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Introduction 1.1

General Computer Power and Environment Considerations
Your computer system’s productivity and reliability will depend to a great extent on the work that is done
beforehand in preparing an adequate computer facility.

There are four main factors that should be considered when planning a location for your computer. These
are:

1. QUALITY AC POWER

2. SYSTEM GROUNDING

3. ENVIRONMENT

4. EQUIPMENT LAYOUT

1. QUALITY AC POWER is a variable that you have little control over. It is determined by several
conditions. These conditions include:

a. Utility company’s reserve capacity - this varies from power company to power company. You
cannot have any control over this.

b. Seasonal changes - there is a greater demand for electricity during the summer months in
most areas of the country.

c. The power distribution system - the power lines are subject to physical damage from
weather conditions and normal wear and tear.

d. Lightning - this can have a very adverse effect on the local power lines and on your system if
it is not properly protected.

Consult with your electrician and RSSS to determine what can be done to condition your power for the proper
protection of your computer. Line surge protectors and Uninterruptable Power Supplies (UPS) are the most
common devices available. If you have not yet purchased a surge protector or UPS for your system, you
should contact your RSSS Representative.

2. SYSTEM GROUNDING is very important to the proper operation of your system. You should have
your electrical system grounding checked out by a qualified electrician to be sure that it is a true earth
ground, a single-point ground and that it has low resistance.

Your computer must have a dedicated electrical system in order to insure proper operation. A dedicated
power system must have the following attributes:

* A primary feeder breaker, IS use or switch at the main service power distribution equipment.

* A dedicated power feeder connected directly and exclusively to the computer system.

* If a computer breaker panel is provided, its branch circuits must be dedicated for computer
use only.

The computer power system should include adequate power outlets to supply all of the equipment in the
computer area. It will need to power computers, printers, modems and any other computer related equipment
you have at your computer facility.
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3. Environmental conditions must be considered when planning a computer facility.  Temperature,
humidity and contaminants in the air are the key factors to control.  If you are installing a larger mini
computer system, temperature should range between 70 and 74 degrees Fahrenheit. There should
be a separate temperature control in the room in which your computer is located. Humidity should
range between 45 to 50 percent. Low humidity can cause excessive static in the computer environ-
ment. Some form of humidity control may be required. Airborne contaminants must be controlled,
there should be no smoking allowed in the computer room and the air conditioning filter should be
changed frequently.  If you will be using a desktop computers, normal temperatures you are comfort-
able with are adequate. However, your PC should not be in a high traffic area that is vulnerable to
dust and smoke.

4. If you are installing a large computer, a separate room should be planned.  Planning the layout of
your computer room is very important. You should be sure to determine how much space each
component is going to occupy and then decide how they will be arranged in the room. You should
allow sufficient space around each component to provide for proper ventilation but keep the compo-
nents close enough to each other to allow standard data and communications cables to be con-
nected. You should allow space in the room for storage of supplies and for any terminals and/or
printers that will be in the room.

You may want to have a locking door on your computer room depending on your security requirements. It is
advisable to have a fireproof locking storage area for your program and data backups. It is also advisable to
keep a recent copy of your data in a secured place OFF PREMISES.
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Function Keys
A function key is a key that is assigned a certain function in the software.  There are a number of function
keys on your keyboard which are labeled “F1”,”F2”,”F3”, and so on.  Some function keys are not labeled as

“F” keys but may be some other key on the keyboard (such as ).

There are function keys that have been assigned various functions in the RSSS System; many of these keys
retain the same function throughout the program.  Some of the keys are what we call “context sensitive”
which means that their function will change depending on what you happen to be doing at any particular time.

The function key prompt line is the guide to how to use them.  The function key prompt line appears at the
bottom of your screen and looks similar to this:

F1-Forward;F2-Back;F6-Add;F8-Prev Menu;Return-Sel;Cmd-Exit

or this:

Return-Next Field F8-Backout Cmd-Exit Pgm Enter-Update Record

On most screens, the  key is used to bring up the HELP screens.

 will abort any task you may have started that you do not want to complete.  Use the  key in any

program.  (If you are at the prompt “Any more changes?”, press “Y” for yes THEN press the  key if you

still want to abort).

These are your function keys

PC TYPE KEYBOARD
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Security Entry
Following is a screen that you will see frequently (Example 1-A).  When you see this screen, you must enter

your employee number and then press the  key and then type in your passcode and press the

 key.  If, after entering your passcode, you see the prompt “Invalid Passcode” on the screen, the

first thing you need to check is whether the “Caps Lock” key is engaged.  Passcodes are case sensitive.  You
may also want to make sure you typed in the correct employee number.  Note: Your passcode NEVER
appears on the screen when you type it.

Example 1-A
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To Change your Security Passcode
IF YOU BELIEVE SOMEONE HAS YOUR PASSCODE, you will want to change your passcode, since you
are responsible for any entry with your passcode.  You need to be at a command line (explained on next

page) and type in “SECCHG” and then press the  key.  You will see a screen similar to the one

following (Example 1-B).  The cursor will be at the prompt “Enter Old Passcode”.   Type in your old Passcode

and press the  key.  You will now be prompted “Enter New Passcode”.  Type in the characters

you wish to use for your new passcode and press the  key.

Example 1-B
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Command Line
You will find many references in this book to the “COMMAND LINE”.  Following is an example of this com-
mand line (Example 1-C).  The procedure you must go through to get to the command line will vary with the
type of computer you have and the operating system that it uses.   If you have a Unix operating system you

will use .  If you have an MSDOS operating system you will use .  Regardless of the key you use

to get to this command line, it will always appear at the bottom of whatever screen you happen to be on.

Example 1-C
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Start up and shutdown procedures
Because of the nature of the Unix Operating System, it becomes necessary to follow a rigid procedure as far
as shutting down the system is concerned.

Unlike other Operating Systems, including DOS, with these machines, you can just press CTRL-ALT-DE-
LETE, or the reset button at any time you get a system hangup or one of your terminals locked up or anything
of this nature.  Because of the way Unix utilizes memory, there could be a large section of your file system or
your data in RAM and if the system is not shut down properly, there is a chance that this will not update the
disk properly so you may lose some data.

*You can only run this command if you are logged in as a super user.

You never want to turn the power of the computer off, unless the system indicates on the screen that
it is safe to power off.

How to do a shutdown
Stopping the Unix system takes more than just turning off the computer.  You must prepare the system for
stopping by using the shutdown command.  The following section describes how to do this.

Using the shutdown command
The shutdown command is the normal way to stop the system and should be used whenever the system is
in normal operation mode.  It warns other users that the system is about to be stopped and gives them an
opportunity to finish their work.

To stop the system with the shutdown command, follow these steps:

1. Press  until you get a “$” sign.  (If you get a “#” sign, skip steps 2 & 3).

2. At the $ sign, type “exit” in small letters.  This will give you a login.

3. Log in as root.  This will give you a “#” sign.

4. Enter in small letters:

shutdown -g0 -y (0 = number of minutes until shutdown) (Example 1-D)

and press the  key.  The system loads the command.
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Example 1-D

5. The system displays a warning message at each terminal, asking logged in users to finish
their work and log out.  As soon as all users are logged out or the specified time has elapsed,
the system will begin the proper shutdown process.  DO NOTHING until you get the mes-
sage:

**Safe to Power Off**
-or-

**Press Any Key to Reboot**

Once you get this prompt, if you need to turn the computer off, this is the only time it is safe to power it off.  If
you are simply booting (re-setting) the system, then press any key to reboot.

*If you cannot login as root, because of your security level, but must reboot....then follow the steps 1

and 2 and when you are at the login: prompt, type in reboot and press .  This will cause the

system to immediately reboot.

WAIT  - for the prompt:

Boot
:

at this prompt, press 

If you get a message that asks about cleaning or checking the root filesystem, it means that the
system was not shut down properly the last time.  The answer to this question should ALWAYS be

“Yes”, so type a “y” and press .  Your computer will run a checking program that should

finish in a minute or two.

WAIT  - for the prompt:

Type CONTROL-D to proceed with normal startup,
(or give root password for system maintenance):
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at this prompt, press your  &  keys.

WAIT  - for the prompt:

Current system time is .......
Enter new time ([yymmdd]hhmm):

at this prompt (unless you need to change the system date or time) press .

WAIT  - for the login, and login as your assigned station number.

End of Section 1
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Time and Attendance  - T     2.1

Clocking In or Out - T  (Optional program)
This optional program is used by all hourly employees to clock in and out on the system.

To get into this program, you need to be at the command line and type in a “T” and then press the

 key.  Following is an example of the first screen you will see (Example 2-A).

Example 2-A

Enter your employee number and then press the  key.  The screen will display your name, the

number of hours worked in the current work week and whether you are clocked in or out (Example 2-B).  The
screen will ask if you are working at your regular location.  If the answer is (N)o, you will be prompted to enter
the correct location code.  Your password is required to complete the entry.

Example 2-B
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When you have successfully clocked in or out, you will see a screen similar to the one following (Example

2-C).  Press the  key to complete the transaction.

Example 2-C

Note:  You cannot clock in and out on the same minute.  If you attempt to do this, you will get the following
message (Example 2-D):

Example 2-D

Press the  key as instructed, then retry again once a minute has passed.

End of Section 2
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Receiving Inventory - RECEIVE

To receive inventory, you need to be at the command line and type in “RECEIVE” and then press the

 key.  You will be prompted for printer or file pathname.  If you want to print directly to the default

printer, press the  key.  If you want this information to print to another printer, type that printer

number over the default and press the  key.  You will now be prompted for the “Paper Type” (Ex-

ample 3-A).  Your choices will be listed on the bottom of the screen.  Type in the number next to the type paper
you will be using (1=Receipt Paper - this is the receipt paper you use for payment receipt.  2=Regular Paper -
this is plain white report paper).  You will now be prompted “Print Description Line”.  This should be answered
with a “Y” if you want the color, fabric and description line printed.

Example 3-A

The next screen will be a menu screen (Example 3-B).  This menu will allow the option of receiving serialized
inventory, receiving/deleting miscellaneous inventory or deleting serialized inventory.  Rent to Own inventory is
serialized.  Miscellaneous inventory is usually accessory items that have no serial number and are sold along
with rentals.  At the receiving menu enter the option you wish to do by entering in the number beside the
option.
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Example 3-B

The next screen (Example 3-C) will prompt you for a model number or description.

Example 3-C



  Receiving Inventory - RECEIVE & POINLOAD     3.3

Receiving inventory for which you already have a model number

You may enter a (partial or full) model number, UPC code or description.  Press the  key to list in

alphanumeric order by UPC beginning with what you entered.  Press the  key to list model numbers in

alphanumeric order beginning with what you typed in (Example 3-D) or press the  key to list model

numbers by description in alphabetical order beginning with what you typed in.  Use the arrow keys to high-

light the model number of the item to be received and then press the  key.  (If the model number

you want is not on this page you can use the  key to show you the next page.  If you should pass up

the model number that you want, you can use the   key to get to the previous page).  If the model

number you need for the inventory you are receiving is not already in the system, please turn to page
3.7 for instructions on how to add a model number while you are receiving.

Example 3-D

The next screen you will see is the Model Number Inquiry screen (Example 3-E), verifying the correct model
number choice.
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Example 3-E

The prompt at the bottom left hand corner of the screen will ask “Right Model Nbr” (Example 3-E).  If you
answer this with a “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 dis-
played (Example 3-F).

Example 3-F

Date Received Defaults to today's date.  If today is the actual date the item is received,  press the

 key to accept the default.  If today is not the received date, type in the date you

want and then press the  key.

Vendor Invoice Nbr Enter the vendor’s invoice number.
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Vendor Number This field automatically defaults to the Vendor Number of the vendor this item was last

purchased from.  Press the   key to accept the default.

P.O. Number Enter the number from the Purchase Order your buyer used when the merchandise was
ordered.

Nbr of Pieces The number of pieces this item comes in.

Floor Plan Agent If floor planning is being used, enter the floor plan agent’s general ledger or assigned

account number.  If Floor Planning was NOT used, press the  key to leave blank.

Receiving Nbr This is similar to the P.O. Number but used on a local level.    Enter your receiving number for
this inventory.  (This is an option that some companies use and others do not.  If your com-

pany does not, press the  key to leave blank.)

Trust Receipt If the inventory you are receiving was Floor Planned, enter the Floor Plan Agent's trust receipt
number for this shipment.  If the inventory being received at this time was NOT floor planned,

press the  key to leave blank.

Location Enter the number assigned for the location that you want this merchandise received into.  If
this merchandise is being received at the warehouse, but will immediately be going to store
#1, you would still want to receive it into the warehouse location number and then TRANSFER
it to store #1.

Actual Cost Enter the actual cost paid for this item.

Number to Receive Enter the number of items with this same model number you wish to receive at this
time.  (This must be a three digit number such as 001).

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 Com-
pany 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% fund-
ing, then you must enter $100.00).  If the inventory being received at this time was NOT floor

planned, press the  key to leave blank.

Freight/Other Cost Enter the dollar amount you paid for freight, interest, or other costs over the actual
cost of this item.

Movie Type If your company does not rent movies, press the  key to accept the default of N.  (If

your company DOES rent movies and you are receiving movie inventory, to see a list of valid
options, press the space bar to open a selection window.  Using your arrow keys, highlight the

option you want and press the  key).

RTR Inv Type If your company does not handle rent-to-rent inventory, press the  key to accept

the default of N.  (If your company DOES rent-to-rent transactions, and you are receiving rent-
to-rent inventory, to see a list of valid options, press the space bar to open a selection window.

Using your arrow keys, highlight the option you want and press the  key).

Color Code If there is a color code assigned to this product, enter it here.  If you do not know the color
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                        code, enter a few characters of the color name and press  for the selection

                        window.  If there is no color code to assign for this product, leave this field blank and a zero
will fill in this field indicating no color code.

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 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 a Movie agree-
ment.

Fabric Code If this is a furniture item, enter the fabric code assigned to this product's fabric.  Fabric codes
are used in furniture to describe the type of fabric on this item such as leather, suede, etc.

Retail Price To override the Model number pricing when Posting a Sale, enter a selling price for this serial
number here.  This selling price will only affect the specific items you are receiving now.  Note:
A price here overrides MAP and MOP rules.  You will be able to sell it for more, but not less.

Leave this field blank by pressing the  key if you want the system to use the

pricing set up in Model Number Maintenance.

Press the  key.  You will now be prompted “Any More Changes”  An “N” at this prompt will take the user

to the Serial Number field.

Serial Number Enter the serial number of the item being received.  If you want the computer to assign the
next available serial number to the item, do not fill in this blank.  This will only work if the
model number has been set up as a T (for Transparent) in the Serialized field of this model
number.  If you entered more than 1 in the “Number to Receive” field, enter the serial number
you wish to assign 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 in the serial or bar code number have been detected

enter a "Y" and make your corrections, after you have made your corrections, press the  key until

you are back at the prompt "Any More Changes?".  When this prompt is answered with an N for No, the
Number Received prompt will increase by one and you will be again prompted "Any More Changes?".  If you

need to change any of the information, enter a “Y” for yes and make your changes and press your 

key until you are again at the prompt "Any More Changes?".  When this prompt is answered with an N for No,
You will again be taken to the serial number field.

When you have entered all the serial numbers, you will be prompted “All items for this model number Re-
ceived?”  (Example 3-G).  A “Y” answer will return you to the screen which prompts for a model number or
description.  An “N” will allow you to enter more serial numbers.
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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 num-
bers or you put in the wrong quantity in the “Nbr to Receive” field.

Example 3-G

Floor plans by line number
If your finance company floor plans by line number, in the Vendor Invoice Number field, enter your trust receipt
number.  In the trust receipt field, 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.

Adding a new model number while receiving

Follow the instructions on pages 3.1 & 3.2.  Press the  key.

You will see a screen similar to the one following displayed (Example 3-H).  Your cursor will be at “UPC Code”.

Scan or type in the UPC Code of the model number you wish to add or press the  key to leave

blank.
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Example 3-H

Your cursor will move to the Model Number prompt.  Enter the product code of the model number you wish to
add (notice the information prompt line at the bottom of the screen, it will tell you if your company is set up to

use a 1 or 2 character product code) or press the  key for a selection window (Example 3-I).

Example 3-I
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If the product code you want for the inventory you need to receive is listed, using your arrow keys, highlight the

product code you want and press the  key.  (If the product code and description you want is not on

this page, you can use the  key to show you the next page and if you should pass up the product code

and description you want, you can use the  key to go back to the previous page).  If the product code and

description are not listed at all, press the  key to add a new one (Example 3-J).

Example 3-J
TO ADD A NEW PRODUCT CODE:

Location Press the  key.

Product Code Enter the character code for this product (this might be a one or two character code depending
on how your system has been set up).

Product Code Description This is where you would enter the name for the code you just entered (this field
has a 28 character limit).

Total Cost New Total cost this Product Code (status “N” new merchandise only).  This is the dollar figure of
inventory that is new under this product line.

Total Buying Limit Dollars open to buy for this Product Code.  This is a figure you enter as the amount
you do not want to exceed for purchases of this product code.

Total Cost Re-Rent Total cost this product code (status “R” re-rental merchandise only).

Committed Inv Cost Total committed cost this product.

Total Cost on Rent Total cost this product code (status “O” on-rent merchandise only).

Total Cost on Order Cost of items currently on order for this Product Code.  This will total all items on
order for this product code if you are using the RSSS Purchase Order System.

Open to Buy Dollar amount set for Open to Buy for this product code calculated by the system for you.
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Discontinued Cost Total cost of discontinued items this product code.

Rental Revenue Prev MTD Total rental revenue previous MTD this product code.

Rental Revenue MTD Total rental revenue MTD this product code.

Sales Previous MTD Total sales dollars previous MTD this product code.

Sales Current MTD Total sales dollars this product code.

Cost of Sales Prev MTD Total cost of sales previous MTD this product code.

Cost of Sales MTD Total cost of sales MTD this product code.

Percent GP Prev MTD The percent of gross profit previous MTD this product code.

Percent GP Current MTD The percent of gross profit current MTD this product code.

Date Updated Put in by computer.

Time Updated Put in by computer.

After you have entered all the necessary information press the  key.

Your screen will change to resemble the following (Example 3-K).

Example 3-K

You will now be asked for the Manufacturer's code.  If you know it, enter it.  If not, press the  key

and you will be presented with a window showing the available options.  Using your arrow keys, highlight the

one you want and press the  key.  If the one you need is not listed, press the  key.
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You will now see a screen similar to the one following (Example 3-L).

Example 3-L

Manufacturer's Code This can be a 2 or 3 character code for all manufacturers you use.  (The information
prompt line at the bottom of the screen will tell you if you need to use a 2 or 3 character code).
Enter the Manufacturer's Code for the model number you want to add (such as MAG for

Magnavox) and press the  key.

Manufacturer's Code Description Enter the Manufacturer Name that the code above describes (there is a
28 character limit on this field).

The next areas you can optionally enter in are for adding freight and other additional costs to your actual cost
of the merchandise.  This calculation is used to add to the automatic pricing calculation in the pricing system.
The purpose is to give you a way to recoup your costs related to freight and any other additional costs you may
incur over and above the actual cost of the merchandise.

Product Code Enter a two character product code or press the space bar if you want this to be blank.

Freight or other added Cost
Enter the percentage needed to cover the estimated cost needed to add to the packed cost
calculation to cover your actual cost.

When you have filled in the necessary prompts, press the  key to return to the Model Number Add

Screen.

You will now be prompted for the model number.  Type in the manufacturer's model number for this item.

Commission Code Rate of Commission paid on this merchandise as defined in control records.  1 is for No
Commission – this means that no commission will be paid for the sale of this model number.
2 is for Report Commission, this means that the commission percent will be set when you run
the salesman report.  3 is for Gross Profit table and this means that it will pay a commission
based on parameters set up on the gross profit table using the program Gross Profit Commis-
sion Table Maintenance (GPCOMM).
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Description Enter a few characters (or the letter A if you don't know what to look for) of the description for

this product and press the  key.  This will open a selection window.  Using your

arrow keys, highlight the one you want and press the  key.  If the description you need is

not entered, press the  key.  Your screen will change to resemble the following (Example

3-M).

Example 3-M
ADDING A NEW DESCRIPTION

Product Code Enter the first one or two character (depending on what is set in the “Descfile Ctrl Indr” field in
“CTRLMNT”) of the model number. (Example: E or EE for Electronics, A or AA for Appliances,
F for Furniture or FL for Furniture Living Room, FB for Furniture Bedroom).

Description This is for the specific primary description such as “Chair”.

Second Description This is for the second description such as “Foam Seat, Tufted Back”.

GL ACCOUNT NUMBERS:

Sales Income Enter your general ledger account number for sales income here.

Sales Inv Enter your general ledger account number for sales inventory here.

Cost of Goods Sale Enter your cost of goods general ledger account number.

Rental Inv Enter your rental inventory general ledger account number.

Cost of Goods Transferred This is the cost of goods transferred from sales to rental inventory.  Enter your
rental inventory general ledger account number here.

Credit Rental Inv This is inventory which has been returned to a vendor for a reason such as damaged in
shipment or overshipment.  The general ledger account number you would enter here would
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Credit of Sales Inv This is inventory which has been returned to a vendor for a reason such as damaged in
shipment or overshipment.  The general ledger account number you would enter here would
either be your cost of goods or your credit account number for sales inventory.

AUTOMATIC PRICING BY DESCRIPTION:

RTO Monthly Price Factor Factor times cost for monthly RTO price.  Example: 3.5 = 3.5 x cost

RTO Weekly Price Factor Factor times cost for weekly RTO price. Example: 3.7 = 3.7 x cost (weekly total
price should be higher than monthly price).

RTR Price Factor Cost divided by factor for RTR price.  Example 6.0 - to get cost back in 6 monthly payments.

Regular Price Factor Factor Times Cost for Regular Price.

Sales Price Factor Factor times cost for regular sales price.  Example 2.0 to double cost for retail price.

Normal Monthly Terms Normal number RTO terms monthly.  Example: 18 if normal monthly terms are 18.

Normal Weekly Terms Normal number RTO terms weekly.  Example: 78 if normal weekly terms are 78.

Once these fields have been filled in, you will be returned to the Model Number Add Screen.

Vendor Number Numeric field for distributor, factory or accounts payable vendor number from whom the
merchandise was purchased.  If you know the vendor number, enter it.  If you do not know the

vendor code, enter the first characters of the vendor’s name and press the  key for

a selection window.  If the vendor you want is not on this page, you can use the  key to

show you the next page and if you should pass up the vendor you want, you can use the

 key to go back to the previous page.  If the vendor is not listed at all, press the 

key to add a new one.  Your screen will change to resemble the following (Example 3-N).

Example 3-N
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ADDING A VENDOR NUMBER

Vendor Enter the vendor number you want assigned for the vendor you are adding, or press the

 key to have the system assign the next available number.  Your screen will

change again and will now resemble the following (Example 3-O)

Example 3-O

Name Enter the name for this vendor (there is a 30 character limit for this field).

Address Enter the address for this vendor using the first two lines for the address, the third line for the
city, state and zip code.  The vendor address should be entered if you intend on printing either
purchase orders or checks, since both of these documents require an address.  The vendor
name that is entered determines the sequence in which vendors are listed whenever a lookup
window is requested.

SalesRep/Fax Enter the name of your sales representative for this vendor and then press the 

key.  At the next prompt, enter the fax number for the sales representative.

Phone Number Enter the area code and phone number for this vendor.  Do not bother putting in parenthesis,

dashes, or spaces.  The computer will do this for you when you press .

Fax Number Enter the area code and fax number for this vendor.  Do not bother putting in parenthesis,

dashes, or spaces.  The computer will do this for you when you press .

FIN Enter the vendor's FIN (Federal Taxpayer Identification Number).  An example of a FIN number
is XX-XXXXXXX or you may enter the social security number for 1099 recipients.

Remit to You can specify that a particular vendor will have its checks remitted to another vendor ac-
count.  (Example: Vendor - GE Appliances, Remit Payment To - ITT Financial Services).
This information is required in Accounts Payable and used when payable checks are printed.
Only valid vendor account numbers can be entered.
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Our Account Our account number with this vendor is retained for informational purposes only.

Terms The payment terms code is entered to describe the normal terms under which the vendor
expects to be paid for any invoices that are submitted.  A lookup window is provided if the
exact terms code is not known.  The code entered here will be carried over onto all purchase
orders and vendor invoices as the default terms for each document.  These terms are only for
default purposes.  You will be allowed to enter any terms you desire for this vendor for each
individual purchase order.

Ship Via Enter the preferred shipment method for the vendor.  The code entered here will be carried over
into all purchase orders and vendor invoices as the default shipment method for each docu-
ment.  These terms are only for default purposes.  You will be allowed to enter any terms you
desire for this vendor for each individual purchase order.

Lookup Name Enter the translated version of the vendor name for use in lookup.  (Example: Vendor Rental
and Sales Software Systems, Inc. can have a lookup name of RSSS).

FOB Point The FOB point describes the location to which the merchandise will be delivered before
shipping charges are incurred.  The two options are (D)estination and (S)hipping.  If goods will
be delivered to your destination free of charge, then (D)estination should be entered.  Other-
wise the code should be the (S)hipping point.

Buyer Enter the name of the buyer responsible for this vendor.  The buyer responsible for purchases
from this vendor is noted for informational purposes.

Vendor Group Input the vendor group for use when checks are being printed.

Float Days Enter the number of float days before a check clears the bank.  This refers to the amount of
time from when you process a check to a vendor until the check actually clears the bank.
Under certain circumstances you can improve your cashflow by analyzing the vendor float
days and using your money while it is in transit, even though you have already drawn a check
against it.  This can be maintained in “Change a Vendor” once history shows a definitive
number of “Float Days”.

Delivery Days The number of delivery days includes the time it usually takes from when an order is placed
until the order is received.  It is factored into inventory requirements analysis.

Returns? Enter (Y)es if the vendor allows returns.

1099 Required? Enter (Y)es if a 1099 should be printed for this vendor.

Shutdown From/Thru The shutdown from and thru dates are retained for informational purposes only.  Some
manufacturers have scheduled periods during which they do not operate.  This information is
helpful when scheduling purchases.

Minimum Qty The minimum quantity is the smallest quantity of items that may be ordered from this vendor.

Minimum Amt The minimum amount is the smallest dollar amount that may be ordered from this vendor.

Free Ship Qty The free ship quantity is the quantity required on an order to receive free shipping.

Free Ship Amt The free ship amount is the dollar amount required on an order to receive free shipping.



3.16  Receiving Inventory - RECEIVE & POINLOAD

Your cursor will now go down to the comment section.

Up to fifty lines of free form text may be entered in the scrolling window detailing any comments about the
vendor.  The editing functions of insert, delete and word wrap are available.  You may scroll through the text

using  and .   will locate the cursor at the beginning of the text.  When you have finished

entering all the comments, press  to complete the process.  You will be returned to the Model Number

Add Screen.

Discontinued Indr Press the  key to accept the default of N.  Enter a Y if item has been discon-

tinued.  In your normal course of business when you or your vendor discontinue items, you
should go to this screen and indicate by entering a will be marked as discontinued
when you run the buy reports.iness when you or your vendor discontinue items, you should go
to this screen and indicate by entering a will be marked as discontinued when you run the buy
reports.

