back payments, enter the amount he wishes 
to pay at the appropriate fields.  If not, then press the enter key through the fields 
or press the F9 key till the prompt “Any Changes” displays.  An answer of Y for yes 
will move the cursor back to the top of the screen.  See Figures 9-18 and Figure 9-
19. 
 

 
Figure 9-18 Closing an Item Any Changes Prompt 
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Figure 9-19 Closing an Item Any Changes Prompt 
 
An answer of N for no will display a prompt “Inventory Condition” if it is a returned 
item.  See Figure 9-20. 
 

 
Figure 9-20 Closing an Item Any Changes Prompt 
 
At this prompt you need to enter the condition of the returned merchandise.  The 
description you give of the inventory condition must not exceed 14 characters.  If 
you use less than 14 characters, press the enter key to advance.  If you use 14 
characters, the system will perform the enter for you.  You will be prompted “Any 
More Changes: Y”.  See Figure 9-21. 
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Figure 9-21 Inventory Condition Prompt 
 
An N answer will bring you to the prompt “Returned Inv Status: R”.  The default on 
this is prompt is R so change it if necessary (please note that you will only see this 
prompt if your security is set to see this).  You will now be prompted “Any Changes: 
N”.  See Figure 9-22.  Press the enter key. 
 

 
Figure 9-22 Returned Inventory Status Prompt 
 
You will not be prompted “Print Agreement”.  Press the enter key to accept the 
default of Y answer and the agreement will print. Receipts will also print out if 
necessary.  The system will return you to a menu or security entry screen when the 
transaction is complete. 
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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 74-77. 
 
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 
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Chapter 11 – Taking Payments – RP 

How to Take a Payment 
To take a Rental Payment, select “Take a Payment” from the Daily Customer Service 
Menu or press F10 and at the command line and type in “RP” and then press the 
enter key.   
 
The next screen you will see is the Customer Maintenance Screen.  For detailed 
information on this screen refer to Add/Change/Lookup Customer Data, pages 74-77.  
See Figure 11-1. 
 

 
Figure 11- 1 Customer Screen 
 
Once you have the correct customer record, the cursor will be under the #P (Number 
of payments) field on the first ticket, see Figure 11-2. 
 
If there are multiple agreements open for this customer and the customer is 
only paying on certain agreements, use the “END” key to blank out any 
number that is under the #P field on agreements NOT being paid on and use 
the arrow key(s) to highlight the agreement(s) being paid on or refer to F7 
– DATE/AMT Function Key information in this section.   
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Figure 11- 2 Take Payment Screen 
 
With the cursor on the agreement that the customer is making a payment on, type in 
the number of payments the customer is making at this time and press the enter 
key.  If this is a partial payment, enter the exact amount (rent only) the customer is 
paying you at this time under the “Pmt Amt” field and press the enter key.  Note:  
You cannot change the payment amount if the number of payments is 
greater than 1 or if you do not have security authorization to do so. 
 
If the customer is making a full payment, enter a 1 for the #P (Number of payments) 
and then press the enter key.  Your cursor will now be under PMT AMT; press the 
enter key to accept the default or enter the dollar amount being paid on this 
account.  The Due Date will be adjusted accordingly.  The due date is determined by 
the average daily rate which is calculated as payment rate divided by 30 if a monthly 
account or payment rate divided by 7 if a weekly account.   
 
If you want to change prompted amounts (and you have the security authorization to 
do so) in “Other”, “Late”, “Grp”, “Esp” charges, press the enter key to get to the 
particular field(s) and enter the amount to be charged with this payment(s).  
Continue pressing enter until the cursor returns to the next agreement (if more than 
one).   
 
Press the F9 key and your cursor will move to the prompt “Amt Tendered”.  Type in 
the amount of money the customer gives you.  If the amount is greater than what is 
due, the system will prompt you “Amt Greater Than Amt Due; Enter “C” to Calc 
Change or “R” to Credit Receivables””.  The “Change” will be figured automatically or 
a “Receivable” amount will be recorded.  Receivable is an amount that is either 
“owed” to the customer or money “owed” to the company.  You will now be 
prompted for the “Pmt Form”.  A list of options will be displayed at the bottom of the 
screen, see Figure 11-3. 
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Figure 11- 3 Take Payment Screen with Payment Form options 
 
Type in the corresponding number for the Payment Form noted at the bottom of the 
screen .   
 
If payment form #2 (check) or payment form #11 (if using the Field Check) is 
selected, you will be prompted to enter the check number.  Only use payment form 2 
or 11 if your company takes checks.  See Check Management for more information 
on handling checks. 
 
You will now be prompted for “Any More Changes”.  An “N” for no will print a receipt.  
You will then be prompted "Reprint this Receipt".  Entering a "Y" will print the receipt 
again, entering an "N" will complete the payment.  You will now be returned to the 
screen similar to Figure 11-1.   
 
Please Note:  The exact way this program works depends on how control and 
program security are set up for your company and/or your store.  For example, you 
may not be able to change the payment amount or the next due date.  Consult your 
supervisor or system administrator for details. 

Function keys in Take Payment 
When you first call up a customer you will note on the bottom of the screen there are 
prompts telling you what the various function keys can be used for, see Figure 11-4. 
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Figure 11- 4 Function keys in Take Payment 
 
F1-Cust Chg:  When you are on this screen, pressing the F1 key will allow you to 
change the customer information if you have security authorization to do so.  When  
you press the F1 key your cursor will move to the name prompt.  By using your 
arrow keys, you can go from field to field at the top of the screen and change the 
information that needs to be changed.  When you have made all necessary changes, 
press the F9 key and your cursor will drop back down under the #P prompt and you 
can continue taking the payment as usual. 
 
F2-Payoff:  Pressing the F2 key will show you what the payoff is on the highlighted 
agreement. The screen will change to resemble the following, see Figure 11-5.  The 
Payoff Calculation is unique to your company’s settings.   
 

 
Figure 11- 5 Payoff an Agreement 
 
When you are finished with this screen, press the F8 key and you will be returned to 
the payment screen. 
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F3-ShowTic/BadChk:  Using the F3 key, you will be able to view the ticket detail 
or can be used to back out or pay a bad check, see Figure 11-6.  For information on 
returning or paying a bad check, see Check Management. 
 

 
Figure 11- 6 F3-ShowTic/BadChk View 
 
F4-Hist:  To review the payment history on a ticket, from the payment screen, press 
the F4-Hist key.  Your screen will now change to resemble Figure 11-7.  Notice the 
function keys at the bottom of the payment history screen.  You can switch the 
display to the traditional RSSS view using F3-Date Display.  F4 will reverse the 
display order so you see the oldest transaction first.  This is helpful if there are pages 
of payment history and you do not want to F1 or F2 through the pages to see the 
last or the first payment history page.  F6 allows you to see the payment history on 
all agreements.  This is helpful if you are referencing or refunding across agreements 
for a particular day on this one customer. 
 

 
Figure 11- 7 Payment History 
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To look for a particular payment, press the enter key.  Using your arrow keys, if 
necessary, highlight the payment you want to look at the detail of the payment on.  
The screen will change to resemble Figure 11-8. 
 

 
Figure 11- 8 View or Change a payment 
 
After you have viewed the detail on the payment, press the F8 key and you will be 
returned to the payment history listing screen.   
 
F6-Comment:  By pressing F6, your cursor will move to the “Comment” prompt and 
you will be able to add a comment on the customer payment screen, see Figure 11-
9.  The first line is typically reserved for collections.  Press F6 again and you will 
move to the Comment History screen and by pressing F6-Add Comment, you may 
enter further comments on the customer.  Press F9 to save the comment, then press 
F8 to return to the comment section on the Take Payment screen.  Press F8 again 
and your cursor will move back to below the #P prompt. 
 

 
Figure 11- 9 Comments on Payment Screen 
 
F7-Date/Amt:  This function is used when a customer comes in and wants to pay 
his account up to a certain date or pay a certain amount different from his normal 
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payment.  When you press the F7-Date/Amt key, your screen changes slightly and 
you will be able to enter in the date they want to pay through or the amount they 
are paying and the system will prompt you for the amount they need to pay, see 
Figure 11-10. 
 
Enter the line number(s) of the agreement(s) you want to process the payments on 
(you may enter up to 12 different line numbers).  The line number represents the 
ticket listed giving the ability to apply the date or amount to multiple tickets.  Enter 
the line number(s) and press the F9 key or press the enter key until you see the 
Date prompt, see Figure 11-10. 
 

 
Figure 11-10 Selecting the Line Number of the Agreement for Payment 
 
Enter the date the customer would like to pay through (press F1 for the popup 
calendar, see Figure 11-11) or press enter at the date prompt and enter the total 
amount the customer is paying in the "Amt” prompt.  It is important to note that you 
can choose either the date the customer wants to pay to or the amount you are 
collecting, not both.  If you choose the method of amount paid, the due date will be 
calculated on the average daily rate, and any additional money beyond that exact 
average daily rate will be applied based on your company settings in control 
maintenance for F7 Amts in RP.   
 
Pressing the enter key will then display the calculated dates or payments on the 
ticket line selected.  When all is complete, press the F9 key to complete the 
transaction and print a receipt. 
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Figure 11-11 Paying up to a Certain Date or a Certain Amount 

Take Payments with Rent to Own Accounts Receivable 
The Rent to Own Accounts Receivable is a feature added to the “RP” Take Payments 
Program.  This enhancement was designed to help you better collect unpaid charges 
or fees when a customer comes in to make a payment.  This is extremely important 
in states that do not allow fees such as late charges to be collected after the fact. 
 
This feature also enables you to keep consistent due dates.  If your company policy 
is to have all due dates on Saturday, then the use of the RSSS Rent to Own Accounts 
Receivables will be of great benefit. 
 
Following are examples of how to use the RSSS Rent to Own Accounts Receivables. 
 
In the following example, this customer’s total payments with grp and tax due is 
$48.25.  The customer only has $40.  He wants the $40 applied and he will be back 
with the $8.25.  The $8.25 he still owes you will be placed in receivables, see Figure 
11-12. 
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Figure 11-12 Using RTO Receivable 

Calculate Change or Credit Receivables? prompt 
When you enter the amount the customer is paying in the “Amt Tendered” and the 
money the customer is handing you is greater than the Total Due, you may be 
prompted to enter a C to calculate change or an R to credit receivables if your 
company utilizes the receivables module.  See Figure 11-13. 
 

 
Figure 11-13 Calculate Change/Credit Receivable prompt 
 
If an R to credit receivables is selected, the receivable figure will display on the 
screen.  See Figure 11-14.   
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Figure 11-14 Calculate Change/Credit Receivable prompt 
 
A negative receivable means you owe the customer and the customer’s money is 
sitting in receivables and can be applied at a later date.  A positive receivable means 
the customer owes you money.  When a next payment is entered for the customer, 
the system will automatically include that money to be collected from the customer. 

Split Down Payment Form 
When taking a payment or multiple payments on a customer’s account, you can take 
two types of tender for the payment(s).   
 
To do this you will press F4-2nd Pmt Form Mode when you are at the “Amt Tendered” 
field.  See Figure 11-15.  In this example we are taking 4 payments that are due and 
we are going to take two types of tender. 
 

 
Figure 11-15 Split Down Payment Form 
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Once you put the payment screen in split down payment form mode, you will see the 
prompt “Second Pmt Form Mode (Change is made from the 1st payment form first)” 
as displayed in Figure 11-16.  If any free payments are to be applied as well as 
monies collected, the free payment amount should be entered as the second 
payment. 
 

 
Figure 11-16 Split Down Payment Form notification message 
 
In Figure 11-17, first payment amount is 20.00 cash and the customer is putting the 
remainder of the amount due of $59.47 on his debit card so 2nd payment form for 
debit card (pmt form 7) is used. 
 

 
Figure 11-17 Example of Split Down Payment Form on Multiple Agreements 

Refunding a Payment 
Select “Take a Payment” from your Daily Customer Service menu, search for the 
customer as shown in Lookup/Change/Add Customer Data, pages 74-77.  Using your 
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arrow keys, place the cursor under the #P on the line of the ticket that you will enter 
a refund on and press the F4-Hist key to view the payment history of that 
agreement.  See Figure 11-18.  Using your arrow keys, highlight the payment record 
you are refunding and press the F3-Refund key.  (The system will set up the refund 
exactly as it was originally paid.)  
 

 
Figure 11-18 F3-Refund a Payment 
 
Your screen will now look like Figure 11-19. 
 

 
Figure 11-19 Refund Payment #P field  
 
If you need to refund a payment on more than one agreement; again, using your 
arrow keys, place your cursor under the #P field on the next agreement that a 
refund is to be processed on.  Press F4-Hist Key and continue with the refunding 
process as stated above.   
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When your refund selections are completed, press the F9 key and your screen will 
change to resemble Figure 11-20.  Your cursor will be at the “Amt Tendered” 
prompt.  Leave the “Amt Tendered” field blank and press the enter key and the 
cursor will be at the “Pmt Form” prompt.  Accept the system default of Payment 
Form 6 Cash Refund if you are taking cash out of the drawer and giving it to the 
customer, refunding a credit card payment or applying the cash to another account.  
Payment Form 5-non cash refund may also be used if the refund will come in the 
form of a check from the office.  
 

 
Figure 11-20 Take Payments Screen Amt Tendered Field for Refund 
 
Press the enter key and you will be prompted “Any More Changes”.  Review what 
you have entered, if you need to make changes, enter a Y and make your changes.  
If answered with an N for no, a receipt will print and you will be prompted to “Print 
Another Receipt”.  If you need another receipt, enter a Y for yes.  If you do not need 
another receipt, press the enter key to accept the default of N for no. 
Refunding and Cancelling an Agreement on the exact s 

Refunding and Cancelling an Agreement on the exact same day 
you typed up the agreement  
To do a refund and cancel of an agreement on the same day you typed it up, just 
close the agreement, and the money backs out automatically for you.  For more 
information on closing an agreement as a refund and cancel, see Closing Agreements 
Refund and Cancel. 
 
If an agreement and payment were entered on a different day than you are 
refunding on, you need to refund the payment in the Take Payment (RP) screen and 
then close the agreement using the “RTOCLOSE” program. 

Early Buyout 
For an early buyout, once you have the customer and ticket up on the take payment 
screen, highlight the agreement the early buyout will apply to and press the F2-
Payoff function key.  Type ‘CLOSE’ to payoff the agreement and press enter.  See 
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Figure 11-21.  You may be prompted to reprint certain forms if they apply.  Press 
enter to accept the default of N if you don’t require another copy to be printed. 
 

 
Figure 11-21 Early Buyout Payoff Screen 
 
You will see a payoff screen resembling Figure 11-22.  If the amount being paid is 
different than the amount requested, press the F9 key to enter the payment amount 
and continue to complete the payment and money transactions for the early buyout. 
 

 
Figure 11-22 Completing the Early Buyout Payoff 
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Chapter 12 – Check Management  

Check Deposit Program - CKDEPOST 
To get into this program, at any menu, press F10 to get to the the command line and 
type in “CKDEPOST”.  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.  You will 
now be prompted for “Separate Locations”. Press the enter key to accept the default 
of N.  You will see a screen similar to Figure 12-11. 
 

 
Figure 12- 1 Check Deposit Screen 
 
ENTER BANK NAME  Enter the name of the bank where the deposit will be made. 
 
ENTER BANK ACCONT NUMBER  Enter the account number you want to deposit 
into. 
 
ENTER STORE NUMBER  Enter the store number you are making a deposit for.  
This information must be entered or the report will not run. 
 
ENTER DEPOSIT DATE  Enter the date of the days business you want to deposit.  
This information must be entered or the report will not run. 
 
Press enter.  You will then be prompted “Any More Changes”.  When this is answered 
with a “N”, the report will begin counting and will print to the printer of file pathname 
you specified.  See Figure 12-2. 
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Figure 12- 2 Check Deposit Report 

How to back out a bad check using CHECKMNT 
Before you can back out a bad check, the customer’s check must be in the system.  
If you are just beginning to use the Rental Payment Program with Hot Check and 
Check Deposit control, and you have hot checks that have not been entered, you 
may do so now by following the instruction following.  Note:  The following 
program is only used to enter hot checks you have outstanding before you 
begin using the new Rental Payment Program with Hot Check and Check 
Deposit control. 

Check Transaction Maintenance - CHECKMNT 
Getting Started:  The RSSS Hot Check program is designed to control all returned 
checks.  To get into this program, you need to be at the command line and type in 
“CHECKMNT”.  You will see a screen similar to Figure 12-3. 
 

 
Figure 12- 3 Check Transaction Maintenance 
 
In order to add, you must first list.  To do this, press the F5-Date key or press enter 
through all the fields or press F9 and the check transaction list will display.  The 
screen will now resemble Figure 12-4. 
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Figure 12- 4 List Checks 
 
Adding Hot Checks (this feature is used only for checks that you have outstanding 
when you first begin using the RSSS Hot Check Program.  All other checks will be 
listed here by following the proper procedure to back out and pay off checks). 
 
To add a check, press the F6 key.  You will now see the following screen, see Figure 
12-5. 
 

 
Figure 12- 5 Adding a Check 
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Date  Enter the date the check was written. 
 
Amt  Enter the amount the check was written for. 
 
Check Nbr  Enter the check number. 
 
Status  Enter the status.  Options are shown on bottom of screen. 
 
Ticket Nbr  Enter the ticket number the check was written to make a payment on. 
 
Receipt Nbr  Enter the receipt number from the transaction. 
 
Cust Nbr  Enter the customers account number. 
 
Store Nbr  Enter the store number the check was written to. 
 
Payment Type  Enter the payment type (options available will be listed at the 
bottom of your screen). 
 
Employee Nbr  Enter the employee number of the employee who took the check. 
 
Date Check Backed out  Enter the date the check was backed out. 
 
Date Check Paid  Enter the date the check was paid. 
 
When you have filled in all the applicable prompts, press the F9 key.  You will now be 
prompted “Any More Changes”.  When this is answered “N”, you will be returned to 
the Check Transaction Maintenance Screen.  If you have completed entering all 
outstanding checks, press F8 to return to the menu. 

How to back out a bad check using Take Payment (RP)  
To back out a bad check, you need to go into Take Payments (RP).  To get into this 
program, from your Store Home Menu select Daily Customer Service and then select 
Take a Payment or press the F10 key and at the command line type in “RP” and then 
press the enter key.  Locate your customer as explained in Lookup/Change/Add 
Customer Data.  Once you select your customer, you will receive a Take Payments 
(RP) screen similar to Figure 12-6. 
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Figure 12- 6 Take Payments Screen 
 
With your cursor next to any ticket, press the F3-ShowTic/BadChk key.  Your screen 
will now change to resemble Figure 12-7. 
 

 
Figure 12- 7 Take Payments Screen 
 
Press the F3 key (Return Bad Check) again.  The screen will change again and 
resemble Figure 12- 8. 
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Figure 12- 8 Check Transaction Maintenance Screen 
 
Enter the check number of the bad check and press the enter key.  You will be 
prompted "List Only Open/Not Hot Checks: Y".  If you want to see all checks, accept 
the default and press enter.  If you only want to see checks that have been marked 
as hot, enter a N for no.  The screen will once again change and resemble Figure 12-
9.  If you do not know the check number, press the enter key twice and the system 
will list the checks that have been taken on this account.   
 

 
Figure 12- 9 Check Transaction Maintenance Screen listing 
customer’s checks 
 
Using the down arrow key (if necessary), position the cursor on the check you want 
to select and press the enter key.  Enter a Y for yes to refund the bad check.  You 
will be prompted “Returned check charge”.  If the company has this set up in your 
control files, the amount will be shown.  If not, or if you want to change this figure, 
type in the return check charge and press the enter key.  (Security authorization is 
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needed to be able to change this figure).  The screen will change again and will 
resemble   See Figure 12-10. 
 

 
Figure 12-10 Check Transaction Maintenance Screen refunding bad 
check 
 
Under the “#P” (Payment field), the system will prompt 1-.  Press the F9 key.  The 
screen will again change and resemble Figure 12-11.   
 

 
Figure 12-11 Take Payments Screen refunding bad check 
 
Your cursor will be at the prompt “Amt Tendered”.  Leave this field blank and press 
the enter key.  Your cursor will now be at the prompt “Pmt Form”.  The number 5 
(Non Cash Refund) will default at this prompt automatically.  Accept this default and 
press the enter key.  You will be prompted for “Any More Changes” and the bad 
check number being refunded is also displayed.  See Figure 12-12.   
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Figure 12-12 Security Entry Screen continuing to refund bad check 
 
Look the information over, if changes need to be made, enter a Y for yes.  When this 
is answered with a N for no, you will be prompted “Reprint this receipt”.  If you need 
another copy, enter a Y for yes, if not, press the F9 key and your screen will be 
returned to the “Customer Maintenance Screen”. 

Notification that Customer has a Bad Check 
When the customer comes in to make his/her next payment, the person at the 
counter will bring up the customer’s account and a notification box will appear 
indicating that the customer has a Returned Check that needs to be collected on, see 
Figure 12-13. 
 

 
Figure 12-13 Security Entry Screen displaying bad check information 
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Paying off a bad check 
When a customer is paying off a bad check, the employee will bring up the customer 
in Take Payments (RP).  See Figure 12-14. 
 

 
Figure 12-14 Security Entry Screen displaying bad check information 
 
Press the enter key, see Figure 12-15. 
 

 
Figure 12-15 Ticket Payment Screen 
 
With the cursor beside the payment that the bad check was taken on, press the F3-
ShowTic/BadChk key.  See Figure 12-16. 
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Figure 12-16 Ticket Inquiry Screen (Show ticket) 
 
Press the F4 key (Pay Bad Check).  The screen will change and resemble Figure 12-
17. 
 

 
Figure 12-17 Pay Returned Check Screen 
 
If the check number is unknown, you can view a listing of the checks by date by 
pressing the F5 key.  You will be prompted “List only hot checks?”  Since you are 
paying off a bad check, this should be answered with a Y for yes.  The hot checks 
that have been written by this customer will now be listed on the screen, see Figure 
12-18. 
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Figure 12-18 Pay Returned Check Screen 
 
Using the arrow keys, move your cursor down beside the check that the customer is 
paying off and press the enter key.  Your screen will change to resemble Figure 12-
19. 
 

 
Figure 12-19 Pay Returned Check Screen 
 
If this is the right check, enter a Y for yes.  Your screen will automatically return to 
the regular payment screen, see Figure 12-20. 
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Figure 12-20 Take Payments Screen 
 
Press the F9 key until your cursor is at the prompt “Amt Tendered”.  Press the enter 
key, see Figure 12-21.  Your cursor will now be at the prompt “Pmt Form”.  Enter the 
number corresponding to the payment form the customer is using to pay this bad 
check. 
 

 
Figure 12-21 Take Payments Screen in bad check mode 
 
Press the F9 key.  You will be prompted for “Any More Changes”.  There will also be 
a prompt displaying the check number, see Figure 12-22. 
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Figure 12-22 Take Payments Screen in bad check mode 
 
Look the information over, if you need to make changes, enter a Y for yes.  When 
this is answered with a N for no, you will be prompted “Reprint this receipt”.  If you 
need another copy, enter a Y for yes, if not, press the F9 key and your screen will be 
returned to the “Customer Maintenance Screen” or the Security Entry Screen.  

Check Report - CHECKRPT 
To get into this program, press the F10 key off of any menu and at the command 
line type in “CHECKRPT”.  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.  You will now be prompted for “Separate Locations”. Press the enter key to 
accept the default of N.  You will see a screen similar to Figure 12-23. 
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Figure 12-23 Check Report 
 
SELECT CUSTOMER TYPES  Accept the default of N for no if you want all customer 
types.  If this is answered with a Y for yes, you will then be prompted for CUST 
TYPES.  You may enter up to sixteen different customer types.   
 
SELECT BY LOC OR LOC GROUPS  If you want to select by location(s) or location 
group(s), type Y for yes and enter the number here.  The report will print only the 
information about the requested location(s) or location group(s).  Enter up to ten 
store numbers.  If all stores are needed (and you have the security authorization to 
do so) accept the default of N.  If you have selected the report to run for more than 
one location, you will see the prompt SORT BY LOCATION.  This gives you the 
option to run all stores together or have the report separate them by location. 
 
DATE CHECK BACKED OUT/ENDING DATE  Enter the date or date range when  
the check was backed out. 
 
DATE CHECK PAID/ENDING DATE  Enter the date or date range when  the check 
was paid. 
 
DATE CHECK WRITTEN OFF/ENDING DATE  Enter the date or date range when  
the check was written off. 
 
STARTING PAYMENT DATE/ENDING DATE  Enter the starting and ending date 
the time period you want this report to show. 
 
SELECT BY SALESMAN OR ACCT MGR  If all salesmen or account managers are 
needed, press enter at the default of N for no.  This option allows you to run the 
report by a particular salesperson or account manager.  If you change this prompt to 
a Y, the default will change to a “1” and your options will be displayed on the bottom 
of the screen (1) SELECT BY SALESMEN (2) SELECT BY ACCT MGRS.  Enter the 
number next to the option you want.  If (1) SELECT BY SALESMEN was chosen, 
you will be prompted SELECT WHICH SALESMAN NBR then chose (1) SALESMAN 
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WHO ENTERED ACCT OR (2) SALESMAN WHO TOOK PAYMENT.  The prompt 
will then change and read “SALESMAN” or “ACCT MGRS” depending on the option 
you chose.  You may then select up to ten salesmen or account manager numbers.  
or date range when the check was backed out.  If you have selected more than one 
salesman or account manager you will see the prompt SORT BY SALESMEN/ACCT 
MGRS.  Default is N for no.  If you change to a Y, the report will group ata by 
salesman or account manager.  If you are running an Exception report, you should 
answer with a Y for yes to sort.  If you choose to sort the report by store and by 
salesman/account manager, the report will be printed by salesman/account manager 
sorted within the store. 
 