First Received This field is automatically updated when items are received.  This date is generated by the
system and is the date this item was first received into the system.

Serialized A "Y" in this field indicates this item comes with a manufacturer’s serial number, a "T" in this
field indicates the manufacturer does not serialize this item and when receiving this model
number, the system will automatically assign the next available serial number and an "N" in
this field means this is a miscellaneous item.  Miscellaneous items are those items that don’t
require a serial number.

Average Cost This field is automatically calculated by the system.

Last Cost The dollar amount you paid for each piece of this merchandise this time.  This field will auto-
matically be updated with future purchases.

Regular Price Price to appear as cash price on the Rent-To-Own agreement when using the “RSSS Agree-
ment Printing Program”.

Sale Price Retail cash selling price.

MAP MAP refers to Minimum Acceptable Price (MAP is also known in the Industry as Minimum
Advertised Price ). MAP price is the lowest price and the employee who is authorized to
change a price may negotiate down to this price.

MOP MOP refers to Manager Override Price and is the lowest price that a manager may authorize.

List Price Enter the manufacturers suggested retail price or list price.

# Months For Dep Used in Book Value Calculation (use the number of months you want to use for straight
line depreciation on the model number.  If you do not enter any number, the number of months
in the Control Maintenance (CTRLMNT) file will be used).

Misc Cost Usage Use this field only for Miscellaneous inventory.  (1 = Use Entered Cost, 2 = Use percent of
price).

Percent Used with “Misc Cost Usage”.  (If “2” is used in the field above , you would enter the percent of
price you want here).
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Qty on Hand This is the number of pieces of inventory with this model number that you have on hand.
Automatically calculated.  This field will be updated with the RSSS Receive Program.

Taxable Enter a “Y” if this item is taxable or an “N” if it is not.

Tax Percent Enter the tax percentage to be charged if this model number is to be sold at wholesale.

Use Profit Center Enter a “Y” for yes if you are running your stores as individual profit centers.

Equivalent If there is an equivalent for this model number, enter it here.  This would be an alternative in
case this model number is not available.

Movie Inv Type If your company handles movie inventory, enter the inventory type or press your space bar for
a pop up window listing the available movie inventory types.  If this is not movie inventory,

press  to accept the default of N.

RTR Inv Type If the model number you are receiving is for Rent to Rent, enter the Inventory type or press
your space bar for a pop up window listing the available options.  If this is not a rent-to-rent

item, press   to accept the default of N.

Sales Spiff This field is for automatic spiffing (bonus) for this particular model number when the item is
sold retail.  This field can be changed at any time as promotions dictate.

RTO Spiff This field is for automatic spiffing (bonus) for this particular model number when the item is
rented.  This field can be changed at any time as promotions dictate.

RTR Monthly Prc This is the dollar amount you want to receive monthly if this item is put out on a Rent to
Rent agreement.

RTO Monthly Terms Enter the number of months in a typical Rent to Own agreement for this item as new.

Total Monthly Prc Enter the total amount of the agreement as a new item if rented on a Rent to Own agree-
ment Monthly (monthly payment x number of months).  This will be calculated if terms and
price were entered.

Mntly Enter the dollar amount that will be paid each month when this item is rented as new on a
monthly RTO agreement.

RTO Weekly Terms Enter the number of weeks in a typical RTO agreement for this item as new.

Total Weekly Prc Enter the total amount of the agreement as a new item if rented on a Rent to Own agree-
ment Weekly (weekly payment x number of weeks).  This will be calculated if terms and price
were entered.

Wkly Enter the dollar amount that will be paid each week when this item is rented as new on a
weekly RTO agreement.

Quantity on Order This field is automatically calculated when you use the optional Purchase Order system.

Cube Size Enter manufacturer cube size if you use cube size to estimate space available in delivery
trucks.

Nbr of Pcs Enter the number of pieces it takes to make up this one item.

Date Order Due In Automatically entered when you use the optional PO System.

Days Out of Stock Automatically entered and calculated when you use the program “BUYRPTF”.
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Furn Style If the model number you are adding is a piece of furniture, enter the two digit code for the style.
If you do not know the two character code, enter 99 for a selection window.  Using your down

arrow key, if necessary, highlight the correct furniture style and press the  key.

Furniture styles are kept and maintained using the program FURNSTYL.

Unit Weight Enter the manufacturer weight if you calculate total weight loaded on trucks.

The following seven fields are the general ledger account numbers used for this inventory.
GL ACCOUNT NUMBERS:

Sale Income General Ledger Sales Income Account (CR).

Sale Inv General Ledger Sales Account, Costs of Goods Rental/Inventory (DR).

Cost of Goods Sale General Ledger Sales Account, Inventory (CR).

Rental Inv General Ledger Account number, for Cost of Goods Rental/Inventory (DR).

Cost of Goods Transferred General Ledger account number for Inventory account (CR).

Credit Rental Inv General Ledger account number for Cost of Goods/Rental Inventory (DR).

Credit of Sale Inv General Ledger account number for Inventory (CR).

When every field has been filled, press the  key.  You will be prompted “Any More Changes”.  An “N” will

take you to a screen similar to one on page 3.4 (Example 3-F).  Follow the instructions on pages 3.4 - 3.7 to
receive your inventory.

Adding a new miscellaneous inventory model number while receiving
To add a new model number for miscellaneous inventory, you do things the same as serialized inventory.  The
only changes would be that at the Receive Menu (Example 3-B) you would enter a 2 instead of a 1 and at the
field “SERIALIZED”, you would enter “N”.  After you have filled in the first screen, you will see a screen similar
to the one following (Example 3-P).

Example 3-P
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Location Enter the location number for the location you will be receiving this into.

Qty on Hand Enter the quantity you have on hand.

Qty to Rental PTD The quantity of this model number that have been put out on rental for period to date.
Does not apply to miscellaneous inventory.

Reorder Level The quantity on hand at which you reorder this item.

Qty to Rental YTD The quantity of this model number that have been put out on rental for year to date.
Does not apply to miscellaneous inventory.

Qty Received PTD The quantity received in the current period.

Qty Sold PTD The quantity sold in the current period.

Qty Received YTD The quantity received this year.

Qty Sold YTD The quantity sold this year.

Bin If this item is stored in a bin, enter the bin number here.

Sales PTD The sales dollars collected for this item this period to date.

Sales YTD The sales dollars collected for this item this year to date.

Cost PTD The total cost of this item purchased this period to date.

Cost YTD The total cost for this item purchased this year to date.

Press the  key.  You will now be prompted “Any More Changes”.  When this is answered with an “N”, the

cursor will jump back up to “Location”.  You can enter another location you want this inventory entered into or

you can press the  key to finish receiving miscellaneous inventory.

Receiving miscellaneous inventory

To receive miscellaneous inventory, you need to be at a command line and type in “RECEIVE” and then press

the  key.  On this screen you will be prompted for the Printer or File Pathname.  Enter the correct

information or press the  key if you want to accept the default printer.  You will now be prompted for

the “Paper Type” (Example 3-Q).  Your choices will be listed on the bottom of the screen.  Type in the number
next to the type paper you will be using (1=Receipt Paper - this is the paper you use for payment receipt.
2=Regular Paper - this is plain white report paper).  You will now be prompted “Print Description Line”.  This
should be answered with a “Y” if you want the color, fabric and description line printed.
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Example 3-Q

The next screen will be a menu screen (Example 3-R).  This menu will allow the option of receiving/deleting
serialized or receiving/deleting miscellaneous inventory.  Rent to Own inventory is serialized.  Miscellaneous
inventory is usually accessory items that have no serial number and are sold along with rentals.  At the receiv-
ing menu enter the option next to the option you wish to choose. (#2 for miscellaneous).

Example 3-R

Enter a 2 and your screen will change to resemble the following (Example 3-S).  You will be prompted a model
number or description.
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Example 3-S

You may enter a (partial or full) model number, UPC code or description.  Press the  key to list in alpha-

numeric order by UPC beginning with what you entered.  Press the  key to list model numbers in alphanu-

meric order beginning with what you typed in (Example 3-T) or press the  key to list model numbers by

description in alphabetical order beginning with what you typed in.  Use the arrow keys to highlight the model

number of the item to be received and then press the  key.  (If the model number you want is not on

this page you can use the  key to show you the next page.  If you should pass up the model number that

you want, you can use the   key to get to the previous page).  If the model number you need for the

inventory you are receiving is not already in the system, please turn to page 3.7 for instructions on how
to add a model number.
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Example 3-T

The next screen you will see is the Model Number Inquiry screen (Example 3-U), verifying the correct model
number choice.

Example 3-U

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 (Example 3-
V).
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Example 3-V

Location Enter the location you are receiving this inventory into.

Date Received Defaults to today's date.  Can be changed if necessary.

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 P.O. to track individual store purchases.

Qty to Receive How many of this item do you want to receive at this time into this location?

Actual Cost Enter the amount the company is paying for each item of this particular model number at this
time.

You will now be prompted “Any More Changes”.  When this is answered with an “N”, 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  key.
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Receiving Inventory from a Purchase Order - POINLOAD
This program is used to Receive Inventory and update your purchase order records when using the RSSS
Purchase Order System.

To get into this program, you need to be at a command line and type in “POINLOAD” (for more information on
the command line, see page 1.10, Example 1-G).  You will be prompted for the printer or file pathname.  Press

 to accept the default printer or type in the proper printer number or pathname.  You will see a

screen similar to the one following (Example 14-A).

Example 3-X

Printer or File Pathname Press  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” 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".

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 the one following (Example 14-B).
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Example 3-Y
Inv Type This will prompt according to your company's control settings.

Next Bar Code # Pressing the  key, the system will auto assign the bar code number.

Receiving Date Press  to accept the default of today's date.

Loc Enter the ship to location that appears on the PO.

% Cost to FP Enter the percent of cost that is Floor Plan.  If the inventory being received is not floor planned,

clear the field and press .

FP Agent Nbr Enter the number assigned to the floor plan agent carrying this merchandise or press

 if you are not using a Floor Plan.

Vend Inv # Enter the Vendor's Invoice Number for the product you are about to receive, leave blank if you
don't have it or if you want the PO number to go to AP.

You will now be prompted for “Any More Changes”.  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 will be prompted for “PO
Number”.

Enter the PO Number that was used to place this purchase originally, if you don’t know the PO number press
the F3 key to list the open PO’s in numerical order. The screen will change to resemble the following. (Note:
each different model number you entered on the PO will be on a line of it’s own).
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Example 3-Z
At the bottom of the screen you will see date ordered, date due in, model number, the fabric and color of the
item (if applicable), the quantity ordered (an asterisk beside quantity ordered, indicates comments are attached
to this line) on the PO, the UPC Code, List Price, and ship to location.

 - Forward If the PO Number you need is not on this screen, this will scroll the listing forward one

page at a time.

 - Back If you have pressed   to scroll forward & now need to go back.

 - Comments To view comments attached to line item.

 - Receive PO To receive all accessories on this PO.

 - Chg UPC To change/add UPC code, or adjust the list price.

 - BC Label Off To turn off bar code label printing for the item you are about to receive.

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 , 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 (example 14-D).
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Example 3-AA

Enter the serial number of the product being received and press . If the product is a (T)ransparent

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. 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 F10 to exit the program.

End of Section 3
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Inventory Inquiry - INVMNT

To get into Inventory Inquiry, you need to be at the command line and type in “INVMNT” and then press the

 key.  Following is an example of the screen that you will see (Example 4-A).

Example 4-A

Start Key Enter the full or partial key (the key can be the model number, bar code number or serial num-
ber).

Loc If you want the computer to list the key information on a certain location only, enter that location
number.

Stat If you want the computer to list the key information based on a certain status of inventory, enter
that status here.

Desc If you want the computer to list the key information based on a certain description, enter that
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 bottom of screen) to start the list by.  Type in a few

characters of the model number and press the  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.  The other fields, loc, stat and desc can be used as filters to further reduce the scope of the list.  For in-

stance, at the DESC prompt, you can enter 'TV Console' and press the  key to get a list of all your inventory

described as TV Console in model number order.

The screen will display a list of units based on what you asked for (Example 4-B).  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 & weekly payments & payment terms
& the second description for the item are highlighted.
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Example 4-B

Changing inventory (1st screen)

Using the arrow keys, highlight the item you wish to see and press the  key.  This will display an

inventory change screen (Example 4-C).  Using your  key, go to the field or fields you wish to change.

When you have changed all fields you want changed, press the  key.

Example 4-C

Model # This shows the model number of the inventory piece you are currently looking at on the screen.

Date Received Shows the date this inventory piece was received.

Serial # Shows the serial number for this piece of inventory.
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Date FP Starts If this item was floor planned, this is the date that the floor plan on this item begins.  This date is
picked up in the Trust reports (TRUST and TRUSTR) run to payoff the items.

Bar Code Number Bar Code Number assigned either manually or by the computer to this piece of inventory.

Date FP Paid Automatically entered by system.  This is the date the system stamps on the inventory after the
Trust Program pays off the inventory (if this item was floor planned).  The date is the date the
report is run to pay the final balance.

Description The description for this piece of inventory.

Date Sold Shows the date this inventory piece was put out on rental or sold.

Customer Name If this piece is out on rental, the customer name of the party with the inventory will be in this
field.

Date Delivered Automatically entered by system.  This is the date the inventory was actually delivered to the
customer.  This date is the date on the delivery receipt that is generated at the time of sale or
rental.

Curr Cust # If this piece is out on rental or has been sold, this field will show the customer’s account number
of the customer who rented or bought this piece of inventory.

Date Due Back If your company does short term rentals (Rent to Rent) and this item is out on a short term
rental, this field will show the date this inventory piece is due back.

Prev Cust 1 If this piece was out on rental before, the customer who had it before the “Curr Cust” would have
their account number here.

Date Returned If this piece had been out on rental or sold and returned, this field would show the date the
inventory piece was returned.

Prev Cust 2 If this piece was out on rental before, the customer account number here would be the one that
had it before the “Prev Cust 1”.

Date Trans In This is the date the inventory was transferred into it's current location.

Prev Cust 3 If this piece was out on rental before, the customer account number here would be the one that
had it before the “Prev Cust 2”.

Date Trans to Rent A date here would indicate the day this piece became rental inventory and subject to
depreciation.

Cust Agreement # If your company uses their own agreement numbers when entering a rental, this number
will show up here.

Date Last Inv Move Shows the last date the inventory was transferred from one location to another.

Ticket Nbr If this piece is out on rental, the ticket number it is on, will be here.

Time Delivered When a delivery ticket is generated, a time is stamped on the ticket and placed in this field.

Receiving # If, when this item was received, a receiving number was entered, it will be in this field.

F. Plan Agent If, when this item was received, a floor plan agent was entered, it will be in this field.
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Vend Invoice # If, when this item was received, a vendor invoice number was entered, it will be in this field.  Or
if using optional Accounts Payable module, the vendors invoice number assigned to this purchase
order will be in this field.

Vendor Shows the vendor number of the vendor this item was purchased from.

PO Nbr If, when this item was received, a PO Number was entered, it will be in this field.

Status The current status of this piece of inventory will be in this field.  Status Codes are: B for Store
Burglary, C for Returned for Credit, D for out on demo/loaner, E is for Early Buyout, J is for
Junked, L is for store loss, N is for new, O is for out on rental, P is for paid out, R indicates this
piece was out on rental but is now returned, S is for sold, X is for skipped, Y is for stolen and Z
indicates this piece has been charged off.

Trust Receipt If this piece of inventory was floor planned, the trust receipt number from the floor plan agent will
be shown here.

Warranty Printed This is a yes or no field.  When you print warranty cards (Warranty), this field is automatically
updated to yes.

Freight Line Shows the name of the freight line that delivered this piece of inventory.

Data Changed This will indicate the last data field that was changed on this inventory.

Condition If this item has at some time been out on rental and returned, the condition of the inventory piece,
if entered at the time of return, will be in this field.

Last Changed Date Shows the last date that any data was changed on this piece of inventory.

Agreemnt Periods If this item has been put out on a rental agreement, this field will indicate the number of
months or weeks the agreement was for.

Agreemnt Revenue If this item has been put on a rental agreement, this field will show the amount of revenue
collected so far on the current rental agreement.

Write Off Amt When an agreement is paid off or an item is charged off, the write off amount is the remaining
book value on this inventory piece.  This figure is whatever the book value was at the time it was
paid off or charged off.

Book Value This is the cost less any depreciation taken on this item.  The type of depreciation is determined
by what is set up in Control maintenance.

Locations Shows the locations this piece has been at, with the last location listed first.

The screen will prompt: “Any More Changes?”.  Pressing the   key will display the following screen

(Example 4-D).



Inventory Inquiry - INVMNT    4.5

Changing inventory (2nd screen)

Example 4-D

Model # Serial #
Shows the model number and serial number of this piece of inventory.  Cursor does not go to
these fields.  These fields can not be altered.

Actual Cost Shows the actual cost of this piece of inventory at the time it was received.

Selling Price This is the price that the inventory was actually sold for.

Freight/Other Cost If there was freight or other costs associated with this inventory piece, they will be shown
here.

Packed/Landed Cost Average Cost
The Packed/Landed Cost is the actual cost plus the freight/other cost.  The average cost is the
average cost of all items of inventory with the same model number.  The cursor does not go to
these fields.  These fields can not be altered.

Bal Owed FP If this item was floor planned & the floor plan agent has not been paid in full, any balance still
owed to the floor plan agent will be here.

Total Revenue Shows the total revenue collected to date on this item.

Total Times Rented The 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.

YTD Time Rented Number of times this piece of inventory has been out on rental Year-To-Date.

QTD Revenue Revenue received from this piece of inventory Quarter-To-Date.

QTD Times Rented Number of times this piece of inventory has been out on rental Quarter-To-Date.

PTD Revenue Revenue received from this piece of inventory Period-To-Date.
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PTD Time Rented Number of times this piece of inventory has been out on rental Period-To-Date.

TTD Revenue This field shows all revenue received from this piece of inventory since its last transfer.

TTD Times Rented This field shows the number of times this piece of inventory has been rented since it was
last transferred.

Total RTR Revenue If applicable, this field shows any rent to rent revenue received from this piece of inventory.

Total RTO Revenue Total revenue gained through rent to own on this inventory piece.

Receiving Loc The location that received this piece of inventory.

Total MV Rev Total movie revenue.

Normal Terms Monthly This field shows the number of months to pay for this piece of inventory on a normal
rental account paid monthly.

Monthly RTO Price This is the total price that would be paid for this piece of inventory if rented on a monthly
basis according to the parameters set in automatic pricing.

Normal Terms Weekly This field shows the number of weeks to pay for this piece of inventory on a normal rental
account paid weekly.

Weekly RTO Price This is the total price that would be paid for this piece of inventory if rented on a weekly
basis according to the parameters set in automatic pricing

RTR Pricing Type This is the type of Rent to Rent pricing for this piece of inventory.  If your company does NOT
do any rent to rent, this will be an N.

Actual RTO/RTR Price This is the total price that the item was actually rented for on the current agreement.

MV Pricing Type This indicator is used in the movie program when you have serialized inventory you are
renting out in the movie club.  It indicates the type of equipment that is being rented such as
VCR's, Camcorders, etc.  If your company does NOT rent movies, this will be an N.

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 inventory piece, it will be in this field.

New Inv Rented Shows status of item before it went out on rent.  N = New, R = Rerental.

Last Salesman Nbr This is the salesman number of the person who last changed this piece of inventory by
receiving, selling, picking it up from a customer or renting it out.

Delivered By If a delivery ticket was printed at the time this item was rented or sold, this field will show the
employee number of the person who printed the delivery ticket for this item.

Alternate RTO Price If the Monthly Discount prompt in RENTCTRL is set to a Y, this will be the special price the
customer would pay monthly on a weekly RTO agreement.

Last Receipt Nbr Shows the last receipt number for this item.  For example, if you take a rental payment this
week, it will show the receipt number printed on the receipt.  Next week, it will be updated to the
receipt number printed that day.



Inventory Inquiry - INVMNT    4.7

Current Inv Indr This indicator indicates which type of inventory this item is.  The possibilities are as follows:
T = Trial Purchase, O = Rent to Own, R = Rent to Rent, S = Sales, M = Movie Club

Orig Cost This is the cost that was entered at the time this item was received.

Assigned Value Some companies use this field when merchandise has been returned.  These companies
evaluate the item and enter the determined value in this field.  If your company uses this and this
item has been returned, the figure shown here will reflect the value of the item.

Retail Price If this field has an amount in it, this is the selling price that will override Regular, Minimum Ac-
cepted Pricing (MAP) and Manager Override Pricing (MOP) and any other sale price for this
individual serial number.

Retail Price Cap A figure here indicates the highest price you can charge for this item.

After making any changes necessary, press the  key at any point, the screen will prompt: “Any More

Changes?”.  Pressing the   key will display the following screen (Example 4-E).

Changing inventory (3rd screen)

Example 4-E

Model # Serial #
Shows the model number and serial number of this piece of inventory.  Cursor does not go to
these fields.  These fields can not be altered.

Furniture Indr This is a yes or no field which indicates whether or not the item is furniture.

Furn Category This field is used to put furniture in various categories such as living rooms.

Furn Color Code If this piece of inventory was a piece of furniture, this field would indicate the color, if applicable.

Condition Code This is a free form field.  Some music stores grade their used product, like A for used but in
mint condition, B for used but in good shape and so on.
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Furn Fabric Code If this item was a piece of furniture, this field would indicate the fabric, if applicable.

ESP Amt If this inventory piece was put on a rental agreement that included Extended ServicePolicy (ESP),
the amount of ESP paid each term (either weekly or monthly) would be shown here.

ESP This Agreement This is the amount of Extended Service Policy payments collected so far on this agreement.

Times in Service Total number of times this unit has been in service.

Days Idle Total days this unit has been idle in the inventory for the life of the unit.

Service Cost Total service cost expended on this unit.

Updated PO Indr This field indicates whether this item was received using the optional RSSS Purchase Order
System.  If it has been received using the RSSS Purchase order System, it will have an indicator
of Y for yes and the purchase order number will be shown on the 1st screen of INVMNT.

Last Serv Date This field shows the last date this item was transferred to service.

Manual Price Change Indicates whether or not the price on this item has been manually changed.

Wholesale Tax The percentage of tax if sold as wholesale.

Warranty Begin Date If there is a warranty attached to this piece of inventory, this field will indicate the date the
warranty began on this piece of inventory.  This will be the date this item was originally sold or
rented.

ESP Begin Date If an extended service policy was taken out on this item, this field will hold the date the ex-
tended service policy began on this item.

Service Policy Code 1 This is the first code used in 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 first code used in 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 1 year from the date this item
was sold.

Aisle If applicable, this field will show the aisle where this item is located.

Color This is a free form field and can hold 2 characters.  The usage of this field will be dependent on
your company.

Row If applicable, this field will show the row where this item is located.

Inc Fore Book Value Show the income forecast book value.

Tier If applicable, this field will show the tier where this item is located.

Book Value at Rental Shows the book value of the item at the time of rental.  This figure is used for income
forecasting only.
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Make any changes needed, and then press the  key.  You will be prompted, “Any More Changes”.  A “N”

answer will return you to a screen similar to the one at the top of page 4.1 (Example 4-A).  You may now look at
and change any other model number you want to .

If you are making a change to any inventory field within INVMNT, on each Inventory Change screen, you will have to
hit F9 and take the default of 'N' for no changes (if there are no corrections to the changes you made on that
particular screen; in this case you would enter 'Y' to correct any incorrect changes).  You will need to do this
through each screen (there are three) whether you made a change on that screen or not.   If you do not F9,N
through each inventory change screen (for example, you hit F10 after changing the first page of the inventory
change screen series, the update will not occur), the changes won't take affect and update the actual inventory file.

End of Section 4
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Transfer/Deliver/Loan Inventory - INVTRAN
To move inventory from one location to another within the system, follow these procedures.  At the com-

mand line, type in “INVTRAN” and press the  key.

It is very important that any time you move an inventory item from one location to another that you print a
transfer.

You will be prompted for printer or file pathname.  If you want to print directly to the default printer, press the

 key.  If you want this information to print to another printer, type that printer number over the

default and press the  key.  You will then be prompted “Print Test Transfer:”  (Example 5-A).

Example 5-A

Type in a “Y” and it will print a test: (this is to help you align the receipt) type “N” or press the  key

and the system will display the following screen (Example 5-B).  You will then need to enter the number
corresponding to the type of transfer you wish to make.
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Example 5-B

1 TRANSFER INV  Transfers inventory from location to location such as store to store, store to ser-
vice, service to store, etc. (page 5.3).

2 PENDING INV TRANSFER  Puts inventory in a pending location for future transaction (page 5.7).
3 DEMO INV TRANSFER  For Demo's, Loaners (page 5.10).
4 DELIVERY/PICK UP INV TRANSFER  To print delivery or pickup tickets.  Does not open or close

the agreements or change inventory status (page 5.12).
5 BAR CODE NUMBER TRANSFER  Transfers inventory using bar code equipment (page 5.14).
6 BAR CODE TRANSFER FROM FILE  Transfers inventory from portable bar code equipment (page

5.15).
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OPTION #1  TRANSFER INV
The cursor will now be resting on Old Location.  Enter the location number where the inventory is coming

from (4 characters, example 0001).  If you don't know the location number, press the  key and

you will see a window showing options you may choose from (Example 5-C).  Using your arrow keys, highlight

the correct location and press the  key

Example 5-C

The cursor will now be on New Location.  Type in the location number for where you want the inventory to

go.  Enter the date of transfer or press the  key to accept the default of today's date.  The screen

will then prompt “Any Changes”.  If you need to make changes, enter a "Y'.  If not press the  key.

The cursor will now be beside “Transfer Notes”.  You may enter up to two lines of notes to the receiving

location.  After you have entered your notes, if any, press the  key.  You will be prompted “Any more

changes”.  If you want to change your notes, enter a “Y”.  If not, press the  key.  Your cursor will

now be beside the prompt “Serial Number”:.

At the bottom of the screen is a list of prompts for you to use if necessary.  Press the  key to list

the available inventory (see page 5.4).  Press the  key (AVAILABLE ONLY IF YOU HAVE PUR-

CHASED THE RSSS PURCHASE ORDER SYSTEM AND IF THIS IS A DELIVERY TICKET) FOR SPE-

CIAL ORDERS.  Press the  key to change the ticket serial number.

Enter the serial number.  If you do not know the serial number, press the  key to list the available

inventory.  Your screen will change to resemble the following (Example 5-D).
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Example 5-D

Start Key Enter the full or partial key (the key can be the model number, bar code number or serial
number).

Loc If you want the computer to list the key information on a certain location only, enter that
location number.

Stat If you want the computer to list the key information based on a certain status of inventory,
enter that status here.

Desc If you want the computer the list the key information based on a certain description, enter that
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 bottom of screen) to start the list by.  Type in a

few characters of the model number and press the  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 bar code or serial
number as well.  The other fields, loc, stat and desc can be used as filters to further reduce the scope of the
list.