SELECT PAYMENT TYPES  Select the payment types for checks that you want to 
see on the report.  

1) ALL CHKS 
2) RTO PMTS 
3) AR PMTS 
4) LOAN PMTS 
5) SALES 
6) EMPL CHKS 

 
SELECT CHECK STATUS  If you want to select the check status, enter Y.  You will 
be prompted STATUSES.   

H = HOT 
N = NOT HOT 
W = WRITTEN OFF 
P = PAID 

 
SUMMARIZE BY CHECK  If you want the report summarized by check, enter a Y.  If 
not, enter an N.  
 
Press the F9 key.  You will be prompted for “Any More Changes”.  When this is 
answered with a N for no, the report will begin counting records and will print to the 
printer or file pathname you designated earlier in this check report process.  See 
Figure 12-24 for a check report example. 
 

 
Figure 12-24 Check Report Example 
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Chapter 13 – Collections (Past Due Accounts)  

On Screen Collections - TICKDUE 
The On Screen Collections module or what is referred to as the TICKDUE program is 
used for on-screen collections. It gives you the ability to practically eliminate the use 
of past due lists and file folders.   
 
Within this program module, you can handle chase cards and past due letters, make 
customer information updates while you are talking on the phone with them, 
add/update comments, enter customer commitments, print commitment reports and 
print the past due letters. 
 
To get into this program, select “Collections” off the Store Home menu, then select 
“On Screen Collections” off the Retainment menu or press the F10 key off of any 
menu to get to the command line and type in “TICKDUE” and press the enter key.   
 
You will now see a screen like Figure 13-1 with the question Build a New Work File?  
This is answered with a Y or N.  
 

 
Figure 13- 1 List Past Due Accounts Screen 
 
The purpose of building a new work file is to get a current list of customers based on 
the criteria you select. If you answer the question with an N, you will be able to 
continue working on the last file you built.  If you answer the question with a Y, the 
next screen will prompt you for the “Printer or File Pathname”. See Introduction to 
Reports for additional information about the printer/file pathname screen. After 
entering the printer or file pathname, press the enter key.  You will see a screen 
similar to Figure 13-2. 
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Figure 13- 2 Build TICKDUE Work File 
 
LISTING ORDER 1 = Customer Name 
   2 = Oldest Due 
   3 = Payment Amount Due 
   4 = Earliest Due 
 
STORE  If you want all stores customer accounts listed, leave blank.  If you only 
want a specific stores accounts listed, enter the store number. 
 
ACCT MGR  If you want all account managers (routes) listed, enter a 0 (zero).  If 
you only want to list a specific account manager’s customers, enter that account 
manager’s number. 
 
SELECT BY CUST TYPE  Defaults to N for no.  If this is answered with a Y for yes, 
you will then be prompted for “CUST TYPES”.  You may enter up to ten different 
customer types.  If you want all customer types, accept the default by pressing the 
enter key.  If you want a selection window, enter a "?".  Using your arrow keys, if 
necessary, highlight the Customer Type you want and press the enter key. 
 
SELECT BY AGMT/CONT TYPE  Defaults to N for no.  If you want all contract types 
press the enter key to accept the default of N.  If you want to select only certain 
contract types, type in a Y for yes.  You will then be prompted for “AGMT/CONT 
TYPES”.  You may enter up to ten different Agreement/Contract types  If you want a 
selection window, enter a "?".  Using your arrow keys, if necessary, highlight the 
Agreement/Contract Type you want and press the enter key. 
 
STARTING PAST DUE DATE/ENDING  Enter the earliest and latest due date you 
want listed on the screen.  If you want all dates, enter 01/01/80 to 12/31/79. 
 
STARTING COMMIT DATE/ENDING  Enter the earliest and latest commitment 
dates you want listed on the screen.  If you want all dates, enter 01/01/80 to 
12/31/79. 
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PICKED UP PAST DUES  You have the option to list/collect on customers that have 
returned merchandise with a balance due.  The system default is E to exclude those 
customers accounts.   
  I = Include  
  E = Exclude  
  O = display only the accounts that have been picked up past dues. 
 
STARTING PICKED UP DATE/ENDING  If an “I” or “O” was entered in the "Picked 
Up Past Dues" prompt, enter the earliest and latest picked up dates you want the 
system to use or enter 01/01/80 to 12/31/79 to show all dates. 
 
SELECT BY A/R BILLING CYCLE  If you use revolving charge billing cycles, you 
may select a specific billing cycle by pressing Y.  You may enter up to five different 
billing cycles.  If you do not use billing cycles or if you want all, accept the default of 
(N)o. 
 
Press the F9 key.  You will be prompted for "Any More Changes".  When this is 
answered with an N for no, the system will begin counting records.  When this has 
completed, your screen will change to resemble Figure 13-3. 
 

 
Figure 13- 3 List Past Due Accounts 
 
HIGHLIGHT CODES AND MEANINGS ! = Customer is late on First payment 

*= First time customer has ever been late 
C = Commitment to pay by date 
B = Broken commitment to pay 
H = Hot Check Outstanding 

 
At the bottom of the screen, please note the prompts: 
F1 – FORWARD  If you want a customer who is not listed on this page, you can 
press the F1 key to see the next page. 
F2 – BACK  If you should pass up a customer you want, you can press the F2 key to 
go the previous screen listing. 
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F5 - CHASE CARD  Position the cursor on a single customer and press the F5 key.  
This will print a chase card with the details of the account including the last 3 
payments made. 
 
F6 - REF INFO  If you wish to see the reference information on the highlighted 
customer, press the F6 key and the screen will change to resemble Figure 13-4. 
 

 
Figure 13- 4 Customer Change Screen 
 
From this screen, you can access any references this customer has on file by using 
the function keys listed at the bottom of the screen.  You can also update the 
customer’s address, phone number and other information as you are talking to them 
on the phone.  Press the F9 key to update the changes you have made to the 
customer record and you will be returned to the listing. 
 

 
Figure 13- 5 List Past Due Accounts Screen F7 Letter Screen 
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F7 - LETTER 
There are a few other settings within the F7 selection.  If your company uses laser 
letters (this is an optional module), your screen will look similar to Figure 13-6, once 
you have the window open, use your arrow keys to highlight the letter of choice and 
press the enter key.   
 

 
Figure 13- 6 List Past Due Accounts Screen with F7 Letter Window 
 
If your company uses the standard text letters and you do NOT have the security to 
add, change or delete letters, your screen will look similar to Figure 13-7.  Use your 
arrow keys to highlight the letter of choice and press S to select it. 
 

 
Figure 13- 7 List Past Due Accounts Screen with F7 Letter Window to 
print a letter  
 
If your company uses the standard text letters and you DO have the security to add, 
change or delete letters, your screen will look similar to Figure 13-8.  Press the 
appropriate letter depending on what you want to do.   
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Figure 13- 8 List Past Due Accounts Screen with F7 Letter Window to 
add, change or delete Letters 
 
A – ADD A LETTER  allows you to add a new letter. 
C – CHANGE A LETTER  allows you to change an existing letter. 
D – DELETE A LETTER  allows you to delete an existing letter. 
E – EXIT  takes you back to the previous screen – out of the letter window. 
NEXT PAGE  advances to the next available window for more letters. 
PREV PAGE  takes you back to the previous window of available letters. 
REPRODUCE  allows you to copy an existing letter from the window to a different 
name. 
 
SELECT will print the highlighted letter in the window for the customer that is 
highlighted prior to selecting F7 – Letter. 
 
To prompt the corresponding customer/account information to print on the letters 
you must use the following values when adding or editing letters. 
 
Example :    $CUSTOMERNAME   prints the Customer First and Last name. 
  $ADDRESS1  prints the first address line 
  $ADDRESS2  prints the second address line 
  $CITY   prints the City 
  $STATE  prints the State 
  $ZIP   prints the zip code 
  $DEAR-FNAME prints Dear (customer First name) 
  $DATE   prints the current date 
 
You can also do the following 
 

$CITY-STATE-ZIP this will print the City State and zip code on one 
line 

 
F9 - VIEW DETAIL If you wish to see the details on the customer's account, press 
the F9 key and the screen will change to resemble Figure 13-9. 
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Figure 13- 9 View details on customer account 
 
From this screen, you can F1 - change customer data, F2 - calculate payoff, F3 - 
show ticket, F4 - show history, F5 - enter comment, F6 – Comment, F7 - Date/amt 
or F8 - go back to the previous screen. 

Customer Commitment 
While in View Detail, you can press the F6-Comment key twice and you will get a 
screen with a list of comments for that customer. See Figure 13-10. 
 

 
Figure 13-10 Enter customer commitment comment and date 
 
At this point, you can review previous comments made.  To add a new comment, 
press the F6-Add Comment key to add the comment information and press enter.  
See Figure 13-11. 
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Figure 13-11 Customer Contact Add Screen 
 
If you are using the “Enhanced TICKDUE” module your screen will resemble Figure 
13-11.  You can begin by calling the first contact that appears or press the F1-To List 
Other Customer Contacts function key and it will bring in a drop down box on the 
screen for you to use to select from, concerning this customer’s account.  Use the up 
and down arrow keys to highlight the contact the window to select it.   
See Figure 13-12. 
 

 
Figure 13-12 Customer Contact Add Screen with contact list drop 
down box 
 
Once you have processed this contact, you are ready to enter the commitment 
outcome for this entry, press enter for the drop down box, then select a commitment 
code if applicable. See Figure 13-13. 
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Figure 13-13 Customer History Add Screen with comment drop down 
box 
 
Once the commitment code is selected, you will see a screen similar to Figure 13-14. 
 

 
Figure 13-14 Customer History Add Screen with amount  
 
Note: Based on the settings associated with the Contact Code File and the 
commitment code selected, you could be prompted for any of the following: the 
amount displayed is the total amount due on all accounts for this customer to make 
them current (see the previous View detail screen).  If the amount they commit to is 
different from the total amount in this field, you may enter the committed amount by 
typing over the amount field here.  See Figure 13-15. 
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Figure 13-15 Customer History Add Screen with amount changed 
 
If you are prompted for a commitment date, you can enter in the date or press F1 
for a pop up calendar and use your arrow keys to select a date.  Press the F1 key to 
select the next month, F2 to go to the previous month, F3 to go to the next year, F4 
to go to the previous year, F7 to cancel out.  See Figure 13-16. 
 

 
Figure 13-16 Customer History Add Screen with pop up calendar 
 
Select the date and press enter or F9 to update. 
 
NOTE: This calendar is used to select the date the customer has committed to pay on 
this account.  See Figure 13-17. 
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Figure 13-17 Customer History Add Screen with commitment date 
 
If you are prompted for the time, it will allow you to enter the time of day, hour, 
minute, AM or PM.  See Figure 13-18. 
 

 
Figure 13-18 Customer History Add Screen commitment time  
 
Note: When the commitment date and comments are completed on the comment 
screen, they will be displayed on the Take Payments screen on the first line in the 
comment section with the commitment date noted on the right.  See Figure 13-19. 
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Figure 13-19 Take Payment Screen with entered commitment date and 
comment 

Customer Overdue Report  - ZIPA – ‘No Contact Report 
A new option on the Customer Overdue - ZIPA report will allow a report to be run for 
customers that have not been contacted within a certain time frame.  
 
To get into this program, Select ”Collections” off the Store Home Menu and then 
select “Past Due Customers” off the Retainment Menu or press the F10 key off of any 
menu to get to the command line (Input the module you would like to execute:) and 
type in “ZIPA” and press the enter key.   
 
You will be prompted for the printer or file pathname.  Press the enter key to accept 
the default printer or type in the proper printer number.  See Introduction to Reports 
for additional information about the printer/file pathname screen.  You will now be 
prompted for “Separate Locations”.  Press the enter key to accept the N default.   
 
You will see a screen similar to Figure 13-20. 
 

 
Figure 13-20 Print Customer Overdue Report – No Contact Report 
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REPORT ORDER 1 = Customer Name  Report will print alphabetically by  
   customer name. 
   2 = Customer Name within Zip Code  Report will print  
   alphabetically by customer name within zip code. 
   3 = Zip Code  Report will print in zip code order. 
   4 = Map Code  Report will print in map code order if you use  
   the map code field in “RCUSTMNT”. 
   5 = Oldest Due  Report will print in aging form with the oldest  
   past due accounts first. 
 
PRT HISTORY  PRINT COMMENT HISTORY: (Y)ES (N)O OR (O)NLY ACCTS WITHOUT 
HISTORY If you want to see the comment history for each customer enter a Y here, 
an O for only will get you a listing of customers with no comments or contact history.  
If answered with a Y or O you will then be prompted for the dates the comments 
were entered. 
 
SELECT BY LOC OR LOC GROUPS  If all stores are needed, press the enter key.  If 
you want to select by location(s) or location group(s), type in a Y for yes and enter 
the number here.  The report will only print information about the requested 
location(s) or location group(s).  Enter up to ten store numbers.  When entering a 
location, use 4 digits such as 0001  If you have selected to run the report for 
more than one location, you will see the prompt “SORT BY LOCATION”.  This gives 
you the option to run all stores together or have the report separate them. 
 
SORT BY LOCATION  This option allows you to sort the report by location in 
ascending location order. 
 
SELECT BY  This option allows you to run the report by particular salesmen or 
account managers.  If all salesmen or account managers are needed, press the enter 
key to accept the default of N for no.  A “Y” here will prompt you to choose (1) 
SALESMAN or (2) ACCT MGR and then will allow you to select up to 10 salesman or 
account managers.  
 
SORT BY SALESMAN/ACCT MGR  Defaults to N for no.  If this is answered with a Y 
for yes, the report will first sort by your choice in SELECT BY and the by your choice 
in REPORT ORDER, see Figure 13-3.   
 
SELECT BY CUST TYPE  Defaults to N for no.  If you want all customer types, 
accept the default of N for no by pressing the enter key.  If this is answered with a Y 
for yes, you then be prompted for “CUST TYPES”.  You may enter from one to ten 
different customer types.  Customer Types are set up and maintained using the 
program RCUSTYPE.  After you have selected Y for yes, if you want a selection 
window, enter a "?".  Using your arrow keys, if necessary, highlight the Customer 
Type you want and press the enter key. 
 
SELECT BY AGMT/CONT TYPE  Defaults to N for no.  If you want all contract types 
press the enter key to accept the default of N for no.  If you want to select only 
certain contract types, type in a Y for yes.  You will then be prompted for 
“CONTRACT TYPES”.  You may enter up to ten different contract types.  Contract 
types are set up and maintained using the program RCNRTYPE.  After you have 
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selected Y for yes, if you want a selection window, enter a "?".  Using your arrow 
keys, if necessary, highlight the Agreement/Contract Type you want and press the 
enter key. 
 
STARTING PAST DUE DATE  Enter the beginning past due date for these accounts.  
 
PRINT CUSTOMERS WITH COMMITMENT  Enter Y for yes if you want customers 
with commitments printed on this report, otherwise, N for no. 
 
ENDING PAST DUE DATE  Enter the last past due date you want on this report.  
For example: If today is July 11, 2006 and you want everybody 1-10 days late:  
   Starting Past Due Date:  07/01/06 
   Ending Past Due Date:    07/10/06 
 
USE COMMIT DATES FOR DUE DATES  This should be answered with a Y for yes 
only if you are running a commitment report.  It will then use the dates entered in as 
the beginning and ending past due dates for commitment dates instead. 
 
COUNT RECEIVABLES AS PAST DUE  If you want to count the amount of money 
that a customer may have as a receivable account “RTO Receivables” as past due, 
select Y for yes. 
 
START/END ACCOUNT NUMBER  If you want to print only particular accounts, you 
may enter a starting and ending account number here. 
 
SELECT BY ZIP/MODEL/DESC  If you want all zip codes, model numbers and 
descriptions, press the enter key to accept the default of N for no.  If you want to 
specify any of these things, type Y for yes.  You will then be prompted “SELECT BY 
ZIP/MODEL NBR/DESC” and the options will be listed on the bottom of the screen: 
 (1)  Select by Zip Code – prompts for up to ten zip codes 
 (2)  Select by Model Nbrs – prompts for up to three model numbers 
 (3)  Select by Desc – prompts for up to three descriptions 
 
SUMMARIZE BY ZIP/PC  Defaults to N for no.  If answered with a Y for yes here 
and Y for WANT TOTALS ONLY your report will be a snap shot of total past due 
dollars for each zip code or map code, a (N)o to totals only will print this snap shot 
on the last page of the report. 
 
(SUMMARIZE) BY CUST TYPE  Defaults to N for no.  If answered with a Y for yes 
here and Y for WANT TOTALS ONLY your report will be a snap shot of total past 
due dollars for each customer type, a (N)o to totals only will print this snap shot on 
the last page of the report.  
 
WANT TOTALS ONLY  Defaults to N for no.  If answered with a Y for yes, and (N)o 
to the previous two questions the report will be only totals for each location showing 
Total Tickets This Location, Indicated BOR and Receivables and then a total for all 
locations on report combined.  This is not a customer list.  This is only totals. 
 
ONLY FIRST TIME OVERDUE CUSTS  Answer with a Y for yes and the report will 
print only those customers who are overdue for the first time. 
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OVERDUE FIRST PMT REPORT  Defaults to N for no.  If answered with a Y for yes, 
the report will print only those customers who are late on their first payment. 
 
PRINT FORM  (1)  Regular Form (Zip Only) 
    (2)  10.5" form  
    (3)  2 per page, 4 = 10" form 
   (4)  10” FORM 
 
ONLY WITH COMMENTS  Do you want an overdue report on only those customers 
with comments on their accounts?  If so, answer with a Y for yes.  If not, press the 
enter key to accept the default of N for no. 
 
PRINT REFERENCES ON REPORT  If answered with a Y for yes, the report will 
print the references (if any) on the report.   
 
ACCOUNT TYPE  Enter your account type here. The options are; 
   (1)  RTO Accounts 
   (2)  AR Accounts 
   (3)  Loan Accounts 
   (4)  RTO and Loan 
   (5)  Misc Fee 
   (6)  RTO and Misc Fee 
   (7) Revolving 
 
STARTING NAME  If you want all customers printed, press the enter key.  If you 
only want customers from a certain last name on through the end of the alphabet, 
enter the last name or letter you wish the report to start with.  The report will begin 
with the entered name and continue through the end of the alphabet. 
 
ADD LATE CHARGES  If you want late charges added to payment amount due, 
select Y for yes, otherwise, select N for no. 
 
ONLY ACCTS WITH RTO RECEIVABLE  If answered with a “Y”, report will only 
print those customers who have a RTO Receivable. 
 
Press the F9 key.  You will be prompted for “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting and will print to the printer 
or file pathname you designated earlier in this ZIPA report process.   
 
See Figure 13-21 for a ‘No Contact’ report example. 
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Figure 13-21 No Contact Report Example 

Past Due Summary Account Report - BWACRPT 
This report is a past due summary or call list. 
  
To get into this program, Select ”Collections” off the Store Home Menu and then 
select “Past Due Summary/Call List” off the Retainment Menu or press the F10 key 
off of any menu to get to the command line and type in “BWACRPT” and press the 
enter key.  See Figure 13-22. 
 

 
Figure 13-22 Past Due Summary Account Report  
 
SELECT BY LOC OR LOC GROUPS  If you want to select by location(s) or location 
group(s), type “Y” for yes and enter the number here.  The report will only print 
information about the requested location(s) or location group(s).  If you have 
selected to run the report for more than one location, you will see the prompt “SORT 
BY LOCATION”.  This gives you the option to run the selected stores together as one 
combined report or have the report separated by store. 
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SELECT BY SLSMN OR ACCT MGRS  Enter a Y if you would like to select by the 
employee or account manager for the account, you may enter up to 10 employee 
numbers.  Accept the N for the default if you want all who entered comments. 
 
SORT BY SALESMEN/ACCT MGRS  Enter a Y if you would like to have the call list 
sorted by the employee or account manager.  Accept the N for the default to not sort 
by the employee or account manager. 
 
SELECT BY CUST TYPE  Defaults to N for no.  If this is answered with a Y for yes, 
you will then be prompted for “CUST TYPES”.  You may enter up to ten different 
customer types.  If you want all customer types, accept the default by pressing the 
enter key. 
 
SELECT BY AGMT/CNT TYPE  Defaults to N for no.  If you want all contract types 
press the enter key to accept the default of N.  If you want to select only certain 
contract types, type in a Y for yes.  You will then be prompted for “AGMT/CNT 
TYPES”.  You may enter up to ten different contract types. 
 
WANT TOTALS ONLY  Enter a Y to get a summary of the call list.  Accept N as the 
default to get the detail information. 
 
BASE PAST DUES ON THIS DATE:  Defaults to today’s date.  Enter the date you 
want past dues based on.  If you want to include today’s past dues, enter tomorrow’s 
date. 
 
PRINT INVENTORY ON REPORT  Press enter to accept the default of Y to print the 
inventory on this report.  Enter an N to NOT print the inventory on the report. 
  
COUNT BOR BY  Counts balance on rent based on 

(1)  Number of Contracts 
    (2)  Indicated BOR on Ticket 
    (3)  Inventory 
 
PRINT COMMENTS ON REPORT  Enter a Y to print the comments on the report.  
Accept the default of N if you do not want the comments to print on this report. 
 
ACCOUNT TYPE  Enter the type of accounts you want to print on this report. 

(1)  RTO Accounts (includes special orders) 
    (2)  Loan Accounts 
    (3)  RTO Accounts 
 
WANT PENDING CHARGE OFFS  Enter a Y if you want to print the pending charge 
offs on this report.  Accept the default of N if you do not want to print pending 
charge offs on this report. 
 
PRINT FORMAT  Enter the type of print format you want the report to print with. 

(1)  Format 1 
    (2)  Format 2 (with phone numbers) 
    (3)  Format 3 
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SORT BY OLDEST DUE DATE  Enter a Y if you want the report sorted starting with 
the oldest due date.  Otherwise accept the N for no. 
 
PAST DUE SUMMARY OPTION  Enter the number corresponding to the way you 
want the summary to break out information meaning 1 to 4 days past due, 8-15 
days past due and so on. 

(1)  1-4,5-7,8-15,16-23,24-31,32-60,>61 
     (2)  1-3,4-7,8-14,15-30,31-45,45-60,>91 
 
PRINT INVENTORY BOOK VALUE  Enter a Y if you want the book value to print on 
the report.  Otherwise accept the N for no. 
 
Press the F9 key.  You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting and will print to the printer 
or file pathname you specified. 
 
An example report run for totals only can be seen in Figure 13-23. 
 

 
Figure 13-23 Past Due Summary Account Report Example 

Account Manager Activity Report - AMACTRPT 
This report will show contact activity on customers with many different options for 
reporting. 
 
To get into this program, select ”Collections” off the Store Home Menu and then 
select “Commitments Report” off the Retainment Menu or press the F10 key off of 
any menu to get to the command line and type in “AMACTRPT” and press the enter 
key.  See Figure 13-24. 
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Figure 13-24 Account Manager Activity Report  
 
SELECT BY ENTERED BY  Enter a Y if you would like to select by the employee or 
account manager that entered the comments, you may enter up to 10 employee 
numbers.  Accept the N for the default if you want all who entered comments. 
 
SORT BY ENTERED BY  Enter a Y if you would like to have the comments sorted by 
the employee or account manager.  Accept the N for the default to not sort by the 
employee or account manager. 
 
STARTING ENTERED DATE/ENDING ENTERED DATE  Enter the date range for 
which the comments were entered into the comment history. 
 
USE ACCT MGR AS ENTERED BY  If you want the report to show the account 
manager assigned to the agreement instead of the employee who entered the 
comment, enter a Y here.  If you want it to use the actual employee number that 
entered the comment, accept the N as the default. 
 
SELECT BY LOC OR LOC GROUPS  If you want to select by location(s) or location 
group(s), type “Y” for yes and enter the number here.  The report will only print 
information about the requested location(s) or location group(s).  If you have 
selected to run the report for more than one location, you will see the prompt “SORT 
BY LOCATION”.  This gives you the option to run the selected stores together as one 
combined report or have the report separated by store. 
 
SORT BY LOCATION  This option allows you to sort the report by location in 
ascending location order. 
 
WANT TOTALS ONLY  Enter a Y to get a summary of the different comment codes.  
Accept to the N as the default to get the detail information of each comment 
entered. 
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SELECT BY ACCOUNT NUMBER  Enter a Y to select by a singe customer account 
number.  Accept the N for the default to get all customer account numbers. 
 
PRINT ORDER  Press enter to accept the 1 default and it will print in date and time 
order, enter 2 to have it printer in customer, date, and time order. 
 
SELECT BY CONTACT CODE  Enter a Y to select by a specific contact code type.  
Once you have selected Y, you may enter up to five different contact codes, if you do 
not know the code numbers, type ? and press the enter key, this will give you a drop 
down list to choose from.  Accept the default of N to get all contact codes. 
 
PRINT CONTACT PHONE NBR LINE  Enter a Y to print the contact phone number 
line on the report.  Accept the default of N if you do not want to print the contact 
phone number line on the report. 
 
PRINT ONLY PENDING C/O NOTES  Enter a Y to print only pending charge off 
notes on the report.  Accept the default of N if you do not want to print only pending 
charge off notes. 
 
Press the F9 key.  You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting and will print to the printer 
or file pathname you specified. 
 
An example Account Manager Report can be seen in Figure 13-25. 
 

Figure 13-25 Account Manager Activity Report Example 

Pastdue Statements - PASTDUE 
To get into this program, select ”Collections” off the Store Home Menu and then 
select “Pastdue Statements” off the Retainment Menu or press the F10 key off of any 
menu to get to the command line and type in “PASTDUE” and press the enter key.   
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 
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information about the printer/file pathname screen.  You will now be prompted for 
“Separate Locations”. Press the ENTER key to accept the default of N.  You will see a 
screen similar to Figure 13-26. 
 
If you have a custom statement that is set up to run in your system you can set your 
screen similar to Figure 13-26 choosing the parameters your company uses to print 
the past due statements. 

 
Figure 13-26 Print Customer Pastdue Statements 
 
Or your company may be using letters (other than custom laser statements) set up 
in the system that can be printed and mailed to customers.  See Figure 13-27 for 
generating letters other than custom laser letters or statements.  You do have the 
option to key actual comments in the MESSAGE TO PRINT area that will appear on 
the past due letter. 
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Figure 13-27 Print Customer Past Due Statements 
 
TYPE OF STATEMENT/FORM  At the first prompt, enter the account type you want 
on this report.  Available options are shown at the bottom of the screen.  At the 
second prompt, enter the type of form you wish the report to print on.  Available 
options are shown at the bottom of the screen. 
 ACCOUNT TYPE  (1)  RTO 
          (2)  AR 
          (3)  Airtime 
         (4)  Revolving 
         (5)  Other Fee 
         (6)  RTR 
         (7) Picked Up RTO 
Once you have entered the type of account, your cursor will move to the second 
prompt for FORM.  Enter the number corresponding to the form you want to print. 
         (1) Regular - no longer used 
         (2) Customer Mail Back 
         (3) AR 11 Inch 
         (4) AR 7.5 Inch 
         (5) Starter 
         (6) Free Form 
         (7) Laser Letters 
 
SELECT BY LOC OR LOC GROUP  If you want to select by location(s) or location 
group(s), type in a Y for yes and enter the number here.  The report will only print 
information about the requested location(s) or location group(s).  Enter up to ten 
store numbers or if choosing by location group, select by 10 location groups or a 
range of groups.  If all stores are needed, press the ENTER key to accept the default 
of N for no.  If you have selected to run the report for more than one location, you 
will see the prompt “SORT BY LOCATION”.  This gives you the option to run all 
stores together or have the report separate them. 
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CALCULATE TAX  If you want the system to calculate taxes, press the ENTER key to 
accept the default of N for no.  If you do not want the system to calculate taxes, type 
in an N for no. 
 
SELECT BY CUST TYPE  Defaults to N for no.  If this is answered with a Y for yes, 
you will then be prompted for “CUST TYPES”.  You may enter from one to ten 
different customer types.  If you want all customer types, accept the default by 
pressing the ENTER key. If you want a selection window, enter a "?".  Using your 
arrow keys, if necessary, highlight the Customer Type you want and press the ENTER 
key. 
 
SELECT BY CONTRACT TYPE  Defaults to N for no.  If you want all contract types 
press the ENTER key to accept the default of N.  If you want to select only certain 
contract types, type in a Y for yes.  You will then be prompted for “CONTRACT 
TYPES”.  You may enter up to ten different contract types.  If you want a selection 
window, enter a "?".  Using your arrow keys, if necessary, highlight the Contract 
Type you want and press the ENTER key. 
 
STARTING PAST DUE DATE  Enter the first past due date you want this report to 
start with. 
ENDING PAST DUE DATE  Enter the last past due date you want on this report.  
Example:  If today is June 15, 2002 and you want to send a STATEMENT to 
customers that will be due in July, you would use: 
  Starting Past Due Date: 07/01/02   

Ending Past Due Date:   07/31/02.  -or- 
If you want to send customer statements for customers due in May a PAST DUE 
NOTICE, you would use: 
  Starting Past Due Date: 05/01/02  

Ending Past Due Date: 05/31/02.   
Run these two examples separately and use the appropriate message to print.   
 
STARTING AGREEMENT DATE  Enter the earliest agreement date you want the 
system to use for this report.  If you want the system to use all agreements 
regardless of when the agreement was set up, use the starting date of 01/01/80. 
ENDING AGREEMENT DATE  Enter the last agreement date you want the system 
to use for this report.  If you want the system to use all agreements, enter the date 
12/31/79. 
 
PAY THRU DATE WEEK/MONTH  In the1st field, enter the date you want the 
system to use to calculate the number of payments due for weekly accounts (when 
do you want them to pay through to when they from this notice).  In the 2nd field, 
enter the date you want the system to use to calculate the number of payments due 
for monthly accounts (when do you want them to pay through to when they pay 
from this notice). 
 
LATE CHARGES  Enter the date you want the system to use to calculate the number 
of days late for the purpose of calculating late charges. 
 
MESSAGE TO PRINT  Please refer to Figure 13-26.  If you are using the free form 
Type of Statement, this is where you choose what letter is appropriate for the 
customers past due within certain time frames the customer is past due.  In the 



                                                               Collections (Past Due Accounts) 
 

Page 192 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

example in Figure 13-26, given customers that are 1-30 days past due will fall into 
the category 0030 LTTR.  When you press the ENTER key here, you will get a listing 
of free form statements (these need to be created before this program can be run).  
Choose the appropriate letter for this customer.  Press ENTER to move over to the 
next field.  In the example given in Figure 13-26, 0060 LTTR would be for customers 
that are 31-60 days past due.  After pressing the ENTER key, choose the appropriate 
letter for these customers.  9999 will capture all the customers not defined in the 
above categories.  You have the choice of running all past due periods or a 
combination thereof.  The letters will print based on the print order requested (either 
account number or customer name) based on how the question is answered further 
on, but the appropriate letter will be printed for the appropriate customer.  If you are 
not using free form method, and if you want a message to print on the past due 
notice, enter it here.  You may type in up to 4 lines with 45 characters each.  If you 
wish to only send one letter, wipe out the days on the remaining lines.  If you want 
everyone to get the same letter regardless of due date, you would choose the “9999” 
and all due dates within starting and ending past due dates selected on this screen 
will print.  See example letter in Figure 13-28. 
 LETTERS 
 A – To add a new letter. 
 C – To change an existing letter. 
 D – To delete an existing letter. 
 E – Exit takes you back to the previous screen. 
 Next Page advances you to the next available window for more 

letters. 
 Prev Page take you back to the previous window of available 

letters. 
 Reproduce allows you to copy an existing letter from the 

window to a different name. 
 Select will print the highlighted letter in the window for the 

customer that is highlighted prior to selecting F7 – Letter. 
 
If you are adding/editing/changing a letter, you can use the following codes as typed 
here and it will bring over the customer information and print it where you place 
these values.  Example: $CUSTOMERNAME prints the customer’s first and last name.  
Note: number of characters indicates the number of spaces required on that letter to 
print the customer information. 
 
Customer Information Codes Number of Characters Description 
$CURDATE     9   Current System Date 
$LPAYDTE     9   Last Paid Date 
$NDUEDTE     9   Next Due Date 
$DATE      18   System Date 
$ADDRESS1     26   Address Line 1 
$ADRESSS2     26   Address Line 2 
$CUSTNMBR     9   Customer Account Number 
$TICKNMBR     9   Ticket/Agreement Number 
$TLAMTDUE     9   Total Amount Due 
$TAGMTAMT     9   Total Agreement Amount 
$TPYMTAMT     9   Total Payment Amount 
$CUSTOMERNAME    31   Customer Name 
$STUDENTSNAME    31   Student Name 
$DEAR-FNAME     22   Prints Dear and Customer First Name 
$CITY-STATE-ZIP    30   City, State and Zip Code 



                                                               Collections (Past Due Accounts) 
 

Page 193 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

$COMPLINE1     28   TERMMNT record line 1 
$COMPLINE2     28   TERMMNT record line 2 
$COMPLINE3     28   TERMMNT record line 3 
$COMPLINE4     28   TERMMNT record line 4 
$TCKGRP     8   GRP on ticket 
$ITEMDESC     29   Inventory Description 
$ITEMSER#     11   Inventory Serial Number 
$IPURPRCE     10   Purchase Price 
$ITEMMODEL#     19   Inventory Model Number 
$ITEMMANU     29   Inventory Manufacturer 
$#PD      5   Number of Payments Past Due 
$TLPMTDUE     10   Total Payment Due 
$TLLTEDUE     10   Total Late Due 
$TLOTHDUE     10   Total Other Due 
$TLTAXDUE     10   Total Tax Due 
$TLPMTGRP     10   Total Payment Due with GRP 
$TLGRPDUE     10   Total GRP Due 
$RTORECVA     10   RTO Receivable amount due 
$TLAMTRCV     10   same as TLAMTDUE w/receivable 
$TLL TERCV     10   Late receivable 
$LDPLSIM     9   Last due date plus 1 month 
$TLBLFEES        Ticket Contract Balance + 
         TLGRPDUE + TLLTERCV + 
         TLOTHDUE + TLTAXDUE + 
$SCHOOLNAME        School Name 
$HOMEPHONENBR    12   Home Phone Number 
$ADREEDATE     9   Agreement Date 
*FF Form Feed        Make the printer to the top of the  
         next page 
*EOF         End Here – Start next line 
*CRX         Do a carriage return X number of times 
 

 
Figure 13-28 Final Past Due Notice Example 
 
USE MAP CODE FOR ZIP CODE  Enter a Y to use map code for zip code.  This is for 
Canada only. 
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STARTING ACCOUNT NUMBER Enter the smallest account number you want the 
report to print.  If you want the report to print any past due account regardless of 
the account number, press the ENTER key to accept the default of 0. 
ENDING ACCOUNT NUMBER  Enter the largest account number you want the 
report to print.  If you want the report to print any past due account regardless of 
the account number, press the ENTER key to accept the default of 999999999. 
 
STARTING AGMT/CONT NUMBER  Enter the smallest agreement/contract number 
you want the report to print.  If you want the report to print any past due account 
regardless of the agreement/contract number, press the ENTER key to accept the 
default of 0. 
ENDING AGMT/CONT NUMBER  Enter the largest agreement/contract number you 
want the report to print.  If you want the report to print any past due account 
regardless of the agreement/contract number, press the ENTER key to accept the 
default of 999999999. 
 
STARTING INVOICE NBR  If you want all invoices included, press the ENTER key 
to accept the default of 0.  If you want to specify a beginning invoice number, enter 
it here. 
 
PRINT TEST NOTICE  Enter a Y for yes if you need to line up the paper in the 
printer. 
 
TERMINAL NBR FOR STORE ADDRESS  Terminal number for the return store 
address, leave zero to use ticket store. 
 
PRINT ORDER 1 = Account Number   
   2 = Customer Name 
NOTE: Account Number is the suggested print order.  If you have a printer 
malfunction in the middle of the run, you could start up again by last 
account number that was printed.  
 
Press the F9 key.  You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting and will print to the printer 
or file pathname you specified. 
 
Below is an example of a pastdue statement.  See Figure 13-29. 
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Figure 13-29 Printed Pastdue Statement snapshot 
 
There are several uses for this past due letter report and program.  You can print 
letters in free form type, print statements, print test notices, or print laser letters 
that you have in the system. 
 
See your corporate office representative for the details on how you are to utilize this 
specific module.  This particular past due notice report, statements and letters are 
specific to your business and tailored either by your corporate office possibly with 
RSSS assistance in getting this set up.  See Figures 13-29 and Figure 13-29 for a 
screen and report snapshot example. 

Call List - BRCHASE 
This report is a way to print your call list. 
  
To get into this program, Select ”Collections” off the Store Home Menu and then 
select “Call List” off the Retainment Menu or press the F10 key off of any menu to 
get to the command line and type in “BRCHASE” and press the enter key.  See 
Figure 13-30. 
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Figure 13-30 Call List - BRCHASE  
 
SELECT BY LOC OR LOC GROUPS  If you want to select by location(s) or location 
group(s), type “Y” for yes and enter the number here.  The report will only print 
information about the requested location(s) or location group(s).  If you have 
selected to run the report for more than one location, you will see the prompt “SORT 
BY LOCATION”.  This gives you the option to run the selected stores together as one 
combined report or have the report separated by store. 
 
SELECT BY SLSMN OR ACCT MGRS  Enter a Y if you would like to select by the 
employee or account manager for the account, you may enter up to 10 employee 
numbers.  Accept the N for the default if you want all who entered comments. 
 
SORT BY SALESMEN/ACCT MGRS  Enter a Y if you would like to have the call list 
sorted by the employee or account manager.  Accept the N for the default to not sort 
by the employee or account manager. 
 
SELECT BY CUST TYPE  Defaults to N for no.  If this is answered with a Y for yes, 
you will then be prompted for “CUST TYPES”.  You may enter up to ten different 
customer types.  If you want all customer types, accept the default by pressing the 
enter key. 
 
SELECT BY AGMT/CNT TYPE  Defaults to N for no.  If you want all contract types 
press the enter key to accept the default of N.  If you want to select only certain 
contract types, type in a Y for yes.  You will then be prompted for “AGMT/CNT 
TYPES”.  You may enter up to ten different contract types. 
 
WANT TOTALS ONLY  Enter a Y to get a summary of the call list.  Accept N as the 
default to get the detail information. 
 
BASE PAST DUES ON THIS DATE:  Defaults to today’s date.  Enter the date you 
want past dues based on.  If you want to include today’s past dues, enter tomorrow’s 
date. 
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PRINT INVENTORY ON REPORT  Press enter to accept the default of Y to print the 
inventory on this report.  Enter an N to NOT print the inventory on the report. 
 
PRINT COMMENTS ON REPORT  Enter a Y to print the comments on the report.  
Accept the default of N if you do not want the comments to print on this report. 
 
TICKET OR CUSTOMER FORMAT  Enter the format type. 

(T)  Original Ticket Report Format 
    (C)  Customer Format 
 
SORT BY  Enter how you want the report sorted. 

(1)  Days Late 
    (2)  Cust Name 
    (3)  Agmt Date 
   (4)  Total Due 
   (5)  Address 
   (6)  Zip 
   (7) Mapcode 
 
ACCT MGRS ON SEPARATE PAGES  Enter a Y if you want each account managers 
call list to print on a separate page.  Accept the default of N if you do not want to 
break out account managers on separate pages. 
 
AGREEMENT TYPE  Enter the agreement type you want to print the call list for. 

(1)  RTO 
    (2)  Fee 
    (3)  RTO and Fee 
 
EXCLUDE OPEN COMMITMENTS  Enter a Y to exclude customers with open 
commitments from this call list.  Otherwise accept the N for no. 
 
PAST DUE SUMMARY OPTION  Enter the number corresponding to the way you 
want the summary to break out information meaning 1 to 4 days past due, 8-15 
days past due and so on. 

(1)  1-4,5-7,8-15,16-23,24-31,32-60,>61 
     (2)  1-3,4-7,8-14,15-30,31-45,45-60,>91 
 
PRINT INVENTORY BOOK VALUE  Enter a Y if you want the book value to print on 
the report.  Otherwise accept the N for no. 
 
Press the F9 key.  You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting and will print to the printer 
or file pathname you specified. 
 
An example report run for totals only can be seen in Figure 13-31. 
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Figure 13-31 Call List - BRCHASE Example 

Print Commitment File Report - CMMTRPT 
The Commitment Report - CMMTRPT is used as a management follow up report to 
track and review commitment activity by account manager and is used with the 
optional RSSS On-Screen Collections known as the Enhanced TICKDUE program. 
 
To get into this program, select it off of your Store Collections Menu or press the F10 
key off of any menu to get to the command line and type in “CMMTRPT” and press 
the enter key.   
 
The next screen will prompt you for the “Printer or File Pathname”.  Press the enter 
key to accept the default printer or type in the proper printer number.  See 
Introduction to Reports for additional information about the printer/file pathname 
screen.  You will see a screen similar to Figure 13-2.  You will now be prompted for 
“Separate Locations”.  Press the enter key to accept the N default.   
 
You will see a screen similar to Figure 13-32. 
 

 
Figure 13-32 Print Commitment File Report 
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SELECT BY ENTERED BY  If you want all commitments regardless of who entered 
them, accept the default of N.  You will now be prompted “Sort by Entered by”.  If 
you want them sorted by the employees who entered them, enter a Y.   
If you want to see only what particular employees entered, enter a Y and you will be 
prompted “Entered By”.  You will have the option to enter up to 10 different 
employee numbers. 
 
STARTING ENTERED DATE  Enter the beginning date for commitments you want to 
report. 
 
ENDING ENTERED DATE  Enter the ending date for commitments you want to 
report. 
 
USE ACCT MGR AS ENTERED BY  Enter the account manager number to select the 
option to override the entered by and use the account manager number rather than 
the person who entered the commitment.  Allows you to run the report by route 
instead of by who entered the commitment. 
 
Press the F9 key.  You will be prompted for “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting and print to the printer or 
file pathname you specified.  See Figure 13-33 and Figure 13-34 for example setup 
screen and resulting Commitment File Report. 

Example of the CMMTRPT setup screen and resulting report 

 
Figure 13-33 Print Commitment File Report Screen Example 
 

 
Figure 13-34 Resulting Commitment File Report Example 
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Print Customer Past Due Letters - TCKPDUE1 
This program allows you to print the customer letters as used in the On-Screen 
Collections – TICKDUE for a range of customers by their due date. 
 
To get into this program, press the F10 key off of any menu to get to the command 
line (Input the module you would like to execute) and type in “TCKPDUE1”. 
 
You will be prompted for the printer or file pathname.  Press the enter key to accept 
the default printer or type in the proper printer number.  See Introduction to Reports 
for additional information about the printer/file pathname screen.  You will now be 
prompted for “Separate Locations”.  Press the enter key to accept the N default.  You 
will see a screen similar to Figure 13-35. 
 

 
Figure 13-35 Print Customer Past Due Letters 
 
STORE  Enter your store locationto run letters for your store, if you leave this set to 
zero you will run past due letters for ALL stores. 
 
RANGE OF DAYS PAST DUE/ENDING  Enter the range of days past due. 
 
SELECT PAST DUE LETTER  Enter the name of the Letter and press the F9 key; you 
will be prompted “Any More Changes: N”.  If you do not need to change anything, 
press the enter key to accept the default of N for no and run the letters.  If you do 
not know the name of the letter, press the enter key to get a listing; depending on 
your security authorization you will have different options at the bottom of the 
screen.  If you have full security, you may add, change or delete letters.  If you do 
NOT have full security, you will only have the option “S” to select.   
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Past Due Letter Example Screens 

 
Figure 13-36 Print Customer Past Due Letters Window 
 
In Figure 13-36, there are letters available; however, we want to add a new letter.  
You can press “A” to add a new letter, see Figure 13-37. Please note the prompts 
you will see at the bottom of the screen will depend on your security authorization to 
work with letters.  
  

 
Figure 13-37 Adding a Past Due Letter 
 
If you press “A” next to the first letter, you will now see a screen similar to Figure 
13-38. 
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Figure 13-38 Continuing to Add a Past Due Letter 
 
LETTER: Enter the name you want to use to refer to this letter.  Press the enter 
key and your cursor will now be below the line on the screen.  You will be able to 
type the body of the letter here.  You can use the following basic data tags to 
incorporate customer information into your letter. 
 
$DATE   Prints system date 
$CUSTOMERNAME Prints first & last name 
$ADDRESS1  Prints first address line 
$ADDRESS2  Prints second address line 
$CITY   Prints city 
$STATE  Prints state 2 digit code 
$CITY-STATE-ZIP Prints these all on one line 
$DEAR-FNAME Prints Dear ____________ uses the customer first name. 
 
Figure 13-39 shows the letter that we identified and typed in at the screen shown in 
Figure 13-40. 
 

 
Figure 13-39 Actual Past Due Letter Example 
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When you have completed typing the letter, press the F9 key and you will be 
returned to the window from which you may select a letter to print.  Using your 
arrow keys, select the letter you want to print and press “S”, see Figure 13-34. 
 

 
Figure 13-40 Print Customer Past Due Letters Selection Window 
Screen 
 
Press enter and a screen similar to Figure 13-41 will appear.  See Figure 13-42 for 
an example of printed letter. 
 

 
Figure 13-41 Print Customer Past Due Letters Screen with letter 
selected 
 



                                                               Collections (Past Due Accounts) 
 

Page 204 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

 
Figure 13-42 Past Due Letter Example 

Adding, Changing or Deleting Contact Commitment Codes 
To get into the Contact Commitment Code program, press the F10 key off of any 
menu to get to the command line and type in “GETCCODE”.  See Figure 13-43. 
 
NOTE:  This function is something that is set up by your company 
management and requires a high level of security authorization.   
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Figure 13-43 Contact Code File Maintenance Screen 
 
To add a new contact code, press the F6-Add Code key and you will get a screen 
similar to Figure 13-44.  You do have to have the security authorization to add, 
change or delete contract codes. 
 

 
Figure 13-44 Contact Code Add Screen 
 
CONTACT LINE NBR  This determines the position (or line number) this 
commitment code will appear on in the selection window. 
 
CONTACT DESC  Type in the contact description.  This will display in the selection 
window and on reports. 
 
COMMITMENT  Enter a Y if this contact type is treated as a commitment when 
added, otherwise leave it N for no commitment. A commitment will populate the first 
line of the comments window in RP and populate the commitment date field. 
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ASK FOR DATE  Enter a Y if you want to require employees to enter a date when 
this commitment code is selected. N if a commitment date will not be required. 
 
ASK FOR AMOUNT  Enter a Y if you want to require employees to enter the amount 
the customer has committed to pay when this commitment code is selected; N 
amount will not be required. 
 
When you have completed the new contact commitment code entry, press the F9 
key.  You will be prompted for “Any Changes”.  Press the enter key and accept the 
default of N for no more changes if your entry is complete.  You will be returned to 
the Contact Code Add Screen.  Press the F8 key when you are done adding new 
contact codes to back out to a menu. 
 
To change a new contact code, highlight the code you want to change using your up 
and down arrow keys, press the F4-Change Code key and you will get a screen 
similar to Figure 13-45. 
 

 
Figure 13-45 Contact Code Change Screen 
 
When you have completed the change to the contact code entry, press the F9 key.  
You will be prompted for “Any Changes”.  Press the enter key and accept the default 
of N for no more changes if your entry is complete.  You will be returned to the 
Contact Code File Maintenance Screen.  Press the F8 key when you are done adding 
new contact codes and this will back out to a menu. 
 
To delete a contact code, highlight the code you want to delete using your up and 
down arrow keys, press the F3-Delete Code key and you will get a screen similar to 
Figure 13-46. 
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Figure 13-46 Contact Code Delete Screen 
 
Enter a Y for yes to delete the contact code.  You will be returned to Contract Code 
Maintenance Screen.  Press the F8 key to back out to a menu. 
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Chapter 14 – Sales  

Sale Program - SALE 
Using the Sale Program, you can post a sale, look up previous sales tickets, and 
process sale refunds (if you have security authorization to do so).   
 
To post a sale from the Store’s Home Menu, select “Sales” from the Daily Customer 
Service Menu or press the F10 key and at the command line type in “SALE” and 
press the enter key.  A screen similar to Figure 14-1 will appear.   
 

 
Figure 14- 1 Customer Maintenance Screen 
 
At the Customer Name/# prompt you have the option to select a customer by name 
(last name first), account number, address, drivers license number, telephone 
number or social security number (use the corresponding function keys).  See 
Figure 14-2. 
 

 
Figure 14- 2 Customer Maintenance Screen w/Customer Listing 
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To select the customer, make sure your cursor is on the highlighted customer you 
want to select and press the F9 key or enter to move to the Sales Entry screen.  
Many customers have similar names.  To determine whether the existing customer 
information is the same, you can use the F4-key to view the customer information. 

Adding a sales customer 
If the customer is not in the system, you can press the F6-Add key while you have 
the customer listing up on your screen.  The add screen will appear, see Figure 14-3. 
 

 
Figure 14- 3 Customer Add Screen 
 
Some of the following fields may require you to enter data in the field. For social 
security number and driver’s license number (if your company does not require this 
information be completed, enter a 1 in the field).  A valid account manager may be 
required along with the customer type.  Be aware when entering in the customer 
Social Security Number or Driver’s License Number, if it matches a current customer 
you will receive the message  

 
This message is to advise you of potential fraud.  You may need to reverify the 
number entered. 
 
Once you have entered the customer's information, press the F9 key and you will get 
the “Any More Changes” prompt.  When you accept the default of N at the “Any More 
Changes” prompt, the cursor will go to the comments box.  Here you may enter up 
to 50 lines of comments on this customer, such as directions to the house, etc.  This 
is information you will want to keep permanently on this customer’s account.  When 
you are done, press the F9 key and you will be taken to the sales screen to begin 
entering the sale.  Please see Changing Customer Data for more information on 
adding or changing customers.  Whether the customer existed or was added, your 
screen should now resemble Figure 14-4. 
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Figure 14- 4 Sales Entry Screen 
 
Note the screen prompts at the bottom of the screen. 
 
F1-CUST CHGS  Allows employee (with proper security) to change customer 
information such as address and phone number. 
F3-PREV TICKETS  Allows the employee to review the customer’s previous sales 
tickets and process refunds. 
F6-COMMENT  Allows employee to post a permanent comment about the customer. 
 
Your cursor will be at the prompt “Right Customer”.  If this is not the right customer, 
enter an N.  You will be returned to a screen similar to Figure 14-1.  When the “Right 
Customer” prompt is answered with a Y, the screen will change slightly as shown in 
Figure 14-5.   
 