The screen will display a list of units in stock (Example 5-E).  It will display the model number, serial number,
location, status, description, date received and date sold.  Using the arrow keys, highlight the item you wish

to select for this transfer and press the  key.
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Example 5-E

The system will display the serial number on the Inventory Transfer of Location Screen.  Press the

 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” (Example 5-F).

Example 5-F
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If this is not the item you wish to transfer, type in an “N”.  This will then take you back to the serial number
prompt.  If it is the right item, type in a “Y”.  When you answer this prompt with a “Y”, the cursor will go below
the serial number you just entered.   If you need to transfer more inventory, enter the serial numbers.  If you
have no other transfers to make from this particular old location to this particular new location, press the

 key.  The receipt from this transfer will print out.  You will then be prompted “Print Another Receipt”.  If

you want another receipt, enter a “Y”.  When you have printed all the receipts you want, press the

 key  to accept the default of “N” 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  key.  This will take you back up to the Old Location.

Transferring Inventory to a Charge Off Location
To transfer inventory to a charge off location, you will use option #1, Transfer Inv.

Note:  You MUST transfer to a location setup as a charge off location in LOCMNT.

The cursor will now be resting on Old Location.  Enter the location number where the inventory is coming

from (4 characters, example 0001).  If you don't know the location number, press the  key and

you will see a window showing options you may choose from.  The cursor will now be on New Location.
Type in the location number for the charged off location where you want the inventory to go.  Enter the date of

transfer or press the  key to accept the default of today's date.  The screen will then prompt “Any

Changes”.  If you need to make changes, enter a "Y" and do so.  If not, press the   key.  The

cursor will now be beside “Transfer Notes”.  You may enter up to two lines of notes to the receiving location.

After you have entered your notes, if any, press the  key.  You will be prompted "Write off Code".  If you

leave this field blank, you will see a window from which you may make a selection (Example 5-G).

Example 5-G



Transferring Inventory - INVTRAN    5.7

Using your arrow keys, highlight the reason you want to use and press the  key.  You will now be

prompted, “Any more changes”.  If you want to change your notes, or the Write Off Code, enter a “Y”.  If not,

press the  key.  Your cursor will now be beside “Serial Number”:.  Enter the serial number of the

item you are charging off.  You will be prompted "Transfer this item".  If you have typed in the wrong serial

number, press the  key to accept the default of "N", if it is correct, enter a "Y".   When you answer

this prompt with a “Y”, the cursor will go below the serial number you just entered.   If you need to transfer
more inventory, enter the serial numbers.  When you have transferred all inventory from this particular

location to this particular location, press the  key.  The receipt from this transfer will print out.  You will

then be prompted “Print Another Receipt”.  If you want another receipt, enter a “Y”.  When you have printed

all the receipts you want, press   to accept the default of “N” at this prompt.

OPTION #2 PENDING INVENTORY TRANSFER
The cursor will now be resting on Old Location.  Enter the location number where the inventory is coming

from (4 characters, example 0001).  If you don't know the location number, press the  key and

you will see a window showing options you may choose from (see page 5.3).  The cursor will now be on New
Location.  Type in the location number for where you want the inventory to go (MUST be set up as a pend-

ing location in LOCMNT for this to work properly).  If you don't know the location number, press the

 key and you will see a window showing options you may choose from (see page 5.3).  Enter the

date of transfer or  for today's date.  The screen will then prompt “Any Changes”.  If you need to

make changes, enter a  "Y".   If not, press the   key to accept the default of "N".    Your cursor will

now be at “Customer Name”.  Enter the name of the customer you are putting this into pending for.  You will
now be prompted “Selling Salesman Number”.  Enter the salesman number of the person making the sale.
You will now be prompted, “Notes”.  You may enter up to two lines of notes.  When you have finished adding

the notes, press the  key and you will be prompted “Any More Changes” (Example 5-H).  If you need to

make any changes to the customers name, the salesman number or your notes, enter a “Y”.  If no changes

are necessary in this area, press the  key to accept the default of “N”.
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Example 5-H

Your cursor will now be beside “Serial Number”:.

Enter the serial number.  The system will display the serial number on the Inventory Transfer of Location
Screen.

If you do not have the serial number, press the  key and you will see the Inventory Maintenance Screen

(Example 5-I).

Example 5-I

At this screen the cursor will be on Start Key.  You can enter the model number or serial number on this line.
Specify the item to view or enter the selection criteria and press the appropriate function key to list the
inventory in the order you wish to view it in (these are listed on the bottom of the screen).
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The screen will display a list of units in stock.  It will display the model number, serial number, location, status,
description, date received and date sold.  Using the arrow keys, highlight the item you wish to select for this

transfer and press the  key.  You will be returned to the Inventory Transfer page.  The serial number

of the item you just selected will be beside the prompt "Serial Numbers".  Press the  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” (Example 5-J).

Example 5-J

If this is not the item you wish to transfer, press  to accept the default of "N".  This will then take

you back to the serial number prompt.  If it is the right item, type in a “Y”.  When you answer this prompt with
a “Y”, the cursor will go below the serial number you just entered.   If you need to transfer more inventory,
enter the serial numbers.  If you have no other transfers to make from this particular old location to this

particular new location press the  key.  The receipt from this transfer will print out.  You will then be

prompted “Print Another Receipt”.  If you want another receipt, enter a “Y”.  When you have printed all the

receipts you want, press   to accept the default of “N” and the system will return you to the Serial

Numbers prompt.  If you still have other transfers to make, but need to change the Old or New Location,

press the  key.  This will take you back up to the Old Location.

OPTION #3 DEMO INV TRANSFER
The cursor will now be resting on Old Location.  Enter the location number where the inventory is coming from
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(4 characters, example 0001).  If you don't know the location number, press the  key and you will

see a window showing options you may choose from (see page 5.3).  The cursor will now be on New Location.
Type in the location number for where you want the inventory to go (MUST be set up as a demo location in

LOCMNT for this to work properly).  If you don't know the location number, press the  key and

you will see a window showing options you may choose from (see page 5.3).  Enter the date of transfer or press

the  key to accept the default of today's date.  The screen will then prompt “Any Changes”.  If you

need to make changes, enter a "Y".  If not, press the   key.   The screen will now change slightly

(Example 5-K).

Example 5-K

Customer Number If you know the customer's account number, enter it here.  If not, make sure this area
is blank and return to the next prompt.

Customer Name If the customer number was filled in, this will have filled in automatically.  If you did not
know the customer number, you may enter a few characters of the customer's last name and

press the  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  key.  This will fill in the Customer's Number for you when you do it this way.

Address City State Phone
These will all be filled in automatically.  You should verify them with 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

Notes If you want to, you may enter up to two lines of notes on this transaction.
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Ticket Number You may assign a specific ticket number to this transaction or press the  key to

have the system assign the ticket number.

You will now be prompted “Any More Changes”.  When this is answered with an “N”, your cursor will move
beside “Serial Number”:.

Enter the serial number.  The system will display the serial number on the Inventory Transfer of Location

Screen.  Press the   key.  If you need to make changes, enter a "Y".

If you do not have the serial number  press the  key and you will see the Inventory Maintenance Screen

(Example 5-L).

Example 5-L

At this screen the cursor will be on Start Key.  You can enter the model number or serial number on this line.
Specify the item to view or enter the selection criteria and press the appropriate function key to list the
inventory in the order you wish to view it in (these are listed on the bottom of the screen).

The screen will display a list of units in stock.  It will display the model number, serial number, location,
status, description, date received and date sold.  Using the arrow keys, highlight the item you wish to select

for this transfer and press the  key.  You will be returned to the Inventory Transfer page.  The serial

number of the item you just selected will be beside the prompt "Serial Numbers".  Press the  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” (Example 5-M).
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Example 5-M

If this is not the item you wish to transfer, type “N”.  This will then take you back to the serial number prompt.
If it is the right item, type “Y”.  When you answer this prompt with a “Y”, the cursor will go below the serial
number you just entered.   If you need to transfer more inventory, enter the serial numbers.  If you have no

other transfers to make from this particular old location to this particular new location, press the  key.

The receipt from this transfer will print out.  You will then be prompted “Print Another Receipt”.  If you want

another receipt, enter a “Y”.  When you have printed all the receipts you want, press  to accept

the default of "N" and the system will return you to the Serial Numbers prompt.  If you still have other trans-

fers to make, but need to change the Old or New Location, press the  key.  This will take you back up to

the Old Location.

OPTION #4 DELIVERY/PICKUP INV TRANSFER
The cursor will now be resting on Old Location.  Enter the location number where the inventory is coming

from (4 characters, example 0001).  If you don't know the location number, press the  key and

you will see a window showing options you may choose from.  The cursor will now be on New Location.
Type in the location number for where you want the inventory to go.  If you don't know the location number,

press the  key and you will see a window showing options you may choose from.  Enter the date

of transfer or press the  key to accept the default of today's date.  The screen will then prompt

“Any Changes”.  If you need to make changes, enter a "Y".  If not, press the   key.   You will see a

screen similar to the one following (Example 5-N).
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Example 5-N

Your cursor will now be beside “Acct Nbr”:.    Enter the account number.  If you enter a valid account number,
the information, name, address, etc., about that account will automatically appear.  If you do not know the

account number, making sure the account number information is blank, press the  key.  Your

cursor will move to the “Customer Name” prompt.  Enter part of the customers last name and press the

 key for a selection window.  Using your arrow keys if necessary, highlight the correct customer

and press the  key.  When you have filled in all the information, you will be prompted “Any More

Changes”.  If you put something in incorrectly, enter a “Y” and make corrections. If no more changes,  press

the  key to accept the default.  Your cursor will now be at “Serial Numbers”.

At the bottom of the screen is a list of prompts for you to use if necessary.  Press the  key to list the

available inventory.  Press the  key "Stock/SpecOrd" (this function is used to assign serial numbers for

stock, layaway or special orders ONLY  that have not previously had a serial number assigned to them).  Press

the  key to change the ticket serial number.  Press the  key to list the serial numbers on a ticket.

Enter the serial number.  The system will display the serial number on the Inventory Transfer of Location

Screen.  Press the  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”
(Example 5-O).
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Example 5-O

If this is not the item you wish to transfer, type in an “N”.  This will then take you back to the serial number
prompt.  If it is the right item, type in a “Y”.  When you answer this prompt with a “Y”, the cursor will go below
the serial number you just entered.   If you need to transfer more inventory, enter the serial numbers.  If you

have no other transfers to make from this particular old location to this particular new location press the 

key.  The receipt from this transfer will print out.  You will then be prompted “Print Another Receipt”.  If you

want another receipt, enter a “Y”.  When you have printed all the receipts you want, press the 

key to accept the default of “N” at this prompt and the system will return you to the Serial Numbers prompt.  If

you still have other transfers to make, but need to change the Old or New Location, press the  key.

This will take you back up to the Old Location.

OPTION #5 BAR CODE NUMBER TRANSFER
The cursor will now be resting on Old Location.  Enter the location number where the inventory is coming

from (4 characters, example 0001).  If you don't know the location number, press the  key and

you will see a window showing options you may choose from (see page 5.3).  The cursor will now be on New
Location.  Type in the location number for where you want the inventory to go.  If you don't know the location

number, press the  key and you will see a window showing options you may choose from (see

page 5.3).  Enter the date of transfer or press the  key to accept the default of today's date.  The

screen will then prompt “Any Changes”.  If you need to make changes, enter a "Y".  If not, press the

 key.   Your cursor will now be beside “Bar Code Numbers”:.  Using your bar code equipment, scan

the bar codes of each item you wish to transfer.
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Example 5-P

OPTION #6 BAR CODE TRANSFER FROM FILE
The cursor will now be resting on Old Location.  Enter the location number where the inventory is coming

from (4 characters, example 0001).  If you don't know the location number, press the  key and

you will see a window showing options you may choose from.  The cursor will now be on New Location.
Type in the location number for where you want the inventory to go.  If you don't know the location number,

press the  key and you will see a window showing options you may choose from.  Enter the date

of transfer or press the  key to accept the default of today's date.  The screen will then prompt

“Any Changes”.  If you need to make changes, enter a "Y".  If not, press the  key.   Your cursor will

now be beside “Compare Scan to:"  You will type in either "B" for barcode or "S" for serial number depending
on what you want the scan compared to.

Your screen will change to resemble the following (Example 5-Q).
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Example 5-Q

Connect the portable device you are using to transfer inventory with.  Use the command or scan the barcode
which “Downloads Inventory”.  You will now see the barcode numbers scan on the screen.  When the down-

load process is complete, press your command or press the  key to print the transfer receipt(s).

End of Section 5
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Transferring Inventory on Diskette - STORETRN

INSTRUCTIONS FOR USING RSSS FLOPPY TRANSFER

Machine numbers must be set correctly in “CTRLMNT” on all machines involved in floppy transfers for floppy
transfers to occur (Example 6-A:1&2).  If you have been doing normal STRIP/MERGE communications, you
can assume that machine numbers are set correctly.

Example 6-A

Home Office Machine # & Computer Machine number must be set correctly on all machines involved in the
transfer for this program to work properly.  The "Operating System Using" must be set to an X for (X)enix
(Example 6-A:3).

Each machine involved must have a /STORETRN and /STOREMRG directories in the root (/) directory.
These are the directories that store the inventory records when inventory is transferred and merged to a dis-
kette.  FULL PERMISSIONS ARE REQUIRED ON THESE FILES!!

Any diskette used must be DOS formatted!!  Do this by typing at the Xenix prompt $
dosformat /dev/fd0/

To get into this program, you need to be at the command line and type in “STORETRN”.  You will be
prompted for the Printer or File Pathname (see page 1.7).  Enter the correct information or <RETURN> to
accept the default printer.  You will now see the screen following.

When performing the “Transfer Inventory to Diskette”, you must enter the date of the transfers that you want,
and the store you are wanting this floppy transfer for (Example 6-B).  This transaction will print a receipt
showing you what was put on the diskette.  This information is written to the receipt FROM THE DISKETTE, so
any items printed will be on this diskette.  This information is needed in determining if there are hardware
problems at a specific store.  If the sending store has a receipt showing it was put on diskette, and the receiv-
ing store has an error reading it, you can ALMOST assume you have a bad floppy drive at the receiving store.
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Example 6-B

If you want to double check your diskette before leaving the “sending” location, or upon arrival at the “receiving”
location, at the Unix prompt ($) type:
dosdir a:

You should have an ITEMFSEQ
ITEMLSEQ
NINVDSEQ files.

End of Section 6



  Receiving Transfers from Diskette - STOREMRG     7.1

Receiving Inventory Transfers From Diskette - STOREMRG

This program is for use by stores on separate computers only.  This is to receive inventory FROM
another computer via diskette.

How to use program
After the store transferring the inventory to you has run “STORETRN” (see page 6.1) and given you the disk-
ette, you need to be at the command line and type in “STOREMRG”.  You will be prompted for the printer of

file pathname (see page 1.7).  Press  to accept the default printer or type in the proper printer

number or pathname and press .  You will see a the following screen (Example 7-A).  Insert a

diskette into the floppy drive and press .  After the program has run, the inventory will be on your

machine and a receipt showing this information will be printed.

Example 7-A

End of Section 7
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Add a New Rental Agreement­ NEW 
To add a new Rental Customer agreement you need to be at the command line and type in “NEW” and 

press the  key.  You will be prompted for printer or file pathname.  If you want to print directly to 

the default printer, press the  key.  If you want this information to print to another printer, type that 

printer number over the default and press the  key.  You will now see a screen similar to the one 
following (Example 8­A). 

Example 8­A 

Listing available customers (alphabetically) 
At the Customer Name/#: prompt you can enter the customer's name (last name first), account number, 
address, drivers license number or social security number and then use the appropriate function keys 

(shown at the bottom of the screen) to list the information in the order you wish to view them or press the 

key to list them in alphabetical order).  You can enter any of these in complete or partial form. 

For example, if you wanted to look up by name, a customer whose last name was Magadon, you could enter 

“MAG” and then press the  key twice and any customers on file would be listed on the screen in 

alphabetical order starting with “MAG” (Example 8­B).  Notice the screen prompts at the bottom.
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Example 8­B 

Other examples of how to look up a customer. 
Listing available customers (by address): 
If you wanted to look up by address, a customer whose address began with 1019, you could enter "1019" and 

then press the  key and any address on file would be listed on the screen in numerical order starting with 

"1019" (Example 8­C).  Notice the screen prompts at the bottom.
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Example 8­C 

Listing available customers (by drivers license) 
If you wanted to look up by drivers license number, a customer whose drivers license began with 019, you 

could enter "019" and then press the  key and any customers on file whose drivers license number began 
with 019 would be listed on the screen in numerical order  (Example 8­D).  Notice the screen prompts at the 
bottom.
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Example 8­D 

Listing available customers (by social security number) 
If you wanted to look up a customer by social security number, you could enter the full or beginning part of the 
social security number (when looking customers up with this method, do not use any dashes in the number. 

Also, if entering a partial social security number, fill in the rest of the number with zeros), and then press the 

key and any customers on file would be listed on the screen by social security number in numerical 
order (Example 8­E).  Notice the screen prompts at the bottom.
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Example 8­E 

Listing available customers (by account number) 
If you wanted to look up by account number, a customer whose account number was 505354, you could enter 

"505354" and then press the  key and the customer on file whose account number began with 505534 
would be listed on the screen in numerical order starting with "505534" (Example 8­F).  Notice the screen 
prompts at the bottom.
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Example 8­F 

Find by phone number 
If you wanted to find a customer by his/her phone number, enter the phone number, using no spaces or dashes 

(and including the area code) and then press  key.  The system will bring up this customer in New 
Agreement Add. 

Adding a new agreement to an existing customer 
To add a new agreement to an existing customer, using your arrow keys, highlight the correct name 

and press the  key.  If before adding the new agreement, you want to look at a brief history of this 

customer's open and closed Agreements, press the  key. . 

If you found the right customer but you need to make any changes such as a change of address or adding a 

Drivers License Number or Social Security Number, press the  key. 

Note: Do not add a new customer without checking to see if that customer hasn't already been entered.  Try 
as many search possibilities as necessary until you are convinced this customer does not exist in the system.
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Adding a new customer 
If the customer is not already in the computer, press the  key.  This will display the screen following 
(Example 8­G). 

Enter the customer name or if it is a company, go to the next line and enter the company name.  Press the 

key through the Acct# field .  The program will supply it after all the information has be entered.  If, 

while you are entering the License number or Social Security number that a customer has already used, the 
system displays on the bottom of the screen: 

Drivers License Nbr (or Social Security Number) already on File; Continue: N 

You should press the  key to accept the default of No.  This means someone in this computer 
already has this license or Social Security number assigned.  This will take you back to the “Customer Name/ 

#” prompt.  Type in the number that was “already on file” and use the appropriate function key (  or 

) to find out who already has this number. 

Example 8­G 

Customer/Or:  Enter the customer's last name, and press the  key.  Now enter the customer's 

first name.  If the customer is a company, leave these fields blank and press the 
key until you are at the prompt "Company Name".
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Acct #  If your company uses preprinted agreement numbers, enter it here.  If not, press the 

key and the system will assign the next available number. . 

Company Name  If this is a company, enter the name here. 

Contact Name  If this is a company, enter the name of the contact. 

Address  Enter the address for this customer. 

Address Line 2  This is where you would enter more address information such as suite number, apartment 
number or anything else that didn't fit on the first line. 

Zip/City/State  Enter in the zip code for this customer.  You have the ability to enter the zip + 4.  Enter the 
name of the city or town for this customer.  Enter the 2 character abbreviation for the state this 
customer address is in.  Note: If your default City/State/Zip is blank in the TERMMNT 
record, the system will automatically fill in the City and State based on the Zip Code you 
enter in here. 

Map Code  Enter the map code or if the customer is in Canada, you may enter the postal code here. 

Home Phone Number  Enter the home phone number for this customer. 

Work Phone Number  Enter the phone number of the place where this customer works. 

Cell Phone Number  If the customer has a cellular phone, enter that phone number here. 

Pager Phone Number  If the customer has a pager, enter that phone number here. 

Fax Phone Number  If the customer has a fax machine, enter that phone number here. 

Birth Date  Enter the customer's birth date.  Must be entered in MM/DD/YYYY format.  For example: 
03/05/1977. 

SSAN  Enter the customer's social security number here. 

Driver's License Number  Enter the customer's driver's license number here. 

Taxable  If this account is taxable, enter a "Y". 

Tax Codes  If an "N" is entered at the taxable prompt, enter the non­taxable tax code.  If you are unsure of 
the non­taxable tax code, enter 9999 for a selection window. 

Bill to Number  This is only filled out if the bill to is different than the customer. 

Tax Number  You may enter the customer or company Federal Tax Id Number if required by your company. 

Charge Customer  If this customer will be allowed to charge retail sales, enter a "Y".  If this customer will 

NOT be allowed to charge retail sales, press the  key to accept the default of "N". 

Retail Discount Level  Used for granting an automatic discount for the customer.  D for discount  ­ this is a 
% off the regular price.  A maximum percent off amount is set up in SALECTRL.  A = Discount 
is set at MAP price (Manager Approved Price).  O = Discount is set at MOP Price (Manager 
Override Price).  Once a D, A or O has been entered, your cursor will move slightly and at the 
bottom of the screen you will be prompted "If price level is D, discount % this customer 
receives in the sale program".  If a D was entered, enter the discount percentage this customer 
receives in the sale program.
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Credit Limit  If you are using the Sales A/R System and have a Revolving Payment Form, you may set up a 
credit limit here.  If left at the default of 0, the customer will have an unlimited credit 
limit. 

Default Retail Payment Form  If this customer will always be paying using the same payment form, i.e. 
cash, credit card, check, you can enter it here.  If you do not want to specify a default pay­ 
ment form, you may leave this field blank. 

Status Flag  This is a 2 character free form field for you to enter any information on the customer that you 
feel needs to be in the system. 

Default: Salesperson/Acct Mgr  The first stop your cursor makes will be for the default salesperson.  If this 
customer will always have the same salesperson, enter that salesperson's employee number. 
At the second stop, if this customer will always have the same account manager, enter the 
account manager's employee number.  If you do not want to specify a default salesperson/ 
account manager, you may leave these fields blank. 

Customer TypeEnter the default customer type for this customer's tickets.  If you do not know the correct 

customer type, press the  key for a selection window. . 
RTO Recv 

Email Address  If the customer has an email address, enter it here. 

Bank/CC Info  You may enter in information from the customer's credit card here for use in auto payment 
functions. 

Default PO Nbr  If you want to use a default purchase order number when making a sale to this customer, 
enter the purchase order number here. 

Adding a reference 
While at the Customer Add Screen, you will see prompts on the bottom of the screen.  Press the  key to 
add references on this account.  You will see a screen similar to the one following (Example 8­H).  You can 
enter up to six different references.  Note the screen prompts at the bottom of the screen.
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Example 8­H 

Add an employer 
Also at the Customer Add Screen, if you press the  key, you will be able to add their employer informa­ 
tion. (Example 8­I).
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Example 8­I 

Add a landlord 

To add landlord information, press the  key.  You will see a screen similar to the one following (Example 

8­J). 

Example 8­J
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Adding a second customer 
By pressing the  key at the Customer Add Screen, you will be able to add information on a second 
customer.  (Example 8­K). 

Example 8­K 

Adding car information 
By pressing the  key at the Customer Add Screen, you will be able to add information on the customers 
vehicle.  (Example 8­L).  You may enter information on two different vehicles.  Note the screen prompts at 
the bottom of the screen.
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Example 8­L 

Once the information has been entered, press the  key.  The prompt "Any More Changes:" will be 
displayed (Example 8­M).
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Example 8­M 

If you need to go back to make changes, press "Y".  If not, press the  key to accept the default 
"N".  You will now see a window open (Example 8­N).
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Example 8­N 

You may enter any comments you wish here.  When you have finished entering your comments, press the 

key. 

Adding a new rental agreement 
The next screen you will see is the New Rental Agreement Add screen (Example 8­O).
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Example 8­O 

Salesman Nbrs  Enter the employee number of the salesperson who is writing the rental agreement.  This 
must be one of the employee numbers that has been set up previously.  If you do not know 

the salesperson's employee number, press the  key and a window will open 
showing the available employee's and their numbers, using your arrow keys, highlight the 

person you want, and press the  key.  There is room to put in three different 
employee numbers if more than one person worked on this agreement (to see a selection 

window for the second and third salesperson, type in 99999).  Press the  key until 
you get to Agreement Nbr. 

Agreement Nbr  You may enter in an agreement number if your Rental Agreements are preprinted with a 

number, otherwise press the  key to have the system automatically assign the 

next available number. 

Acct Mgr Nbr  Enter the Account Manager's Number that is responsible for this account or the route num­ 

ber.  If you are unsure of the account manager's number or route number, press 
and a list of those available will be shown in a window. 

Agreement Date This will default to the current date.  You can enter a different date if you need to. 

Store Nbr  This will default to the store where you are. 

Delivery Date  The current date is filled in by the system, but another date may be entered.
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Source  Enter the advertising source that is responsible for bringing this customer in.  Valid options are 

displayed in a window by pressing the  key.  To select one of these, using the 

arrow keys, highlight the one you want to use and press the  key.  You may enter 
up to three different sources (to see a selection window for the second and third source 

code, type in 99).  Press the  key until you get to Cust Type. 

Cust Type  Defaults to what was entered in the customer data.  If you need to change this, clear the 
field, by pressing the space bar and a selection window will open.  To select one of these, 

using the arrow keys, highlight the one you want to use and press the  key. 

Agreement Type  Enter the type of agreement.  Valid options are displayed in a window by pressing the 

key.  To select one of these, using the arrow keys, highlight the one you want to 

use and press the  key.  You need to be sure and set up the account based upon 
the frequency this customer will be paying from now on.  Example: If a customer will be 
paying you weekly, choose a weekly option.  If the customer will pay you monthly, choose a 
monthly option.  If "X" and "Z" type Agreements are setup in Contract Maintenance, and this 
is what is chosen, you will be prompted to specify the number of weeks and months respec­ 
tively. 

Pmt Terms  Enter the payment frequency.  Valid options are displayed in a window by pressing the 

key.  To select one of these, using the arrow keys, highlight the one you want to 

use and press the  key. 

Tax Code  Enter the tax code for this agreement.  THIS FIELD IS USED ONLY IF YOUR STORE 
REQUIRES DIFFERENT TAX RATES FOR DIFFERENT CUSTOMERS (this is not the % of 
tax). 

Ticket Nbr  The ticket number is filled in automatically.  Do not enter a ticket number. 

Ticket Type  Enter “O” for a Rent to Own item in stock or “S” for special order or items not in stock or to be 
delivered later.  You may press the spacebar to list all options available. 

# BOR Items  Balance on Rent.  This is the number that you want to be counted on this agreement.  For 
reporting purposes, the system will automatically tell you how many customers you have, 
how many agreements you have, and how many inventory units you have.  If you use any 

of these methods (customer agreements or units), press the  key through 

this field.  However, if you want to count BOR differently than any one of these methods 
then you would enter that number here. 

For example:  If it is a 5 piece dinette, do you want it counted as a 1 or 5?  If it is a stereo, 
TV and VCR combination, do you want it counted as 1 or 3?  If the agreement has a sofa, 
loveseat and chair, do you want it counted as 1 or 3?  If you are unsure, check with your 
supervisor. 

You will now be at the prompt, "Any Changes".  If no changes are necessary, press the  key to 
continue.  A "N" answer will move the cursor to the Serial Nbr field.  If changes are necessary, enter a "Y" and
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make changes. 

For in­stock merchandise (turn to page 8.21) 

For items not in stock 
If the item you need is not in stock, at “Ticket Type”, enter “S” for Special Order.  When the cursor is below 

the prompt “Serial Number”, press  .  The screen will now resemble the following (Example 8­P). 

Example 8­P 

Enter the model number for the inventory not in stock.  If you don't know the model number, enter the first few 

characters of the model number or description and press the  key.  You will be prompted (M)odel 

Number of (D)escription.  Enter the letter corresponding to what you entered.  The screen will now change to 
resemble the following (Example 8­Q).
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Example 8­Q 

Using your arrow keys, highlight the model number you need, and press the  key.  Your screen 
will now change to resemble the following screen (Example 8­R).
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Example 8­R 

Press the  key and your screen will change to resemble the following (Example 8­S).
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Example 8­S 

Press the  key.  If no amount is visible or the amount displayed is not the amount you rented it for, , 
enter the payment you are renting this item for (without tax, grp, etc.) in the Pmt Amt field.  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 if any. 

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.  Continue in this way until you have all items entered. 
From this point on, items not in stock are handled the same as items in stock. 

For items in stock 
If the serial number(s) is known, enter the number.  If the serial number(s) is not known press the  key 
and you will see the Inventory Maintenance Screen (Example 8­T).
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This information is to post the amount of money you have collected TODAY. 

Delivery Amt  If there was a charge for delivery, enter it here. 

1st Pmt Amt  Enter the amount the customer paid you today (Rent Only) for their first payment.  This figure 
will be reduced from the agreement amount when the transaction is complete. 

GRP/ESP Amt  Enter the amount of Guaranteed Replacement Program and press the  key, now 

enter the amount of the Extended Service Policy to be charged as part of this first payment 
collected TODAY. 

Deposit Amt  If you charge a security deposit, enter it here. 

Proc Fee  This can be used for such things as processing fees or any other miscellaneous charges. 

Tax Amt  This is automatically calculated for you if the controls have been set in RENTCTRL. 

Total Due  This is the total of all the fields you have entered starting with Delivery Amt.  This amount is 
what you should have collected from this customer.  If this does not match the amount you 
have collected, you will not balance in the cash drawer. 

Pmt 1 / Pmt 2  You can take 2 different types of payment.  For example, perhaps the customer has a coupon 
for x amount off and wants to pay part cash/check and use the coupon for the rest.  The 

options will be displayed in a window by pressing the  key.  To select one of these, 

using the arrow keys, highlight the one you want to use and press the  key. 

Pmt Terms  This information is carried over from previous screen. 

Amt Received  Enter the amount of money the customer hands you. 

Change Due  This field will automatically calculate the change to give your customer. 

Once you have filled in all the information, press the  key.  You will be prompted "Any Changes:N".  If you 

have no changes, press the  key.  You will now see a prompt "Cash Selling Price".  Verify that this 

is correct and press the  key.  You will again be prompted with "Any Changes:N".  If you don't have 

any changes press the  key.  A prompt on the bottom may be displayed asking if you want to 
"Transfer Inv Loc:Y".  The answer to this should be yes.  It may then prompt you with "New Inventory Location". 

Enter the location code for the customer's home and press the  key.   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 right after the receipt automatically.  Recommendations for this field:  Type 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).  The Delivery Ticket will have a place for the Delivery person's and customer's signature.  You 
will then be prompted with "Any Changes".   A "N" to this question will print a receipt and delivery ticket.  You 
will then be prompted with "Print Agreement" (Example 8­X).
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Example 8­X 

If you do not want to print an agreement at this time, answer "N".  A "Y" answer will print an agreement.  After 
you have chosen "N" or printed the agreement the screen will return you to the Customer Maintenance screen. 

Enter the next new agreement or press the  key to return to the menu. 

Updating the RTO Agreement when the Special Order item has arrived 
Once the inventory is received that was on Special Order for this customer and the item is ready to be deliv­ 
ered, the serial number is placed on the rent to own ticket using the INVTRAN program (see page 6.1).  Using 
the <4. Delivery Transfer> function, you enter in the customers name or account number and other delivery 
information, then when on the serial number field, press the <F2­Special Orders> key to get a list of Special 
Orders for this customer (Example 8­Y).  Warning!!  It is very important to use the <F2­Special Order> 
key.  If not used, the item will not be updated on the customers RTO agreement, and the item set up 
as Special Order will remain on Special Order.  Select the Special Order item you want to deliver, and 
enter in the serial number (or press the F3 key to get a list of available serial numbers and select the item you 
want to put on this ticket).  After selecting the serial number or entering in the number, press return to get back 
to the transfer screen and select the serial number to be transferred if desired.  Repeat this procedure for each 
serial number to be placed on the ticket.  This transaction will print your delivery ticket as well as update that 
customer's rent to own ticket with the serial numbers entered.
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Example 8­Y 

Changing and Closing Special Order Tickets 

Example 8­Z
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Special Order tickets can be changed in the RTOCSMNT program. More items can be added to the ticket, 
but removal of Special/Stock Order items needs to be done in the RTOCLOSE program (see page 11.1). A 
Special/Stock Order item can be changed as long as the item hasn’t already been ordered through the RSSS 
Purchase Order System.. 

Special Order tickets are closed in the same manner as regular RTO tickets in the RTOCLOSE program. If 
any items are already on order and associated with a purchase order, then they must be un­allocated from 
the purchase order in the INVORDMT program. Get your cursor next to the item and press the F7 to unallocate 
the item on order, before the ticket is closed. 

Taking a Free Payment on a new account 
The first thing that has to be set up before you can take a free payment on a new account is the program 
"DPCODES".  You will have to have a promotional code set up for the type free payment you will be taking. 

Follow the instructions on the previous pages for entering in the agreement.  When you get to the second 
screen (Example 8­AA), down at the "Pmt Form" field, begin using the following instructions. 

Example 8­AA 

At the "Pmt Form" enter "8­Free Payment"  .  A window will now open from which you need to pick 
a promotional code (Example 8­BB).
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Example 8­BB 

Highlight the code you want to use and press the  key.  Your cursor will now be at the "Amt 
Received" prompt (Example 8­CC).  Enter the payment amount shown at the "Total Due" prompt. 

Example 8­CC
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You will be prompted "Any Changes:N".  If you have no changes, press the  key.  You will now see 

a prompt "Cash Selling Price".  Verify that this is correct and then press the  key.  You will again 

be prompted with "Any Changes:N".  If you don't have any changes press the  key.  A prompt on 
the bottom will be displayed asking if you want to "Transfer Inv Loc:Y" (Example 5­DD).  The answer to this 
should be yes.  It will then prompt you with "New Inventory Location".  Enter the location code for the 

customer's home and press the  key.   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 right after the receipt 
automatically.  Recommendations for this field:  Type 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).  The 
Delivery Ticket will have a place for the Delivery person's and customer's signature.  You will then be prompted 
with "Any Changes".   A "N" to this question will print a receipt and delivery ticket.  You will then be prompted 
with "Print Agreement". 

End of Section 8
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Change Customer Data ­ RCUSTMNT 
This program is used to update or change information on a customer.  To enter this program you need to be 
at the command line.  Type in “RCUSTMNT”.  This first screen you see will be similar to the one following 
(Example 9­A). 

Example 9­A 

At the Customer Name/#: prompt you can enter the customer's name (last name first), account number, 
address, drivers license number, phone number or social security number (use the appropriate function 

keys to list the customers in the order you wish to view them or press the  key to list them in 
alphabetical order).  You can enter any of these in complete or partial form. 

Listing available customers (alphabetically) 
At the Customer 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 (shown at the 

bottom of the screen) to list the information in the order you wish to view them or press the  key to 

list them in alphabetical order).  You can enter any of these in complete or partial form.  For example, if you 

wanted to look up by name, a customer whose last name was Magadon, you could enter “MAG” and then 

press the  key twice and any customers on file would be listed on the screen in alphabetical order 

starting with “MAG” (Example 9­B).  Notice the screen prompts at the bottom.
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Example 9­B 

Other examples of how to look up a customer. 

Listing available customers (by address): 
If you wanted to look up by address, a customer whose address began with 1019, you could enter "1019 and 

then press the  key and any addresses on file would be listed on the screen in numerical order starting 
with "1019" (Example 9­C).  Notice the screen prompts at the bottom.
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Example 9­C 

Listing available customers (by drivers license) 
If you wanted to look up by drivers license number, a customer whose drivers license  began with 019, you 

could enter "019" and then press the  key and any customers on file whose drivers license number began 
with 019 would be listed on the screen in numerical order (Example 9­D).  Notice the screen prompts at the 
bottom.
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Example 9­D 

Listing available customers (by social security number) 
If you wanted to look up a customer by social security number, you could enter the full or beginning part of the 
social security number (when looking customers up with this method, do not use any dashes in the number. 

Also if entering a partial social security number, fill in the rest of the number with zeros), press the  key 
and any customers on file would be listed on the screen by social security number in numerical order 
beginning with what you entered (Example 9­E).  Notice the screen prompts at the bottom.
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Example 9­E 

Listing available customers (by account number) 
If you wanted to look up by account number, a customer whose account number was 505534 you could enter 

"505534" and then press the  key and any customers on file whose account numbers began with 100 
would be listed on the screen in numerical order starting with "505534" (Example 9­F).  Notice the screen 
prompts at the bottom.
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Example 9­F 

Find by phone number 
If you wanted to find a customer by his/her phone number, enter the phone number, using no spaces or dashes 

(and including the area code) and then press the  key.  The system will bring up this customer in New 
Agreement Add. 

If the customer you want is not listed on this screen, you can press the  key to advance the listing 

forward.  If you should pass it up using the  key, press the  key to go backwards. 

To look at a customers history, with your cursor next to the customer you want to look up history on, press the 

key.  Example screen following (Example 9­G).
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Example 9­G 

This screen shows you how many open and/or closed tickets this customer has. 

Changing customer information 
To change customer information, with your cursor next to the customer you want to change information on, 

press the  key.  The screen will now show the customer data in the system (Example 9­H).
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Example 9­H 

Using your  key, go to any field you need to change and do so.  When you have everything 

changed that you need to, press the  key.  You will be prompted "Any More Changes".  When this is 
answered with an "N", you will be returned to the screen listing of the customers. 

Deleting a customer 
To delete a customer, with the cursor next to the customer you wish to delete, press the  key.  You will 
now see a screen similar to the one following (Example 9­I).
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Example 9­I 

Your cursor will be at the prompt "Delete This Customer:N".  When this is answered with a "Y", if the customer 
has open or closed tickets you will get a message telling you of this and you will not be allowed to delete this 

customer.  If the customer has no history, you will see a message "Customer Record Deleted".   Press the 

key and you will be returned to the screen showing the customer listings. 

Adding a customer 
To add a customer to the system, press the  key.  You will now see a screen similar to the one following 
(Example 9­J).
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Example 9­J 

Customer/Or:  Enter the customer's last name, and press the  key.  Now enter the customer's 

first name.  If the customer is a company, leave these fields blank and press the 
key until you are at the prompt "Company Name". 

Acct #  If your company uses preprinted agreement numbers, enter it here.  If not, press the 

key and the system will assign the next available number. . 

Company Name  If this is a company, enter the name here. 

Contact Name  If this is a company, enter the name of the contact. 

Address  Enter the address for this customer. 

Address Line 2  This is where you would enter more address information such as suite number, apartment 
number or anything else that didn't fit on the first line. 

Zip/City/State  Enter in the zip code for this customer.  You have the ability to enter the zip + 4.  Enter the 
name of the city or town for this customer.  Enter the 2 character abbreviation for the state this 
customer address is in.  Note: If your default City/State/Zip is blank in the TERMMNT 
record, the system will automatically fill in the City and State based on the Zip Code you 
enter in here. 

Map Code  Enter the map code or if the customer is in Canada, you may enter the postal code here. 

Home Phone Number  Enter the home phone number for this customer.
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Work Phone Number  Enter the phone number of the place where this customer works. 

Cell Phone Number  If the customer has a cellular phone, enter that phone number here. 

Pager Phone Number  If the customer has a pager, enter that phone number here. 

Fax Phone Number  If the customer has a fax machine, enter that phone number here. 

Birth Date  Enter the customer's birth date.  Must be entered in MM/DD/YYYY format.  For example: 
03/05/1977. 

SSAN  Enter the customer's social security number here. 

Driver's License Number  Enter the customer's driver's license number here. 

Taxable  If this account is taxable, enter a "Y". 

Tax Codes  If an "N" is entered at the taxable prompt, enter the non­taxable tax code.  If you are unsure of 
the non­taxable tax code, enter 9999 for a selection window. 

Bill to Number  This is only filled out if the bill to is different than the customer. 

Tax Number  You may enter the customer or company Federal Tax Id Number if required by your company. 

Charge Customer  If this customer will be allowed to charge retail sales, enter a "Y".  If this customer will 

NOT be allowed to charge retail sales, press the  key to accept the default of "N". 

Retail Discount Level  Used for granting an automatic discount for the customer.  D for discount  ­ this is a 
% off the regular price.  A maximum percent off amount is set up in SALECTRL.  A = Dis­ 
count is set at MAP price (Manager Approved Price).  O = Discount is set at MOP Price 
(Manager Override Price).  Once a D, A or O has been entered, your cursor will move slightly 
and at the bottom of the screen you will be prompted "If price level is D, discount % this 
customer receives in the sale program".  If a D was entered, enter the discount percentage 
this customer receives in the sale program. 

Credit Limit  If you are using the Sales A/R System and have a Revolving Payment Form, you may set up a 
credit limit here.  If left at the default of 0, the customer will have an unlimited credit 
limit. 

Default Retail Payment Form  If this customer will always be paying using the same payment form, i.e. 
cash, credit card, check, you can enter it here.  If you do not want to specify a default pay­ 
ment form, you may leave this field blank. 

Status Flag  This is a 2 character free form field for you to enter any information on the customer that you 
feel needs to be in the system. 

Default: Salesperson/Acct Mgr  The first stop your cursor makes will be for the default salesperson.  If this 
customer will always have the same salesperson, enter that salesperson's employee num­ 
ber.  At the second stop, if this customer will always have the same account manager, enter 
the account manager's employee number.  If you do not want to specify a default salesper­ 
son/account manager, you may leave these fields blank. 

Customer Type  Enter the default customer type for this customer's tickets.  If you do not know the correct 

customer type, press the  key for a selection window. .
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RTO Recv 

Email Address  If the customer has an email address, enter it here. 

Bank/CC Info  You may enter in information from the customer's credit card here for use in auto payment 
functions. 

Default PO Nbr  If you want to use a default purchase order number when making a sale to this customer, 
enter the purchase order number here. 

Adding a reference 

While at the Customer Add Screen, you will see prompts on the bottom of the screen.  Press the  key to 

add references on this account.  You will see a screen similar to the one following (Example 9­K).  You can 
enter up to six different references.  Note the screen prompts at the bottom of the screen. 

Example 9­K 

Add an employer 
Also at the Customer Add Screen, if you press the  key, you will be able to add their employer informa­ 
tion (Example 9­L). 

End of Section 9
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Example 9­L 

Add a landlord 

To add landlord information, press the  key.  You will see a screen similar to the one following (Example 

9­M). 

Example 9­M
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Adding a second customer 
By pressing the  key at the Customer Add Screen, you will be able to add information on a second 
customer.  (Example 9­N). 

Example 9­N 

Adding car information 
By pressing the  key at the Customer Add Screen, you will be able to add information on the customers 
vehicle.  (Example 9­O).  You may enter information on two different vehicles.  Note the screen prompts at 
the bottom of the screen.
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Example 9­O 

Once the information has been entered, press the  key.  The prompt "Any More Changes:" will be 
displayed (Example 9­P).
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Change Agreement Data - RTOCSMNT
To change an agreement you need to be at the command line.  Type in “RTOCSMNT”.  The first screen you
will see will prompt you for the printer or file pathname.  If you want to print directly to the default printer,

press the  key.  If you want this information to print to another printer, type that printer number

over the default and press the  key.  You will now be prompted for “Date Posting” (Example 10-A).

Type in the date you want this posted or press the  key to accept the default of today's date.

Example10-A

The next screen you will see is the Customer Maintenance Screen (Example 10-B).

Example 10-B
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At the Customer Name/#: prompt you can enter the customer's name (last name first), account number if they
have an open account, 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 the  key to list

them in alphabetical order) (for example screens see pages 9.1 - 9.4).

If you have opted to enter partial information, and used the appropriate function key, using your arrow keys,

highlight the customer whose agreement you wish to change and press the  key.  You will now

see the screen following (Example 10-C).  You can enter the Ticket Nbr or press the  key to list the open

tickets on this account.  Highlight the correct ticket and press the  key.

Example 10-C

You will now be at the first screen of the Rent to Own Customer Maint (Example 10-D).  Make any changes

you need to on this screen and then press the  key.
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Example 10-D

Salesman Nbrs Shows the employee number(s) of the salesperson(s) who wrote up the rental agreement.

If you do not know the salesperson's employee number, press the  key and a

window will open showing the available employee's and their numbers, using your arrow

keys, highlight the person you want, and press the  key.  There is room to put in

three different employee numbers if more than one person worked on this agreement (to see
a selection window for the second and third salesperson, type in 99999).

Agrement Nbr Shows the agreement number.

Acct Mgr Nbr Shows the Account Manager's Number that is responsible for this account. If you are unsure of

the account manager's number, press the  key and a list of those available will be

shown in a window.  Using your arrow keys, highlight the correct one and press the

 key.

Agreement Date Shows the date the agreement was set up.

Store Nbr Shows the store location number this agreement was set up at.

Source Shows the advertising source that is responsible for bringing this customer in.  Valid options

are displayed in a window by pressing the  key.  To select one of these, using the

arrow keys, highlight the one you want to use and press the  key.  You may enter

up to three different sources (a selection window is only available for the first source).

Cust Type Shows the type of customer entering into this agreement.  Valid options will be displayed in a

window by pressing the  key.  To select one of these, using the arrow keys,

highlight the one you want to use and press the  key.
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Agreement Type Shows the type of agreement.  Valid options are displayed in a window by pressing the

 key.  To select one of these, using the arrow keys, highlight the one you want to

use and press the  key.  You need to be sure and set up the account based upon

the frequency this customer will be paying from now on.  Example: If a customer will be
paying you weekly, choose a weekly option.  If the customer will pay you monthly, choose a
monthly option.  If "X" and "Z" type contracts are setup in Contract Maintenance, and this is
what is chosen, you will be prompted to specify the number of weeks or months respectively.

Tax Code Shows the tax code used on this agreement.  THIS FIELD IS USED ONLY IF YOUR STORE
REQUIRES DIFFERENT TAX RATES FOR DIFFERENT CUSTOMERS (this is not the % of
tax).

Pmt Terms Enter the payment frequency.  Valid options are displayed in a window by pressing the

 key.  To select one of these, using the arrow keys, highlight the one you want to

use and press the  key.

# BOR Items Balance on Rent.  This is the number that you want to be counted on this agreement.  For
reporting purposes, the system will automatically tell you how many customers you have,
how many agreements you have, and how many inventory units you have.  If you use any

of these methods (customer agreements or units), press the  key through

this field.  However, if you want to count BOR differently than any one of these methods
then you would enter that number here.

For example:  If it is a 5 piece dinette, do you want it counted as a 1 or 5?  If it is a stereo,
TV and VCR combination, do you want it counted as 1 or 3?  If the agreement has a sofa,
loveseat and chair, do you want it counted as 1 or 3?  If you are unsure, check with your
supervisor.

# Times Late Shows the number of times this customer has been late with a payment on this account.

Ticket Flag This is a free form 2 character field that you can code in any way that your company chooses
(or it can be left blank).

Deposit Amt Shows any deposit that was paid on this agreement.

You will be prompted “Any More Changes”.  When you answer “N” to this you will be prompted “Want Second
Screen” (Example 10-E).
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Example 10-E

If the only changes you needed to make to this agreement were on this screen you may press the

 key to accept the default of “N”.  If you need to make other changes on the agreement and the

information you needed to change was not on this screen, enter a “Y”.

You will now see the second Rent to Own Maint Screen (Example 10-F).  The cursor will be on the Pmt Amt
field.

Example 10-F
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The cursor will move (when you press your  key) from Pmt Amt to Spiff to ESP Amt to Agreement

Date.  If you need to change any of these, do so when the cursor is at that prompt.  After you have made any

changes in this area that are necessary, press the  key.  You will be prompted “Any More Changes” .  An

“N” will take you to the top of the screen to Rate of Grp.  Make the changes necessary to the top of the screen

and then press the  key.  You will be prompted with “Any More Changes”.  An “N” will Return you to ticket

number.

Note:  If you made a change that affects the contract amount, you will see “Contract Amount Recalculated.
Continue?”  If the figure is OK, answer “Y”.  You will now be prompted “Print Agreement:  Y".

How to change the payment terms on an agreement
To change the payment terms on an agreement you need to be at the command line.  Type in
“RTOCSMNT”.  The first screen you will see will prompt you for the printer or file pathname.  If you want to

print directly to the default printer, press the  key.  If you want this information to print to another

printer, type that printer number over the default and press the  key.  You will now be prompted

for “Date Posting” (Example 10-G).  Type in the date you want this posted or press the  key to

accept the default of today's date.

Example 10-G

The next screen you will see is the Customer Maintenance Screen (Example 10-H).



Changing Agreement Data - RTOCSMNT    10.7

Example 10-H

At the Customer Name/#: prompt you can enter the customer's name (last name first (in all caps), 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 the  key to list them in alphabetical

order) (for example screens see pages 10.1 - 10.3).

If you have opted to enter partial information, and used the appropriate function key, using your arrow keys,

highlight the customer whose agreement you wish to change and press the  key.  You will now

see the screen following (Example 10-I).  You can enter the Ticket Nbr or press the  key to list the open

tickets on this account.  Highlight the correct ticket and press the  key.

Example 10-I
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You will now be at the first screen of the Rent to Own Customer Maint (Example 10-J).  Make the necessary
changes to “Contract Type” and “Payment Terms” to change the agreement from monthly to weekly or
weekly to monthly.  If you do not know the correct letter for the type or the terms, just put your cursor on the
desired field and press the space bar and you will get a window to choose a selection from.  Once you have

changed these 2 fields, press the  key.

Example 10-J

You will be prompted “Any More Changes”.  When you answer “N”, you will now see the second Rent to Own
Maint Screen (Example 10-K).  The cursor will be on the Pmt Amt field.  The system will automatically adjust
the payment amount to the new payment amount.

Example 10-K
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After you have made any changes in this area that are necessary press the  key.  You will be prompted

“Any More Changes” .  An “N” will take you to the top of the screen to Rate of Grp.  Make the changes neces-

sary to the top of the screen, and then press the  key.  You will be prompted with “Any More Changes”.

An “N” will bring up the prompt “Agreement Amount Recalculated.  Continue?”  If the recalculated amount is
OK, type in a “Y”.

How to add items to an existing agreement
There are 3 ways to add an item to an existing agreement.

1) Add an item that was omitted when the original contract was added.  This option will not change the
payments or the terms of the existing agreement “RTOINADD”.  Example:  The contract is complete,
but you failed to add 2 end tables and a cocktail table that are part of a 7 piece group.  The money
and payments are correct but all items are not listed (page 10.10).

2) Add an item to an existing agreement and recalculate the payment to provide the same payout date
as the existing contract has.  (RTOCSMNT - Extend Contract - N).  Example:  You have a 78 week
contract that has 70 more payments until payout.  You want to add a TV to the contract but you want
all the items to payout in 70 weeks (page 10.11).

3) Add an item to an existing agreement and recalculate the payments to payout according to the
ORIGINAL contract length. (RTOCSMNT - Extend Contract - Y).  Example:  Same as on number 2
except when you add the TV, you want the contract to go back to the original term of 78 weeks and
all payments will recalculate to payout in 78 weeks (page 10.16).

In any case, the Rental Agreement should be reprinted with the changes and signed by the customer.  Use
the program “CONTRACT” to reprint this or any other existing agreements.
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Add an item to existing agreement with no changes
To use this program, you must know the customer's account number and the ticket number of the agreement
you are wanting to add an item to.  To access this program, at the command line, type “RTOINADD”.  The
following screen (Example 10-L) will appear.

Example10-L

Customer Account Number Enter the customer's account number you are adding this item to.

Ticket Number Enter the ticket number of the agreement you are adding the item to.

New Serial Number Enter the serial number of the item you are adding to this agreement.  At this point, you
have added the additional items as in example #1 on the previous page.  The contract now
has all items listed with the same terms as the original agreement.

Press the  key.  You will be prompted "Any Changes".  When this is answered with a "N", your system

will show you a message indicating the serial number has been added (Example 10-M)
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Example10-M

Add an item without extending the contract
This program allows you to add an item to an existing Rental Agreement and still have the customer payout in
the same time period as originally scheduled.  To access this program, at the command line, type in
“RTOCSMNT”.  Find the customer and ticket you want to add an item to.  The following screen will appear
(Example 10-N).

Example 10-N

There are no changes to make to this screen, so press the  key.  You will be prompted “Any Changes:

N”.  Press  to accept the default of "N".  You will now be prompted “Want Second Screen: N”.

Enter a “Y”.  This will take you to the payment amount field (Example 10-O).
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Example 10-O

Press the  key until you are on the first blank line under the prompt “Payment Amount”.  Press the

 key and the cursor will move under the prompt “Serial Number”.

Enter the serial number you want to add to this agreement and then press the  key.  Enter the

payment amount for this item as it would be on the original “Contract Type” of this agreement.  (If this is a 78
week agreement, enter the payment for this item as it would be for 78 weeks).

Add any spiff or ESP amount you desire if applicable.

At Contract Date, leaving it on today's date will show it as a delivery for today's business in your summary
records “SUMMNT and SUMRPTS”.  (Changing the date will not show as a delivery today and will appear

on the “TRANS +/-” field in some summary reports.  “TRANS +/- = UNKNOWN BOR gain or loss”).  Press the

 key until you are at the prompt “ADD ITEM: N”, and enter a Y for yes.

You will now be prompted “Extend Contract: N”.  Press the  key to accept the default of no.

You will then see an “A” by the serial number indicating it was an (A)dd-on (Example 10-P).   If you are ready to

continue, press the  key.  You will be prompted “Any Changes: N”.  Press the  key to accept

the default of "N".
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Example 10-P

You will now see the payment change which is the recalculation of the new item added to the existing agree-
ment (see the following example for calculations).  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

changes to make, press the  key to drop down to “Any Changes: N” and press the  key to

accept the default of "N".

Your screen will again change so that you may enter more information such as delivery amount, payment
amount, etc. (Example 10-Q).

Example 10-Q

Once you have made your changes, or if there are no changes to make, press the  key to drop down to

“Any Changes: N” and then press the  key to accept the default of "N".  You will now be prompted

"Print Agreement".  You should print another copy of the agreement for the customer to sign.