 
Figure 14- 5 Sales Entry Screen for the right customer 
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Posting a Sale 
Your cursor will be under the “Model Number” prompt.  You can scan in a UPC code if 
your company has included this information in the model file using an RSSS 
approved Scanner or enter the entire model number or you can search by partial 
model number using the (*) key to replace the first few characters, or search by 
product description.  If you are doing a search either by model or description, type a 
few characters in at “Model Nbr”  and press enter.  See Figure 14-6.   
 
Note that you can also leave the model number field blank, then press the enter key 
to move the cursor to the “Serial #” field and enter the serial number instead of a 
model number to bring the information into the Sales Entry screen. 
 

 
Figure 14- 6 Sales Entry Screen with model/description prompt 
 
After choosing the appropriate model number from the list, press enter.  The model 
number will now be shown on the Sales screen.  If you need to look up a serial 
number associated with this model number, type in AA in the “Serial #’ field to do a 
look up based on your criteria.  See Figure 14-7. 
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Figure 14- 7 Sales Entry Screen Serial # prompt 
 
Press enter after you enter the “AA” in the “Serial #” field and you will see a screen 
similar to Figure 14-8.  Press enter through this screen and press F3 to find by Model 
Number, then select the serial number of the item you are selling to this customer. 
 

 
Figure 14- 8 Sales Entry Screen Serial # inquiry  
 
If you are doing a layaway, you can enter the full model number and press enter.  
Go to Posting a Layaway in this section. 
  
If you are selling miscellaneous inventory go to Sale of Miscellaneous Inventory in 
this section. 
 
Once you press the enter key, the model number and serial number will be placed 
under the appropriate prompts on the Sale Add screen.  Your cursor will be at the 
prompt “Price”, see Figure 14-9.  If this is the correct price, press the enter key; if 
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not, enter the correct price (if you have the security authorization to do so) and 
press the enter key.  Your cursor will now prompt at “Qty”.  The quantity should be 
“1” when selling a serialized item.  Press the enter key.  Your cursor will now move 
to beneath the prompt “Spiff”.  If there is a spiff assigned to this item in Item 
Maintenance, it will be displayed.  If it does not appear here, and one is to be paid 
you may enter it here with proper security.   
 

 
Figure 14- 9 Sales Entry Screen with items being sold 
 
Press the enter key, otherwise your cursor will now move beneath the prompt “Del 
Date”.  This will default to today's date but can be changed if necessary.  Your cursor 
will now move beneath the model number.  You can sell more inventory items 
following these same steps.  The number of line items you can sell on one sale ticket 
is limited to what prints on our company’s unique sales invoice.  When you have 
entered all the inventory items you wish to sell on this ticket, press the F9 
key.  You will be prompted "Any More Changes: N".  When you press the enter key 
to accept this default of N, your screen will change to resemble Figure 14-10. 
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Figure 14-10 Sales Entry Screen with items being sold 
 
At this point the system will drop you down to the “Pmt 1" prompt.  If you need to 
change any of the previous fields listed below, use your arrow up key to edit them (if 
you have the security authorization to do so). 
 
Previous field descriptions are: 
CONTRACT  Enter the contract number you want to assign to this sale.  This field is 
a free form field and generally not used.  However, if you are selling your paper to a 
finance company and their contracts are numbered, you can enter that number here. 
 
TAX CODE  Leave blank and the system will automatically calculate taxes for you 
based on settings in Sales Control for your store or based on ZIPCODES if you are 
required to pay sales tax based on the customer’s jurisdiction. This field is only 
changed if; (1) customer lives in a different tax jurisdiction not noted in ZIPCODES, 
(2) this is a non taxable customer   Enter 999 to list available tax codes.  To get to 
this field, you will need to arrow up to get here.  
 
DATE  Defaults to today's date.  Press enter.   
 
STORE  This field will default to your current location.  Press enter. 
 
SALESMAN  The system will automatically pull your salesman number from the 
security entry screen.  If you know the salesman number of the salesman who made 
this sale, enter it here.  If you do not know the number, enter zero or 99999 and you 
will get a window of all the salesmen.  Just arrow down to the one you want and 
press the enter key.  Your cursor will then go to the next salesman field.  Sales can 
be split up to three ways.  They will be split evenly.  If there is no other salesman, 
press the enter key twice.  If there is another one, enter this number in the field 
after the first salesman or type in 99999 to get a listing.  Choose the correct one off 
the listing and press the enter key.  Repeat the procedure again if there is a third 
salesman.  If there are no other salesmen, press the enter key to move to the next 
field. 
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TOTAL PRICE  This is the total price of all items without tax.  Generally, you will just 
enter through this field. However, if the customer has made you an offer of a lower 
price that you are going to accept, you can enter the amount they have offered here.  
Once you enter that amount, the retail price and tax on each item will adjust 
automatically based on settings in Sales Control under the heading “RDPrice” 
Redistribute prices in SALE based on % of: (C)ost or Original (P)rice..  As a result, 
this also adjusts the gross profit proportionally. 
 
TRADE  If the customer has a trade-in, enter the amount here and press enter.  The 
trade-in amount will be taken off of the total price and tax will be adjusted 
automatically based on your settings in Sales Control under the heading “Tax Trade-
in Indr”, you will be prompted to enter the information for the trade-in. 
 
DISCOUNT  If you are giving the customer a discount off of the total price, enter 
the amount of the discount here and press enter.  The discount amount will be taken 
off of the base price and tax will be adjusted accordingly. 
 
TAX  This is the sales tax amount.  It is automatically calculated based on how you 
have the sales tax set in Sales Control or tax code if entered in the field TAX CODE. 
 
TOTAL AMOUNT  This field will be filled in automatically by the system.  This is the 
total price of all items with tax.  Generally, you will just enter through this field.  
However, if the customer has made you an offer of a lower price you are going to 
accept, you can enter the amount they have offered.  Once you enter that amount, 
the retail price and tax will be adjusted automatically based on settings in Sales 
Control under the heading “RDPrice” Redistribute prices in SALE based on % of: 
(C)ost or Original (P)rice.  As a result, this also adjusts the gross profit 
proportionally. 
 
At this point, your cursor will be on the Pmt 1 field.  This is where you are 
going to enter the payment collected and in what form you are taking it (cash, 
check, credit card charge, etc).  There is also a field on the screen called “Amt to 
Allocate”.  This is the amount of money you still have left to allocate through these 
payment fields.  It will decrease as you post the various payments.  When the 
amount to allocate is zero, you can move past the payment field.  You must allocate 
the exact amount of the sale or you cannot move on.   
 
PMT 1  Enter the amount they are paying and press enter.  You will now be 
prompted to enter a payment form.  If you do not know the payment form, press 
enter and you will get a window of all the available payment forms, see Figure 14-
11.  Using your arrow keys, take your cursor down to the one you want, when it is 
highlighted press enter to choose it.   
 
If you choose cash, check or money order and you have set up the system to 
calculate change in Sales Control, you will be prompted to enter an amount 
tendered.  Once you enter the amount tendered, the amount of change you need to 
give the customer will display on the screen and also print on the receipt.  If you 
have allocated the entire amount due, your cursor will move to Ticket number, 
otherwise it will go to the field PMT 2.   
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Figure 14-11 Sales Entry Screen with payment form window 
 
PMT 2  If the total amount was not paid with the first payment, follow the same 
procedure as you did for Pmt 1 to enter the second payment.   
 
PMT 3  If the total amount was not allocated in the first and second payment, follow 
the same procedure as you did for Pmt 1 and Pmt 2 to enter the third and final 
payment. 
 
You must allocate the total price of the sale or the system will not let you 
continue. 
 

 
Figure 14-12 Sales Entry Screen prompting for Advertising Source 
Codes 
 
TICKET NBR  Enter through this field to let the computer assign the ticket number.   
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CUST CARRYOUT  You may get this prompt based on settings in Sales Control “Ask: 
CO/Adv:”.  This is a Yes or No question.  This is a field that is tied to the gross profit 
commission table.  If this is answered with a Y, the salesman will receive a higher 
commission than if answered with an N when you are using the table to pay 
commissions.  
 
ADVERTISING SOURCE CODE Depending on your setting in Sales Control “Ask: 
CO/Adv:”, you may be asked for an advertising source code.  Press enter at this 
field and a list of codes will be displayed here.  You may enter up to four codes, see 
Figure 14-12.  These code(s) are very important for tracking how effective various 
forms of advertising are.   
 
Once you have entered the advertising source codes, you will be prompted “Any 
More Changes:N”.  At that prompt the prompt message may read “F1 To Enter 
Customer PO or Manual Invoice Number”, see Figure 14-13. 
 

 
Figure 14-13 Sales Entry Screen prompting with F1 
 
If your company ties the sale to a customer purchase order or a manual invoice 
number, you can press the F1 key and the screen will change slightly where you may 
enter the PO number or Manual invoice number here as seen in Figure 14-14.  Your 
control records can be changed to reflect the PO or Manual invoice number, if one 
exists, instead of the ticket number in the Take Payment screen. 
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Figure 14-14 Sales Entry Screen prompting for PO# 
 
You will now be prompted for “Any More Changes: N”.   
 
When this is answered with an N or you press enter to accept the default of N, you 
may be prompted to “Trans Serialized Inv to:” a location.  Press enter to accept the 
default. 
 
Next you are prompted again for “Any More Changes:N”.  Press enter to accept the 
default. 
 
You are prompted to “Print a Delivery Receipt”.  If you answer Y you will then be 
prompted to enter delivery notes to print on the delivery receipt.   
 
Once you have entered your delivery notes, you may be prompted for the delivery 
form you want to print to.  Press enter to accept the default delivery form or select 
the form you want to change to.  You are then prompted for delivery receipt printer.  
Press enter to accept the delivery receipt printer or change it to the code for your 
delivery receipt printer.   
 
Next you are asked if you want to print the delivery receipt.  If you answer Y, one 
will print with your sales ticket.  You can print as many as you need.  Enter an N to 
continue.  You may be prompted for Invoice Form.  Accept the default or select the 
Invoice Form you want to change to.   
 
Next enter the receipt printer or accept the default by pressing enter. 
 
Next it will prompt you for reprinting the receipt.  Print as many as you need and 
enter an N to continue on. 
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If you used an accounts receivable payment form that has a contract to print out, 
the last question you will be prompted to answer is "Print Contract." If you answer 
yes, a contract will print on the printer you have designated. 
 
Other options when posting a sale: 

Sale of Miscellaneous Inventory 
If the Company has been set up to sell Miscellaneous Inventory, when you are at the 
“Model Nbr” field in the Sales Add screen of the item you are selling, type it in and 
press enter.   
 
If you are unsure of the model number and you need to search for it, enter the first 
couple of characters of either the model number or description and press enter.  In 
this example, looking up model number beginning with FOASH.  Press enter after 
you type in your model number information.  Please note that serialized inventory 
can be sold with miscellaneous inventory on the same ticket.  See Figure 14-15. 
 

 
Figure 14-15 Search for miscellaneous item using partial model 
number  
 
Your cursor will move to the bottom of the screen at the “Select Sequence” field 
prompt.   Press enter to search by description or enter an M and search by model 
number.  A window listing inventory will populate beginning with the first few 
characters you typed in to search on.  See Figure 14-16. 
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Figure 14-16 Search for miscellaneous item by model 
number/description prompt 
 
Using your up or down arrow keys, highlight the item you wish to select for the sale 
and press enter.  If the item is not listed on this screen use your F1-Forward or F2-
Back keys to move forward and back in the listing to find the item you are looking 
for.  See Figure 14-17. 
 

 
Figure 14-17 Inventory by model number window listing 
 
Once you highlight the item and press enter, the screen will change and appear 
similar to Figure 14-18. 
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Figure 14-18 Sales Entry Screen with model number populated from 
window listing 
 
Your cursor will be under the “Serial #” field and MISC will be in the serial # field.  If 
you are going to sell this item and give it to the customer at this point, just press 
enter and continue on through the sale.  If this is going to be a layaway sale, type in 
LAYAWAY and go to Posting a Layaway in this section.   
 
As in the sale of a serialized item, the “Price” defaulted will be the regular price on 
the model number.  If the amount shown is the price you are going to charge, press 
enter.  You can change the price (if you have the security authorization to do so); 
otherwise, press enter (the return key).   
 
Your cursor will now be below the prompt for “Qty”.  This will automatically default to 
1; if you are only selling one, press enter.  If you are selling more than one, enter 
the correct number and press enter.   
 
The “Spiff” will automatically appear in most cases.  If a spiff does not appear, but a 
spiff is to be paid or you want to change the spiff amount that appears (requires 
security authorization to do so), enter it and press enter.   
 
Your cursor will now be under “Del Date”.  This defaults to today’s date for delivery 
date, but you may change it if necessary and press enter.  You screen will appear 
similar to Figure 14-19. 
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Figure 14-19 Sales Entry Screen with miscellaneous item entered 
 
Your cursor will now be on the next item line.  If this customer is buying additional 
items, follow the above procedure again.   
 
When you have entered all the merchandise the customer is buying, press the F9 key 
until you get the prompt “Any More Changes”.  When this is answered with an N, the 
screen will change to the screen where you post all the money you are collecting, see 
Figure 14-20.  Please go to page 214 of this section for details on the money screen. 
 

 
Figure 14-20 2nd Sales Entry Screen (Money Screen) 
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Posting a Layaway  
If the company has been set up to process layaways, when at the “Model Nbr” field 
in the Sales Add screen, if you know the model number of the sale item you are 
putting on layaway, type in the model number field and press enter.   
 
If you are unsure of the model number and you need to search for it, enter the first 
couple of characters of either the model number or description and press enter.  
Refer to page 211 for information on how to look up by model number or description. 
 
Using your arrow keys, highlight the correct model number and press F9.  This will 
put the model number on the screen for you.  Press enter and the screen will change 
to resemble Figure 14-21.   
 

 
Figure 14-21 Sales Entry Screen serial number entry 
 
Enter LAYAWAY in the “Serial #” field. This will allow the sale to be processed 
without a serial number. This will not take a unit out of inventory when the sale is 
processed but will put the item(s) on layaway instead. Items will still need to be 
transferred upon delivery. 
 
After you enter the word LAYAWAY as seen in this example, and press enter, your 
cursor will reside on “Fab/Mat” field.  Press enter through “Fab/Mat” and “Color” 
fields.  If you company uses Color and Fabric Code (and the color and fabric codes 
are maintained in Color and Fabric Code Maintenance) you will need to update these 
fields. 
 
Your cursor will reside on “Price” next.  The regular price on the model number will 
show up here.  If there is no price, enter it here (if you have security authorization to 
do so). 
 
Your cursor will now be below the prompt for “Qty”.  This will automatically default to 
1; if you are only selling one, press enter.  If you are selling more than one, enter 
the correct number and press enter.   
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The “Spiff” will automatically appear in most cases.  If a spiff does not appear, but a 
spiff is to be paid or you want to change the spiff amount that appears (requires 
security authorization to do so), enter it and press enter.   
 
Your cursor will now be under “Del Date”.  This defaults to today’s date, but you may 
change the delivery date if necessary and press enter.  Here, you will enter the date 
you anticipate delivery will take place.  This date is especially important for special 
orders and layaways. 
 
Once you have entered the delivery date, a “Sales Comment” box may appear as 
seen in Figure 14-22.  Press enter till your cursor resides on the next line for you to 
enter the next item.  If you are doing another layaway for this customer, follow the 
instructions above for each item, then continue the sale process.   
 

 
Figure 14-22 Sales Entry Screen for special ordering when model 
number does not exist 

Refunding a Sale (Security Required) 
To refund a sale, you need to use the SALE program.  To get to the SALE program 
select “Sales” off your Daily Customer Service Menu or press the F10 key and at a 
command line, type in “SALE” and then press enter, see Figure 14-23. 
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Figure 14-23 Customer Maintenance Screen 
 
At the Name/# prompt you can enter the customer's name (last name first), account 
number, address, drivers license number or social security number (use the 
appropriate function keys to list the customers in the order you wish to view 
them or press  to list them in alphabetical order).  You can enter any of these 
in complete or partial form. 
 
Locate the customer and using your arrow keys, highlight the correct name and 
press enter.  At the “Right Customer: Y” prompt, press F3, see Figure 14-24. 
 

 
Figure 14-24 Sales Entry Screen display previous tickets 
 
You will then be prompted to enter the ticket number, see Figure 14-25.  If you don't 
know the ticket number, PO number, or manual reference number, press enter 
through all three fields and you will get a listing of previous tickets for this customer.  
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Use the arrow keys to highlight the ticket you want to refund and press enter, see 
Figure 14-26. 
 

 
Figure 14-25 Sales Ticket Maintenance Screen 
 

 
Figure 14-26 Sales Ticket Maintenance Screen with data 
 
Once you have selected the correct ticket, notice the prompts at the bottom of the 
screen; press the F6 key to enter Refund Mode.  See Figure 14-27.   
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Figure 14-27 Sales Ticket Change Screen F6 Refund 
 
Press the F3 key to refund an item, or press the F4 key to refund all.   
 
If you pressed F3 to refund an item, you will be prompted to enter the quanitity of 
the item to be refunded and at the “Rf” column, enter a Y on the items you want to 
refund.  
 
If you pressed F4 to refund all items, then the Y’s will automatically show up in the 
“Rf” column.  See Figure 14-28. 
 

 
Figure 14-28 Sales Ticket Change Screen 
 
If everything is correct, press the F9 key for “Any More Changes”.  See Figure 14-29.  
If you need to make changes, enter a Y and make your changes.  Otherwise press 
enter to accept the default of N and your screen will change to resemble the top 
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portion of the screen displayed in Figure 14-30.  The cursor may be residing on the 
“Contract” field. 

 
Figure 14-29 Sales Ticket Change Screen completion 
 
Use the enter key to move through the fields.  The refund amounts will default to the 
original sale ticket values, except they will be negative because this is a refund.  If 
you are only refunding an item, you may need to change Payment Form 1 to reflect 
that total refund amount for that item with a minus behind the dollar amount.  Note 
that the total amount in the Payment 1, 2 and 3 areas must equal the “Total Amt” on 
the screen and must be negative before you can complete the transaction.  Once all 
is correct, press F9.  Be sure to transfer the refunded inventory to the correct 
location, see Figure 14-30. 
 

 
Figure 14-30 Sales Ticket Change Screen completion 
 
Press the F9 key.  You may be prompted for the Customer’s PO# and Manual Receipt 
#.  Complete these fields if applicable or press enter through to the “Any More 
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Changes” prompt.  If you need to make changes, enter a Y and make your changes.  
When the prompt “Any More Changes” is answered with an N, you may be prompted 
for an Invoice Form.  In most cases, this will default to the type accepted by your 
receipt printer.  Press enter to accept the default or you can change the form type 
then press enter.  You will then be prompted for the printer number where the 
receipt will print.  You can accept the default by pressing enter then the refund will 
be completed and a receipt will be printed.  You will be prompted to “Reprint the 
Receipt:N”.  If you need another copy of the receipt, answer with the Y, otherwise 
press enter to accept the default answer of N. 
 
Once you have exited the Sale Maintenance screen (press F8 to backout) and then 
re-enter the customer to proceed back to the Sale Maintenance screen, you will see 
how your ticket listing will look after you have refunded the sale.  See Figure 14-31. 
 

 
Figure 14-31 Sales Ticket Maintenance Screen listing tickets for 
customer 

Sales Audit Report - PSALEAUD  
To run the Print Sales Audit Report (depending upon your Menu setup), select the 
option “Report Menu” off the Store Home Menu, then select “Print Audit/MGMT 
Reports” off the Report Menu, then select “Retail Sales Audit – PSALEAUD” off the 
Auditing Reports Menu or press the F10 key off any menu and go to the command 
line and type in “PSALEAUD”.  You will be prompted for the printer or file pathname.   
 
Press enter to accept the default printer or type in another printer number or 
pathname.  See Introduction to Reports for additional information about the 
printer/file pathname screen.  You will now be prompted for “Separate Locations”.  
Press enter and accept the default of N for no. 
 
This report program allows you to run a sales audit report in many different ways, 
for many different purposes.  Please read through to see the different select and sort 
options available, see Figure 14-32. 
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Figure 14-32 Print Sales Audit Report Screen 
 
REPORT ORDER  Select the sort option you would like on this report. 
    1 = Sale Date 
    2 = Ticket Number 
   3 = Customer Number 
   4 = Salesperson Number 
    5 = Daily Transaction Report by Customer 
 
PO ON HOLD REPORT  Enter a Y for yes if you want this report to show only those 
sale tickets that have the word HOLD in the PO# field.  HOLD prevents statements 
from being generated for these invoices.  
 
PAID BY  Select which type of sales you would like on this report. 

C = Cash Sales (only sales that were paid in full by cash, check, money order 
or debit/credit card) 
A = AR Sales (only sales that charged all or some of the dollar amount owed) 

           B = Both (to get all the type of sales) 
 
PRINT DETAIL LINES  Enter Y for yes if you want the report to print the detail lines 
of the sale, including the inventory, otherwise accept the default of N for no by 
pressing enter. 
 
TOTALS ONLY REPORT  Enter a Y for yes if you want this report to show a grand 
total sales amount only, otherwise accept the default of N for no by pressing enter. 
 
TYPE INVENTORY   

1 = Misc - will print only non-serialized, accessories inventory sold. 
2 = Serialized – will print serialized inventory sold. 
3 = Movies – will print movie inventory sold. 
4 = MC (Movie Club) Sales - will print sales that were transacted using the 
<F5-Sell Misc>, <F6-Sell Movie>, or <F7-Sell Serialized> feature found in the 
“MP” (Movie Payment) program. 
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5 = All (No Movie Club Sales) - will print any sales that were transacted 
using the program “SALE”. 
6 = All - will print all sales, no matter what type of inventory it was or what 
program was used to transact the sale. 
7 = Sales Rental Inventory – will only print type O (on rent) & R 
(reused/rerental) rental inventory sold. 
8 = All (No Movie Club Sales or Sales Rental Inventory) 

 9 = Service 
 
STARTING SALES DATE  Enter the earliest sales date you want for this report.  
(Sales beginning on date). 
ENDING SALES DATE  Enter the last sales date you want for this report.  (Sales 
ending on date). 
 
SELECT BY LOC OR LOC GROUPS  If you want to select by location(s) or location 
group(s), type Y for yes and enter the respective number here to 1) SELECT BY 
LOCATIONS or  2) SELECT BY LOCATION GROUPS.  Then choose the option to 
1) SELECT BY 10 LOCS/GROUPS 2) SELECT RANGE OF LOCS/GROUPS.  The 
report will only print information about the requested location(s) or location 
group(s).  Enter up to ten store numbers.  If all stores are needed, press enter to 
accept the default of N for no.  If you have selected to run the report for more than 
one location, you will see the prompt “SORT BY LOCATION”.  This gives you the 
option to run all stores together or have the report separate them.  Accept the 
default of Y for yes to sort by location, otherwise change it to an N for no to NOT sort 
by location. 
 
SELECT BY ADV CODES  If answered Y for yes, you may enter up to six different 
advertising codes.  The report will include only the sales with those selected 
advertising codes.  Select N for no to NOT select sales based on advertising codes 
used.. 
 
SELECT BY DESCRIPTION  If answered Y for yes, you may enter up to three 
different descriptions.  If you select Y to enter description(s), enter the description or 
“*” followed by the description search string.  The report will include only the sales 
with those descriptions selected.  Select N for no to NOT select sales based on 
descriptions. 
 
SELECT BY MODEL NUMBER  If answered Y for yes, you may enter up to six 
different model numbers.  Note: You may put in partial model numbers.  For 
example, enter FBASH to get all sales with product codes that are Furniture Bedroom 
and ASHley as the manufacturer.  Select N for no to get all sales of model numbers 
on the report.   
 
SPIFF EXCEPTION REPORT  If answered Y for yes you will see a report showing 
spiff exceptions, otherwise press enter to accept the default of N for no. 
 
USE TAX CODE FOR LOC  Select Y for yes if you want the report to use the tax 
code for the location instead of store location.  This is typically used for sales tax 
reporting.  Select N for no to have it report based on store location. 
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GROSS PROFIT EXCEPTION REPORT  If answered Y for yes, you will be prompted 
“GROSS PROFIT EXCEPTION PERCENT:    0.00”.  Enter the highest percent you wish 
to see as an exception for.  You will get a report with anything that was sold at that 
percentage or lower.  Select N for no if you want all profit types reported. 
 
PMT FORM WANTED  If you want the report to print only particular AR payment 
forms, enter them here.  If you want all AR payment forms, leave the zeroes.  You 
may enter up to four different payment forms.  Enter 999 to list the payment forms 
you can choose from for the report. 
 
PRINT COST  If you want the report to print the cost/book value, enter a Y for yes.  
If you select N for no, it will report all costs at $0.00. 
 
REFUNDED SALES INDR  Do you want the report to include, exclude or only print 
refunded sales? 

I = Include 
E = Exclude 
O = Only 

 
TYPE OF SALES  Enter the number reflecting the type of sales you want printed on 
the report. 

1 = Actual 
2 = Pending (Stock Orders, Special Orders and Layaways) 

 3 = Delivered Pending 
 4 = 1 & 3 (Actual & Delivered Pending) 
 5 = 1, 2 & 3 (Actual, Pending & Delivered Pending) 

6 = Open Pending.  Pending Partially Delivered (any sales where some items 
were delivered and others are still pending). 