10.14   Changing Agreement Data  - RTOCSMNT

Calculations for refiguring existing agreement without extending contract
For this example, let's assume the customer has an existing agreement at $10.00 a week for 78 weeks.  The
example has also paid in $80.00 (8 weeks).  The new item being added on is an item that is also $10.00 a
week for 78 weeks.

Existing Agreement
Original Contract Length 78 weeks
Original Payment Amount $10.00 weekly
Total Contract Amount $780.00
Current Contract Balance $700.00
Amount Paid In $80.00 (for 8 weeks)
Weeks Remaining 70 weeks

Add-on Item
Payment amount entered $10.00
Original contract length 78 weeks
Amount owed on this item $780.00

Calculation
Existing Agreement Balance $ 700.00
Amount Owed on new add-on item $ 780.00
Total Owed $1480.00
Terms Remaining 70 weeks

New Pmt = Total owed ($1480.00)  ÷  terms remaining (70 weeks) to equal $21.14 per week for 70
weeks.
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Add item to existing agreement, extending contract
This program allows you to add an item on to an existing Rental Agreement and refigure payments to payout
in the time period that is set up on this agreement starting today (i.e. - if this is a 78 week agreement, no
matter how much is paid in so far, it will be refigured to payout in 78 weeks with the new item added on).  To
access this program, at the command line, type in “RTOCSMNT”.  Find the customer and ticket you are
wanting to add an item to.  The following screen will appear (Example 10-R).

Example 10-R

There are no changes to make to this screen, so press the  key to the prompt “Any Changes: N” and

then press the  key to accept the default of "N".  You will now be prompted “Want Second Screen:

N”.  Enter a “Y”.  This will take you to the Pmt Amt field (Example 10-S).

Example 10-S
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Press the  key until you get to a line with no serial number.  You can now press “F3-ADD ITEM”.

THE ITEM YOU ARE ADDING WILL ALWAYS BE CALCULATED ON THE PAYMENT YOU ENTER
TIMES THE ORIGINAL CONTRACT LENGTH OF THIS AGREEMENT YOU ARE ADDING IT TO.

Enter the serial number you want to add to this agreement and then press the  key.  Enter the

payment amount for this item as it would be on the original “Contract Type” of this agreement.  (If this is a 78
week agreement, the payment for this item you are adding is for 78 weeks).

Add any spiff or ESP amount you desire.

At Contract date, leaving it on today's date will show it as a delivery for today's business in your summary
records “SUMMNT and SUMRPTS”.  Changing the date will not show as a delivery today and will appear on

the “TRANS +/-” field in some summary reports.  “TRANS +/- = UNKNOWN BOR gain or loss”.  Press the

 key.  You will be prompted, “ADD ITEM: N”, type in a "Y" for yes.

You will now be prompted “Extend Contract: N”.  Enter “a Y” for yes.

You will then see an “A” by the serial number indicating it was an (A)dd-on.   If you are ready to continue

press the  key.  You will be prompted “Any Changes: N” (Example 10-T).  Press the  key.

Example 10-T

You will now see the payment change which is the recalculation of the new item added to the existing agree-
ment (see the following page for calculations).  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 changes to

make, press the  key to drop down to “Any Changes: N”.  Press the  key to accept the

default of "N".

Your screen will again change so that you may enter more information such as delivery amount, payment
amount, etc.  (Example 10-U).
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Example 10-U

Once you have made your changes, or if there are no changes to make, press  to drop down to “Any

Changes: N” and press  for no.  You will now be prompted "Print Agreement".  You should print

another copy of the agreement for the customer to sign.

Calculations for refiguring agreement, extending the contract
For this example, let's assume the customer has an existing agreement at $10.00 a week for 78 weeks.  The
example has also paid in $80.00 (8 weeks).  The new item being added on is an item that is also $10.00 a
week for 78 weeks.

Existing Agreement
Original Contract Length 78 weeks
Original Payment Amount $10.00 weekly
Total Contract Amount $780.00
Current Contract Balance $700.00
Amount Paid In $80.00 (for 8 weeks)
Weeks Remaining 70 weeks

Add-on Item
Payment amount entered $10.00
Original contract length 78 weeks
Amount owed on this item $780.00

Calculation
Existing Agreement Balance $ 700.00
Amount Owed on new add-on item $ 780.00
Total Owed $1480.00
Original Terms 78 weeks

New Pmt = Total owed ($1480.00) ÷ original terms (78 weeks) to equal $18.97 per week for 78 weeks.
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How to handle an exchange of inventory
An exchange of inventory can occur for several different reasons:

1) The wrong inventory was put on the agreement originally.  Example:  You put on an agreement
yesterday with a serial number, but when it was delivered today, a different serial number was
delivered (page 10.19).

2) It is a GRP replacement (unit was stolen or damaged).  Example:  The customer's unit was stolen
from his home, and you are covering it under the GRP (Guaranteed Replacement Program) providing
the customer with a replacement unit (page 10.19).

3) Upgrading the inventory to a newer or higher priced item.  Example:  The customer originally rented a
basic 2-Head VCR for $9.95 per week and now they want a 4-Head Stereo VCR for $13.95 per week
(page 13.22).

4) Exchange inventory because of a service problem with the customers original inventory.  Example:
The customer rented a TV 3 months ago and the picture tube burns out.  Instead of making the
customer wait until it is returned from service, and/or providing the customer a loaner, you exchange
the item for an equal TV and let them continue with the same agreement (page10.19).

In any of these cases, the agreement will continue with the same information on their ticket.  When using this
method for exchanging inventory, the Summary System will show NO ACTIVITY for this transaction (no
delivery, no pickup).  Any amounts paid in to this agreement and complete payment history will also remain
unchanged.

The Rental Agreement should be reprinted with the changes and signed by the customer.  Use the program
“CONTRACT” to reprint this or any other existing agreements.
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How to handle an even exchange of inventory
EXCHANGING INVENTORY FOR THE FOLLOWING REASONS:

1) Wrong Inventory put on unit originally

2) GRP Replacement

4) Exchange inventory due to service

When doing an even exchange for any of the above reasons, the transaction will be handled the same way.
To access this program, at the command line, type in “RTOCSMNT”.  Find the customer and ticket you want
to do an exchange on.  The following screen will appear (Example 10-V).

Example 10-V

There are no changes to make to this screen, so press the  key.  You will be prompted, “Any Changes:

N”.  Press the  key to accept the default of "N".  You will now be prompted “Want Second Screen:

N”.  Enter a “Y”.  This will take you to the Pmt Amt field (Example 10-W).
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Example 10-W

Press the  key until you get on the line of the serial number you want to exchange.  Press “F2 -

Exchange Item”.

Enter the serial number of the new item and press the  key.  The system will automatically display

the payment on this item as it is set in the RSSS Automatic Pricing.  You must enter the payment for this item
as you want it to be from now on.  In the cases of “wrong inventory being put on by mistake” or GRP Re-
placement” or “Exchanged due to Service”, you would probably want the payments to remain as they were.
The bottom of the screen will display the “Old Pmt Amt:” which is the rate of payment the item had that this
item was exchanged for.  Enter that amount at the “Pmt Amt” field for this item.  At “Exchange Item: N”,
(Example 10-X) enter a “Y” for yes if you are ready to do this exchange.

Example 10-X
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You will now be prompted for “Exchange Reason:” (you will see the options on the bottom of the screen).  Enter
the number for the appropriate reason for exchanging this item.  The cursor will now go back to the serial

number list in case you have any other exchanges to make.  If there are no more exchanges, press the 

key.  Your cursor will move to the prompt “Any Changes: N”.  Press the  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 changes to make, press the  key.  You

will be prompted “Any Changes: N”.  Press the  key to accept the default of “N” for no.

You will now be prompted "Print Agreement".  You should print another copy of the agreement for the cus-
tomer to sign.

An exchange ticket will be printed showing all the important information.

Exchanging Inventory
3) Upgrading to a higher priced unit

When doing an exchange for this reasons, the transaction will be handled the same way.  To access this
program, at the command line, type in “RTOCSMNT”.  Find the customer and ticket you are wanting to do an
exchange on.  The following screen will appear (Example 10-Y).

Example 10-Y

There are no changes to make to this screen, so press the  key.  You will be prompted “Any Changes:

N”.  Press the  key to accept the default of "N".  You will now be prompted “Want Second Screen:

N”.  Enter a “Y”.  This will take you to the Pmt Amt field (Example 10-Z).
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Example 10-Z

Press the  key until you get on the line of the serial number you want to exchange.  Press

“F2 - Exchange Item”.

Enter the serial number you want to exchange and press the  key.  The system will automatically

display the payment on this item as it is set in the RSSS Automatic Pricing.  You must enter the payment for
this item as it would have been on this contract length.  The bottom of the screen will display the “Old Pmt
Amt:” which is the rate of payment the item had that this item was exchanged for.  Enter that amount at the
“Pmt Amt” field for this item.  At “Exchange Item: N”, enter a “Y” for yes if you are ready to do this exchange.

Example 10-AA
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You will now be prompted for “Exchange Reason:” (you will see the option on the bottom of the screen) (Ex-
ample 10-AA).  Enter the number for the appropriate reason for exchanging this item.  The cursor will now go
back to the serial number list in case you have any other exchanges to make.  If there are no more exchanges

press the  key.  You will be prompted “Any Changes: N”.  Press the  key to accept the

default of “N” for no.  You will now see the “Rate of Pmt” change as well as the “Contract Amt”, to reflect your
changes.  You will 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 changes to make, press the  key.  You will then

see the “Contract Bal” change to reflect the new balance on this account.  You will now be prompted, “Any

Changes: N”.  Press the  key to accept the default of “N” for no.  A “N” will bring up the prompt

“Agreement Amount Recalculated.  Continue?”  If the recalculated amount is OK, answer “Y”.  You will now be
prompted "Print Agreement".  You should print another copy of the agreement for the customer to sign.

Calculations for refiguring existing agreement with exchange for higher priced item
For this example, let's assume the customer had a VCR for $10.00 a week for 78 weeks and you want to
exchange it for a VCR that is $15.00 a week for 78 weeks.

EXISTING AGREEMENT
Original Contract Length 78 weeks
Original Payment Amount $10.00 weekly
Total Contract Amount $780.00
Current Contract Balance $700.00
Amount Paid In $70.00

HIGHER-PRICE EXCHANGED ITEM
New payment amount entered $15.00 weekly
Original Contract Length 78 weeks
Amount Owed This Item $1170.00

CALCULATION
Amount owed new item $1170.00
Amount Paid In (existing agreement) $70.00
New Balance $1100.00

End of Section 10
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Closing Agreements - RTOCLOSE
To close a Rental Agreement you need to be at the command line.  Type “RTOCLOSE”.    You will be

prompted for the printer or file pathname.  Press the  key to accept the default printer number or

type in the proper printer number.  You will now be prompted for the “Date Posting On”.  Type in the date you

want this posted or press the  key to accept the default of today's date.  The next screen you will

see is the Customer Maintenance Screen (Example 11-A).  At the Customer 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 the

 key to list them in alphabetical order).  You can enter any of these in complete or partial form (for

example screens see pages 9.1 - 9.4) .

Example 11-A

If you have entered partial information, using your arrow keys, highlight the correct customer.  Once you have

selected the correct customer, or if you entered this criteria in full, press the  key and you will see

a screen similar to the one following (Example 11-B).
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Example 11-B

You can type in the Ticket Nbr and press the  key or press the  key to list the open tickets on

this account.  Using your arrow keys, highlight the correct ticket and press the  key.

Your screen will change to resemble the following (Example 11-C).  The cursor will be in the spiff field on the

lower half of the screen.

Closing an entire ticket

To close this entire ticket press the  key.  The prompt “Close This Ticket” will be displayed at the bottom

of the screen.  A “N” answer will move your cursor to the spiff field on the next item's line.  When you answer

this with a “Y”, the prompts “Reason For Closing” and “Closed Date” will be displayed (Example 11-C).

Example 11-C
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Enter the number corresponding to the reason for closing and press the  key.  Enter the date you

want to show this ticket closed, or press the  key to accept the default of today's date.

Refund & Cancel
Use this for closing out tickets or items when for some reason or another, 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.

At the prompt “Reason for Closing”, enter in a “1” for Refund & Cancel.  Your cursor will move to the prompt

“Closed Date”.  Enter in the date you want used for closing the ticket or item or enter to accept the default of

today’s date.

Your cursor will move to the top of the screen (Example 11-D).

Example 11-D

Delivery Amt This will show the amount of “Delivery Charge” (only) that was received today.

Pmt Amt This will show the “payment amount” (only) that was received today.  When you press the

 key until you are past this, your screen will change slightly to resemble the

following (Example 11-E).
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Example 11-E

If you want to close this ticket, enter a “Y”.

GRP Amt Amount of GRP (only) collected today.

ESP Amt Amount of ESP (only) collected today.

Deposit Amt Amount of Deposit (only) collected today.

Proc Fee Amount of Processing Fee (only) collected today.

Tax Amt Amount of Sales Tax (only) collected today.

Pmt Form Method of paying Total Due (clear the field and press enter for a window showing the available

options).

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”.  When you press the  key to accept the default of “N”, 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.  Your cursor will move to the prompt

“Closed Date” (Example 11-F).  Enter in the date you want used for closing the ticket or item or enter to accept

the default of today’s date.
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Example 11-F

Your cursor will move to the top of the screen.

Delivery Amt This will show the amount of “Delivery Charge” (only) that was received today.

Pmt Amt This will show the “payment amount” (only) that was received today.  When you press the

 key after this prompt, your screen will change slightly to resemble the following.

Example 11-G

Since you are closing this ticket as a Payout Satisfactory, you should enter a “Y”.

GRP Amt Amount of GRP (only) collected today.

ESP Amt Amount of ESP (only) collected today.
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Deposit Amt Amount of Deposit (only) collected today.

Proc Fee Amount of Processing Fee (only) collected today.

Tax Amt Amount of Sales Tax (only) collected today.

Pmt Form Method of paying Total Due (clear the field and press enter for a window showing the available

options).

Amt Received Enter the amount received.

Your cursor will be at the bottom of the screen at the prompt “Any Changes:N”.  When you press the

 key to accept the default of “N”, a receipt will be printed.

Payout Unsatisfactory
Use this for closing out tickets or items when the customer has paid for this item(s) in full; however, due to

many late payments or numerous bad checks, the relationship between the customer and your company was

not a good one.

At the prompt “Reason for Closing”, enter in a “3” for Payout Unsatisfactory.  Your cursor will move to the

prompt “Closed Date”.  Enter in the date you want used for closing the ticket or item or enter to accept the

default of today’s date (Example 11-H).

Example 11-H

Your cursor will move to the top of the screen.

Delivery Amt This will show the amount of “Delivery Charge” (only) that was received today.

Pmt Amt This will show the “payment amount” (only) that was received today.  If you enter an amount

here (or do not clear what the system has entered for you), your screen will change slightly to

resemble the following.
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Example 11-I

If you want to take a payment, enter a “Y”.

GRP Amt Amount of GRP (only) collected today.

ESP Amt Amount of ESP (only) collected today.

Deposit Amt Amount of Deposit (only) collected today.

Proc Fee Amount of Processing Fee (only) collected today.

Tax Amt Amount of Sales Tax (only) collected today.

Pmt Form Method of paying Total Due (clear the field and press enter for a window showing the available

options).

Amt Received Enter the amount received.

Your cursor will be at the bottom of the screen at the prompt “Any Changes:N”.  When you press the

 key to accept the default of “N”, a receipt will be printed.

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.

At the prompt “Reason for Closing”, enter in a “4” for Request Pickup.  Your cursor will move to the prompt

“Closed Date”.  Enter in the date you want used for closing the ticket or item or enter to accept the default of

today’s date (Example 11-J).
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Example 11-J

Your cursor will move to the top of the screen.

Delivery Amt This will show the amount of “Delivery Charge” (only) that was received today.

Pmt Amt This will show the “payment amount” (only) that was received today.

GRP Amt Amount of GRP (only) collected today.

ESP Amt Amount of ESP (only) collected today.

Deposit Amt Amount of Deposit (only) collected today.

Proc Fee Amount of Processing Fee (only) collected today.

Tax Amt Amount of Sales Tax (only) collected today.

Pmt Form Method of paying Total Due (clear the field and press enter for a window showing the available

options).

Amt Received Enter the amount received.

Your cursor will be at the bottom of the screen at the prompt “Any Changes:N”.  When you press the

 key to accept the default of “N”, 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.  You will again be prompted “Any Changes:N”.  When you press the  key to

accept the default of “N”, 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”.  When you press the  key to

accept the default of “N”, a receipt will be printed.
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Repossess

Use this for closing out tickets when the customer has become delinquent and uncooperative in making

arrangements to pay.

At the prompt “Reason for Closing”, enter in a “5” for Reposses.  Your cursor will move to the prompt “Closed

Date”.  Enter in the date you want used for closing the ticket or item or enter to accept the default of today’s

date (Example 11-K).

Example 11-K

Your cursor will move to the top of the screen.

Delivery Charge

This will show the amount of “Delivery Charge” (only) that was received today.

Pmt Amt This will show the “payment amount” (only) that was received today.

GRP Amt Amount of GRP (only) collected today.

ESP Amt Amount of ESP (only) collected today.

Deposit Amt Amount of Deposit (only) collected today.

Proc Fee Amount of Processing Fee (only) collected today.

Tax Amt Amount of Sales Tax (only) collected today.

Pmt Form Method of paying Total Due (clear the field and press enter for a window showing the available

options).

Amt Received Enter the amount received.
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Your cursor will be at the bottom of the screen at the prompt “Any Changes:N”.  When you press the

 key to accept the default of “N”, 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.  You will again be prompted “Any Changes:N”.  When you press the  key to

accept the default of “N”, 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”.  When you press the  key to

accept the default of “N”, a receipt will be printed.

When an agreement is closed for reason #5, 6, 7, or 8, Reposses, 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 the one following (Example

11-L).

Example 11-L

Skip
Use this for closing out tickets when the account is uncollectible and the merchandise cannot be recovered.

At the prompt “Reason for Closing”, enter in a “6” for Skip.  Your cursor will move to the prompt “Closed Date”.

Enter in the date you want used for closing the ticket or item or enter to accept the default of today’s date

(Example 11-M).
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Example 11-M

Your cursor will move to the top of the screen.

Delivery Amt This will show the amount of “Delivery Charge” (only) that was received today.

Pmt Amt This will show the “payment amount” (only) that was received today.

GRP Amt Amount of GRP (only) collected today.

ESP Amt Amount of ESP (only) collected today.

Deposit Amt Amount of Deposit (only) collected today.

Proc Fee Amount of Processing Fee (only) collected today.

Tax Amt Amount of Sales Tax (only) collected today.

Pmt Form Method of paying Total Due (clear the field and press enter for a window showing the available

options).

Amt Received Enter the amount received.

Your cursor will be at the bottom of the screen at the prompt “Any Changes:N”.  When you press the

 key to accept the default of “N”, 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”.  When you press the  key to accept the default of “N”, a receipt will be

printed.

When an agreement is closed for reason #5, 6, 7, or 8, Reposses, 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 the one following (Example

11-N).
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Example 11-N

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 move to the prompt “Closed Date”.

Enter in the date you want used for closing the ticket or item or enter to accept the default of today’s date

(Example 11-O).

Example 11-O

Your cursor will move to the top of the screen.

Delivery Amt This will show the amount of “Delivery Charge” (only) that was received today.

Pmt Amt This will show the “payment amount” (only) that was received today.

GRP Amt Amount of GRP (only) collected today.
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ESP Amt Amount of ESP (only) collected today.

Deposit Amt Amount of Deposit (only) collected today.

Proc Fee Amount of Processing Fee (only) collected today.

Tax Amt Amount of Sales Tax (only) collected today.

Pmt Form Method of paying Total Due (clear the field and press enter for a window showing the available

options).

Amt Received Enter the amount received.

Your cursor will be at the bottom of the screen at the prompt “Any Changes:N”.  When you press the

 key to accept the default of “N”, 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”.  When you press the  key to accept the default of “N”, a receipt will be

printed.

When an agreement is closed for reason #5, 6, 7, or 8, Reposses, 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 the one following (Example

11-P).

Example 11-P

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.

At the prompt “Reason for Closing”, enter in a “8” for Charge Off.  Your cursor will move to the prompt “Closed

Date”.  Enter in the date you want used for closing the ticket or item or enter to accept the default of today’s

date (Example 11-Q).
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Example 11-Q

Your cursor will move to the top of the screen.

Delivery Amt This will show the amount of “Delivery Charge” (only) that was received today.

Pmt Amt This will show the “payment amount” (only) that was received today.

GRP Amt Amount of GRP (only) collected today.

ESP Amt Amount of ESP (only) collected today.

Deposit Amt Amount of Deposit (only) collected today.

Proc Fee Amount of Processing Fee (only) collected today.

Tax Amt Amount of Sales Tax (only) collected today.

Pmt Form Method of paying Total Due (clear the field and press enter for a window showing the available

options).

Amt Received Enter the amount received.

Your cursor will be at the bottom of the screen at the prompt “Any Changes:N”.  When you press the

 key to accept the default of “N”, 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”.  When you press the  key to accept the default of “N”, a receipt will be

printed.

When an agreement is closed for reason #5, 6, 7, or 8, Reposses, 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 the one following (Example

11-R).
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Example 11-R

Early Buyout
Use this for closing out tickets where the customer has chosen to pay off the account early.

Please note that if your company uses payoff method 3 in POFFCTRL, you will be unable to close a ticket due

to early buyout using this program and will have to go through the RP program to close a ticket for 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 enter to accept the default of today’s

date (Example 11-S).

Example 11-S

Early Buyouts should be processed using the RP program and the  option.
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Closing single or select items
This ticket contains 3 “Items”.  If you want to close a single item or items, with your arrow keys position the

cursor on the line of the item you want to close and press the  key (Example 11-T).

Example 11-T

Your cursor will be at the prompt “Close this Item:”.  If this is answered with a “Y”, your cursor will be at the

prompt “Reason For Closing” and a list of these will be displayed at the bottom of the screen.  Examples of

“Reason for Closing”: Refund & Cancel, Payout Satisfactory, Payout Unsatisfactory, Request Pickup, Repos-

sess, Skip, Stolen, Charge Off, and Early Buyout.  Enter the number corresponding to the reason.  Your cursor

will now be on the “Closed Date” prompt.  Enter the date you want to show this item closed or press the

 key to accept the default of today's date.  You will now be prompted “Payment this Item” (Example

11-U).  If the customer is giving you a payment, enter it here, if not, .

Example 11-U
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The cursor will now be beside the next item on the ticket.  You may continue in the above manner until you

have all items closed on this ticket that you need to.  When you have closed everything that you need to, press

the  key.  You will be prompted “Any Changes:”.  When this is answered with a “N”, your cursor will move

to the top of the screen.

If the customer wants to make up any back payments, enter the amount he wishes to pay in the appropriate

fields.  If not, press the  key.  The prompt “Any Changes” will be displayed.  A “Y” answer will move

the cursor back to the top of the screen.  A “N” answer will display a prompt “Inventory Condition”  if it is a

returned item (Example 11-V).

Example 11-V

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 

key.  If you use 14 characters, the system will perform the  for you.  You will be prompted “Any

More Changes: Y”.  A “N” answer will bring you to the prompt “Returned INV Status: R” the default on this is R,

change if necessary (note: you will only see this prompt if your security is set for this).  You will now be

prompted “Any Changes: N”.  Press  .  You will be prompted “Transfer Inv Loc”.  The default on this

is “Y”.  Press the  key.  If you try to enter an “N”, a line will be displayed on the bottom of the

screen reading “Inventory needs to be transferred back to store location”.  The prompt “New Inv Loc” will now be

displayed.  Type in the location (3 characters, such as 003)  this inventory is to be returned to.  You will now be

prompted with “Any Changes”.  A “Y” answer will allow you to change the location the inventory is being

transferred to.  A “N” answer will confirm this closing and print out two receipts (Example 11-X).   The system

will return you to the second screen on the previous page (Example 11-U).
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Example RTOCLOSE Receipts

Example 11-X

End of Section 11
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Looking Up Closed Tickets - CLOSEINQ
This program will allow you to inquire on serial numbers, agreement dates, pay history, etc.

To look at closed agreements, you need to be at the command line.  Type in “CLOSEINQ”.  You will be

prompted for printer or file pathname.  If you want to print directly to the default printer, press the 

key.  If you want this information to print to another printer, type that printer number over the default and press

the  key.  You will now see a screen similar to the one following (Example 12-A).

Example 12-A

At the Customer 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 the  key to list them in alphabetical order).

You can enter any of these in complete or partial form (for example screens, see pages 8.1 - 8.3).  If you have
opted to enter partial information and used the appropriate function key, using your arrow keys, highlight the

customer whose agreement you wish to inquire on and press the  key.  You will now see a screen

similar to the one following (Example 12-B).
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Example 12-B

You can type in the Ticket Nbr and then press the  key or press the  key to list the closed

tickets on this account.  Using your arrow keys, highlight the correct ticket and press the  key.  If

you would like to see a history of payments made on this ticket press the  key.

You will now see the first of the Close Ticket Inquire screens (Example 12-C).  Your cursor will be next to the

prompt “Return For Next Screen”.  Press the  key.

Example 12-C
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The second Close Ticket Inquire screen will now be displayed (following).  The cursor will again be at the

prompt “Return For Next Screen” (Example 12-D).  Press the  key.  The system will return you to

the screen listing the closed tickets.

Example 12-D

End of Section 12
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Taking Payments - RP
Revised with use of Hot Check and Check Deposit Feature

How to take payments

To take a Rental Payment you need to be at the command line and type in “RP” and then press the

 key.  A screen like the one following will be displayed (Example 13-A).  Type in the customer's

account number or a few letters of his last name (using capital letters) and press the  key twice.

Example 13-A

You will now see displayed on the screen a list of customers.  Using your arrow keys, highlight the correct one

and press the  key.  The cursor will be under the #P (Number of payments) field on the first ticket

(Example 13-B).  If there is more than one ticket open on this customer and he is not making a pay-

ment on the first, using the arrow keys, move to the ticket corresponding to the payment he is mak-

ing.
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Example 13-B

Type in the number of payments the customer is making at this time and press the  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  key.  Note:  You cannot change the payment amount if the number

of payments is greater than 1 or if you do not have security to do so.

If the customer is making a full payment, enter a 1 for the #P (Number of payments) and press the

 key.  The Due Date will be adjusted for the type payment made (full or partial).  If there are any

“Other”, “Late”, “Grp”, or “Esp” charges, press the  key to the particular field(s) and enter the

amount to be charged with this payment(s).  When you have entered this information for all tickets this

customer has, press the  key.  You will be prompted “Any More Changes”.  A “Y” answer will return you

to the #P field.  A “N” answer will prompt you with “Amt Tendered” (Example 13-C).  Type in the amount of

money the customer gives you.  The “Change” will be figured automatically.  You will now be prompted for the

“Pmt Form”.  A list of options will be displayed at the bottom of the screen.  Type in the number which indi-

cates the Payment Form.  If payment form #2 (check) is selected, you will be prompted to enter the check

number.  The check number prompt will show up only if “Returned CK System” field in RENTCTRL is set to

“Y”.  This field turns on all the bad check and check deposit reports and programs documented hereafter.
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Example 13-C

Enter the check number and press the  key.  You will now be prompted, “Any More Changes”.  A

“N” answer 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

Example 13-A.

Please Note:  The exact way this program works depends on how control and program security are set.  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 RP
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 (Example 13-D).

Example 13-D
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F1-Cust Chg:  When you are on this screen, pressing the  key will allow you to change the customer

information.  (Please note:  This will not work unless you have the proper security).  When you press the

 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 whatever needs to be changed.  When you have made all necessary

changes, press the  key and your cursor will drop back down under the #P prompt and you can con-

tinue taking the payment as usual.

F2-Payoff:  Pressing the  key will show you what the payoff is on this ticket. The screen will change to

resemble the following (Example 13-E).  The Payoff Calculation will be unique to your companys settings.

Example 13-E

When you are finished with this screen, press the  key and you will be returned to the payment

screen.
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F3-Show Ticket:  Using the  key, you will be able to view the ticket detail and also deal with a bad

check (Example 13-F).  For information on returning a bad check see pages 13.17 -13.23.  For information on

paying off a bad check, see pages 13.23 - 13.25.

Example 13-F

F4-Hist:  To review the payment history on a ticket, from the payment screen, press the  key.  Your

screen will now change to resemble the following (Example 13-G).

Example 13-G

To look at or change a particular payment, press the  key.  Using your arrow keys, if necessary,

highlight the payment you want to look at or change.  The screen will change to resemble the following

(Example 13-H).
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Example 13-H

After you have made any necessary changes, press the  key.  You will be prompted “Any More

Changes”.  When this is answered with an “N”, the screen will be returned to the history page.  When you are

finished with the history page, press  and you will be returned to the payment screen.

F6-Comment:  By pressing , your cursor will move to the “Comment” prompt and you will be able to

add a comment on the customer payment screen (Example 13-I).

Example 13-I

When you have finished entering the comment, press the  key and your cursor will move back below

the #P prompt.
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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/her normal payment.  When you press the  key, your

screen changes slightly and you will be able to enter in the date they want to pay through and the computer

will tell you the amount they need to pay (Example 13-J).

Example 13-J

Enter the line number of the agreement you want this information on (you may enter up to 10 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 and press the  key until you see the Date and Amt

prompts (Example 13-K).

Example 13-K
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Enter the date the customer would like to pay through or the money in the "Amt” prompt.  Pressing the

 key will then display the calculated dates or payments on the ticket line.  When all is complete,

press the  key to complete the transaction and print a receipt.

Take Payments with Rent to Own Accounts Receivable
Revised with use of Hot Check and Check Deposit Feature

The Rent to Own Accounts Receivable is a feature added to the “RP” Take Payments Program.  This en-

hancement 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.

IT IS REPORTED FROM OTHER RSSS USERS THAT THE USE OF THE RSSS RENT TO OWN AC-

COUNTS RECEIVABLES HAS INCREASED THE AVERAGE MONTHLY INCOME PER CUSTOMER  BY

$4.00 to $6.00.

This program enhancement replaces hand written promissory notes or using the COMMENTS as a way to

collect unpaid charges and provides you an opportunity to collect those charges on your customer's next

visit.

To use the RSSS Rent to Own Accounts Receivable Program, you need to be at a command line and type in

“RENTCTRL”.  You will now see a screen similar to the one following (Example 13-L).

Example 13-L

Press the  key until you are at the field [MOVE DUE DATE INDR:].  This field allows three of the

five options to be used with Accounts Receivables.



Taking Payments - RP  13.9

T-Full Pmt If Not Less Reg Pmt Due date will move one payment when at least one full payment is made.

Example, regular payment is 25.00. Payment remitted is 27.00 due date will only move one

regular week or monthly period. Payment remitted is 20.00 due date will not move.

F - Move by Full Pmt Only does not allow the user to change due dates.  Payments can only be taken in

increments, and any overages or shortages will be put into Accounts Receivables.

P-Partial Pmts Accepted Allows you to take partial payments and have due dates fall any date, but still

allows the use of the Accounts Receivables when needed.

You MUST choose one of these 3 options in order to use the RSSS Rent to Own Accounts Receivables.

The field right below this one is also very important to set.

Max Receivable Amt

This field allows you to set a dollar limit allowed per customer for Accounts Receivables.  It

is recommended to keep this dollar figure below $25.00.

Following are examples of how to use the RSSS Rent to Own Accounts Receivables.

In this first example, the customer owes $8.20 in late charges, bringing the total due to $172.13.  He only

has 150.00, which is entered as amount tendered, leaving a $22.13 receivable (Example 13-M).

Example 13-M

On the following example, this customer also has a $4.48 late charge, bringing his payment amount due to

$94.02, the customer only has $90.00 which leaves a receivable of $4.02 as shown (Example 13-N).
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Example 13-N

Check Deposit Program - CKDEPOST
To get into this program, you need to be at the command line and type in “CKDEPOST”.  You will be

prompted for printer or file pathname.  If you want to print directly to the default printer, press the 

key.  If you want this information to print to another printer, type that printer number over the default and

press the  key.  You will now be prompted for “Separate Locations”.  Press the  key

and accept the "N" default.  You will see a screen similar to the one following (Example 13-O).

Example 13-O

Enter Bank Name Enter the name of the bank where the deposit will be made.

Enter Bank Account 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



Taking Payments - RP  13.11

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 .  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 gave.

Example Check Deposit Report - CKDEPOST

Example 13-P

How to back out a bad check using CHECKMNT
Before you can back out a bad check, it must be in the system.  If you are just beginning to use the new

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 the

one following (Example 13-Q).
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Example 13-Q

In order to add, you must first list.  To do this, press the  key.  The screen will now resemble the follow-

ing (Example 13-R).

Example 13-R

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  key.  You will now see the following screen (Example 13-S).
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Example 13-S

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 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  key.  You will now be prompted “Any

More Changes”.  When this is answered “N”, you will be returned to the Check Transaction Maintenance

Screen.
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How to back out a bad check using RP
To back out a bad check, you need to go into Rental Payments “RP”.  To get into this program, you need to be

at the command line and type in “RP” and then press the  key.  You will now see a screen like the

one following (Example 13-T).

Example 13-T

You will now see displayed on the screen a list of customers.  Using your arrow keys, highlight the correct

one and then press the  key.  The cursor will be under the #P (Number of payments) field on the

first ticket (Example 13-U).

Example 13-U
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With your cursor next to any ticket number, press the  key (Show Ticket).  Your screen will now change

to resemble the following (Example 13-V).

Example 13-V

Press the  key (Return Bad Check).  The screen will change again and resemble the following (Example

13-W).

Example 13-W

Enter the check number of the bad check and press the  key.  You will be prompted "List Only



13.16   Taking Payments - RP

Open/Not Hot Checks: Y".  If you want to see all checks, accept the default.  If you only want to see checks

that have been marked as hot, enter a "N" and press the  key.  The screen will once again change

and resemble the following (Example 13-X).  If you do not know the check number, press the  key

and list the checks that have been taken.  Then using your arrow keys, position the cursor on the check you

want and press the  key to select.

Example 13-X

Enter a “Y” to refund the bad check.  You will be prompted “Returned check charge”.  If you have this set up

in your control files, the amount will be shown (Example 13-Z).  If not, or if you want to change this figure, type

it in and press the  key.

Example 13-Y
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Under the “#P” (Payment field), you will see a number, depending on how many payments were paid for with

this bad check followed by a negative (-) sign.  Press the  key.  The screen will again change and

resemble the following (Example 13-Z).

Example 13-Z

Your cursor will be at the prompt “Amt Tendered”.  Press the  key.  Your cursor will now be at

the prompt “Pmt Form”.  The number 5 (Non Cash Refund) will be put in at this prompt automatically.  Press

the  key.  You will be prompted “Any More Changes”.  When this is answered with an “N”, you will be

prompted “Reprint this receipt”.  If you need another copy, enter a “Y”, if not, press the  key and your

screen will be returned to the “Customer Maintenance Screen”.

Notifying employees of bad checks
Now that you have backed out the bad check, how do you make sure all your employees know to collect on

it?  Well, since you have the cadillac of software, you don't need to worry about this.  When the customer

comes in to make his/her next payment, the person at the counter will bring up the customers account and it

will resemble the following (Example 13-AA).
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Example 13-AA

Paying off a bad check
When a customer is paying off a bad check, the employee will bring up the rental payment (RP) (Example

13-BB).

Example 13-BB

With the cursor beside the payment that the bad check was taken on, press the  key (show ticket)

(Example 13-CC).
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Example 13-CC

Press the  key (Pay Bad Check).  The screen will change and resemble the following (Example 13-DD).

Example 13-DD

If you are unsure of the check number you can have them listed by date by pressing the  key.  You will

be prompted “List only hot checks?”  Since you are paying off a bad check, this should be answered with a

“Y”.  The hot checks that have been written by this customer will now be listed on the screen (Example 13-

EE).
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Example 13-EE

Using your arrow keys, move your cursor down beside the check that the customer is paying off and press

the  key.  Your screen will change to resemble the following (Example 13-FF).

Example 13-FF

If this is the right check, enter a “Y”.  Your screen will automatically return to the regular payment screen

(Example 13-GG).
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Example 13-GG

Press the  key until your cursor is at the prompt “Amt Tendered”.  Press the  key.  Your

cursor will now be at the prompt “Pmt Form”.  Enter the number corresponding to the payment form the

customer is using to pay off this bad check.  Press the  key.  You will be prompted “Any More

Changes”.  When this is answered with an “N”, you will be prompted “Reprint this receipt”.  If you need

another copy, enter a “Y”, if not, press the  key and your screen will be returned to the “Customer

Maintenance Screen”.
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How to post an NSF Check to a customer account 

TYPE IN:  EXPLANATION: 

F10­RP­ENTER  Go into Take Payments Program (F10) 

F3  When the customer record appears, press  F3 ­ Show ticket 

(Check #) ­ ENTER 
or
ENTER­ENTER­ 
(Highlight Check) ­ 
ENTER 

At "Check #" prompt,  enter the customer's check number, and press Enter, 
or 
press Enter, at "List Only Open/Not Hot Checks: Y" press  Enter.  This gives you a list of 
checks written by this cusotmer.  Using arrow keys, highlight the check that was 
returned by the bank and press  Enter. 

Y 

Verify the Check Number and Amount of Check showing at the bottom of the screen are 
correct.  At the "Enter "Y" to Refund:", press the "Y" key on your keyboard making sure it 
is UPPERCASE. 
If you do not use the uppercase Y, the check will not be noted as returned.  You 
will need to start at number 2 on this list and repeat the steps. 

ENTER 
or
($) ­ END ­ ENTER 

At prompt for "Returned Ck Chg", the system will enter the default amount that is standard 
for your company.  Press Enter if it is the correct amount to charge the customer for this 
NSF check or enter the correct amount to be charged for the NSF fee on this check, 
press the End key and press  Enter. 

F9  Upon return to the Payment screen,  you must press F9 to continue processing. 

ENTER  At the "Amount Tendered" field, press  Enter. 

ENTER  The default payment form is 5 ­ Non­Cash Refund, press  Enter. 

ENTER 
or 
Y 

At the "Any More Changes: N" prompt, if all information is correct, press Enter  or 
press Y and make necessary corrections. 

ENTER 
or 
Y 

At the "Reprint this receipt: N" prompt, if you do not need an extra receipt, press Enter, or 
press Y to get a second copy of the receipt.
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Posting an NSF Check to a customer account
To verify that the NSF check was posted correctly:

1. Go into Take Payments program (F10 - RP) and call up the customer record that you need

to verify.

2. At the bottom of the customer’s payment screen, you should see a message indicating that

the customer has an outstanding bad check.  If this message is present and indicating the

correct amount of the check, the check was posted correctly and you can F8 back to your

menu.

3. If the Outstanding Bad Check message is not present,  verify in the payment history that

you did not take any payments or post any refunds on the account and begin at number 2

on “HOW TO POST AN NSF CHECK TO A CUSTOMER ACCOUNT” and repeat steps.

4. If the amount of the bad check is not correct, it is possible that a piece of merchandise

associated with the check has been picked up or switched out and is no longer showing in

the customer’s current ticket information.  Do the following:

⌧ press Enter to remove Outstanding Bad Check message.

⌧ press F3 - Show Ticket.

⌧ F3 - Return Bad Check.

⌧ At “Check #” prompt, enter the customer’s check number that you posted as returned.

⌧ Verify that all items listed are associated with that check number.

⌧ In the “Status” column, verify that the status on each item is “H” for hot.

⌧ If there is an item with a status of “N” associated with that check number, write down the

ticket number for that particular item and press F8, F8.

⌧ Use the up and down arrow keys to place cursor on the piece of merchandise marked “N”

and press F3 - Show Ticket, is the ticket number the same as the one you wrote down?

⌧ If it is not, press F8, F8 to go back to you main menu.

⌧ Go into “Take Payments on Closed Agreements” and pull up the customer record.

⌧ * Use the up and down arrow keys to place cursor on the piece of merchandise in question

and press F3 - Show Ticket.  Is the Ticket # the same as the ticket number you wrote down?

If so, press F3 - Return Bad Check..

⌧ Enter the check # in question.

⌧ Verify the Check Number and Amount of Check showing at the bottom of the screen are

correct.  At the “Enter “Y” to Refund:”, press the “Y” key on your keyboard making sure it is

UPPERCASE.  If you did not use the uppercase Y, the check will not be noted as returned.

You will need to start at the step with the * on this list and repeat the steps.

⌧ At prompt for “Returned Ck Chg.”, the system will enter the default amount that is standard

for your company, but because you have already posted a bad check fee in the Take

Payments program, press the End key to take out the fee.

⌧ Upon return to the Payment screen, you must press F9 to continue processing.

⌧ At the “Amount Tendered” field, press F9.

⌧ The default “Payment Form:” is 5 – Non-Cash Refund, press F9.

⌧ At the “Any More Changes: N” prompt, verify check number and press Enter.

⌧ Press F8 to return to main menu.

Follow steps 1 and 2 under “To verify that the bad check was posted correctly:” and the proper check

amount should show up in the Outstanding Bad Check message.  Press F8 to return to your menu.

IMPORTANT:  When the customer pays this bad check, you must follow the steps on the “HOW TO PAY

AN NSF CHECK ON A CUSTOMER ACCOUNT” in both the Take Payments program and the Take

Payments on Closed Agreements program to clear the check completely out of the customer account.

Make sure you pay the bad check fee amount in the Take Payments program.
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How to pay an NSF Check on a customer account
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You will be returned to “Customer Name/#” prompt.  At this point, you can go back into the customer’s

account to verify that the Bad Check message is gone or you can F8 back out to the menu.
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To verify that the NSF check was paid correctly:

1. Go into your normal Customer Payment program and call up the customer record

that you need to verify.

2. At the bottom of the customer’s payment screen, the outstanding check message should be gone.  If

this message is gone, the check was paid correctly and you can F8 back to your menu.

3. If the Outstanding Bad Check message is present,  begin at number 2 on the “HOW TO

PAY AN NSF CHECK ON A CUSTOMER ACCOUNT” and repeat steps.

4. If the message is there, but the amount of the bad check is lower than the total check

amount, it is possible that a piece of merchandise associated with the check has been

picked up or switched out and is no longer on the current records.  Do the following:

⌧ press Enter to remove Outstanding Bad Check message.

⌧ press F3 - Show Ticket.

⌧ F4 - Pay Bad Check.

⌧ At “Check #” prompt, enter the customer’s check number that you posted as paid.

⌧ Verify that all items listed are associated with that check number.

⌧ In the “Status” column, verify that the status on each item is “P” for paid.

⌧ If there is an item with a status of “H” associated with that check number, write down the

ticket number for that particular item and press F8, F8.

⌧ Use the up and down arrow keys to place cursor on the piece of merchandise marked “H”

and press F3 - Show Ticket, is the ticket number the same as the one you wrote down?

⌧ If it is not, press F8, F8 to go back to you main menu.

⌧ Go into “Take Payments on Closed Agreements” and pull up the customer record.

⌧ * Use the up and down arrow keys to place cursor on the piece of merchandise in question

and press F3 - Show Ticket.  Is the Ticket # the same as the ticket number you wrote down?

If so, press F4 - Pay Bad Check..

⌧ Enter the check # in question.

⌧ Verify the Check Number and Amount of Check showing at the bottom of the screen are

correct.  At the “Enter “Y” to Pay:”, press the “Y” key on your keyboard making sure it is

UPPERCASE.  If you did not use the uppercase Y, the check will not be noted as paid.  You

will need to start at the step with the * on this list and repeat the steps.

⌧ Screen will go back to the normal payment screen.  Press F9 to continue paying on the bad

check.

⌧ Enter the dollar amount that the customer gave you to pay the check and press the End

key.

⌧ Enter the correct Payment Form and press the End key.

⌧ At the “Any More Changes: N” prompt, verify information and press Enter.

⌧ At the “Reprint this receipt: N” prompt, if you do not need extra receipt, press Enter.

You will be returned to “Customer Name/#” prompt.  At this point, you can go back into the

customer to verify that the Bad Check notification is gone or you can F8 back out to menu.
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Check Report - CHECKRPT
To get into this program, you need to be at the command line and type in “CHECKRPT”.  You will be

prompted for printer or file pathname.  If you want to print directly to the default printer, press the 

key.  If you want this information to print to another printer, type that printer number over the default and

press the  key.  You will now be prompted for “Separate Locations”  and accept the

"N" default or see page 15.1.  The report option screen will now be displayed (Example 13-HH).

Example 13-HH

Select Customer Types 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 sixteen different customer types.

If you want all customer types, accept the default of N, press the  key (from the

command line, type “RCUSTYPE”, to view your company's 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 only print information about the requested location(s) or

location group(s).  Enter up to ten store numbers.  If all stores are needed, press the

 key.  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.

Date Check Backed Out Ending Date

Enter the date the check was backed out.

Date Check Paid Ending Date

Enter the date the check was paid.

Date Check Written off Ending Date

Enter the date the check was written off.

Starting Payment Date Ending Date

Enter the starting and ending date for the time period you want  this report to show.
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Select by Slsmn or Acct Mgr This option allows you to run the report by particular salesmen or account

managers.  If you answer this prompt with 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 Option 1 -

Select by Salesmen is selected, you will now be prompted “SELECT WHICH SALESMAN

NBR”   1) Salesman 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 you want on

this report.  If all salesmen or account managers are needed, press the  key to

accept the default of “N” for no.  If you have selected more than one salesman or account

manager you will see the prompt  “SORT BY SALESMEN/ACCT MGRS”.  Default of “N” for

no.  If this option is answered with “Y” for yes, the report will group data by salesman or

account manager.  If you are running an Exception Report, you should answer with a “Y”

for yes.

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.

AR or RTO Pmts Do you want Accounts Receivable or Rent to Own Payments.  Options are listed at the

bottom of the screen.  Enter the number beside the option you want for this report.

Select Check Status If you want to select the check status, enter “Y”.  You will now be prompted “Sta-

tuses”.  The bottom of the screen will display the options.

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 a "N".

Press .  You will then be prompted “Any More Changes”.  When this is answered with a “N”, the report

will begin counting and print to the printer of file pathname you gave.
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Example CHECKRPT

Example 13-II
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Early Buyout
To close a ticket that is paying out early, you need to be in the program RP.  Bring up the customer that is

paying off this ticket.  You will see a screen similar to the one following (Example 9-JJ).

Example 9-JJ

If more than one ticket is listed, using your arrow keys, highlight the ticket that is being paid off early and

press the  key.  Your screen will change to resemble the following (Example 9-KK).

Example 9-KK

Type in the word CLOSE and then press the  key.  Your screen will again change and will

resemble the following (Example 9-LL).
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Example 9-LL

Press the  key.  Your screen will change again, and your cursor will be at the Amt Tendered prompt

(Example 9-MM).

Example 9-MM

Press the  key.  Your cursor will move to the Pmt Form prompt.  Enter the number corresponding

to the payment form the customer is using and press the  key.  (If customer is paying by check,

you will be prompted to enter the check number).

You will be prompted "Any Changes".  When this is answered with an N, the receipt will print and you will be

prompted "Reprint this receipt".  If you need another copy of this receipt, enter a "Y".  If not, press

 to accept the default of "N".

End of Section 13
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List Past Due Accounts - TICKDUE (optional)
This optional program is used for on-screen collections and will give 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 pastdue 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 pastdue letters.

To get into this program, you need to be at the command line and type in “TICKDUE” and press the

 key.  You may be prompted "Build New Work File? Y".  If you need to build a new work file, enter

a Y.   You will be prompted for printer or file pathname.  If you want to print directly to the default printer,

press the  key.  If you want this information to print to another printer, type that printer number

over the default and press the  key. You will now see a screen like the one following (Example 14-

A).

Example 14-A

Listing Order 1 = Customer Name
2 = Oldest Due
3 = Payment Amount Due

Store If you want all stores accounts listed, leave blank.  If you only want a specific stores accounts
listed, enter the location number using the stores 4 digit code.  (For example: If you want a
listing of accounts from store #1, you would enter 0001).

Acct Mgr If you want all account managers accounts listed, enter a 0 (zero).  If you only want to list a
specific account managers accounts, enter the account managers number using the 5 digit
code.  (For example, if you want to list all of account manager #1's accounts, you would enter
00001).
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Select by Cust Type If you want to select only particular customer types, enter a Y.  You will have the
ability to enter up to 10 different customer types.  If you want all customer types included,

press  to accept the default of "N".

Select By Cont/Agmt Type If you want to select only particular contract/agreement types, enter a Y.  You
will have the ability to enter up to 10 different contract/agreement types.  If you want all

contract/agreement types, press  to accept the default of N.

Starting Past Due Date Ending
Enter the earliest and latest due date you want listed on the screen.  If you want all dates,
leave blank.

Starting Commit Date Ending
Enter the earliest and latest commit date you want listed on the screen.  If you want all dates,
leave blank.

Picked Up Past Dues Enter the letter corresponding to how you want the system to handle the picked up
past due accounts.  I = Include,  E = Exclude,   O = Only

Starting Picked up Date Ending
Enter the earliest and latest picked up dates you want the system to use.  If you want all
dates, leave blank

Press the  key.  You will be prompted for "Any More Changes".  When this is answered with a "N", the

system will begin counting records.  When this has completed, your screen will change and resemble the
following (Example 14-B).

Example 14-B

With this listing, you can see at a glance who is in default on the first payment (!) and who is late for the first
time (*).  You will also know if they have written you a hot check by the letter “H”.

At the bottom of the screen, please note the prompts.
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F1 - Next Page If you want a customer who is not on the page showing, you can press the  key to see

the next page.

F2 - Prev Page If you should pass up a customer you want, you can press the  key to go back to the

previous screen listing.

F3 - Call Cust If you are working with a keyboard that has a headset telephone line, you can press the

 key and the computer will dial the customer.

F4 - Hang up As with F3, if you are working with a keyboard that has a headset telephone line, by pressing

the  key, you can hang up.

F5 - Chase Card Position the cursor on the uncommitted single customer and press the  key.  This will

print the information on that customer in the same format as the “ZIPA” report.  You can print
chase cards on only the customers that are uncommitted.

F6 - Ref Info If you wish to see the reference information, press the  key and the screen will change

to resemble the following (Example 14-C).

Example 14-C

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.  From this screen, you can update the customers address, phone number, etc.
as you are talking to them on the phone.

F7 - Letter If you wish to add a letter, change an existing letter, delete a letter or select a letter you

would press the  key and use the prompts on the bottom of the screen (Example 14-D).
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Example 14-D

If you select F7 – Letter from the TICKDUE screen, you then get prompted with the window that displays a
listing of Letters available.
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.

N - Next Page advances to the next available window for more letters.

P - Prev Page takes you back to the previous window of available letters.

R - Reproduce allows you to copy an existing letter from the window to a different name.

S - Select will print the highlighted letter in the window for the customer that is highlighted prior
to selecting F7 – Letter.

If you are adding or editing or changing a letter, you can use the following fields as typed here and it will bring
over that customer information for you and print it in the area where you placed (typed in) these values:
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 prints the City State and Zip code on one line
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F9 - View Detail

If you wish to see the details on this customer's account, press  and the screen will

change to resemble the following (Example 14-E).

Example 14-E

From this screen, you can:

change customer data calculate payoff

show ticket show history

enter comment  Date/amt

 back to the previous screen

Enter Customer Commitment

While in View Detail, press the  key.  Enter the comments you have and press the  key.

Although there is no prompt next to where the cursor has moved, this is where you enter the date they have

told you they will be in to make the payment.  Press the  key and then press the  key and you will

be back to the listing screen with your cursor beside the customer whose information you previously accessed.
If you entered comments and a commitment date, the first line of the comment and the commitment date will
show at the bottom of the screen.  (Example 14-F).
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Example 14-F

Print Commitment File Report - CMMTRPT
Printing the commitment reports will enable management to follow up on customer commitments on a daily
basis.

This program allows management to track and review commitment activity by account manager.

This program is used as a management follow-up report with the RSSS TICKDUE program (optional).

To get into this program, you need to be at the command line and type in “CMMTRPT” and then press the

 key.   You will be prompted for printer or file pathname.  If you want to print directly to the default

printer, press the  key.  If you want this information to print to another printer, type that printer

number over the default and press the  key.  You will now be prompted for “Separate Locations”,

press the  key to accept the "N" default.  You will see a screen similar to the one following (Ex-

ample 14-G).
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Example 14-G

Select by Entered by If you want all commitments regardless of who entered them, press the 

key to accept the default of “N”.  You will now be prompted with “Sort by Entered by”.  If you
want them sorted by the employee who entered them, enter a “Y”.

If you want to see only what particular employees entered commitments, 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 earliest date you want the report to begin with.

Ending Entered Date Enter the latest date you want the report to end with.

Press the  key.  You will be prompted for “Any More Changes” (Example 14-H).  When this is answered

with an “N”, the report will begin counting and print to the printer or file pathname you gave.

An example of the Commitment File Report is displayed on the next page (Example 14-I).
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Example CMMTRPT Setup Screen & Resulting Report

Example 14-H

Example 14-I



Onscreen Collections - TICKDUE    14.9

Print Customer Past Due Letters - TCKPDUE1
TCKPDUE1 This is a report that allows you to print customer letters used in TICKDUE for a range of customers
by their due date.

To get into this program, you need to be at the command line and type in “TCKPDUE1”.  You will be prompted

for printer or file pathname.  If you want to print directly to the default printer, press the  key.  If you

want this information to print to another printer, type that printer number over the default and press the

 key.  You will now be prompted for “Separate Locations”.  Press the  key to accept the

“N” default.  You will now see a report option screen like the one following (Example 14-J).

Example 14-J

Store Enter the store location number assigned to the location you want to run the letters for.  If you
want to run letters for all stores, leave this set to zero.

Range of Days Past Due:         Ending:
Enter the range of days past due.

Select Past Due Letter
Enter the name of the letter or leave blank for menu.