 
INDIVIDUALLY PRC INDR  These are items that had a price entered in the 
individual serial number in Inventory Maintenance (INVMNT) instead of using the 
model number price in Item Maintenance (ITEMMNTS). 

I = Include 
E = Exclude 
O = Only 

 
TAX EXEMPT SALE INDR  This is typically used for sales tax reporting. 

I = Include 
E = Exclude 
O = Only 

 
SELECT BY CUST TYPE  If you want only particular customer types to print on this 
report, enter a Y for yes.  You will have the option to enter up to 10 different 
customer types.  If you want all customer types, enter an N for no. 
 
Once you have selected all options, press the F9 key.  You will then be prompted, for 
“Any More Changes”.  If you need to make changes, enter a Y for yes and make your 
changes.  When the prompt “Any More Changes” is answered with an N for no, the 
report will begin counting records and print to the printer or file pathname you 
specified. 
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See Figures 14-33 through 14-34 for Print Sales Audit (PSALEAUD) setup screens 
and resulting report examples. 

Example PSALEAUD Screens and Resulting Reports 
This report example will print a detail sales report for the month of January, for all 
model numbers beginning with “FBASH” in store 101.  See Figure 14-33 and Figure 
14-34. 
 

 
Figure 14-33 Print Sales Audit Report Screen with data changes #1 
 

 
Figure 14-34 Print Sales Audit Resulting Report #1 
 
This report will print a totals only report for all cash sales for store 101.  See Figure 
14-35 and Figure 14-36. 
  



                                                                                                               Sales 
 

Page 234 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

 
Figure 14-35 Print Sales Audit Report Screen with data changes #2 
 

Figure 14-36 Print Sales Audit Resulting Report #2 
 
This report will print a detail gross profit exception report for all sales sold with a 
gross profit of 20% or less for store 101.  See Figure 14-37.  Figure 14-38 is the last 
page of the resulting report. 
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Figure 14-37 Print Sales Audit Report Screen with data changes #3 
 

Figure 14-38 Print Sales Audit Resulting Report #3 
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Chapter 15 - Summary Store End-Of-Day Processing - 
SUMEODS 
To get into this program, you can select “End of Day Process” off the Home Menu, 
then select “Post Bank Deposits”  off of the EOD Menu  or you can press the F10 key 
off of any menu and at the command line type in "SUMEODS" and then press the 
enter key.  A screen similar to Figure 15-1 will appear. 
 

 
Figure 15- 1 Summary File EOD 1st Screen 
 
CALCULATE TODAY’S PAYMENTS   

N – does not add in any payments that were made since the last time this 
program was run.  Answering “Y”; the main use for this option would be if a 
mid-day balance of the drawer was being done, you would answer “Calculate 
Payments allows you to see the picture of what things look like before 
calculations are done 
Y – Calculates all payments made for that day.  When doing your final deposit 
for the day, you should ALWAYS answer “Y”.  Note: Answering “Y”; the main 
use for this option would be if a mid-day balance of the drawer was being 
done, you would answer”Y” to “Calculate Today’s Payments”, then start 
counting the money while others can continue to take payments.  After the 
money is counted you would go back into the SUMEODS screen and answer 
“N” to “Calculate Today’s Payments” and the amount would only include the 
payments that were made prior to you counting the drawer. 
A – This will show a snapshot of all Sales AR activity. 
S – This will show a snapshot of all rental activity.  

 
Depending on your security settings, the “Date” may or may not appear next to the 
“Calculate Today’s Payments” field as seen in Figure 15-1.  If it does appear, press 
enter through the current date and a screen similar to Figure 15-2 will appear. 
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Figure 15- 2 Summary File Store EOD Maintenance Screen 

Post  Bank Deposit 

Posting your Bank Deposit and Closing Your Day 
To post your end of day deposit and petty cash expenditures, change “Calculate 
Today’s Payments” to “Y” for yes for the current date, see Figure 15-1.  Select the 
store and date on the next screen, see Figure 15-2.  The system will calculate the 
monies taken in for the day and populate the deposit fields accordingly.  The 
resulting screen will appear similar to Figure 15-3.  
 

 
Figure 15- 3 Summary File EOD Change Screen End-Of-Day Posting 
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Top Section of the EOD Screen 
DATE  Today’s date. 
STORE  Store Number you are displaying or will be closing for the day. 
DATE/TIME  System Date and Time is displayed in the upper right corner of this 
screen. 
LAST UPDATED BY-DATE-TIME  Employee Number that last updated this screen 
along with date and time it was last saved.  Pay attention to this.  If this has an 
employee number and date and time stamp present, that will be your 
indication that a deposit had been posted earlier that day.  If it is blank, 
then the deposit amounts displaying were generated by the system and 
no need to press the F1 key to Recalculate Deposits. 
DEPOSIT TOTAL  Once you have entered through the deposit amounts, the grand 
total of all 7 deposit fields will display here after you press F9 once. Displays your 
deposit total for the day. 
 
BANK DEP  This field is where you should post any cash and checks for the day. 
FOROTHSTR  Your deposit for payments that were processed by your store for other 
stores (if applicable).  If money was collected for another location it will appear as a 
negative (-) in this field. 
FRMOTHSTR  The amount of payments processed by other stores for your store’s 
customers(if applicable).  If another store has collected payments for your store it 
will show here as a positive (+). 
CREDIT CARD  Credit card charges for today in your store.   
ACH/PAP  ACH or Pre-authorized payments for your store will appear in this 
ACH/PAP deposit field. 
ONLINEPMT  Online payments made for your store will appear here (if applicable). 
DEBIT CARD  Debit card payments (Payment Form #7) made in your store will 
appear here (if applicable).   
 
POS machine should equal Debit Card and Credit card payments. 
 
RTO SALES SERVICE fields will automatically be filled in by the system based on 
today’s transactions. 
 
Totals will be displayed in the RTO, Sales and Service fields and they must match 
Deposit Total displayed in the upper right hand corner of this screen. Press the F9 
key once to populate the fields if necessary.  You can edit these fields if you 
have the security authorization to do so.  Your over/short will be automatically 
calculated based on your deposit entries and petty cash.   
 
PMT AMT  Payments taken in today that went to rental revenue. 
TAX AMT  Tax amount taken in today. 
MISC  Miscellaneous fees taken in today. 
RECEIVABLE  Net receivable for today. 
AR PAID  Cash Sales, Debit card, Mastercard, check cashing transactions for today. 
TOT CASH  Total cash in for today. 

Middle Section of the EOD Screen 
DEL-C  Number of contracts/agreement delivered today. 
PU-C   Number of Pickups for today.  
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PDOUT/CHOFF-C  Payouts and charge offs for today. 
DEL-U  Units/Items delivered today. 
PU-U  Units picked up today. 
PDOUT/CHOFF-U  Units paid out or charged off. 
 
RTO BNKDEPOSIT  RTO Bnk Deposit = Bank Dep + ForOthStr + FrmOthStr + 
CreditCard + ACH/PAP + OnLinePmt + DebitCard - Petty Cash 
 
RTO OVER/SHORT  This field will display your over/short amount for the day.  If 
this field is way off, you will have to recount your drawer and possibly troubleshoot 
using payment, debit card, Mastercard or checking cashing (AR paid) reports to find 
the discrepancies and work to get balanced. 
 
RTO ADJUSTMENT  will be blank. 
SALEBANK DEPOSIT  Depending on control features any monies collected on 
Sales/AR will update this field. 
SALEOVER/SHORT  Any over/short of Sales money posted vs actual deposit will be 
in this field. 
PETTY CASH  Net petty cash (total of petty cash net). 

Lower Portion of the EOD Screen 
The lower portion of the screen is the petty cash expense areas.  This will display 
any petty cash receipts you have added.  These transactions can affect your store’s 
bank deposit.  See Petty Cash Receipts if your company wants you to post your 
store’s petty cash transactions for the day.  Depending on control records you may 
post petty cash in this program or you may need to post separately in Petty Cash 
posting program (PCSHREC). 
 
When you are done, press F9 once to total up all your deposit fields at the top and 
then press the F9 key again to get the Any Changes prompt.  If you are done press 
enter at the N. If you need to make changes enter Y and make your changes and 
then press F9 twice to finish out the end of day.  You will be taken back to the 
previous screen where you can press F8 to back out back to a menu.  Your bank 
deposit has been posted and you are ready to go home. 

Function Keys to assist in balancing 

Recalculate Deposits (F1 Function Key) 
This new feature allows you to reset the screen to the system default deposit 
amounts.  This replaces the previous version’s method of having to clear all the 
deposit amounts, press F9 through the screen and then go back in and start over. 
 
Note: This pulls the deposits in based on the LAST TIME you said “Y” to “Calculate 
Today’s Payments”.  See Figure 15-4. 
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Figure 15- 4 F1-Recalculate Deposits on End of Day Screen 

List Checks Feature(F4 Function Key) 
Pressing the F4 key to List Checks as seen in Figure 15-5 gives you a screen similar 
to Figure 15-6 which displays a listing of all customer checks posted on that 
particular day.  If your drawer is off and it looks like it may be a check, this will 
assist you in determining that. 
 

 
Figure 15- 5 Summary File EOD Change Screen F4-List Checks 
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Figure 15- 6 Checks Received At Store Screen 
 
TYPE Type of account paid with this check F-Fee, O-Rental, S-Sale 
 
STAT Current Check status N- Not a hot check, H- Hot check, P- Hot check paid 
 
Press the F8 key three times to return to the screen similar to Figure 15-1. 

List Petty Cash Detail (F6 Function Key) 
Pressing the F6 key to List Petty Cash Details as seen in Figure 15-7 gives you a 
screen similar to Figure 15-8 which displays a listing of all petty cash receipts that 
were entered and will post on that particular day. 
 

 
Figure 15- 7 Summary File EOD Change Screen F6-List PC Dtl 
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Figure 15- 8 Petty Cash Receipts Details Screen 

Post Petty Cash Receipts – PCSHREC 
Utilizing this feature depends on if your store is allowed to post petty cash 
transactions.  Some companies may have one individual or a specific department 
that handles posting of petty cash.  If you do not post petty cash go to Step 2 – Post 
Bank Deposit. 
 
There are two ways that petty cash can be posted.  The original way to post petty 
cash is wehre you post it directly on the End of Day screen.  The enhanced version to 
post petty cash is where you use “Post Petty Cash Receipts option on the End of Day 
Menu. 
 
To use the enhanced version to post petty cash, Select “Post Petty Cash Receipts” 
from the End of Day Menu.  See Figure 15-9.  You can post petty cash receipts 
throughout the day.  
 

 
Figure 15- 9 End of Day Menu 
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The Option 2 Post Petty Cash Receipts screen appears in Figure 15-10. 
 

 
Figure 15-10 Post Petty Cash Receipts Screen 
 
The ‘heading’ section in Figure 15-10 shows date, store, time, amount, type, 
description and employee #.  Accept the ‘All Employees’ default or enter your 
employee number.  Whether you leave this field as ALL EMPLOYEES or you change it 
to your employee number, your employee number is automatically noted and tied to 
these transactions if you are logged in with your employee number.  Press enter 
through the fields till your cursor is resting on the DATE prompt as seen in Figure 15-
11. 
 
Notice the F3-Chg, F4-Del and F6-Add function keys at the bottom of the screen.  If 
you have the security authorization to add, change or delete petty cash receipts, you 
may do so. 
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Figure 15-11 Post Petty Cash Receipts Screen Function Keys 

Add a petty cash receipt 
To add an entry to this screen, press the F6 key to add, see Figure 15-12.  You must 
have security authorization to do these options.  You can post petty cash receipts 
throughout the day. 
 

 
Figure 15-12 Post Petty Cash Receipts Screen – F6 to Add 
 
Enter the amount and press the END key.  The cursor will advance over to the Type 
field.  If you do not know the types, press the enter key and a pop-up window with 
selections will appear.  See Figure 15-13. 
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Highlight the type in the pop-up window and press the enter key.   
 
Your employee number automatically prompts at the EMPL# field.  
 
If you need to add more petty cash receipts, press the F6 to add additional items.   
Press the F8 key to back out when you are done.   
 

 
Figure 15-13 Post Petty Cash Receipts Types 

Change a petty cash receipt 
If you need to change any petty cash detail items on this screen, highlight the item 
using your arrow keys on your keyboard and press the F3-Chg function key.  Make 
your changes to the item and press the F9 key when you are done.  
 
When you have completed entering your detail petty cash items on the screen for 
that particular day, press the F8 key twice to back out to your EOD Menu.  And 
before you go on to select Option 1 “Post Your Deposit”, verify your petty cash 
entries on your petty cash receipt screen against your current day petty cash 
receipts.  The detail petty cash items will appear on the End of Day screen after you 
have ‘CALCULATED TODAY’S PAYMENTS = Y” for that particular day. 
   
In Figure 15-14, two petty cash detail items have been added. 
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Figure 15-14 Post Petty Cash Receipts Screen – with two items entered 
 
The EOD screen will look similar to Figure 15-15 
. 

 
Figure 15-15 EOD Screen where petty cash detail will appear 

RTO Snapshot (Calculate Today’s Payments “S”) 
If you selected an S for RTO Snapshot at the prompt “Calculate Today's Payments” 
and pressed the enter key through the current date, a screen similar to Figure 15-16 
will appear.  
 



                              Summary Store End of Day Processing - SUMEODS 
 

Page 247 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

 
Figure 15-16 RTO Snapshot Summary File Build Screen 
 
The system will read through the records and when finished reading, the screen will 
change to resemble Figure 15-17. 
 

 
Figure 15-17 RTO Snapshot Screen with data 
 
Press F8 to back out to a menu.  

Sales AR Snapshot (Calculate Today’s Payments “A”) 
If you selected an A for Accounts Receivable Snapshot at the prompt “Calculate 
Today's Payments” for the current date, then on the next screen press the enter key 
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twice and the system will read through the records. When finished reading, the 
screen will change to resemble Figure 15-18. 
 

 
Figure 15-18 AR Snapshot Screen with data 

Reports to assist in balancing 

Rental Payments Audit Reports - PMTS 
Select “Rental Payment Audit Report” from your End of Day Menu if you need to take 
a look at your rental payments for today.  If you want details, press enter through 
the N at the WANT TOTALS ONLY field; if you want totals only enter a Y instead. 
 
Enter your store number after selecting Y at SELECT BY LOC OR LOC GROUPS field 
and enter a 1 to select LOCATIONS 
 
Make sure you run the report for TYPE PMTS 4.  
 
See Figure 15-19 for an example Payments Report screen with the changes you need 
to make. See Figure 15-20 for an example Payments Report.   
 
See Figure 15-21 for an example Payments Exceptions Screen.  Notice you can enter 
up to 6 exception types once you change the “Exception Report” field to an “E”.   
See Figure 15-22 for the example Payments Exception Report. 
 
See Figure 15-23 for an example ‘Totals Only’ Payment Report.   
 
Press the F9 key and press enter to accept the default of N and the report will run. 
 
Note: When you are looking at the report, you can look for payment form 7 (debit 
card) and payment form 4 (credit card) totals to audit your POS print out. 
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Figure 15-19 Rental Payments Report Screen 
 

 
Figure 15-20 Rental Payments Report Example 
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See Figure 15-21 for an example ‘Totals Only’ Payment Report.   

 
Figure 15-21 Rental Payments Exceptions Report Screen 
 

 
Figure 15-22 Rental Payments Exception Report Example 
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Figure 15-23 Rental Payments “Totals Only” Report Example 

Sales Payments Audit Report - ARPMTS 
Select “Sale Payments Audit Report” from your End of Day Menu if you need to take 
a look at your sales transactions for today.  If you want details, press enter through 
the N a the WANT TOTALS ONLY field; if you want totals only enter a Y instead. 
 
Enter your store number after selecting Y at SELECT BY LOC OR LOC GROUPS field 
and enter a 1 to select LOCATIONS. 
 
See Figure 15-24 for an example AR sales payments report screen with the changes 
you need to make. See Figure 15-25 for an example AR sales payments report. 
 
Press the F9 key and press enter to accept the default of N and the report will run. 
 

 
Figure 15-24 Sales Payments Report Screen 
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Figure 15-25 Sales Payments Report Example 

Petty Cash Report - PCDTLRPT 
Select “Petty Cash Report” from your End of Day Menu if you need to review your 
petty cash transactions.   
 
Enter your store number after selecting Y at SELECT STORES field. 
 
Notice if you need to print an audit of what may have been changed on the petty 
cash transactions for today, you can change the option PRINT AUDIT/CHANGE 
INFORMATION to a Y and this information will be included on the report. 
 
See Figure 15-26 for an example Petty Cash Detail report screen with the changes 
you need to make. See Figure 15-27 for an example Petty Cash Detail report. 
 
Press the F9 key and press enter to accept the default of N and the report will run. 
 

 
Figure 15-26 Petty Cash Detail Report Screen 
 



                              Summary Store End of Day Processing - SUMEODS 
 

Page 253 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

 
Figure 15-27 Petty Cash Detail Report Example 

Suite of Summary Reports – SUMRPT1 
Select “Report Menu” from your Home Menu, then select “Detail Audit Reports” off 
your “Reporting Menu” to access the summary reports screen or press the F10 key 
off of any menu and at the command line enter “SUMRPT1” and press the enter key.  
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. 
 
Enter your store number after selecting Y at SELECT BY LOC OR LOC GROUPS field 
and enter a 1 to select LOCATIONS then enter a 1 to LOCATION SELECTION and 
enter your store number and press the END key. 
 
At PRINT REPORT NBR enter the report number you want to run.   
Summary Report #21 Store Deposit Report can be selected to review your cash 
posted by Deposit category. 
 
Press the F9 key and press enter to accept the default of N and the report will run. 
 
See Figure 15-28 for an example of the Summary Report screen with the changes 
you need to make. 
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Figure 15-28 Summary Reports Screen 
 
At “Print Report Nbr” enter 21 for Store Deposit Report.  See Figure 15-29 for an 
example of a Store Deposit Report.  This report is helpful since it breaks out what 
the different deposits were when they posted.  It also shows you what time, what 
date and which employee last updated the screen. 
 

 
Figure 15-29 Summary Report #21 Store Deposit Report Example 
 
At “Print Report Nbr” enter 23 to view the Total Cash Balance Report. See Figure 15-
30 for an example of a Total Cash Balance Report. 
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Figure 15-30 Summary Report #23 Total Cash Balance Example 



                                                                                    Introduction to Reports 
 

Page 256 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

Chapter 16 - Introduction to Reports 
When you run any type of report within the RSSS System, you will always be 
prompted to enter a printer or file pathname followed by the Separate Locations 
prompt. 

Printer or File Pathname Prompt 
Figure 16-1 is a screen you will see with most reports you want to run and in several 
other instances throughout the system. 
 

 
Figure 16- 1 Printer or File Pathname and Separate Locations prompts 
 
You will be prompted for “Printer or File Pathname”.  This is where you can assign 
the printer name or a file name where you want the report to print to.  If you want 
to print directly to your default printer, press the enter key.  If you want this 
information to print to a different printer, type that printer’s LP number in place of 
the default and press the enter key.  If you want to view this report on the screen 
enter a file name. For example type in “CUSTRPT1” in place of LP01 (the default 
printer shown in Figure 16-1).  Once the report is finished processing, press the F10 
key and type in SF (show file) and press enter, then type in CUSTRPT1 at the 
pathname prompt and press enter.  You will then be asked to enter a “Pathname:”.  
Type in CUSTRPT1 at the pathname prompt and press enter, see Figure 16-2.  The 
report will appear on the screen as shown in Figure 16-3. 
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Figure 16- 2 Show File statement Example 
 

 
Figure 16- 3 Show File Report Example 

Separate Locations Prompt 
The next prompt is “Separate Locations” In most cases you need to accept the 
default of (N)o. The only time you will answer the prompt with a “Y” is if you are 
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running reports to separated pathnames.  If you answer “Y” to this prompt the report 
will print to a file. 

Within the setting up of the Report Criteria 

Select by Loc or Loc Groups Prompts you may encounter… 
This is a prompt you will see frequently when setting up the criteria for reports to 
run.  The default of a N for no will run the report including the information for all 
locations.  If answered with a Y for yes, you will be prompted “Select by Locs or Loc 
Groups”.  On the bottom of the screen, Option 1) Select by Locations and Option 2) 
Select by Location Groups will be displayed.  Enter the number beside the option you 
want.   
 
If Option 1) Select by Locations is selected, you will be prompted “Location 
Selection”.  On the bottom of the screen you will see displayed   

1) Select by 10 Locs/Groups      
2) Select Range of Locs/Groups. 

 
If you select 1) Select by 10 Locs/Groups, the prompt will change to 
“Locations”.  Enter your Store location number here to print the report with your 
store’s information.  You may enter up to ten different locations.  Use 4 digits when 
entering the locations (example: location 1 would be entered 0001) or enter a 1 and 
press the END key to wipe out the 0 in the field.  See Figure 16-4. 
 

 
Figure 16- 4 Print Customer Report Screen with Select by Locations 
 
If you select 2) Select Range of Locs/Groups, you will be prompted “Locations 
between”.  Type in the Location you want as the lowest number, then the location 
you want as the highest number.  Your report will generate with information for all 
locations beginning with the lowest number location through the highest number 
location you entered.  Use 4 digits when entering the locations (example: location 1 
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would be entered 0001) or enter a 1 and press the END key to wipe out the 0 in the 
field.  See Figure 16-5. 
 

 
Figure 16- 5 Print Customer Report Screen with Select Range of 
Locs/Groups 
 
If Option 2 Select by Location Groups is selected, you will be prompted “Group 
Selection”.   On the bottom of the screen you will see displayed   

1) Select by 10 Locs/Groups      
2) Select Range of Locs/Groups. 

Selecting by location groups allows you to print selected groups of stores that have 
been set up for certain Regional or District Managers.  This is useful when a Regional 
or Market Manager runs more than 10 stores.  The entering of one location group 
number eliminates the need for entering all the store numbers. 

1) You will now see the prompt “Loc Groups”.  Type in the Location Group 
number(s). You may enter up to ten different location groups.  You 
may enter up to a 4 digit group number. See Figure 16-6. 

 

 
Figure 16- 6 Print Customer Report Screen with Select by Location 
Groups 
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2) You will now see the prompt “Loc Groups Between”.  Type in the 

Location Group you want as the lowest number then Location Group 
you want as the highest number.  See Figure 16-7. 

 

 
Figure 16- 7 Print Customer Report Screen with Locs Groups Between 
 
NOTE: L ocation Groups a re a ssigned in Location M aintenance ( LOCMNT).  
See Figure 16-8 for location numbers; then see Figure 16-9 for examples of location 
group numbers within a location. 
 

 
Figure 16- 8 Location Maintenance Screen with Locations listed 
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Figure 16- 9 Location Maintenance Screen 
 
Each report has its own criteria fields (options) with help prompts displaying at the 
bottom of the screen.  As you cursor through the fields on the report screen, you will 
be prompted to select the information you want to see on a report. 
 
When you are done filling in the parameters to run the report, press the F9 key (the 
save and accept key) and the report will print.  At times you may see record counts 
flashing across the screen and in some cases the report may run so fast you won’t 
see the counts. 



                                            Printing Customer Reports – CPRTA & CPRT 
 

Page 262 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

Chapter 17 - Printing Customer Reports – CPRTA & 
CPRT 

Print Rental Customers - CPRTA 
This program is used to produce a detailed report on closed and/or current 
customers.  To get into this program, select “Report Menu” off the Store Home Menu, 
then select “Print Customer Reports” off the Reports Menu, then select “Print 
Customer Marketing”, or press the F10 key off of any menu and at the command 
line, type in “CPRTA” and press the enter key.  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.  You will now be prompted for “Separate Locations”. Press the 
enter key to accept the default of N. 
 
The report option screen will be displayed, see Figure 17-1.   
 

 
Figure 17- 1 Print Customer Report Screen 
 
Figure 17-2 is a comprehensive view of the Customer Report Screen after you have 
entered and selected various options for the choices present to determine how you 
want your Customer Report to print. 
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Figure 17- 2 Print Customer Report Screen after selecting through all 
fields 
 
Each choice is explained here. 
 
FORMAT  Options will be displayed on the bottom of the screen.  The choices are:   
1) One Line – This will print one line per agreement with the following information 
on each agreement: 

a) Customer # 
b) Customer Name 
c) Ticket # 
d) Store # 
e) Account Manager # 
f) Payment Term 
g) Last Paid Date 
h) Next Due Date 
i) Agreement Balance 
j) Payment Amount 
k) GRP Amount 
l) ESP Amount 
m) Tax Amount 
n) Total Due 
o) Will include comments and inventory if comments and inventory are chosen in 

criteria screen. 
2) Three Line – This report gives what the one line report shows plus: 

a) Street address 
b) City 
c) State 
d) Zip Code 
e) Phone Number 
f) Customer Type 
g) Contract Type 
h) Times Late 
i) #BOR Items (indicated) 
j) Terms 
k) RTO Receivable Amount 
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l) Birthday 
m) Social Security number (with proper security) 

3) One Line #2- This will print one line per agreement with the following 
information on each agreement: 

a) Customer # 
b) Ticket # 
c) Name 
d) Address 
e) Agreement Date 
f) Last Paid Date 
g) Next Due Date 
h) Inventory Description 
i) Account Manager # 
j) Payment Amount 
k) GRP Amount 
l) Tax Amount 
m) Balance 

4) One Line #3 - This will print one line per agreement with the following 
information on each agreement: 

a) Customer # 
b) Name 
c) Address 
d) Work Phone 
e) Home Phone 
f) Social Security # 
g) Drivers License # 
h) Brief Description of Inventory (if a rental agreement) 

 
PRINT COMMENTS  Do you want the report to print any comments that might be 
on the customer record?  This prompt defaults to Y for yes.  If you accept the 
default, this prompt will change to “ONLY COMMENTS”.  ONLY COMMENTS defaults to 
N for no.  If you change ONLY COMMENTS to Y, this gives you the option to run only 
those customers with comments on their record.  The comments printed here are 
located on the first page of comments in the Take Payments (RP) screen. 
 
PRINT INVENTORY  Do you want the inventory on each agreement to print on this 
report?  The default is Y for yes.  If you do not want the inventory to print on this 
report, type in an N for no. 
 
REPORT ORDER  This gives you four options which are displayed on the bottom of 
the screen.  These are: 

1)  Customer name - Select this if you want the report to print out by 
customer’s last name in alphabetical order. 
2)  Account Number - Select this if you want the report to print out in 
numerical order by Account Number/Customer Number. 
3)  Agreement/Cntr # - Select this if you want the report to print out in 
numerical order by Agreement/Contract Number. 
4) Ticket Number - Select this if you want the report to print out in 
numerical order by Ticket Number. 
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ONLY 1 ITEM TICKETS  Do you want this report to only print customers with one 
item on their ticket?   
 
ACCOUNT TYPE  There are seven options.  They are: 

1)  RTO Accounts (Rent-to-Own) Report will only print accounts that were 
established as RTO and/or RTR customers. 
2)  AR Accounts (Accounts Receivable) Report will print only accounts 
that were established using the program “SALE” with an accounts receivable 
(AR) payment form. 

  3)  Loan Accounts   
  4)  RTO and Loan 
  5)  Special Orders 
  6)  Misc Fee (Club Fee Tickets) 
  7)  RTO/Fee (Rental & Club Fee Tickets) 

Enter the number beside the option you want to use. 
 
SELECT BY LOC OR LOC GROUP  If you want to select by location(s) or location 
group(s), type Y for yes and enter the number here.  The report will only print 
information about the requested location(s) or location group(s).  If you have 
selected to run the report for more than one location, you will see the prompt “SORT 
BY LOCATION”.  This gives you the option to run the selected stores together as 
one combined report or have the report separated by store. 
 
SORT BY LOCATION  This option allows you to sort the report by location in 
ascending location order. 
 
SELECT BY   This option allows you to run the report by particular salesmen account 
managers or employee number.  If all salesmen, account managers and employee 
numbers are needed, press the enter key to accept the default of N for no.    If you 
answer this prompt with a Y, you will be prompted "Select by Salesman/Acct 
Mgr/Input Emp Nbr".  Your options will be displayed on the bottom of the screen: 1) 
SALESMAN, 2) ACCT MGR, 3) INPUT EMP NBR (the employee who entered the 
agreement into the computer).  Enter the number next to the option you want.  The 
prompt will then change and read “SALESMAN”, “ACCT MGRS” or "INPUT EMP NBR" 
depending on the option you chose.  You may then select up to ten salesmen, 
account managers or employee numbers (if selecting by salesmen, account manager 
or employee numbers, use a 5 digit number in this field, for example, 00001).  If you 
have selected more than one salesman, account manager, employee number, you 
will see the prompt “SORT BY SALESMAN/ACCT MGRS”.   
 
SORT BY SALESMAN/ACCT MGR  Prompt default is N for no.  If this is answered 
with a Y for yes, this prompt allows you to run the report by particular salesman, 
account manager, or employee number if you had selected by salesmen, account 
manager, or employee number respectively.  If you have not selected by one of 
these options and left the SELECT BY field as N; if you enter Y for yes in this SORT 
BY field, the default sort for this section is by salesman.  
 
SELECT BY CUST TYPE  Defaults to N for no.  If this is answered with a Y for yes, 
you will then be prompted for “CUST TYPES”.  You may enter from one to ten 
different customer types.  If you want all customer types, accept the default by 
pressing the enter key.  If you want a selection window, enter a "?".  Using your 
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arrow keys, if necessary, highlight the Customer Type you want and press the enter 
key. 
 
SELECT BY AGMT/CONT TYPE  Defaults to N for no.  If you want all contract types 
press the enter key to accept the default of N.  If you want to select only certain 
contract types, type in a Y for yes.  You will then be prompted for “CONTRACT 
TYPES”.  You may enter up to ten different contract types.  After you have selected 
Y, if you want a selection window, enter a "?".  Using your arrow keys, if necessary, 
highlight the Agreement/Contract Type you want and press the enter key. 
 
CURRENT/CLOSED CUSTOMERS  Prompt default is “1” for current customers.  
Options are listed on the bottom of the screen.   Type in the number next to the 
option you want.  

1) Current Customers – This will give you customers that have an open 
agreement. 
2) Closed Customers – This will give you customers that have a closed 
agreement. 
3) Current and Closed Customers – This will give you customers that have 
both, open and closed agreements. 

 
If you chose option 1 Current Customers: 

1) Current Customers Report 

 
Figure 17- 3 Print Customer Report Option 1 Current Customers 
 
The following are the fields that follow this prompt change shown in Figure 17-3. 
 
PRINT ADD’L INVENTORY INFO  Defaults to N for no.  If answered with a Y for 
yes to print original cost, mark up and down payment amounts on the report. 
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SELECT FLOOR PLAN AGENT  Defaults to N for no.  If answered with a Y for yes, 
you will see the prompt “FLOOR PLAN AGENT NBR”.  Type in the number for the 
Floor Plan Agent you want on this report. 
 
WKLY PAYING MTHLY  Defaults to N for no.  If answered with a Y for yes, will print 
only weekly agreements that last paid monthly. 
 
STARTING AGMT/CONT DATE/ENDING DATE  Enter the starting and ending date 
for the time period you want this  report to show.  For example, if you want all 
agreements established in March 2010, you would use:  

Starting Agmt/Cont Date:  03/01/10 
                  Ending Date:  03/31/10 

If you want all open agreements, no matter when they were started, accept the 
defaults with the beginning date blank and the ending date as 12/31/79. 
Note this is a time sensitive report.  If an agreement was opened on March 1st and 
closed prior to month end, the agreement will not show up on this report. 
 
SUMMARIZE BY ZIP  Defaults to N for no.  If answered with a Y for yes, after the 
customer list has printed, the report will print a page on which you will see a line 
across for each individual zip code on this report with the number of customers, 
payment amount, GRP amount, ESP amount, tax amount, total amount, and 
receivables.  Under this, you will have a line showing the totals for each of these zip 
codes. 
 
(SUMMARIZE) BY CUST TYPE  Defaults to N for no.  If answered with a Y for yes, 
after the customer list has printed, the report will print a page on which you will see 
a line across for each individual customer type showing the number of customers, 
payment amount, GRP amount, ESP amount, tax amount, total amount, and 
receivables.  Under this option, there will be a line showing the totals for each of 
these customer types. 
 
TAX IN BALANCES  Do you want the tax included in the balances printed on this 
report?  Default is N for no.  If answered Y for yes, the report will include taxes in 
the balances. 
 
TOTALS ONLY  Defaults to N for no.  If answered Y for yes, the report will print a 
summary page only for each location showing Total Tickets This Location, Indicated 
BOR and Receivables and then a total for all locations on report combined.  If you 
answer Y to summarize by Zip code or Customer code the report will print the 
summary page for those selections. 
 
PAYOFF CUSTS  By entering a Y for yes, the report will select only customers that 
will payoff in an entered number of months.  You will now be prompted “# Mnths 
till payout”. Defaults to 1 month. Enter a two character number for the number of 
months until payout you want this report based on.  For example 3 months would be 
entered as 03. 
 
SELECT BY BALANCE DUE  Default is N for no.  If answered Y for yes, you will then 
be prompted with “BALANCE DUE”.  Type in an amount and only customers whose 
balance is less than the amount entered will be printed. 
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ONLY ESP ACCOUNTS  Default is N for no.  Enter a Y for yes, if you want the report 
to show only agreements with ESP (Extended Service Policy) amounts. 
 
CALCULATE PROJECTIONS  Defaults to N for no.  If answered Y for yes, you will 
be prompted with “FACTOR” for weekly term agreements.  This defaults to 4.33 (the 
average amount of weeks for one month).  Press the enter key to accept this default 
or type in the number of weekly payments you want to use to calculate the  monthly 
income projection.  The report will print the dollar amount you should receive this 
month (rent income only) based on your current customer base.  Any weekly 
agreement will be multiplied by this projection factor to calculate the projected 
income for this month.   
 
SINGLE TICKS ONLY  Do you want the report to print only those customers with 
one open agreement?  Default is N for no.  If you change to Y for yes, the report will 
print customers with single tickets only. 
 
STARTING LAST NAME  If you want all customers printed, press the enter key.  If 
you only want customers from a certain last name on, enter the last name or letter 
you wish the report to start with.  The report will begin with the entered name and 
continue through the end of the alphabet. 
 
RE-OPENED TICKET INDR  When tickets are re-opened, they are marked as re-
opened.  These options allow you to exclude or include them, or just look at re-
opened tickets. 
  E = Exclude Re-Opened Tickets 
  O = Only Re-Opened Tickets 
  I = Include Re-Opened Tickets 
 
SELECT BY ZIP/MODEL/DESC/ADV C  If you want all zip codes, model numbers 
and descriptions, press the enter key to accept the default of N for no.  If you want 
to specify any of these things, type Y for yes in this field.  You will then be prompted 
“SELECT BY ZIP/MODEL NBR/DESC/ADV” and the options will be listed on the 
bottom of the screen: 
 (1)  Select by Zip Code – prompts for up to ten zip codes 
 (2)  Select by Model Nbrs – prompts for up to three model numbers 
 (3)  Select by Desc – prompts for up to three descriptions 
 (4)  Select by Advertising Code – prompts for up ten advertising codes. 
 
WANT BIRTHDAY REPORT  Enter a Y for yes, if you want a report showing the 
birthday of your customers.  If this prompt is answered with a Y for yes, you will see 
the prompts: Month so you can enter the month you want birthdays from.  Starting 
Day so you can enter the earliest day of that month you want used.  THRU to enter 
the latest day of that month you want used. 
 
Press the F9 key.  You will then be prompted for “Any More Changes”.  When this is 
answered with a N for no, the report will begin counting and will print to the printer 
or file pathname you specified. 
 
If you chose option 2 Closed Customers: 
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2) Closed Customers Report 

 
Figure 17- 4 Print Customer Report Screen selecting closed 
customers 
 
The following are the fields that follow this prompt change shown in Figure 17-4. 
 
PRINT ADD’L INVENTORY INFO  Defaults to N for no.  If answered with a Y for 
yes to print original cost, mark up and down payment amounts on the report. 
 
STARTING CLOSED DATE/ENDING DATE  Enter the starting and ending closed 
date for the customer agreements you want to see on this report.  For example, if 
you want all agreements closed in March 2010, you would use:   

Starting Agmt/Cont Date:  03/01/10 
                  Ending Date:  03/31/10 

If you want all closed agreements, no matter when they were closed accept the 
defaults with the beginning date blank and the ending date as 12/31/79. 
 
STARTING AGMT/CONT DATE/ENDING DATE  Enter the starting and ending 
open dates for the time period you want this report to show.  For example, if you 
want all agreements that were also opened in March 2010, you would use: 
  Starting Agmt/Cont Date:  03/01/10 
           Ending Date:  03/31/10 
If you want all agreements, no matter when they were started, accept the defaults 
with the beginning date blank and the ending date as 12/31/79. 
 
SELECT BY CLOSED REASON  If you want the report to print closed accounts 
regardless of the reason they were closed, press enter.  If you want the report to 
show only certain types of closed accounts, type in a Y.  You will be prompted for 
“REASONS”.  The options will be listed on the screen.  Type in the number 
representing the option you want from the options listed on the screen (If the 
number representing the option you want is a single digit, make it a two digit.  For 
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example 2 would become 02).  You may enter up to 10 different reasons.  The 
following are the reasons: 

1) REFUND & CANCEL 
2) PAYOUT SATISFACTORY 
3) PAYOUT UNSATISFACTORY 
4) REQUEST PICKUP 
5) REPOSSESS 
6) SKIP 
7) STOLEN 
8) CHARGE OFF 
9) EARLY BUYOUT 

 
CALCULATE PROJECTIONS  If you want the report to show the calculated 
projections, enter a Y.  You will be prompted for Factor, enter the factor you want 
used or press enter to accept the default of 4.33. 
 
TOTALS ONLY  If you want the report to show totals only, enter a Y. 
 
ONLY FORESIGHT WARRANTY AGMTS  If you want this report to show only 
Foresight Warranty Agreements, enter a Y. 
 
ONLY ESP ACCOUNTS  If you want this report to show only those agreements with 
ESP, enter a Y. 
 
RECEIVABLES WRITE OFF REPORT  Can be run only if Format Type 1 and Report 
Order 2 are selected.  This will give you the amount of RTO receivables that was left 
on a customer that now is closed. 
 
ONLY ACCOUNTS W/O OPEN TICKETS  If you want this report to print only those 
accounts without an open ticket, enter a Y.  Otherwise, press the enter key to accept 
the default of N. 
 
STARTING LAST NAME  If you want all customers printed, press the enter key.  If 
you only want customers from a certain last name on, enter the last name or letter 
you wish the report to start with.  The report will begin with the entered name and 
continue through the end of the alphabet. 
 
RE-OPENED TICKET INDR  When tickets are reopened, they are marked as such.  
These options allow you to exclude or include them, or just look at reopened tickets. 
  E = Exclude Re-Opened Tickets 
  O = Only Re-Opened Tickets 
  I = Include 
 
SELECT BY ZIP/MODEL/DESC/ADV C  If you want all zip codes, model numbers 
and descriptions, press the enter key to accept the default of N.  If you want to 
specify any of these things, type a Y for yes.  You will then be prompted “SELECT 
BY ZIP/MODEL NBR/DESC/ADV” and the options will be listed on the bottom of 
the screen:  
 (1)  Select by Zip Code – prompts for up to ten zip codes 
 (2)  Select by Model Nbrs – prompts for up to three model numbers 
 (3)  Select by Desc – prompts for up to three descriptions 
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 (4)  Select by Advertising Code – prompts for up ten advertising codes. 
 
WANT BIRTHDAY REPORT  Enter a Y if you want a report showing the birthday of 
your customers.  If this prompt is answered with a Y, you will see the prompts: 
Month enter the month you want birthdays from.  Starting Day enter the earliest 
day of the month you want used.  THRU enter the latest day of the month you want 
used. 
 
Press the F9 key.  You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting and will print to the printer 
or file pathname you gave. 
 
If you chose option 3 Current and Closed Customers: 

3) Current and Closed Customers Report 

 
Figure 17-5 Print Customer Report Screen Selecting Current and 
Closed Customers 
 
The following are the fields that follow this prompt change shown in Figure 17-5. 
 
PRINT ADD’L INVENTORY INFO  Defaults to N for no.  If answered with a Y for 
yes to print original cost, mark up and down payment amounts on the report. 
 
WANT RENTAL ACTIVITY REPORT  Defaults to N.  If you want to know what 
Advertising Source brought the current customers in and the closed reasons for all 
closed customers, answer Y.  This will give you a report which shows you each of the 
Advertising Sources, the number of closed customers each different source brought 
in and the indicated balance on rent (BOR) on this.  Also gives an analysis of 
accounts opened and indicated BOR during the time period you are running this 
report on compared to the accounts closed and indicated BOR.  It also gives you the 
Keep Rate percent and Average Days on Books. 
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USE ZIP FOR LOC  This gives you the option to use the last three digits of the zip 
code instead of the store location for sorting.  Answer Y for yes, if this is how you 
want the report sorted.  Answer N for no, if you want the report sorted by store. 
 
WANT DETAILED ACTIVITY REPORT  You will only see this prompt if a Y was 
entered in the Want Rental Activity Report prompt.  Defaults to N for no.  If 
you want full detail for each opened and closed account, answer Y.  If a Y is entered, 
you will be prompted, "Starting Activity Date & Ending Date”.  Enter the earliest 
and latest dates you want the system to use when building this report. 
 
STARTING AGMT/CONT DATE/ENDING DATE  Enter the starting and ending 
dates for the time period you want this report to show.  For example, if you want all 
agreements established in March 2010, you would use the dates:   

Starting Agmt/Cont Date: 03/01/10 
                   Ending Date: 03/31/10 

If you want all agreements, no matter when they were started, accept the defaults 
with the beginning date blank and the ending date as 12/31/79. 
 
STARTING CLOSED DATE/ENDING DATE  Enter the starting and ending dates for 
the time period you want this report to show.  For example, if you want agreements 
closed in June 2004, you would use the dates:   

Starting Closed Date: 03/01/10  
  Ending Date: 03/31/10 

If you want all agreements, no matter when they were closed, accept the defaults 
with the beginning date blank and the ending date as 12/31/79. 
 
STARTING LAST NAME  If you want all customers printed, press enter.  If you only 
want customers from a certain last name on, enter the last name or letter you wish 
the report to start with.  The report will begin with the entered name and continue 
through the end of the alphabet. 
 
RE-OPENED TICKET INDR  When tickets are reopened, they are marked as such.  
These options allow you to exclude or include them, or just look at reopened tickets. 
  E = Exclude Re-Opened Tickets 
  O = Only Re-Opened Tickets 
  I = Include 
 
SELECT BY ZIP/MODEL/DESC/ADV C  If you want all zip codes, model numbers 
and descriptions, press the enter key to accept the default of N.  If you want to 
specify any of these things, type Y for yes.  You will then be prompted “SELECT BY 
ZIP/MODEL NBR/DESC/ADV” and the options will be listed on the bottom of the 
screen:  
 (1)  Select by Zip Code – prompts for up to ten zip codes 
 (2)  Select by Model Nbrs – prompts for up to three model numbers 
 (3)  Select by Desc – prompts for up to three descriptions 
 (4)  Select by Advertising Code – prompts for up ten advertising codes. 
 
WANT BIRTHDAY REPORT  Enter a Y if you want a report showing the birthday of 
your customers.  If this prompt is answered with a Y for yes, you will see the 
prompts: Month enter the month you want birthdays from.  Starting Day enter the 
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earliest day of the month you want used.  THRU enter the latest day of the month 
you want used. 
 
Press the F9 key.  You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting and will print to the printer 
or file pathname you specified. 

Example CPRTA Reports  

Current Customer List 
The customer list is an alphabetical printout of all current accounts, separated by 
store.   
 
If you run the default report for one location only, you will get a comprehensive 
customer list with information on this report that can be used to manually accept 
payments and allow your staff to work with customers if the system is not available, 
see Figures 17-6 and 17-7.  There are many ways to tailor this report. 
 

 
Figure 17- 6 Print Customer Report Screen for Store Customer List 
Screen 
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Figure 17- 7 Snapshot of Resulting Store Rental Customer List Report 

Current Customer Report with Calculated Projections by Zip Code 
This summary report is available to give you an indication of what zip code areas are 
important to each store.  It has many uses in collection, scheduling, projections and 
advertising areas.  See Figures 17-8 and 17-9. 
 

 
Figure 17- 8 Snapshot of Resulting Store Customer Report by Zip 
Code Screen 
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Figure 17- 9 Snapshot of Resulting Store Customer Report by Zip 
Code  

Closed Customer Report in Detail 
Closed customer accounts and reasons closed can be selected within two dates.  The 
report can be separated by reasons closed.  The following options are available as 
reasons closed: Refund and Cancel; Payout Satisfactory; Payout Unsatisfactory; 
Request Pickup; Repossess; Skip; Stolen; Charge Off; Early Buyout.  In this example 
we ran a comprehensive closed customer report. See Figures 17-10 and 17-11. 
 

 
Figure 17-10 Snapshot of Resulting Store Closed Customer Report in 
Detail Screen 
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Figure 17-11 Snapshot of Resulting Store Closed Customer Report in 
Detail  

Print Customers - (3 per page) - CPRT 
To produce a detailed report of closed and/or current customers (3 per page), select 
“Report Menu” off the Store Home Menu, then select “Print Customer Reports” off 
the Reports Menu, then select “Print Customer With Last 3 Payments”, or press the 
F10 key off of any menu and at the command line, type in “CPRT” and press the 
enter key.  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.  You will now be 
prompted for “Separate Locations”. Press the enter key to accept the default of N.  
The report option screen will be displayed, see Figure 17-12. 
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Figure 17-12 Print Rental Customer Report (3 per page) Screen 
 
Figure 17-13 is a screen shot of the last page of a comprehensive view of the 
Customer Report Screen (3 per page) after you have entered or selected various 
options for the choices present to determine how you want your Customer Report to 
print. 
 

 
Figure 17-13 Print Rental Customer Report (3 per page) Example 
 
Each choice is explained here. 
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REPORT ORDER  This gives you three options which are displayed on the bottom of 
the screen.  These are: 

1)  Customer name - Select this if you want the report to print out in 
alphabetical order. 
2)  Account Number - Select this if you want the report to print out in 
numerical order by Account/Customer Number. 
3)  Contract Number - Select this if you want the report to print out in 
numerical order by Contract Number. 

 
ACCOUNT TYPE  There are two options.  They are:   

1)  RTO Accounts (Rent-to-Own)  Report will only print accounts that were 
established using the program “NEW”. 
2)  AR Accounts (Accounts Receivable)  Report will print only  AR 
accounts that were established using the program “SALE” with accounts 
receivable payment form. 

 
SELECT BY LOC OR LOC GROUP  If you want to select by location(s) or location 
group(s), type Y for yes and enter the number here.  The report will only print 
information about the requested location(s) or location group(s).  If you have 
selected to run the report for more than one location, you will see the prompt “SORT 
BY LOCATION”.  This gives you the option to run the selected stores together as 
one combined report or have the report separated by store. 
 
SORT BY LOCATION  This option allows you to sort the report by location in 
ascending location order. 
 
SELECT BY SLSMN OR ACCT MGR  This option allows you to run the report by 
particular salesmen or account managers.  If all salesmen or account managers are 
needed, press the enter key to accept the default of N for no.  If you answer this 
prompt with a Y, the default will change to a 2 and your options will be displayed on 
the bottom of the screen.  (1) SELECT BY SALESMEN  2) SELECT BY ACCT 
MGRS).  Enter the number next to the option you want.  The prompt will then 
change and read “SALESMAN” or “ACCT MGRS” depending on the option you chose.  
You may then select up to ten salesmen or account manager numbers you want on 
this report.  If you have selected more than one salesman or account manager you 
will see the prompt “SORT BY SALESMEN/ACCT MGRS”.  The default is N for no.  
If this option is answered with “Y” for yes, the report will group data by salesman or 
account manager.  If you choose to sort the report by store and by alesman/account 
manager, the report will be printed by salesman/account manager sorted within the 
store. 
 
SORT BY SALESMEN/ACCT MGR  Prompt default is N for no.  If this is answered 
with a Y for yes, this prompt allows you to run the report by particular salesmen or 
account manager.  If you have not “selected by” one of these options and left the 
SELECT BY field as N for no; if you enter Y for yes in this SORT BY field, the default 
sort for this section is by salesman.   
 
SELECT BY CUST TYPE  Defaults to N for no.  If this is answered with a Y for yes, 
you will then be prompted for “CUST TYPES”.  You may enter from one to ten 
different customer types.  If you want all customer types, accept the default by 
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pressing the enter key.  Customer Types are set up and maintained using the 
program RCUSTYPE.   
 
SELECT BY CONTRACT TYPE  Defaults to N to no.  If you want all contract types, 
press enter.  If you want to select only certain contract types, type in a Y for yes 
(Customer Types are entered and maintained in the program RCNRTYPE).  You will 
then be prompted for “CONTRACT TYPES”.  You may enter up to ten different 
contract types. 
 
CURRENT/CLOSED CUSTOMERS  Defaults to “1”.  Options are listed on the 
bottom of the screen.   Type in the number next to the option you want.  
If you choose: 1) Current, go to  Current Customers Report. 
If you choose: 2) Closed Customers, go to Closed Customers Report.  
If you choose: 3) Current and Closed, go to Current and Closed Report.  
 
If you chose option 1 Current Customers: 

1) Current Customers Report (3 per page) 
STARTING CONTRACT DATE/ENDING DATE  Enter the starting and ending 
agreement opening date for the time period you want this report to show.  For 
example, if you wanted the report based on agreements entered during the month of 
March 2020, you would enter 03/01/10 and 03/31/10. If you want all agreements, 
no matter when they were started, accept the defaults with the beginning date blank 
and the ending date as 12/31/79. 
 
TOTALS ONLY  Defaults to N for no.  If answered with a Y for yes, the report will be 
only totals for each location showing Total Tickets This Location, Indicated BOR and 
Receivables and then a total for all locations on report combined.  This does not 
include a detailed customer list.  This is only totals. 
 
SELECT BY BALANCE DUE   Defaults to N for no.  If answered with a Y for yes, you 
will then be prompted with “BALANCE DUE”.  Type in an amount and only 
customers whose agreement balance is less than the amount entered will be printed. 
 
CALCULATE PROJECTIONS  Defaults to N for no.  If answered with a Y for yes, you 
will be prompted with “PROJECTION FACTOR”.  This defaults to 4.33 (the average 
amount of weeks for one month) Press the enter key to accept this default or type in 
the figure you want the projection based on.  This option will cause an income 
projection figure to be printed. 
 
STARTING LAST NAME  If you want all customers printed, press the enter key.  If 
you only want customers from a certain last name on, enter the last name or letter 
you wish the report to start with.  The report begins with the entered name and 
proceeds to the end of the alphabet. 
 