Press the  key.  You will be prompted for “Any More Changes:  N”.  If you do not need to change anything,

press the  key to accept the default.  Your report will begin printing and you will be returned to the

menu.
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Example Screens

Example 14-K

If you do not want to use any of the letters listed, you can press “A” to add a letter (please note prompts at the
bottom of the screen).  If you press “A”, you will now see a screen similar to the one following (Example 14-L).

Example 14-L

Letter: Enter the name you want to use to refer to this letter.



Onscreen Collections - TICKDUE    14.11

Press  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 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.

Example Screen showing the letter that we are using for this report (Example 14-M).

Example 14-M

When you have completed typing the letter, press the  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 the

 key.

Press the  key (Example 14-N) and the letters will begin printing to the printer or file pathname you

specified.
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An example of the letter is displayed in Example 14-O.

Example TCKPDUE1 Setup Screen & Resulting Report

Example 14-N
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Example 14-O

End of Section 14
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Summary Store EOD Processing (SUMEODS)
This program serves several purposes:
(1) To see how much money has been taken in at any time during the day (Calculate Today’s Payments ‘Y’).
(2) To do daily snapshots of your credit, deliveries, pickups etc., for both Rental and Retail A/R

 (Calculate Today’s Payments ‘S’ for Rental and ‘A’ for Retail A/R).
(3) To post important end-of-day information such as daily bank deposits, credit card deposits and detailed

petty cash expenditures.  The petty cash expenditures or mid-day deposits can be posted throughout
the day, but it is important that the final deposit amounts are done after the close of business so all
payments have been considered.  This will give you your over or short for the day, if any (Calculate
Today’s Payments ‘Y’).

(4) To view a previous day’s end of day information (Calculate Today’s Payments ‘N’).

To see how much money has been received up to any point during the day, follow the instructions on the next
two pages.  Your income will be in the upper portion of the screen.

You can run this as many times a day as you need.  Press the   key until you are back to a menu when

you are done, or if you are posting petty cash expenditures or mid-day deposits, be sure to press the 

key until you are back at the prompts to enter the store and date.  You will have the option to use a separate
petty cash fund for all disbursements, or all disbursements entered on the screen will deduct from the deposit
amount.  (Option is set in the control file CTRLMNT).

To get into this program, you need to be at the command line and type in "SUMEODS" and then press the

 key  .  The following screen will appear (Example 15-A).

Example 15-A

Calculate Todays Payments If you enter a “Y”, the system will show you what you've done so far today.  If
you enter an "A", the system will show you a snapshot of AR's that have been done so far
today.  If you enter an "S", the system will show you a snapshot of RTO's that have been
done so far today.

The system will then proceed to READ RECORDS.  After that is done, the system will display the following
(Example 15-B):
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Example 15-B

Press the  key.  If you entered a "Y" at the prompt "Calculate Today's Payments", your screen will

resemble the following (Example 15-C).
CALCULATE TODAY'S PAYMENTS = "Y"

Example 15-C
This screen instantly shows your income for the day.  This is a four part screen, showing transactions in the
upper portion and petty cash expenses in the lower.  The income calculation section of the screen may differ
according to which RSSS Software Programs you are licensed to use.
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End-of-Day Posting
To post your end of day, follow the instructions on this and the previous page.

Deposit 1 Enter the amount of your first deposit (if your company makes multiple deposits during the

day).  Once you have entered the first deposit and press  the screen will show a

new prompt in the upper right hand corner Deposit 1-7.  As deposits are entered, this field
will update with the total deposits for this date.

Deposit 2 Enter the amount of your second deposit (if your company makes multiple deposits during the day).

Deposit 3 Enter the amount of your third deposit (if your company makes multiple deposits during the day).

Charge Deposit Enter the amount put on charge cards for this date.

Deposit 5 Enter the amount of your fourth deposit (if your company makes multiple deposits during the day).

Deposit 6 Enter the amount of your fifth deposit (if your company makes multiple deposits during the day).

Deposit 7 Enter the amount of your sixth deposit (if your company makes multiple deposits during the day).

*When you are ready to make your second through seventh & charge deposit, recalculate your payments and

enter over to the proper deposit field.  Press the  key to complete.  Repeat until you have made the last

deposit, then follow the rest of this procedure.

It will then put totals in the RTO and Sales fields, which you can change as long as (together) they total the
amount of the deposits posted above.  Your over/short will be automatically filled in based on your deposit
entries and petty cash.

CALCULATE TODAY'S PAYMENTS = "A"
If you selected an "A" for AR Snapshot at the prompt "Calculate Today's Payments", your screen will change to
resemble the following (Example 15-D).

Example 15-D
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CALCULATE TODAY'S PAYMENTS = "S"
If you selected an "S" for RTO Snapshot at the prompt "Calculate Today's Payments", your screen will change
to resemble the following (Example 15-E).

Example 15-E

End of Section 15
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Summary File Maintenance (SUMMNT)

To access this option, at the command line, type “SUMMNT” and press the  key.  The first screen

to appear is a start key prompt screen.

Example 16-A

The Start Key will automatically start with the lowest date if the  key is pressed as indicated at the

bottom of the screen.  You can select for a specific date, store and/or employee by entering them in the
indicated field (example 032404).

Once the start keys have been set, a list of stores will be displayed like the screen following (Example 16-B).

Example 16-B
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Choose the store to review by using your arrow keys to highlight the one you want and pressing the  key.

You will now see a screen similar to the one following (Example 16-C).

Example 16-C

Enter the number corresponding to the section you would like to view.  Based on the selection picked, you will
now see a Summary Maintenance Look-up Screen.  (The following screens will be different depending on the
option you select above.  For our examples, we selected #1-RTO--Rent to Own).  This is the look-up screen of
all RTO summary information for the specified date and store (Example 16-D).

Summary Maintenance Look-up Screen #1 - RTO

Example 16-D

Deposit 1 If your company only makes one deposit per day, it will be entered here.

Deposit 2 If your company makes more than one deposit per day, this would be the second deposit of
the day.
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Deposit 3 If your company makes more than two deposits per day, this would be the third deposit of the
day.

Deposit 4 This is usually used for charge card deposits.

Deposit 5 If your company makes more than three deposits per day, this would be the fifth deposit of the
day.

Deposit 6 If your company makes more than four deposits per day, this would be the sixth deposit of the
day.

Deposit 7 If your company makes more than five deposit per day, this would be the seventh deposit of
the day.

Pmt Amt Amount of rental payments posted for this date.

Tax Amt Amount of tax money collected on rental payments for this date.

Deposit Amt Amount of rental income posted for this date.

Late Charge Amount of rental payment late charges posted for this date.

Delivery Fee Amount posted as rental delivery fees for this date.

GRP Amt Amount posted as rental GRP for this date.

Misc Charge Amount posted as rental Miscellaneous Charges for this date.

ESP Amt Amount posted as ESP for this date.

Add Receivable Additional rental Receivables added for this date.

Free Pmt Amt Amount given away as free rental payments for this date.

Agreement Bal Total amount of all agreement balances for this date.

Mo Projection Total amount you can expect for this month if every client makes their payment.

RTO OverShort Shows the amount you are over or short for this day.  If you are short, the figure you see
here will be prefaced with a (-) negative sign.

RTO Bank Deposit Amount of RTO income deposited for this date.

Mtd Pmt Amt Shows the total amount of payments collected so far this month.

Adjustment Amount of RTO adjustment posted for this date.

Petty Cash Amount of petty cash spent for this date.

# RTO Pmt Recs Number of RTO payments received for this date.

Processing Fee Amount of money posted as processing fee for this date.

Returned Ck Ch Amount of money posted as returned check charge for this date.

InHomeCollectCg Amount of money posted as in-home collection charges for this date.
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# Rto Customers The number of rent to own customers with open agreements currently on the system.

# Open Tickets The number of open tickets currently on the system.

# Indicated BOR The number of indicated BOR currently on the system.

Monthly Tickets The number of monthly tickets currently on the system.

Weekly Tickets The number of weekly tickets currently on the system.

Deliveries The number of deliveries made for this date.

Returns The number of returns for this date.

Sched Paidout The number of scheduled payouts for this date.

Early Paidout The number of accounts paid out early for this date.

Charge Offs The number of accounts charged off for this date.

LostRevDateMoved Amount of revenue lost because the date was moved on the agreement for this date.

Lost RevPickup Amount of revenue lost due to accounts being picked up for this date.

Lost RevChgOff Amount of revenue lost due to accounts being charged off for this date.

Inv Trans In Number of inventory pieces transferred into this location for this date.

Inv Trans Out Number of inventory pieces transferred out of this location for this date.

NewInvReceived Number of new inventory pieces received in this location for this date.

End Inv OnRent Number of inventory pieces out on rent for this location for this date.

New On Hand Number of new inventory pieces on hand and available at this location for this date.

Rerent on Hand Number of previously rented inventory pieces on hand and available at this location for this
date.

Deliveries New Number of deliveries made of new inventory at this location for this date.

Deliver Rerent Number of deliveries made of previously rented inventory at this location for this date.

Returned Inv Number of inventory pieces returned at this location for this date.

Paidout Inv Number of inventory pieces paid out at this location for this date.

Charged OffInv Number of inventory pieces charged off at this location for this date.

Wkly InvOnRent Number of inventory pieces out on weekly rentals at this location for this date.

MTD Revenue Amt Amount of revenue collected so far at this location this month.

NonCash Refund Amount posted as a non-cash refund (usually NSF checks) at this location for this date.

Lost LateCg PU Amount of lost late charge income from picked up agreements at this location for this date.
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NSF Bank Chges Amount of NSF bank charges collected at this location for this date.

NSF ReturnedCk Amount of NSF Returned check charges collected at this location for this date.

NSF Paid Check Amount of NSF checks paid at this location for this date.

NSF Charge Off Amount of NSF checks that were charged off at this location for this date.

Marked as Final When this day has been marked as closed, there will be a "Y" in this field.

The data on this instant look-up screen is available at any time.  The information on this screen is available
after the Summary Build program has been run.  The Summary Build program is normally spooled to run at
closing or before the store opening so that all prior days information is available.  All fields may be edited on
this screen except for the [Nbr MonthlyBOR:] field with proper security.

Press the  key to view the second screen (Example 16-E).

Summary Maintenance Look-up Screen #2 - RTO
This screen indicates all past due accounts by the number of days past due for the specified store and date.
These are separated by weekly and monthly accounts (Example 16-E).

Example 16-E

Instant unbelievably accurate information at your finger tips for any day anytime you want it.

The second lookup screen on the Summary System is available to management and collection staff at all
times.  Many different breakouts of days past due are available.  RSSS provides these different combinations
so that all clients will have the exact time frames that the collection staff is used to working with.  A printout of
any combination of days can be custom designed on the daily reports that indicate the past dues.  This
customer report could have any other specific information you want to fit your business exactly.  This would be
an optional report, which could be an extra one time charge.

MONTHLY OVERDUES
Overdue 1-3 Number of accounts 1-3 days past due at this location.

Overdue 4 Number of accounts 4 days past due at this location.
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Overdue 5 Number of accounts 5 days past due at this location on this date.

Overdue 6 Number of accounts 6 days past due at this location on this date.

Overdue 7 Number of accounts 7 days past due at this location on this date.

Overdue 8 Number of accounts 8 days past due at this location on this date.

Overdue 9 Number of accounts 9 days past due at this location on this date.

Overdue 10 Number of accounts 10 days past due at this location on this date.

Overdue 11-13 Number of accounts 11-13 days past due at this location on this date.

Overdue 14 Number of accounts 14 days past due at this location on this date.

Overdue 15 Number of accounts 15 days past due at this location on this date.

Overdue 16-30 Number of accounts 16-30 days past due at this location on this date.

Overdue 31-59 Number of accounts 31-59 days past due at this location on this date.

Overdue 60 Over Number of accounts 60 or more days past due at this location on this date.

Units Overdue Total number of units overdue at this location on this date.

Overdue 31 Month Number of monthly accounts that are over 31 days past due at this location on this date.

WEEKLY OVERDUES
Overdue 31 Weekly Number of weekly accounts that are over 31 days past due at this location on this date.

Overdue 1-3 Number of accounts 1-3 days past due at this location on this date.

Overdue 4 Number of accounts 4 days past due at this location on this date.

Overdue 5 Number of accounts 5 days past due at this location on this date.

Overdue 6 Number of accounts 6 days past due at this location on this date.

Overdue 7 Number of accounts 7 days past due at this location on this date.

Overdue 8 Number of accounts 8 days past due at this location on this date.

Overdue 9 Number of accounts 9 days past due at this location on this date.

Overdue 10 Number of accounts 10 days past due at this location on this date.

Overdue 11-13 Number of accounts 11-13 days past due at this location on this date.

Overdue 14 Number of accounts 14 days past due at this location on this date.

Overdue 15 Number of accounts 15 days past due at this location on this date.

Overdue 16-30 Number of accounts 16-30 days past due at this location on this date.

Overdue 31-59 Number of accounts 31-59 days past due at this location on this date.
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Overdue 60 Over Number of accounts 60 or more days past due at this location on this date.

Units Overdue Total number of units overdue at this location on this date.

Idle ExcludedAPU The number of the idle RTO inventory pieces that have a model number  that begins with
a letter designated as excluded in CTRLMNT at this location on this date.

Units ExcludedAPU The number of the on rent RTO inventory pieces that have a model number  that begins
with a letter designated as excluded in CTRLMNT at this location on this date.

Last Date Cngd Last date this data was changed.

RtoReceivableCust The number of RTO Customers with a receivable amount at this location on this date.

RtoReceivableAmt Amount due you via receivable on rent to own agreements at this location on this date.

RtoReceivableBal The RTO Receivable balance at this location on this date.

NonCashTaxRefund Tax amount of RTO payments on NSF checks at this location on this date.

Pmts Overdue Number of payments overdue  at this location on this date.

LostDaysDateMove Number of days lost because of a change to the due date at this location on this date.

Pend Cgoff Agmts Number of pending chargeoff agreements at this location on this date.

Pend Cgoff Units Number of pending chargeoff units at this location on this date.

Pend Cgoff Amt Dollar amount pending chargeoffs at this location on this date.

Ins Cgoff Units The number of RTO inventory items closed as skip, stolen, charge off with the customer type
designated as insurance charge off in CTRLMNT at this location on this date.

Nbr New ESP The number of new Extended Service Policies added for this date at this location.

Total Nbr ESP The total number of Extended Service Policies for all clients at this location on this date.

WeeklyProjection The amount for the weekly projection if everyone due pays on time at this location on this
date.

ESP Projection The amount you should be receiving for Extended Service Policies at this location on this
date.

Nbr ESP Closed The number of Extended Service Policies that have been closed for this date at this location.

Press the  key to view the third screen (Example 16-F).
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Summary Maintenance Look-up Screen #3 - RTO

Example 16-F

The third instant look-up screen is available to RSSS clients that have additional income including accounts
receivable income.

LATE FEE TICKETS
Begin Nbr The beginning number of late fee tickets at this location on this date.

New Nbr The number of tickets that are late today at this location.

Ending Nbr The ending number of tickets that are late as of this date at this location.

Begin Amt The beginning dollar amount due on late tickets at this location on this date.

New Amt The dollar amount due on tickets that are late as of this date at this location.

Ending Amt The ending dollar amount due on all late tickets at this location on this date.

Number Paid The number of late tickets that were paid for this date at this location.

LATE FEES PAID
Amount Paid Amount of late payments collected for this date at this location.

Credit Amount Amount of credit given for this date at this location.

PICKUP RECEIVABLES
Credit A/R Total credit amount for sales and AR accounts at this location on this date.

RTO CR Amount Amount owed to RTO customers on pickups in the receivable field at this location on this
date.

RTO CR A/R Amount owed to your company on pickups in the receivable field at this location on this date.
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A/R AMOUNTS NOT COLLECTED ON PICKUPS
Overdue 1-3 Amount not collected on pickups that are overdue 1-3 days at this location on this date.

Overdue 4-7 Amount not collected on pickups that are overdue 4-7 days at this location on this date.

Overdue 8-14 Amount not collected on pickups that are overdue 8-14 days at this location on this date.

Overdue 15-30 Amount not collected on pickups that are overdue 15-30 days at this location on this date.

Overdue 31-45 Amount not collected on pickups that are overdue 31-45 days at this location on this date.

Overdue 46-90 Amount not collected on pickups that are overdue 46-90 days at this location on this date.

Overdue 91+ Amount not collected on pickups that are overdue more than 91 days at this location on this
date.

RENT AMOUNTS NOT COLLECTED ON PICKUPS
Overdue 1-3 Amount not collected on accounts that are overdue 1-3 days at this location on this date.

Overdue 4-7 Amount not collected on accounts that are overdue 4-7 days at this location on this date.

Overdue 8-14 Amount not collected on accounts that are overdue 8-14 days at this location on this date.

Overdue 15-30 Amount not collected on accounts that are overdue 15-30 days at this location on this date.

Overdue 31-45 Amount not collected on accounts that are overdue 31-45 days at this location on this date.

Overdue 46-90 Amount not collected on accounts that are overdue 46-90 days at this location on this date.

Overdue 91+ Amount not collected on accounts that are overdue more than 91 days at this location on this
date.

Discount Amount Amount given as discounts on this date at this location.

EARLY PAYOFFS
Net Amt The net amount posted from early payoffs for this date at this location.

Rent Amt The rent amount posted from early payoffs for this date at this location.

Nbr Tickets Due Tmw The number of tickets that will be due tomorrow at this location.

#Spec Ord Tick The number of special order tickets at this location on this date.

# Spec Order Item The number of items put on special order at this location on this date.

#Mo Discounts The number of monthly discounts given for this date at this location.

Mo DiscountAmt The dollar amount given as discounts for this date at this location.

Nbr NSF Checks The number of NSF checks for this date at this location.

#Pickups Owed The number of RTO agreements closed as requested pickup, refund & cancel or repo that
were past due at this location on this date.

#Skips Owed The number of RTO agreements closed as skip, stolen or charge off that were past due at this
location on this date.
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Press the  key to view the fourth screen (Example 16-G).

Summary Maintenance Look-up Screen #4 - RTO

Example 16-G

Nbr GRP Custs The number of current customers using the Guarantee Replacement Program (GRP) at this
location on this date.

Nbr GRP Tickets The number of current tickets using the Guarantee Replacement Program (GRP) at this
location on this date.

Pending Tickets The number of tickets that are pending at this location on this date.

GRP Projection The dollar amount of GRP at this location on this date.

GRP Past Due The number of GRP payments that are past due at this location on this date.

Inv in Service Number of inventory pieces in Service at this location on this date.

Nbr Switch outs Number of switch outs in inventory done on this date at this location.

Serv W/O Loaner Number of units that have gone into service, but did not receive a loaner unit at this
location on this date.

Unpaid Today One weeks payment amount on all RTO agreements due  at this location on this date.

Change RTO Recv The net change in RTO Receivables at this location on this date.

Del Amt MIR The monthly projected amount of RTO Receivables at this location on this date.

Ticket Xfers Number of ticket transfers done on this date at this location.

Ticket Xfer Amt The dollar amount of tickets that were transferred on this date at this location.
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P/U Amts MIR The monthly projected amount of RTO agreements closed as requested pickup, refund &
cancel or repossession at this location on this date.

POFF Amts MIR The monthly projected amount of RTO agreements closed as paidout or early buyout at this
location on this date.

Skip Amts MIR The monthly projected amount of RTO agreements closed as skip, stolen or charge off at
this location on this date.

Chg in MIR The net change in MIR at this location on this date.

Total MIR Shows the total amount of 1 monthly payment on all open agreements at this location on this
date.

LATE DISCOUNTS
# Late1 Disc The number of RTO agreements that were one day late and had late fees forgiven at this

location on this date.

# Late2 Disc The number of RTO agreements that were two days late and had late fees forgiven at this
location on this date.

# Late3 Disc The number of RTO agreements that were three days late and had late fees forgiven at this
location on this date.

Late1 Dis Amt The amount of late fees on RTO agreements that were one day late and had late fees forgiven
at this location on this date.

Late2 Dis Amt The amount of late fees on RTO agreements that were two days late and had late fees forgiven
at this location on this date.

Late3 Dis Amt The amount of late fees on RTO agreements that were three days late and had late fees
forgiven at this location on this date.

New Receivables
# New CR Recv The number of RTO customers who have a receivable amount created today where they are

owed money at this location.

# New RTO Recv The number of RTO customers who have a receivable amount created today where they
owe money at this location.

New CR RcvAmt The dollar amount of receivable created today where customer is owed money at this
location.

New RTO RvAmt The dollar amount of receivable created today where the customer owes money at this
location.

NBR NEW TICKETS PAST DUE
Overdue 1-3 Shows the number of new tickets that are past due by 1-3 days at this location on this date.

Overdue 4-7 Shows the number of new tickets that are past due by 4-7 days at this location on this date.

Overdue 8-14 Shows the number of new tickets that are past due by 8-14 days at this location on this date.

Overdue 15-30 Shows the number of new tickets that are past due by 15-30 days at this location on this
date.
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Overdue 31-45 Shows the number of new tickets that are past due by 31-45 days at this location on this
date.

Overdue 46-90 Shows the number of new tickets that are past due by 46-90 days at this location on this
date.

Overdue 91+ Shows the number of new tickets that are past due by more than 91 days at this location on
this date.

PAST DUE AMTS NEW TICKETS
Overdue 1-3 Shows the dollar amount on new tickets that are past due by 1-3 days at this location on this

date.

Overdue 4-7 Shows the dollar amount on new tickets that are past due by 4-7 days at this location on this
date.

Overdue 8-14 Shows the dollar amount on new tickets that are past due by 8-14 days at this location on this
date.

Overdue 15-30 Shows the dollar amount on new tickets that are past due by 15-30 days at this location on
this date.

Overdue 31-45 Shows the dollar amount on new tickets that are past due by 31-45 days at this location on
this date.

Overdue 46-90 Shows the dollar amount on new tickets that are past due by 46-90 days at this location on
this date.

Overdue 91+ Shows the dollar amount on new tickets that are past due by more than 91 days at this
location on this date.

Press the  key to view the fifth screen (Example 16-H).

Summary Maintenance Look-up Screen #5 - RTO

Example 16-H
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RECEIVABLES PAID
# CR Recv Paid The number of RTO customers who had a receivable amount where they were owed money

and they used some of the money at this location on this date.

# RTO Recv Paid The number of RTO customers who had a receivable amount where they owed money and
they paid some of it at this location on this date.

Amt CR Recv Pd The dollar amount from RTO customers who had a receivable amount where they were
owed money and they used some of the money at this location on this date.

Amt RTO Recv Pd The dollar amount received from RTO customers who had a receivable amount and paid
some of it at this location on this date.

NBR OF PAST DUE TICKETS PAID
Overdue 1-3 Shows the number of tickets that were past due by 1-3 days that paid on this date at this

location.

Overdue 4-7 Shows the number of tickets that were past due by 4-7 days that paid on this date at this
location.

Overdue 8-14 Shows the number of tickets that were past due by 8-14 days that paid on this date at this
location.

Overdue 15-30 Shows the number of tickets that were past due by 15-30 days that paid on this date at this
location.

Overdue 31-45 Shows the number of tickets that were past due by 31-45 days that paid on this date at this
location.

Overdue 46-90 Shows the number of tickets that were past due by 46-90 days that paid on this date at this
location.

Overdue 91+ Shows the number of tickets that were past due by more than 91 days that paid on this date
at this location.

AMT OF PASTDUE TICKETS PAID
Overdue 1-3 Shows the dollar amount posted on tickets that were past due by 1-3 days that paid on this

date at this location.

Overdue 4-7 Shows the dollar amount posted on tickets that were past due by 4-7 days that paid on this
date at this location.

Overdue 8-14 Shows the dollar amount posted on tickets that were past due by 8-14 days that paid on this
date at this location.

Overdue 15-30 Shows the dollar amount posted on tickets that were past due by 15-30 days that paid on this
date at this location.

Overdue 31-45 Shows the dollar amount posted on tickets that were past due by 31-45 days that paid on this
date at this location.

Overdue 46-90 Shows the dollar amount posted on tickets that were past due by 46-90 days that paid on this
date at this location.

Overdue 91+ Shows the dollar amount posted on tickets that were past due by more than 91 days that paid
on this date at this location.
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ENDING RECEIVABLES
Nbr RTO Rcvbls The number of RTO customers who have a receivable where they owe money at this location

on this date.

Nbr Credit Receivables The number of RTO customers who have a receivable amount created today where
they are owed money at this location.

Amt RTO Rcvbls The dollar amount of receivable created today where the customer owes money at this
location.

Amt Credit Receivables The dollar amount of receivable created today where customer is owed money at
this location.

ENDING NBR TICKETS DUE
Overdue 1-3 Shows the number of tickets that are 1-3 days past due as of this date at this location.

Overdue 4-7 Shows the number of tickets that are 4-7 days past due as of this date at this location.

Overdue 8-14 Shows the number of tickets that are 8-14 days past due as of this date at this location.

Overdue 15-30 Shows the number of tickets that are 15-30 days past due as of this date at this location.

Overdue 31-45 Shows the number of tickets that are 31-45 days past due as of this date at this location.

Overdue 46-90 Shows the number of tickets that are 46-90 days past due as of this date at this location.

Overdue 91+ Shows the number of tickets that are more than 91 days past due as of this date at this
location.

Overdue 46-60 Shows the number of tickets that are 46-60 days past due as of this date at this location.

Overdue 61+ Shows the number of tickets that are more than 61 days past due as of this date at this
location.

ENDING AMT TICKETS DUE
Overdue 1-3 Shows the dollar amount of tickets that are 1-3 days past due as of this date at this location.

Overdue 4-7 Shows the dollar amount of tickets that are 4-7 days past due as of this date at this location.

Overdue 8-14 Shows the dollar amount of tickets that are 8-14 days past due as of this date at this location.

Overdue 15-30 Shows the dollar amount of tickets that are 15-30 days past due as of this date at this location.

Overdue 31-45 Shows the dollar amount of tickets that are 31-45 days past due as of this date at this location.

Overdue 46-90 Shows the dollar amount of tickets that are 46-90 days past due as of this date at this location.

Overdue 91+ Shows the dollar amount of tickets that are more than 91 days past due as of this date at this
location.

Overdue 46-60 Shows the dollar amount of tickets that are 46-60 days past due as of this date at this location.

Overdue 61+ Shows the dollar amount of tickets that are more than 61 days past due as of this date at this
location.

Press the  key to view the sixth screen (Example 16-I).
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Summary Maintenance Look-up Screen #6 - RTO

Example 16-I

A quick review of the screen will give you the exact information needed.  There are also numerous reports to
print this data.  This screen is not available if you do not have this additional income to summarize.

Deliveries Number of deliveries posted today at this location.

Pickups Number of pickups posted today at this location.

Charge Offs Number of  charge offs posted today at this location.

Paid Outs Number of paid outs posted today at this location.

INVENTORY DATA
RemainBk Value Book value of your current rental inventory as of this date at this location.

Total Rental Inv Cost The total cost for all your rental inventory at this location on this date.

IdleBook Value The book value of your idle inventory at this location on this date.

Idle Rental Inv Cost The cost of your idle rental inventory at this location on this date.