SELECT BY ZIP OR MODEL OR DESC  If you want all zip codes, model numbers 
and descriptions, press the enter key.  If you want to specify any of these things, 
type in a Y for yes.  You will then be prompted “SELECT BY ZIP, MODEL NBR OR 
DESC” and the options will be listed on the bottom of the screen   
 (1)  Select by Zip Code – prompts for up to ten “ZIP CODES” 
 (2)  Select by Model Nbrs – prompts for up to three model numbers 
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 (3)  Select by Desc – prompts for up to three descriptions 
  
Press the F9 key.   You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting and will print to the printer 
or file pathname you specified earlier. 
 
If you chose option 2 Closed Customers: 

2) Closed Customers Report (3 per page) 
STARTING CLOSED DATE/ENDING DATE  Enter the starting and ending closed 
dates for the time period you want this report to show.  For example, if you wanted 
the report based on customers who closed their accounts during the month of March 
2004, you would enter 03/01/10 and 03/31/10.  If you want all agreements, no 
matter when they were closed, accept the defaults with the beginning date blank and 
the ending date as 12/31/79. 
 
SELECT BY CLOSED REASON  If you want this report to print closed accounts 
regardless of the reason they were closed, press the enter key.  If you want the 
report on only certain types of closed accounts, type in a Y for yes.  You will be 
prompted for “REASONS” and the options will be listed on the screen.  Type in the 
number representing the option you want (if the number representing the option you 
want is a single digit, make it a two digit.  For example 2 would become 02).  You 
may enter up to 10 different reasons.  The closed reasons are listed below.     
  2) REFUND & CANCEL 
  3) PAYOUT SATISFACTORY 
  4) PAYOUT UNSATISFACTORY 
  5) REQUEST PICKUP 
  6) REPOSSES 
  7) SKIP 
  8) STOLEN 
  9) CHARGE OFF 
 10) EARLY BUYOUT 
 
STARTING LAST NAME  If you want all customers printed, press the enter key.  If 
you only want customers from a certain last name on, enter the last name or letter 
you wish the report to start with.  The report begins with the entered name and 
proceeds to the end of the alphabet. 
 
SELECT BY ZIP OR MODEL OR DESC  If you want all zip codes, model numbers 
and descriptions, press the enter key.  If you want to specify any of these things, 
type in a Y for yes.  You will then be prompted “SELECT BY ZIP, MODEL NBR OR 
DESC” and the options will be listed on the bottom of the screen   
 (1)  Select by Zip Code – prompts for up to ten “ZIP CODES” 
 (2)  Select by Model Nbrs – prompts for up to three model numbers 
 (3)  Select by Desc – prompts for up to three descriptions 
 
Press the F9 key.   You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting and will print to the printer 
or file pathname you specified. 
 
If you chose option 3 Current and Closed Customers: 
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3) Current and Closed Customers Report (3 per page) 
STARTING CONTRACT DATE/ENDING DATE  Enter the starting and ending 
agreement dates for the time period you want this report to show.  For example, if 
you wanted the report based on customers who closed their accounts during the 
month of March 2010, you would enter 03/01/10 and 03/31/10.  If you want all 
agreements, no matter when they were started, accept the defaults with the 
beginning date blank and the ending date as 12/31/79. 
 
STARTING CLOSED DATE/ENDING DATE  Enter the starting and ending closed 
dates for the time period you want this report to show.  For example, if you wanted 
the report based on customers who closed their accounts during the month of March 
2010, you would enter 03/01/10 and 03/31/10.  If you want all agreements, no 
matter when they were closed, accept the defaults with the beginning date blank and 
the ending date as 12/31/79. 
 
STARTING LAST NAME If you want all customers printed, press the enter key.  
If you only want customers from a certain last name on, enter the last name or letter 
you wish the report to start with.  The report begins with the entered name and 
proceeds to the end of the alphabet. 
 
SELECT BY ZIP OR MODEL OR DESC If you want all zip codes, model numbers 
and descriptions, press the enter key.  If you want to specify any of these things, 
type in a Y for yes.  You will then be prompted “SELECT BY ZIP, MODEL NBR OR 
DESC” and the options will be listed on the bottom of the screen   
 (1)  Select by Zip Code – prompts for up to ten “ZIP CODES” 
 (2)  Select by Model Nbrs – prompts for up to three model numbers 
 (3)  Select by Desc – prompts for up to three descriptions 
 
Press the F9 key.   You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting and will print to the printer 
or file pathname you specified. 

Example CPRT Report 
For this example, the report was run for current rental customers and is asking for a 
projection figure at the end of the report for store 101, see Figure 17-14. 
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Figure 17-14 Print Rental Customer Report (3 per page) Screen with 
data 
 
The resulting report will print 3 customers per page for the customer rental contracts 
that are open.  The final page lists the total tickets, the amount of receivables and 
the total projected income for those customers.  See Figure 17-15. 
 

 
Figure 17-15 Print Rental Customers Screen Shot of Resulting Report 
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Chapter 18 – Inventory Reports  

Print Serialized Inventory - PINV  
 
The serialized inventory report shows the current status and performance of each 
piece of inventory indicating how many times a piece of inventory has been rented 
and the amount of revenue that has been collected.  This report can be setup for 
specific inventory received dates.  It is very good for analyzing new inventory added 
to the store inventory assortment as well as monitoring aged pieces.  There are 
numerous ways to run this report and below are three examples of how you might 
run the reports. 
 
To access this program, select “Report Menu” off the Store Home Menu, then select 
“Print Inventory Reports” off the Reports Menu, then select “Print Inventory Details – 
PINV” or from any menu press the F10 key and type in “PINV” on the command line 
and press the enter key.   
 
You will be prompted for printer or file pathname.  If you want to print directly to the 
default printer, press the enter key.  If you want this information to print to another 
printer, type that printer number over the default and press the enter key.  See 
Introduction to Reports for additional information about the printer/file pathname 
screen.  You will now be prompted for “Separate Locations”.  Press the enter key to 
accept the default of N for no and you will see the screen in Figure 18-1.   
 

 
Figure 18- 1 Serialized Inventory Report 
 
INVENTORY TYPE  The following list of options will be displayed on the bottom of 
the screen: 

(1) SALES INV – Sales inventory refers to the inventory received as type S 
sales inventory (does not depreciate until the unit is rented and then becomes 
a depreciable asset).   You will then be prompted “ONLY TRANSFERRED 
INVENTORY”.  If you want only inventory that has been transferred on this 
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report, type in a Y for yes.  If you answered with a Y for yes, you will see the 
prompt “TRANSFER DATE”.  Type in the earliest date you want selected.  
You will then be prompted for the “ENDING DATE”.  Type in the latest date 
you want selected. 
(2) RENTAL INV - You will then be prompted “ONLY TRANSFERRED 
INVENTORY”.  If you want only inventory that has been transferred from 
sales inventory to rental inventory to display on this report, type in a Y for 
yes.  If you answered with a Y for yes, you will see the prompt “TRANSFER 
DATE”.  Type in the beginning date you want analyzed.  You will then be 
prompted for the “ENDING DATE”.  Type in the last date you want selected.  
This must be answered with a Y with for an accumulated depreciation 
or book value report.  You must also use Option 4 (Book Value) under 
“TYPE REPORT”. 

 (3) SALES/RENTAL INV 
(4) MOVIE INV - You will then be prompted “ONLY TRANSFERRED 
INVENTORY”.  If you want only movie inventory that has been transferred to 
display on this report, type in a Y for yes.  If you answered with a Y for yes, 
you will see the prompt “TRANSFER DATE”.  Type in the earliest date you 
want selected.  You will then be prompted for the “ENDING DATE”.  Type in 
the latest date you want selected. 

 (5) ALL 
(6) RENT/MOV - You will then be prompted “SELECT ONLY 
TRANSFERRED INVENTORY”.  If you want only inventory that has been 
transferred to display on this report, type in a Y for yes.  If you answered with 
a Y for yes, you will see the prompt “TRANSFER DATE”.  Type in the earliest 
date you want selected.  You will then be prompted for the “ENDING DATE”.  
Type in the latest date you want selected. 

 
REPORT ORDER  A list will be displayed on the bottom of the screen.  Enter the 
number of the option you want for the order in which the report will run. 
 (1) MODEL NUMBER alphabetically in Model number order 

(2) SERIAL NUMBER  numeric order followed by alphabetical for serial 
number order 

 (3) DESCRIPTION  alphabetically in description order 
 
TYPE PRINT  The following list of options will be displayed on the bottom of the 
screen: 
 (1) DETAIL 

(2) SUMMARY ON MODEL NUMBER - You will then see the prompt “SHOW 
QTY FOR EACH LOCATION”.  The default is N for no.  If you want the report 
to show the quantity for each location, type in a Y for yes.  

 (3) DETAIL AND SUMMARY   
(4) SUMMARY ON DESC - You will then see the prompt “SHOW QTY FOR 
EACH LOCATION”.  The default is N for no.  If you want the report to show 
the quantity for each location, type in a Y for yes.    This option is only valid 
on description report order. 

 
TYPE REPORT  The following list will be displayed on the bottom of the screen: 
 (1) COST 

(2) ACCUM RENTAL - You will then be prompted “WHICH REVENUE 
INFO”.  A list will be displayed on the bottom of the screen.  Your choice is 
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either YTD for year-to-date or TTD for term-to-date.  Enter the number beside 
the option you want.  After entering your choice, the next question is 
“IGNORE CONTRACT LENGTHS” less than this amount in months for keep 
rate and then at “CONTRACT LGTH” leave it a zero to select all (in months) 
or enter the number so the report shows only contract lengths equal to this 
number. 
(3) DEMO – This option gives information concerning items out on demo.  
When choosing the statistics for this report, choose inventory status D. 
(4) RENTED – Only valid on Rental Inventory Type report.  This option gives 
the date rented and the date delivered. 
(5) BOOK VALUE - This can be used with INVENTORY TYPE OPTION 2 for 
an accumulated d epreciation r eport.   Y ou will th en b e p rompted “ BASE 
BOOK VALUE ON THIS DATE”.  Only valid on Rental Inventory Type report. 
(6) PRICING – Only valid on Rental Inventory Type report.  This option 
gives actual price, monthly and weekly price. 
(7) PRICING #2 – Only valid on Rental Inventory Type report.  This gives 
remaining book value, idle days, and monthly and weekly price. 

 
SELECT BY FLOOR PLAN AGENT  If answered with a Y for yes, you will be 
prompted to enter “FLOOR PLAN AGENT”.  You may enter the number assigned to 
a particular floor plan agent and the report will indicate all the inventory that is 
involved with a particular floor plan agent. 
 
PRINT BAR CODE # FOR SERIAL #  If answered with a Y for yes, the report will 
display bar code numbers instead of the serial numbers. 
 
STARTING RECEIVED DATE/ENDING DATE  Enter the earliest and latest date 
inventory was received that you want to see on this report. 
 
SELECT BY LOC OR LOC GROUP  If you want to select by location(s) or location 
group(s), type in a Y for yes and enter the number here.  The report will only print 
information about the requested location(s) or location group(s).  Enter up to ten 
store numbers if choosing by location or select by 10 location groups or a range of 
groups.  If all stores are needed, press the enter key to accept the default of N for 
No.  If you have selected to run the report for more than one location, you will see 
the prompt “SORT BY LOCATION”.  This gives you the option to run all stores 
together or have the report separate them. 
 
SELECT BY DESCRIPTION  If answered with a Y for yes, you may enter up to three 
different descriptions. 
 
SELECT BY MODEL NUMBER  If answered with a Y for yes, you may enter up to 
three different model numbers.  If you want an entire brand, enter the first letters 
such as FB for all furniture bedroom etc.  You may also choose the first letter of a 
product code (first letter in the model number) for instance all appliances would be 
A*.  If you want to list a manufacturer, for example, Ashley, enter “**ASH” and the 
report will report on that manufacturer.  
 
SELECT BY STATUS  If answered with a Y for yes, you may enter up to fifteen 
different statuses.  If you want the report to print all statuses, press the enter key to 
accept the default of N for No.  Status codes are N for new, R for returned inventory, 
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O for units on rent or D for demo items, S for sold, E for early buyout, P for paid out, 
B, L & Z for charged off, Z skipped, Y stolen and C for Credited back to Vendor. 
 
PRINT SERIAL NUMBERS  If you want the serial numbers printed on this report, 
type in a Y for yes.  If you enter an N for no, this report can be used to take physical 
inventory requiring the employees to enter the exact serial number they located.  
This can eliminate errors and fraud.  This can also prove to be valuable information 
for showing a manufacturer the dollars that have been spent for a faulty item, model 
number or brand. 
 
PRINT SERVICE INFORMATION  Answer with a Y for yes if you want the times in 
service and service costs to print.   
 
PRINT TOTALS ONLY  Answer with a Y for yes if you want a report that is 
summarized only with no detailed inventory listed. 
 
Press the F9 key.  You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting records and will print to the 
printer or file pathname you specified. 

Examples of PINV Setup Screens & Resulting Reports 
This report shows the rental inventory cost in model number order for the month of 
January for store 101.  See Figure 18-2 and Figure 18-3. 
 

 
Figure 18- 2 Serialized Inventory Report Example #1 Screen 
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Figure 18- 3 Resulting Serialized Inventory Report Example #1 
 
The next report shows rental inventory cost in description order for store 101 and 
gives detail and summary information.  See Figure 18-4 and Figure 18-5. 
 

 
Figure 18- 4 Serialized Inventory Report Example #2 Screen 
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Figure 18- 5 Resulting Serialized Inventory Report Example #2 
 
The following report displays a detail and summary of serialized rental inventory 
accumulated rental report for the month of January for store 101 for descriptions 
starting with FURN sorted in model number order.  See Figure 18-6 and Figure 18-7. 
 

 
Figure 18- 6 Serialized Inventory Report Example #3 Screen 
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Figure 18- 7 Resulting Serialized Inventory Report Example #3 

Serialized Inventory Report by Location- PINVL  
To go into this program, select “Report Menu” off the Store Home Menu, then select 
“Print Inventory Reports” off the Reports Menu, then select “Print Inventory by 
Location – PINVL” or from any menu press the F10 key and type in “PINVL” on the 
command line and press the enter key.   
 
You will be prompted for printer or file pathname.  If you want to print directly to the 
default printer, press the enter key.  If you want this information to print to another 
printer, type that printer number over the default and press the enter key.  See 
Introduction to Reports for additional information about the printer/file pathname 
screen.  You will now be prompted for “Separate Locations”.  Press the enter key to 
accept the default of N for no and you will see the screen in Figure 18-8.   
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Figure 18- 8 Serialized Inventory Report by Location 
 
INVENTORY TYPE  The following list of options will be displayed on the bottom of 
the screen: 

(1) SALES INV – Sales inventory refers to the inventory received as type S 
sales inventory (does not depreciate).   You will then be prompted “ONLY 
TRANSFERRED INVENTORY”.  If you want only inventory that has been 
transferred on this report, type in a Y for yes.  If you answered with a Y for 
yes, you will see the prompt “TRANSFER DATE”.  Type in the earliest date 
you want selected.  You will then be prompted for the “ENDING DATE”.  
Type in the latest date you want selected. 
(2) RENTAL INV - You will then be prompted “ONLY TRANSFERRED 
INVENTORY”.  If you want only inventory that has been transferred from 
sales inventory to rental inventory to display on this report, type in a Y for 
yes.  If you answered with a Y for yes, you will see the prompt “TRANSFER 
DATE”.  Type in the beginning date you want analyzed.  You will then be 
prompted for the “ENDING DATE”.  Type in the last date you want selected.  
This must be answered with a Y with for an accumulated depreciation 
or book value report.  You must also use Option 4 (Book Value) under 
“TYPE REPORT”. 

 (3) SALES/RENTAL INV 
(4) MOVIE INV - You will then be prompted “ONLY TRANSFERRED 
INVENTORY”.  If you want only movie inventory that has been transferred to 
display on this report, type in a Y for yes.  If you answered with a Y for yes, 
you will see the prompt “TRANSFER DATE”.  Type in the earliest date you 
want selected.  You will then be prompted for the “ENDING DATE”.  Type in 
the latest date you want selected. 

 (5) ALL 
(6) RENT/MOV - You will then be prompted “SELECT ONLY 
TRANSFERRED INVENTORY”.  If you want only inventory that has been 
transferred to display on this report, type in a Y for yes.  If you answered with 
a Y for yes, you will see the prompt “TRANSFER DATE”.  Type in the earliest 
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date you want selected.  You will then be prompted for the “ENDING DATE”.  
Type in the latest date you want selected. 

 
REPORT ORDER  A list will be displayed on the bottom of the screen.  Enter the 
number of the option you want for the order in which the report will run. 
 (1) MODEL NUMBER alphabetically in Model number order 

(2) SERIAL NUMBER  numeric order followed by alphabetical for serial 
number order 

 (3) DESCRIPTION  alphabetically in description order 
 
TYPE PRINT  The following list of options will be displayed on the bottom of the 
screen: 
 (1) DETAIL 

(2) SUMMARY ON MODEL NUMBER - You will then see the prompt “SHOW 
QTY FOR EACH LOCATION”.  The default is N for no.  If you want the report 
to show the quantity for each location, type in a Y for yes.  

 (3) DETAIL AND SUMMARY   
(4) SUMMARY ON DESC - You will then see the prompt “SHOW QTY FOR 
EACH LOCATION”.  The default is N for no.  If you want the report to show 
the quantity for each location, type in a Y for yes.    This option is only valid 
on description report order. 

 
TYPE REPORT  The following list will be displayed on the bottom of the screen: 
 (1) COST 

(2) ACCUM RENTAL - You will then be prompted “WHICH REVENUE 
INFO”.  A list will be displayed on the bottom of the screen.  Your choice is 
either YTD for year-to-date or TTD for term-to-date.  Enter the number beside 
the option you want.  After entering your choice, the next question is 
“IGNORE CONTRACT LENGTHS” less than this amount in months for keep 
rate and then at “CONTRACT LGTH” leave it a zero to select all (in months) 
or enter the number so the report shows only contract lengths equal to this 
number. 
(3) DEMO – This option gives information concerning items out on demo.  
When choosing the statistics for this report, choose inventory status D. 
(4) RENTED – Only valid on Rental Inventory Type report.  This option gives 
the date rented and the date delivered. 
(5) BOOK VALUE - This can be used with INVENTORY TYPE OPTION 2 for 
an accumulated d epreciation r eport.   Y ou will th en b e p rompted “ BASE 
BOOK VALUE ON THIS DATE”.  Only valid on Rental Inventory Type report. 
(6) PRICING – Only valid on Rental Inventory Type report.  This option 
gives actual price, monthly and weekly price. 
(7) PRICING #2 – Only valid on Rental Inventory Type report.  This gives 
remaining book value, idle days, and monthly and weekly price. 

 
PRINT FLOOR PLAN OR CONDITION  Accept the default of 1 to print by Floor Plan 
agent or select 2 to print by Inventory Condition Code.  The next prompt you will see 
is “SELECT BY”.  Depending on what you selected (floor plan agent or condition), 
the prompt at the bottom of this screen for this field will reflect to enter a Y for yes if 
you want to select by floor plan agent or if you selected “2”, then you will be 
prompted to enter a Y to select by inventory condition code.  If you do select “1” and 
“Y”, you will be prompted to enter “FLOOR PLAN AGENT”.  You may enter the 



                                                                                             Inventory Reports 
 

Page 292 of 332 
4.20.2010   RSSS 12.5 Rental Countertop 

number assigned to a particular floor plan agent and the report will indicate all the 
inventory that is involved with a particular floor plan agent.  If you selected “2” and 
“Y”, then enter the inventory condition code you want the report to display. 
 
PRINT BAR CODE # FOR SERIAL #  If answered with a Y for yes, the report will 
display bar code numbers instead of the serial numbers. 
 
STARTING RECEIVED DATE/ENDING DATE  Enter the earliest and latest date 
inventory was received that you want to see on this report. 
 
SELECT BY LOC OR LOC GROUP  If you want to select by location(s) or location 
group(s), type in a Y for yes and enter the number here.  The report will only print 
information about the requested location(s) or location group(s).  Enter up to ten 
store numbers if choosing by location or select by 10 location groups or a range of 
groups.  If all stores are needed, press the enter key to accept the default of N for 
No.  If you have selected to run the report for more than one location, you will see 
the prompt “SORT BY LOCATION”.  This gives you the option to run all stores 
together or have the report separate them. 
 
SELECT BY DESCRIPTION  If answered with a Y for yes, you may enter up to three 
different descriptions. 
 
SELECT BY MODEL NUMBER  If answered with a Y for yes, you may enter up to 
three different model numbers.  If you want an entire brand, enter the first letters 
such as FU for all furniture upholstery, etc.  You may also choose the first letter of a 
product code (first letter in the model number) for instance all appliances would be 
A*.  If you want to list a manufacturer, for example, Ashley, enter “**ASH” and the 
report will report on that manufacturer.  
 
SELECT BY STATUS  If answered with a Y for yes, you may enter up to fifteen 
different statuses.  If you want the report to print all statuses, press the enter key to 
accept the default of N for No.  Status codes are N for new, R for returned inventory, 
O for units on rent or D for demo items, S for sold, E for early buyout, P for paid out, 
B, L & X for charged off, Z skipped, Y stolen. 
 
PRINT SERIAL NUMBERS  If you want the serial numbers printed on this report, 
type in a Y for yes.  If you enter an N for no, this report can be used to take physical 
inventory requiring the employees to enter the exact serial number they located.  
This can eliminate errors and fraud.  This can also prove to be valuable information 
for showing a manufacturer the dollars that have been spent for a faulty item, model 
number or brand. 
 
PRINT SERVICE INFORMATION  Answer with a Y for yes if you want the times in 
service and service costs to print.   
 
PRINT TOTALS ONLY  Answer with a Y for yes if you want a report that is 
summarized with only the totals printed. 
 
Press the F9 key.  You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting records and will print to the 
printer or file pathname you specified. 
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Physical Inventory Report (PINVL) 
This report reflects a physical inventory report by description and includes subtotals 
and barcode numbers on the report for store 101.  See Figure 18-9 and Figure 18-
10. 
 

 
Figure 18- 9 Serialized Inventory Report by Location Example #1 
Screen 
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Figure 18-10 Resulting Serialized Inventory Report by Location 
Example #1 

Pricing Analysis Report (PINVL) 
The next report shows a detailed rental inventory price analysis for store 101.  See 
Figure 18-11 and Figure 18-12. 
 

 
Figure 18-11 Serialized Inventory Report by Location Example #2 
Screen 
 

 
Figure 18-12 Resulting Serialized Inventory Report by Location 
Example #2 
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Print Idle Inventory Report - PINVIDLE  
The idle inventory report allows you to monitor inventory in your store to ensure you 
are getting items rented on a timely basis.  It allows you to analyze cost, revenue, 
book value and how many times an item had been rented out.  You can also view 
when these items were received, what their turn percentage is and when they were 
returned last. 
 
To go into this program, select “Report Menu” off the Store Home Menu, then select 
“Print Inventory Reports” off the Reports Menu, then select “Print Idle/Demo/Service 
Invent - PINVIDLE” or from any menu press the F10 key and type in “PINVIDLE” on 
the command line and press the enter key.   
 
You will be prompted for printer or file pathname.  If you want to print directly to the 
default printer, press the enter key.  If you want this information to print to another 
printer, type that printer number over the default and press the enter key.  See 
Introduction to Reports for additional information about the printer/file pathname 
screen.  You will now be prompted for “Separate Locations”.  Press the enter key to 
accept the default of N for no and you will see the screen in Figure 18-13.   
 

 
Figure 18-13 Print Idle Inventory Report 
 
INVENTORY TYPE  The following list of options will be displayed on the bottom of 
the screen: 

(1) SALES INV – Sales inventory refers to the inventory received as type S 
sales inventory (does not depreciate).   You will then be prompted “ONLY 
TRANSFERRED INVENTORY”.  If you want only inventory that has been 
transferred on this report, type in a Y for yes.  If you answered with a Y for 
yes, you will see the prompt “TRANSFER DATE”.  Type in the earliest date 
you want selected.  You will then be prompted for the “ENDING DATE”.  
Type in the latest date you want selected. 
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(2) RENTAL INV - You will then be prompted “ONLY TRANSFERRED 
INVENTORY”.  If you want only inventory that has been transferred from 
sales inventory to rental inventory to display on this report, type in a Y for 
yes.  If you answered with a Y for yes, you will see the prompt “TRANSFER 
DATE”.  Type in the beginning date you want analyzed.  You will then be 
prompted for the “ENDING DATE”.  Type in the last date you want selected.  
This must be answered with a Y with for an accumulated depreciation 
or book value report.  You must also use Option 4 (Book Value) under 
“TYPE REPORT”. 

 (3) SALES/RENTAL INV 
(4) MOVIE INV - You will then be prompted “ONLY TRANSFERRED 
INVENTORY”.  If you want only movie inventory that has been transferred to 
display on this report, type in a Y for yes.  If you answered with a Y for yes, 
you will see the prompt “TRANSFER DATE”.  Type in the earliest date you 
want selected.  You will then be prompted for the “ENDING DATE”.  Type in 
the latest date you want selected. 

 (5) ALL INV 
 
REPORT ORDER  A list will be displayed on the bottom of the screen.  Enter the 
number of the option you want for the order in which the report will run. 

(1) MODEL NUMBER alphabetically in Model number order 
(2) DAYS IDLE numeric order by days idle 
(3) DESCRIPTION  alphabetically in description order 
(4) SERIAL NUMBER  numeric order followed by alphabetical for serial 

number order 
 

TOTALS ONLY  Enter a Y if you want the report to print totals only 
 
STARTING RECEIVED DATE/ENDING DATE  Enter the earliest and latest date 
inventory was received that you want to see on this report. 
 
SELECT BY LOC OR LOC GROUP  If you want to select by location(s) or location 
group(s), type in a Y for yes and enter the number here.  The report will only print 
information about the requested location(s) or location group(s).  Enter up to ten 
store numbers if choosing by location or select by 10 location groups or a range of 
groups.  If all stores are needed, press the enter key to accept the default of N for 
No.  If you have selected to run the report for more than one location, you will see 
the prompt “SORT BY LOCATION”.  This gives you the option to run all stores 
together or have the report separate them. 
 
SELECT BY DESCRIPTION  If answered with a Y for yes, you may enter up to three 
different descriptions. 
 
SELECT BY MODEL NUMBER  If answered with a Y for yes, you may enter up to 
three different model numbers.  If you want an entire brand, enter the first letters 
such as FB for all furniture bedroom etc.  You may also choose the first letter of a 
product code (first letter in the model number) for instance all appliances would be 
A*.  If you want to list a manufacturer, for example, Ashley, enter “**ASH” and the 
report will report on that manufacturer.  
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SELECT BY STATUS  If answered with a Y for yes, you may enter up to fifteen 
different statuses.  If you want the report to print all statuses, press the enter key to 
accept the default of N for No.  Status codes are N for new, R for returned inventory, 
O for units on rent or D for demo items, S for sold, E for early buyout, P for paid out, 
B, L & Z for charged off, Z skipped, Y stolen and C for Credited back to Vendor. 
 
BASE BOOK VALUE ON THIS DATE:  Enter the date you want book value to based 
off of or press enter to accept today’s date. 
  
IDLE NUMBER OF DAYS  Enter the number of days you want to see on the report 
for idle inventory or accept the default of 100 by pressing enter.  The report will 
display only inventory idle this number of days or more. 
 
 
REPORT OPTION  Enter the report type you want to see.  “I” will show idle 
inventory at the current location in days idle order. 

R= REGULAR REPORT 
S= SERVICE 
D= DEMO 
I= IDLE AT CURRENT LOCATION 
W= WAREHOUSE LOCATION 

 
SELECT ON ACCT NBR  Enter a Y here if you want to run a report for one customer 
account number.  You will be prompted to enter the account “#” you want to print 
the account for. 
  
Press the F9 key.  You will then be prompted “Any More Changes”.  When this is 
answered with an N for no, the report will begin counting records and will print to the 
printer or file pathname you specified. 

Idle Inventory More than 100 Days Report (PINVIDLE) 
This report reflects the idle inventory that is sitting in a store for more than a 100 
days..  See Figure 18-14 and Figure 18-15. 
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Figure 18-14 Idle Inventory Report Example #1 Screen 
 

 
Figure 18-15 Resulting Idle Inventory Report  Example #1 
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Chapter 19 - Using the Spooler - SPOOLER  
The purpose of the spooler program is to set up batches (groups of reports) to be 
printed on demand or on a scheduled basis.  The batches are set up to store a group 
of reports (including all of the options selected for a given report) to be printed as a 
batch.   
 
You can add to the batch, copy a batch, change the batch in any way, delete reports 
from a batch or print the reports in a batch at any time and select to have the batch 
printed at a future time.  (Example: If you have a list of six reports you want to see 
every day, you can set these up and call the batch “DAILY”)  The “Daily” Spooler 
automatically runs every night and contains programs that need to run nightly. 
Reports can also be added to print and be waiting for you the next morning or if you 
utilize the Reportal, the reports can be spooled to the Reportal for viewing online.  
For information on the Reportal please view the 12.5 Executive Overview Video 
called RSSS (Web) Reportal on the www.rssssupport.com website. 
 
With the spooler reporting program, you can set up the reports that you want 
spooled in the format you will want to see them in, in “OPTION 1) ADD REPORTS TO 
BE PRINTED”.   
 
To enter the Report Spooler program press the F10 key off of any menu and at the 
command line type in “SPOOLER” and then press the enter key, see Figure 19-1. 
 

 
Figure 19- 1 Report Spooler Screen 
 
Report Type Maintenance is a maintenance program for setting up a queue for the 
reports.  Look at the bottom of the screen.  You will see two different options:  
 

1)  REPORT BATCH MAINTENANCE  Allows you add, change, delete, print or create a 
new batch of reports.  This option allows you to name the batch so that you may continue 
to run this batch on a timely basis and access this same batch of reports. 

2) SPOOL REPORTS TO PRINT NOW  Set up reports to print one time only, without 
creating a permanent batch.  This option also names the batch for you.  The name given 

www.rssssupport.com
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for this batch will be four digits with your terminal number as the last number(s) and the 
first number(s) being however many zero's it takes to make this a four digit number.  This 
option is used when you need to run a group of reports quickly.    After you have all 
reports you want run under this batch, you need to run option number 4, go to Print 
Spooler Reports to print the reports.   

 
If you enter “1” for Report Batch Maintenance Option at the screen shown in 
Figure 19-1, you will be prompted for “Batch Name”, see Figure 19-2. 
 

 
Figure 19- 2 Report Spooler Screen Batch Name Prompt 
 
If you want to create a new batch, you need to enter a name for the batch you will 
create.  You are allowed nine characters for the batch name.  Press the enter key.  If 
creating a new batch, after entering in new batch name, press the enter key and the 
screen will now be at the Report Spooler Batch Selection Screen, see Figure 19-4.  
See the section on adding reports.  If you want to alter an existing batch, press enter 
or press the F3 key.  You will see a list of the existing batch names, see Figure 19-3. 
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Figure 19- 3 Report Spooler Screen Batch Name List 
 
Using your arrow keys, highlight the batch name you wish to alter and press enter, 
see Figure 19-4. 
 

 
Figure 19- 4 Report Spooler Batch Selection Screen 

Add Spooler Reports to be Printed 
1.  ADD REPORTS TO BE PRINTED: Select this option to add reports to a batch (from 
the list of available reports that appear on the screen), see Figure 19-5. 
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Figure 19- 5 Add Spooler Reports 
 
Enter the number or report name of the report you want to add in this batch.  If the 
report you want to run is not listed on this screen, press the enter key.  (You have a 
reminder on the bottom of the screen).  After you have selected a report (at this 
point you can either type in the report number listed on the screen or you can type 
in the shortcut of the report, i.e. #1 or PRTITEMS and note that NOT all reports are 
considered spooled reports), you will be prompted for the printer or file pathname.  
Press enter to accept the default printer or type in the proper printer number or 
pathname.  See Introduction to Reports for additional information about the 
printer/file pathname screen.  You will now be prompted for “Separate Locations”.  
Press and accept the N for no default. 
 
You will now see the report option selection screen for the report you have chosen.  
Enter the criteria to complete the field options the way you want the report to run.  
(Note: When entering criteria for spooled reports that run nightly you should leave 
information concerning dates blank – the computer will read this as for the previous 
day).  Change any information you want changed and then press the F9 key.  Note: 
when adding reports, you will need to go into change reports and set the “M/W/D” 
field if you need to tell the spooler to provide a month-to-date, week-to-date or a 
daily report on a regular basis.  Go to M/W/D in this section for more information on 
setting the report to print monthly, weekly or daily within the spooler. 
 
You will be prompted for “Any More Changes”.  When you answer this with an N for 
no, you will be prompted “Enter a brief description of this report”.  Enter the 
description that best describes what this report means to your company and press 
enter and you will be returned to the ADD REPORTS TO BE SPOOLED screen.  
Continue until you have added all of the reports you want in this batch. 
 

Change Spooler Reports to be Printed 
2.  CHANGE REPORTS TO BE PRINTED: When you select this option from the RSSS 
REPORT SPOOLER PROGRAM screen will list any reports that have been added 
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under this batch, see Figure 19-6. Note: Reports are listed and print in alphabetical 
order by “Program Name”.  The headings for this screen show the Program Name, 
Sequence Number (if the report is listed more than once because it is run with 
different criteria and the sequence number is progressive), Print “Y”es or “N”o, 
M/W/D and Report Description.  
 

 
Figure 19- 6 Change Spooler Reports 
 
Using your arrow key, highlight the PROGRAM NAME of the report you want to 
change and then press enter twice.   
 
M/W/D:  Your cursor will be at the M/W/D field, This field is what dictates what date 
your report will use if the date in the parameters are left blank.  By selecting “M”, 
and having beginning and ending dates in the date fields, when this report is run, it 
will use the monthly dates for the month selected; if “W” is selected, it will use the 
weekly dates for the week selected; if “D” is selected, it will use that days date.  (If 
this field is left blank it defaults to the Daily)  See Figure 19-7. 
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Figure 19- 7 Change Spooler Reports M/W/D Column 
 
REPORT DESCRIPTION:  This is a free form, user defined field used to describe 
what purpose this report has to your organization.  Press enter and you will be 
prompted for the printer or file pathname.  Press the enter key to accept the default 
printer or type in the proper printer number or pathname.  See Introduction to 
Reports for additional information about the printer/file pathname screen.  You will 
now be prompted for “Separate Locations”.  Press enter and accept N for no default 
(Some reports allow you to choose a “Y” here, in this case rather than sending the 
report to a printer, the report would go to a file, for instance, 
/u1/RPTS/SPOOLER/CXXXX – this will create this report individually for all current 
locations and is usually utilized in conjunction with the RSSS Online Web Reportal.  
You will now be at the report option selection screen.  Change any information you 
want changed (such as the report dates) and then press the F9 key.  You will be 
prompted for “Any More Changes”.  When you answer this with an N for no, you will 
be returned to the CHANGE REPORT TO BE SPOOLED screen.  Continue until you 
have finished changing all the reports you want changed. 
 
NOTE:  As you are changing the reports, they will no longer be visible on the screen 
(above) until ALL REPORTS are changed or you press the F2 key to view the previous 
reports.  

Delete Spooler Reports to be Printed 
3.  DELETE REPORTS TO BE PRINTED: When you select this option from the RSSS 
REPORT SPOOLER PROGRAM screen will list any report presently in this batch, see 
Figure 19-8. 
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Figure 19- 8 Delete Spooler Reports 
 
Please note:  Pressing the F3 key here will delete the entire spooler, if you 
want to only delete a specific report, do not use this function, follow the 
next set of instructions. 
 
Using your arrow key, highlight the PROGRAM NAME of the report you want to 
delete and then press the enter key twice, or F9 once.  You will see the prompt 
“Printer or File Pathname”.  Press the enter key.  See Introduction to Reports for 
additional information about the printer/file pathname screen.  You will now be 
prompted “Separate Locations”.  Press the enter key to accept the default of N for 
no. You will now see the report option selection screen, press the F9 key.  The 
prompt “Delete this Report” will be displayed, see Figure 19-9. 
 
NOTE: DO NOT delete any program names beginning with AA. 
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Figure 19- 9 Spooler Report being deleted 
 
At this point, enter a Y for yes or N for no if this is not the report you want to delete.   
You will be returned to the DELETE REPORTS TO BE SPOOLED screen.  Continue until 
you have deleted all the reports you wanted to delete. 

Print Spooler Reports 
4.  PRINT REPORTS: When you select this option from the RSSS REPORT SPOOLER 
PROGRAM screen you will see a screen similar to Figure 19-10. 
 

 
Figure 19-10 Date/Time to run report Screen 
 
This screen is automatically set up to run the reports using yesterday's date, so if 
you are wanting to run this spooler using yesterday’s date and want them to print 
right now, you can just press the F9 key.  Otherwise, you can schedule the spooler 
to run at a specific time (using military time) and then the date to start the spooler is 
the day you want it to begin printing.  The date to use on the reports is what dictates 
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what dates will be used in the blank date fields within the report parameters.  If you 
want the spooler to print right away and just want to change the date to use on the 
report, accept the defaults for the first 3 fields and change the date to use on the 
reports. 
NOTE: This login screen will remain in use until all the reports in the batch 
have run and/or printed. 

Listing Spooler Reports by Batch Name 
5.  LISTING OF REPORTS BY BATCH NAME: When this option is selected, you will be 
prompted for the printer or file pathname.  Press enter to accept the default printer 
or type in the proper printer number or pathname.  See Introduction to Reports for 
additional information about the printer/file pathname screen.  You will now be 
prompted for “Separate Locations”.  Press enter and accept "N" default.   A listing of 
all batch names and the report program name(s), within each batch will be printed.  
See Figure 19-11. 
 

 
Figure 19-11 List Spooler Reports 

Select Spooler Reports to Print 
6.  SELECT REPORTS TO PRINT: This allows you to disable or enable one or more 
reports in a batch from printing.  This way, they can be disabled or enabled at a later 
date without losing the report setup.  When this option is selected, a listing of the 
report Program Names will be displayed, see Figure 19-12. 
 
After each program name, under the column “Print this Report”, you will notice that 
each report has a Y for yes or an N for no.  To change this, using your arrow keys, 
highlight the report program name you wish to either print or not print at this time, 
press the F9 key and your curser will move to the print this report area, type in the 
appropriate letter (N or Y).  Press the F9 key again to save the change.  Continue to 
make your changes and when you are done, press the F8 key to return to the RSSS 
REPORT SPOOLER PROGRAM menu.  You may now select option 4 to set up the 
reports to print . 
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Figure 19-12 Mark Reports To Be Printed Screen 

Copy a Spooler Batch 
7.  COPY A SPOOLER BATCH: When this option is selected, the screen will change to 
resemble Figure 19-13. 
 

 
Figure 19-13 Copy A Spooler Batch Screen 
 
ENTER REPORT BATCH TO COPY FROM  Enter the name of the report batch you 
already have set up as a batch and want to copy. 
 
ENTER REPORT BATCH TO COPY TO  Enter the name you want the report batch 
copied to.  This will make an exact copy of an existing batch. 
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Press the F9 key.  You will be prompted “Any More Changes”.  When this is answered 
with an N for no, your new batch will be created.  See Figure 19-14. 
 

 
Figure 19-14 Copy A Spooler Batch Screen after pressing F9 

Rerunning a Prior Day’s Spooler Batch 
If for any reason, the DAILY spooler needs to be rerun for a prior day, the best 
method is to press the F10 key from any menu and type in “RERUN” and press the 
enter key.  You need security authorization to be able to rerun a spooler 
batch.  After typing in RERUN at the command line, the next prompt will ask for 
ENTER A DATE (MM/DD/YY).  This is where you will enter the date for the reports 
that did not print.  This will select the DAILY Spooler batch of reports and print them 
for you.  See Figure 19-15.   
 
Please note:  If you are an online store, this will print ALL stores reports so 
please cautiously use this feature (if you have the security to do so). 
 

 
Figure 19-15 Rerun Daily Reports from the Spooler 
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Chapter 20 – Ordering Inventory Online  
The Store Purchase Order Menu (POMENU) allows you to do your online inventory 
ordering for your store and rolls the store’s requisition up through the process to the 
Home Office/Buyer/Purchasing Department.  
 
Your company will have to have set up minimum ship requirements and/or maximum 
stock levels for purchase order requisitions to be processed within their allowable 
limits.  And the company will have to have established the purchase order 
parameters necessary to meet their criteria and ordering process. 
 
To get to the Purchase Order Menu, select the option “Inventory” off your Store 
Menu.  See Figure 20-1.  Then select Purchase Order Menu or press the F10 key off 
of any menu and on the command line type in “POMENU”.  See Figure 20-2. 
 

 
Figure 20- 1 Store Menu 
 

 
Figure 20- 2 Inventory Menu 

Stock Level Report 
The Stock Level Report will help guide you in determining what inventory needs to 
be ordered for your store. 
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This report will show you all current inventory levels that are idle, on rent/lease, and 
on order including optimum levels that will help identify any product categories that 
need to be ordered. 
 
Off the PO Menu, select the option “Stock Level Report” or press the F10 key off of 
any menu and at the command line type in “STKRERDR” and then press the enter 
key, see Figure 20-3.   
 

 
Figure 20- 3 Stock Level Report Option off PO Menu 
 
You will be prompted for printer or file pathname.  If you want to print directly to the 
default printer, press the enter key.  If you want this information to print to another 
printer, type that printer number over the default and press the enter key.  See 
Introduction to Reports for additional information about the printer/file pathname 
screen.  You will now be prompted for “Separate Locations”.  Press the enter key to 
accept the default of N for no and you will see the screen in Figure 20-4.   
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Figure 20- 4 Stock Level Report Screen 
 
ANALYZE/SORT BY   
 R - REGION 

D - DIVISION  
G – STORE GROUP 
S – STORE (select this option to run the report for your store). 

 
SELECT BY GROUP  Accept the default of N to run this report for your store. 
 
RANGE OR LIST  Accept the default of L to run this report for your store. 
 
LIST  Enter your store number and press F9 to advance to the next field prompt 
The Stock Level Report will help guide you in determining what inventory needs to 
be ordered for your store. 
 
INCLUDE REQUISITIONS  Accept the default of Y to include requisitions in your 
order counts. 
 
ANALYZE BY CLASS  Accept the default of Y to analyze by class/sub-class. 
 
PRINT DESC  Accept the default of Y to print descriptions on your report. 
 
PRINT OPTION  Accept the default of Y to print details on the report. 

D - DETAIL 
S – SUMMARY TOTALS  
B – BOTH DETAIL & SUMMARY 

 
BREAK OUT PROMOS  Accept the default of Y to run this store report.  This will 
omit promo items from the total items available.  If you accept the Y, you are 
prompted ENDING ON OR AFTER.  Leave today’s date.   
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LIST IDLE INVENTORY  Accept the default of Y to list a count of idle inventory 
items.  If you accept the Y, you are prompted DAYS IDLE.  Accept the default of 0 
(zero) number of days used to determine if the item is idle.  Only change this if you 
are instructed to do so by your manager. 
 
ANALYZE BY DESC  Accept the default of 1 to print description 1.  

1 – DESC 1 
2 – DESC 2 (for future development) 
3 – BOTH DESC 1 & 2 (for future development) 

 
PRINT VERIFY NOTES  Accept the default of N for no. 
 
SELECT BY  Accept the default of N for no. 

D – DESCRIPTION 
C – Class/SUB-CLASS 
P – PO 
N – NO SELECTION (ALL) 

 
Once you enter your criteria, press the F9 key and at “Any More Changes” press 
enter at the N and the report will begin processing and the screen will look similar to 
Figure 20-5 while it is processing till it completes and returns you to a menu. 
 

 
Figure 20- 5 Stock Level Report Screen 
 
Figure 20-6 is an example of a Stock Level Report. 
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Figure 20- 6 Stock Level Report Example 

Adding a Requisition 
Off the PO Menu, select the option “Add a Requisition” or press the F10 key off of 
any menu and at the command line type in “POADD” and then press the enter key, 
see Figure 20-7 and Figure 20-8. 
 
This adding a requisition option allows you to choose the inventory pieces you would 
like to order for your store following the information provided from the Stock Level 
Report. 
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Figure 20- 7 Adding A Requisition Option off PO Menu 
 

 
Figure 20- 8 POADD Screen to add a Requisition 
 
P/O NUMBER  Press enter to generate the PO number (employee not allowed to 
enter PO number) 
 
SHIP FROM  Enter Vendor number.  May be your company number every time if 
your company allows you to add multiple products from different vendors to the 
same requisition number.  The Purchasing Department in this case will separate 
them out and send them to the appropriate place once the order is completed. 
 
SHIP TO   Enter store number (stores can only enter logged in store number) 
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TYPE   PO program will default to Requisition (stores will not be able to create 
Purchase Orders) 
 
DATE  Requisition creation date, defaults to today’s date 
 
STATUS  Defaults to Open 
 
BUYER  Enter user’s employee number 
 
APPROVER  Enter Approver’s employee number (enter user number to keep 
Requisition in store) 
 
EXCEPTION  Defaults to Normal (stores will not be able to access this field) 
 
REQUIRED  Date items are to be in the stores location (includes delivery day from 
Vendor record) 
 
Can enter notes about the requisition too if needed. 
 
Note: All other fields are not accessible at the store. 
 
Press F9 to advance to the 2nd screen. 
 
Enter the inventory you want to order for your store.  See Figure 20-9 for an 
example order. 
 

 
Figure 20- 9 POADD 2nd Screen to place inventory order 
 
QUANTITY  Number of items to order 
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MODEL NUMBER  Search by model number or description.  You can enter a few 
characters of the model number or description and then select the item off the 
inventory search list using the F1 page forward and F2 page back keys.  Highlight 
the item you want off the list and it will appear in this field. 
 
FAB/COL  Stores not allowed to adjust these fields 
 
LANDED COST  Stores not allowed to adjust this field 
 
REQUIRED  Date for items need to be in the store (includes delivery day from 
vendor record) 
 
SHIP TO  Location for item to be delivered to 
 
C  ‘Y’ to enter comment for this item; ‘N’ for no item comment 
 
Once you enter the items you want to place on this requisition, press F9 twice to 
save and be given the option to submit your inventory order for approval.  See 
Figure 20-10. 
 

 
Figure 20-10 Enter Y to submit and place inventory order 
 
If you don’t want to send your order for approval, enter “N” and the requisition will 
close (saved) allowing you to comeback and adjust it in the future.  If you answer 
“Y”, it processes the order and you will see a message appearing at the bottom of  
the screen that it is processing.   
 
The order will now go and search all the items listed based on your company’s 
criteria that was set by your Home Office/Buyer/Purchasing Department.   
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If the order meets all the criteria, a message will appear similar to Figure 20-11. 
 

 
Figure 20-11 Order approved and submitted for processing 
 
Print a copy of the requisition to keep with your records of all inventory ordered at 
your store.  This way follow-up is much easier with the information readily available. 
 
If there are any discrepancies/error with the order and it is not approved, an error 
message will appear.  Please contact your Manager or Purchasing Department for 
assistance with requisitions that are not approved.  

Changing a Requisition 
Off the PO Menu, select the option “Change Requisition” or press the F10 key off of 
any menu and at the command line type in “POCHG” and then press the enter key, 
see Figure 20-12. 
 

 
Figure 20-12 Change Requisition Option off PO Menu 
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On the first screen, enter the P/O Number or Requisition Number you want to change 
and press enter.  Once the first screen appears, press the F9 key three times and the 
second screen will appear.  See Figure 20-13. 
 

 
Figure 20-13 2nd Screen where you make your changes 
 
F3-CHG   Update a current item on PO 
F4-DEL    Delete an item on PO 
F5-INSERT    Insert a line for new item on PO 
F6-ALLOCATE  Allocate a customer for this item (See Figure 20-14) 
F7-DUPLICATE   Duplicate PO line 
F9-DONE    F9 to save changes and proceed 
 

 
Figure 20-14 POCHG F6- Allocate Customer for Item Screen 
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Look Up a Requisition 
From the PO Menu, select the option “Look Up Requisition” or press the F10 key off 
of any menu and at the command line type in “POLST”, see Figure 20-17. 
 

 
Figure 20-17 Look Up Requisition Option off PO Menu 
 
You will see a screen similar to Figure 20-18. 
 

 
Figure 20-18 Look Up Requisition Option off PO Menu 
 
LIST BY : STATUS   Accept default of S for Status in most cases.  Unless you want 
to list by P for Purchase Order Number or list by V for vendor. 
 
STATUS  Accept the default of A for all or you can list by  
 O – Open 

P – Paid 
H – Hold 
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R – Received  
B – Back 
C – Cancelled 

 
APPROVED BY  Enter the employee number you want the list to display for.  In this 
example in Figure 20-18 we are listing for employee number 99 which is the 
“Approver’s” employee number.  
 
TYPE  Change the default of P for Purchase Order to R for requisition or if you 
want to display both purchase orders and requisitions, change this field to A for all. 
 
DATE  Enter the starting for the purchase order/requisitions to start listing by or you 
may leave it blank and press enter. 
 
T/S/A/E columns displayed on the listing are Type, Status, Approved, Exception 
respectively. 
 
The list will display based on your selection criteria for the listing. 

Listing Details for an Open PO 
To list purchase order and be able to view the details on that purchase order, from 
the PO Menu, select the option “List Details Open PO” or press the F10 key off of any 
menu and at the command line type in “PODLST”, see Figure 20-19. 
 

 
Figure 20-19 List Details Open PO Option off PO Menu 
 
You will see a screen similar to Figure 20-20. 
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Figure 20-20 List Details for an Open PO 
 
LIST BY: STATUS   Accept default of P for Purchase Order in most cases.  You 
can also list by M for Model Number. 
 
STAT  Accept the default of & for open and back ordered or you can list: 

O- Open 
P – Paid 
R – Received  
B – Back 
C – Cancelled 
A – All 
D - Deleted 

 
VENDOR  Enter the vendor number you want the listing for or leave it blank and 
press enter.  If you do not know the vendor number, enter 999999 and the vendor 
list will appear where you can highlight and accept the vendor number you want the 
listing for.  
 
LOCATION  Enter your store number. 
 
MODEL NUMBER  If you are listing by model number, then enter the model number 
here that you want the list to start with or you may leave it blank and press enter. 
 
P/O  If you are listing by purchase order number, then enter the PO number here 
that you want the list to start with or you may leave it blank and press enter. 
 
P/O DATE  Enter the starting date you want the purchase order detail list to start 
with or you may leave it blank and press enter. 
 
The list will display based on your selection criteria for the listing.  Figure 20-21 is an 
example listing of a purchase order detail list. 
 
T/S/A/E columns displayed on the listing are Type, Status, Approved, Exception 
respectively. 
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Figure 20-21 PO Detail Listing Example 
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