Lost Rev InSrv The amount of revenue that has been lost as of this day due to inventory being in service at
this location.

NbrIdleCOs The number of idle inventory charge offs as of this date at this location.

PASTDUE DOLLARS
Overdue 1-4 Amount of money that is past due by 1-4 days at this location on this date.

Overdue 5-7 Amount of money that is past due by 5-7 days at this location on this date.

Overdue 8-15 Amount of money that is past due by 8-15 days at this location on this date.

Overdue 16+ Amount of money that is past due by more than 16 days but less than 32 days at this location
on this date.
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Overdue 32+ Amount of money that is past due by more than 32 days at this location on this date.

NBR OF PASTDUE TICKETS ON PICKUP
Overdue 1-7 The number of pastdue pickups that were 1-7 days past due on this date at this location.

Overdue 8-14 The number of pastdue pickups that were 8-14 days past due on this date at this location.

Overdue 15-45 The number of pastdue pickups that were 15-45 days past due on this date at this location.

Overdue 46-90 The number of pastdue pickups that were 46-90 days past due on this date at this location.

Overdue 91+ The number of pastdue pickups that were 91 or more days past due on this date at this location.

Days Past Due Number of days past due on agreements that were picked up at this location on this date.

OTHER
New RTO Rcvbls The number of RTO customers who have a receivable amount created today, at this

location, where they owe money.

Stolen Amts MIR The monthly projected RTO revenue on accounts closed as stolen at this location on this
date.

Lost Rev Date Moved "N" Revenue lost on due date changes in the "NEW" program (initial rental) at this
location on this date.

Charge Off Amts MIR Shows the total amount of 1 monthly payment on accounts that were charged off at
this location on this date.

Nbr "Z" Chargeoffs Number of skips at this location on this date.

Nbr "Y" Chargeoffs Number of stolens at this location on this date.

Nbr "D" Promos Number of free payment discounts given in rental payments at this location on this date.

Nbr "P" Promos Number of free payment discounts given when entering an agreement at this location on
this date.

"D" Promos Amt Dollar amount of free payments given in rental payments at this location on this date.

"P" Promos Amt Dollar amount of free payments given when entering an agreement at this location on this
date.

New Money Shows the total dollar amount of 1 month of payments on agreements added at this location
on this date.

Process Waived Amount of processing fees waived for this date at this location.

Grp Amt Lost Amount of GRP money waived for this date at this location.

StdRateOverridden Shows the number of agreements added today, at this location, in which the rental rate
was changed.

Ideal$ Overridden Shows the dollar amount that changes made to the rental rate on new agreements cost
the company at this location on this date.
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Term Overridden Shows the number of agreements added today in which the length of the contract was
changed at this location on this date.

Summary Maintenance Look-up Screen #7 - RTO

Example 16-J

INDICATED BOR DATA
Deliveries Number of BOR delivered for this date at this location.

Pickups Number of pickups for this date at this location.

Charge Offs Number of charge offs for this date at this location.

Paid Outs Number of paid outs for this date at this location.

Skips Number of skips for this date at this location.

Early Buyouts Number of early buyouts for this date at this location.

DISCOUNT DAYS DATA
D Promos Number of days given for discount promotions at this location on this date.

P Promos Number of days given for promotions at this location on this date.

Skips Number of days past due on the skip accounts at this location on this date.

Monthly Discounts Number of days given away using monthly payment discounts at this location on this date.

OTHER DATA
Payments on Deliveries Amount collected on new deliveries today at this location.

Commitments Entered Number of commitment entered into the system today at this location.

Free Pmts on Past Dues Amount paid using free payments on past due accounts at this location on this date.
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Nbr Rto Agmts:
Weekly Total number of agreements total that are weekly at this location on this date.
Monthly Total number of agreements total that are monthly at this location on this date.
Bi-Weekly/Semi-Monthly Total number of agreements that are Bi-Weekly or Semi-Monthly at this

location on this date

RTO Cust Deposit Amt Amount entered into the RTO deposit field at this location on this date.

Number Cash Refunds The number of cash refunds for this date at this location.

Amount Cash Refunds The dollar amount of cash refunds for this date at this location.

Number Items Skipped The number of skipped items for this date at this location.

Inc Fst Bk Value Skips Number of items that have been idle for more that 100 days..

Items Idle 100+ Days Number of items that have been idle for more that 100 days at this location on this date.

Inc Fst Bk Value 100+ Idle Shows the Income Forecasting book value of items idle for more than 100 days.

CUSTOMER AGREEMENT COUNTS
New Number of new rto customers who added an agreement today.

Current Number of current rto customers who added a new agreement for this date.

Existing Number of existing rto customers who added an agreement for this date. They were a cus-
tomer before but had no open agreements before today.

Loss Number of rto customers who closed their last agreement today so they have no more open
agreements.

Press the  key to return to the menu showing the various types of summary information stored in

the system.

End of Section 16
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Introduction to Reports

Separate Locations
Following is an example of a screen you will see with most reports you want to run.

Example 17-A

You will be prompted for the printer or file pathname.  You will be prompted for printer or file pathname.  If you

want to print directly to the default printer, press the  key.  If you want this information to print to

another printer, type that printer number over the default and press the  key.  You will now be

prompted for “Separate Locations”.  As an independent or stand alone system, you will normally answer this
prompt with an “N”.  Answering with a “Y” will only be called for when your printer or file pathname prompt
has been answered with a file name followed by 3 X's and not a printer.  This option can only be used if you
are set up to be able to run reports on more than just your location.

Example:
Printer or file Pathname:  \CPRTAXXX (For DOS)
Leading character  /CPRTAXXX (For Unix)

Separate Locations: Y

The above example will run reports to files on disk that can be printed at a later time.  This is useful for main
frame systems.  The above example will place the following reports on your root directory on disk with the
appropriate leading character.

CPRTA001
CPRTA002
CPRTA003 The portion in the box will be filled with a 3 digit location code

applicable for your stores.

or any file name you choose
NOTE: THIS FILE NAME MAY
NOT BE MORE THAN 5 CHAR-
ACTERS LONG FOR A TOTAL
OF EIGHT CHARACTERS WITH
THE X'S
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Select by Loc or Loc Groups
This is a prompt you will see frequently when setting up reports to run.  This defaults to “N” to run all loca-
tions.  If answered with a “Y”, 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”.  You may enter up to ten
different locations.  Use 4 digits when entering the locations (example: location 1 would be entered 0001).

Example 17-B

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 and the location you want as the highest number.
Use 4 digits when entering the locations (example: location 1 would be entered 0001).

Example 17-C
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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 location number.

Example 17-D

2) You will now see the prompt “Loc Groups Between”.  Type in the Location Group you want
as the lowest number and the Location Group you want as the highest number.

Example 17-E

Note: Location Groups are assigned in LOCMNT.
End of Section 17
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Print Rental Customers - CPRTA
This program is used to produce a detailed report on closed and/or current rental customers.  You need to be

at the command line and type in “CPRTA” and then press the  key.  You will be prompted for

printer or file pathname.  If you want to print directly to the default printer, press the  key.  If you

want this information to print to another printer, type that printer number over the default and press the

 key. You will now be prompted for “Separate Locations”. Press the  key to accept the

default of "N".

The report option screen will be displayed (Example 18-A).

Example 18-A

Format Options will be displayed on the bottom of the screen.  The choices will be:
(see pages 18.8-18.12 for sample reports).
1)  One Line
2)  Three Line
3)  One Line #2
4)  One Line #3

Print Comments Do you want the report to print any comments that might be on the customer record?
Defaults to “Y” for yes.  If you accept the default, this prompt will change to “ONLY COM-
MENTS”.  This defaults to “N” for no.  This gives you the option to run only those customers
with comments on their record.  If you wish to run it with only those customers who have
comments, type in a “Y” for yes.

Print Inventory Do you want the inventory on each customer's record 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.
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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 in alphabetical order.
2)  Account Number - Select this if you want the report to print out in numerical order by
Account 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.

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
using the program “NEW”.
2)  AR Accounts (Accounts Receivable)  Report will print only accounts that were estab-
lished using the program “SALE” with accounts receivable (AR)
3)  Loan Accounts
4)  RTO and Loan
5)  Special Orders
6)  Misc Fee
7)  RTO/Fee
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).  When entering a location, use 4 digits such as 0001.  If you have se-
lected to run the report for more than one location, you will see the prompt “SORT BY LOCA-
TION”.  This gives you the option to run the selected stores together as one report or have
them as separate reports by store.

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  key to accept the default

of “N” for no.  If you answer this prompt with a “Y”, you will be prompted "Select by Salesman
or Acct Mgrs".  Your options will be displayed on the bottom of the screen  1) SALESMAN,
2) ACCT MGR, 3) INPUT EMP NBR.  Enter the number next to the option you want.  The
prompt will then change and read “SALESMAN”, “ACCT MGRS”, or "INPUT NBR" depending
on the option you chose.  You may then select up to ten salesmen, account manager or
employee numbers you want on this report (if selecting to run by account manager or sales-
man, use 5 digits such as 00001).  If you have selected more than one salesman, account
manager or employee number, you will see the prompt  “SORT BY SALESMEN/ACCT
MGRS”.  Default of “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 salesman/account manager/employee
number, the report will be printed by salesman/account manager/employee number sorted
within the store.
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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  key.  (Customer Types are set

up and maintained using the program “RCUSTYPE”).  If you want a selection window, enter a
"?".  Using your arrow keys, if necessary, highlight the Customer Type you want and press the

 key.

Select by Agmt/Cont Type Defaults to “N”.  If you want all contract types press the  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 (Contract types are set up and maintained using the program “RCNRTYPE”).
If you want a selection window, enter a "?".  Using your arrow keys, if necessary, highlight

the Agreement/Contract Type you want and press the  key.

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 Customers continue on this page.
If you choose: 2) Closed Customers please turn to page  18.5.
If you choose: 3) Current and Closed Customers please turn to page 18.6.

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.

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 contracts established in June 2004, you would use:
Starting Agmt/Cont Date:  06/01/04 Ending Date:  06/30/04

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, you will have 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?

Totals Only Defaults to “N”.  If answered “Y”, 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.
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Payoff Custs By entering a “Y”, the report will select only customers that will payoff in an entered number of
months.  You will now be prompted “# Mnths till payout”.  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 03.

Select by Balance Due Defaults to “N”.  If answered “Y”, 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.

Only ESP Accounts Defaults to "N".  Enter a "Y" if you want the report to show only those ESP accounts.

Calculate Projections Defaults to “N”.  If answered “Y” you will be prompted with “PROJECTION
FACTOR”.  This defaults to 4.33 (the average amount of weeks for one month).  Press the

 key to accept this default or type in the figure you want the projection based on.

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 a single ticket?

Starting Last Name If you want all customer printed, press the  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 rental tickets are re-opened, 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

 key to accept the default of "N".  If you want to specify any of these things, type

“Y”.  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  2) Select by Model
Nbrs  3) Select by Desc  4) Select by Advertising Code).  Type in the number next to the
option you want.  If you select 1, you will see the prompt “ZIP CODES”.  You can enter from
one to ten different zip codes.  If you select 2, you will see prompts asking for up to three
model numbers.  Type in the ones you want for this report.  If you select 3, you will see
prompts asking for up to three different descriptions (such as TV, VCR, Stereo).  If you select
4, you will see a prompt "ADV CODES".  You may enter up to 10 different adverting 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.
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Press .  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 you specified.

Continued from Page  Reports 18.3 (Closed Customers Option 2)

Starting Closed Date Enter the date you want as the earliest closed date you want on the report.

Ending Date Enter the date you want as the latest closed date you want on the report.  Example:  If you
wanted all contracts closed during July 2003, you would enter:
Starting Closed Date:  07/01/03 Ending Date:  07/31/03

Starting Agmt/Cont Date Enter the date you want as the earliest contract date you want on the report.

Ending Date Enter the date you want as the latest contract date you want on the report   .

Example: If you wanted all contracts closed during July 2003, you would enter:
Starting Closed Date: 07/01/03 Ending Date: 07/31/03

Select by Closed Reason If you want the report to print closed accounts regardless of the reason they

were closed, press the  key.  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 example 2 would become 02).  You may enter up to 10 different reasons.

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.

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.

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  key to accept the default of "N".

Starting Last Name If you want all customers printed, press the  key.  If you only want custom-

ers from a certain last name on, enter the last name or letter you wish the report to start with.

Re-Opened Ticket Indr When rental 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
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Select by Zip/Model/Desc/Adv C If you want all zip codes, model numbers and descriptions, press  the

 key to accept the default of "N".  If you want to specify any of these things, type

“Y”.  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  2) Select by Model
Nbrs  3) Select by Desc  4) Select by Advertising Code).  Type in the number next to the
option you want.  If you select 1, you will see the prompt “ZIP CODES”.  You can enter from
one to ten different zip codes.  If you select 2, you will see prompts asking for up to three
model numbers.  Type in the ones you want for this report.  If you select 3, you will see
prompts asking for up to three different descriptions (such as TV, VCR, Stereo).  If you select
4, you will see a prompt "ADV CODES".  You may enter up to 10 different adverting 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  key.  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 or file pathname you gave.

Continued from Page  Reports 18.3 (Current/Closed Customers Option 3)

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 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.

Use Zip for Loc This gives you the option to use the last three digit of the zip codes instead of the store
location for sorting.  Answer “Y” if this is how you want the report sorted.  “N” 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”.  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 Enter the date you want as the earliest contract date you want on the report.

Ending Date Enter the date you want as the latest contract date you want on the report.
Example: If you wanted all contracts closed during July 2004, you would enter:
Starting Closed Date: 07/01/04 Ending Date: 07/31/04

Starting Closed Date Enter the date you want as the earliest closed date you want on the report.  For
example, if you wanted this report to show accounts that were closed during the month of
May of 2004, you would enter:
Starting Activity Date: 05/01/04 Ending Date: 05/31/04
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Ending Date Enter the date you want as the latest date on the report.

Starting Last Name If you want all customers printed, press the  key.  If you only want custom-

ers from a certain last name on, enter the last name or letter you wish the report to start with.

Re-Opened Ticket Indr When rental 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

 key to accept the default of "N".  If you want to specify any of these things, type

in a “Y”.  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  2) Select by
Model Nbrs  3) Select by Desc  4) Select by Advertising Code).  Type in the number next
to the option you want.  If you select 1, you will see the prompt “ZIP CODES”.  You can enter
from one to ten different zip codes.  If you select 2, you will see prompts asking for up to
three model numbers.  Type in the ones you want for this report.  If you select 3, you will see
prompts asking for up to three different descriptions (such as TV, VCR, Stereo).  If you select
4, you will see a prompt "ADV CODES".  You may enter up to 10 different adverting 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  key.  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 or file pathname you gave.
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Example CPRTA - Showing various formats

Example 18-B
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Example CPRTA Setup Screens & Resulting Reports

Example 18-C
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ample

Example 18-D
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Example CPRTA Birthday Report

Example 18-E
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EA

End of Section 18
Example 18-F
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Print Rental Customers - (3 per page) - CPRT
To produce a detailed report of closed and/or current rental customers (3 per page).  You will need to be at the

command line and type in “CPRT” and then press the  key or select the report from the

RCUSPRT menu.  You will be prompted for printer or file pathname.  If you want to print directly to the default

printer, press the  key.  If you want this information to print to another printer, type that printer

number over the default and press the  key.  You will now be prompted for “Separate Locations”.

Press the  key and accept the default of "N" .  The report option screen will be displayed (Example

19-A).

Example 19-A

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 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, 2)  AR Accounts

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).  Enter up to ten store numbers (use 4 digits, for example if you wanted store

1, you would enter 0001).  If all stores are needed, press the  key to accept the

default of "N".   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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Select by Slsmn or Acct Mgr This option allows you to run the report by particular salesmen or account
managers.  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 all sales-

men or account managers are needed, press the  key to accept the default of “N”

for no.  If you have selected more than one salesman or account manager you will see the
prompt  “SORT BY SALESMEN/ACCT MGRS”.  Default of “N” for no.  If this option is an-
swered 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 salesman/account manager, the report will be
printed by salesman/account manager sorted within the store.

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” (If you do not know the customer types your company uses, go into the
program “RCUSTYPE”).  You may enter from one to ten different customer types.  If you want

all customer types, accept the default by pressing the  key.

Select by Contract Type Defaults to “N”.  If you want all contract types .  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 option
1) Current Customers  you will see the prompts following:
2) Closed Customers please turn to page 19.3.
3) Current and Closed Customers please turn to page 19.4.

Starting Contract Date Ending Date
Enter the starting and ending contract opening date for the time period you want  this report to
show.  For example, if you wanted the report based on contracts entered during the month of
June of 2004, you would enter 06/01/04 and 06/30/04.

Totals Only Defaults to “N”.  If answered with a “Y”, 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.

Select by Balance Due Defaults to “N”.  If answered with a “Y”, you will then be prompted with “BALANCE
DUE”.  Type in an amount and only customers whose contract balance is less than the
amount entered will be printed.

Calculate Projections Defaults to “N”.  If answered with a “Y” you will be prompted with “PROJECTION

FACTOR”.  This defaults to 4.33 (the average amount of weeks for one month) Press the

 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.
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Starting Last Name If you want all customers printed, press the   key.  If you only want custom-

ers 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

 key.  If you want to specify any of these things, type in a “Y”.  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  2) Select by Model Nbrs  3) Select by
Desc).  Type in the number next to the option you want.  If you select 1, you will see the
prompt “ZIP CODES”.  You can enter from one to ten different zip codes.  If you select 2, you
will see prompts asking for up to three model numbers.  Type in the ones you want for this
report.  If you select 3, you will see prompts asking for up to three different descriptions.

Press the  key.   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 or file pathname you gave.

Continued from page 19.2 (Closed Customers Option 2)

Starting Closed Date Enter the date you want as the earliest closed date you want on the report.  For
example, if you wanted the report based on customers who closed their accounts during the
month of May 2004, you would enter 05/01/04.

Ending Date Enter the date you want as the latest closed date you want on the report.  If you wanted this
report to show only those customer accounts that were closed in May of 2004, you would
enter 05/31/04.

Select by Closed Reason If you want this report to print closed accounts regardless of the reason they were

closed, press the  key.  If you want the report on 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 (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.

Starting Last Name If you want all customers printed, press the  key.  If you only want custom-

ers from a certain last name on, enter the last name or letter you wish the report to start with.

Select by Zip or Model or Desc If you want all zip codes, model numbers and descriptions, press the

 key.  If you want to specify any of these things, type in a “Y”.  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  2) Select by Model Nbrs  3) Select by
Desc).  Type in the number next to the option you want.  If you select 1, you will see the
prompt “ZIP CODES”.  You can enter from one to ten different zip codes.  If you select 2, you
will see prompts asking for up to three model numbers.  Type in the ones you want for this
report.  If you select 3, you will see prompts asking for up to three different descriptions.
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Press the  key.   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 or file pathname you gave.

Continued from 19.2 (Current/Closed Customer - Option 3)

Starting Contract Date Enter the date you want as the earliest contract date you want on the report.  If you
want this report based on accounts opened during April of 2004, you would enter 04/01/04.

Ending Date Enter the date you want as the latest contract date you want on the report.  If you want this
report based on accounts opened during April of 2004, you would enter 04/30/04.

Starting Closed Date Enter the date you want as the earliest closed date you want on the report.  If you
want this report based on accounts closed during April of 2004, you would enter 04/01/04.

Ending Date Enter the date you want as the latest closed date you want on the report.  If you want this
report based on accounts closed during April of 2004, you would enter 04/30/04.

Starting Last Name If you want all customers printed, press the  key.  If you only want custom-

ers from a certain last name on, enter the last name or letter you wish the report to start with.

Select by Zip or Model or Desc If you want all zip codes, model numbers and descriptions, press the

 key.  If you want to specify any of these things, type in a “Y”.  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  2) Select by Model Nbrs  3) Select by
Desc).  Type in the number   next to the option you want.  If you select 1, you will see the
prompt “ZIP CODES”.  You can enter from one to ten different zip codes.  If you select 2, you
will see prompts asking for up to three model numbers.  Type in the ones you want for this
report.  If you select 3, you will see prompts asking for up to three different descriptions.

Press the  key.   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 or file pathname you gave.
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Example CPRT Setup Screen & Resulting Report
(Example 19-B & 19-C)

Example 19-B

Example 19-C

End of Section 19
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Print Customer Payments - PMTS
To print a report for all rental payments received on a given day(s) you need to be at the command line and

type in “PMTS” and then press the  key.  You will be prompted for printer or file pathname.  If you

want to print directly to the default printer, press the  key.  If you want this information to print to

another printer, type that printer number over the default and press the  key.  You will now be

prompted for “Separate Locations” .  Press  and accept "N" for the default.  The report option

screen will now be displayed (Example 20-A).

Example 20-A

Want Totals Only Default is “N”.  If answered with a “Y”, this will give you a very brief report with cash in
totals for each store specified.

Want Product Code Report N = No, 1 = 1 character product codes, 2 = 2 character product codes
Note: Selecting product code report will give you a summary of rental income by
product codes.

Select Customer Types 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 fifteen different customer types.  If

you want all customer types, accept the default by pressing the  key.  (Customer

types are set up and maintained in the program “RCUSTYPE”).

Use Tax Codes as Store Numbers If answered with a “Y”, the report will sort by tax code instead of store
number, for sales tax reporting purposes.

Only Pmts for other Stores N = No, D = Store Debit Report, C = Store Credit Report
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Select by Loc or Loc Groups 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 all stores are needed, press

the  key.  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.

Print Misc Fee Summary If you want the report to print a summary of miscellaneous fees, enter a "Y".

Starting Payment Date Ending Date
Enter the starting and ending date for the time period you want  this report to show.

Starting Agmt/Cont Date Ending Date
Enter the earliest and latest agreement/contract date you want used for this report.  Typically
01/01/80 thru 12/31/79 is used to capture all agreement/contract dates.

Select by This option allows you to run the report by particular salesmen or account managers.  If you
answer this prompt with a “Y”, the default will change to a 1 and your options will be dis-
played 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 Option 1 - Select by Salesmen is
selected, you will now be prompted “SELECT WHICH SALESMAN NBR”   1) Salesman
who entered cost 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 you want on this report.  If all

salesmen or account managers are needed, press the  key to accept the default

of “N” for no.  If you have selected more than one salesman or account manager you will see
the prompt  “SORT BY SALESMEN/ACCT MGRS”.  Default of “N” for no.  If this option is
answered with “Y” for yes, the report will group data by salesman or account manager.  If you
are running an Exception Report, you should answer with a “Y” for yes.

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.

Summarize by Zip Code 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 items.

Payment Forms Wanted You have the option of listing three payment forms.  Enter 999 in the payment
form field to get a listing of payment forms and only those selected will be printed.  If you
want all payment forms on the report, leave as zero.

Late Payments Only Report Defaults to “N”.  If you want a report of payments which were made on late
accounts, type in a “Y”.

Only Agmt/Cont Amt/Bal Chgs If you want only those payments where the contract amount or balance
has been changed, enter a “Y”.

Transactions by Time Report Defaults to “N”.  If answered with a “Y”, this will give you the total dollar
amount of payments, GRP, ESP, Misc Chg, Late Chg, Down Pmt, Deposit, Free Pmt, Tax,
Cash In, Add Recs, and number of payments for each hour.
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Only RTO Recv Pmts N = Don't show only RTO Receivable Payments, Y = Report will show information only
on payments where a transaction entered the RTO receivable field and an amount of the
payment made was transferred to this receivable account.  This will not show all receivables.,
D = Show Detail Line on Receivable Payments.  This will show all receivables.

Calculate Commissions If you pay commissions and want them calculated, enter a “Y”.  You will be
prompted for the “Commission Percent”.  Type in the percent you want the computer to
figure commission on.

Select by Zip Code If you want to run all zip codes, press the  key to accept the “N” default.  If

you only want certain zip codes on this report, type in a “Y” and you will see the prompt “Zip
Codes”.  You may enter from one to ten different zip codes.

Select a Range of Receipt Nbrs If you want to run this report for a particular range of receipt numbers,
enter a "Y".  You will now see prompts to enter the beginning and ending receipt numbers.

Exception Report N = Don't give an exceptions report.
Y = Prints all payments  that are not a regular weekly or monthly payment.  Typically used as
an audit tool.
C = Exception Report printed in customer name order.
R = Receivables - This report will show you customers who made payments and owed you a
receivable but the receivable was not collected.
Or Exception Type = You may enter the exception type, you want the report on.  F = Free
Payment, O = New Agreement, P = Partial Payment, B = Partial Payment and Due Date,
T = Closed Tickets, C = Closed Payout with a balance, D = Due Date, L = Late charge forgiven

                           or carried back. 

                          Type Pmts 1 = RTO Payments, 2 = RTR Payments,  3 = Loan Payments, 4 = RTO & RTR Payments

                          Only Pmts on Book over a Date This should be left with the default of “N”.

                          GRP Customers Only Press the  key to accept the default of “N”.  If you want a report of only

those customers who have GRP  (Guaranteed Replacement Program, Insurance, Waiver of
Liability), type in a “Y”.

                           Only Receipt Number Gaps Defaults to “N”.  If you want the report to print only receipt number gaps,
type in a “Y”.  This is used as a form of auditing if you have a remote system.  It will report
any computer receipts out of numerical sequence.

                           Press the  key.  You will then be prompted “Any More Changes”.  When this is answered with a “N”, the

                             report will begin counting and print to the printer of file pathname you gave.
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Example PMTS Setup Screen & Resulting Report

Example 20-B
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B

Example 20-C
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If you wanted this page only, you would set up the report like the following
screen.

Example 20-D

Example 20-E
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Example PMTS Exception Report

Example 20-F
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Example 20-G
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End of Section 20

Example 20-H
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Printing Overdue Customers - ZIPA
This report prints past due rental customers.  To get into the program, you need to be at the command line

and type in “ZIPA” and then press the  key.  You will be prompted for printer or file pathname.  If

you want to print directly to the default printer, press the  key.  If you want this information to print

to another printer, type that printer number over the default and press the  key.  You will now be

prompted for “Separate Locations”.  Press the  key to accept the default of "N".  Following is an

example of the screen you will see (Example 21-A).

Example 21-A

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.

Select by Loc or Loc Groups 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 all stores are needed, press

. 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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Select by This option allows you to run the report by particular salesmen or account managers.  If you
answer this prompt with a “Y”, the default will change to a 1 and your options will be dis-
played 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 all

salesmen or account managers are needed, press the  key to accept the default

of “N” for no.  If you have selected more than one salesman or account manager you will see
the prompt  “SORT BY SALESMEN/ACCT MGRS”.  Default of “N” for no.  If this option is
answered with a “Y” for yes, the report will group data by salesman or account manager.

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 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  key.  (Customer

Types are set up and maintained using the program “RCUSTYPE”).  If you want a selection
window to look for customer type, enter a "?" in Cust Types field.  Using your arrow keys, if

necessary, highlight the Customer Type you want and press the  key.

Select by Agmt/Cont Type Defaults to “N”.  If you want all contract types press the  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 (Agmt/Cont Types are set up and maintained using the program
“RCNRTYPE”).  If you want a selection window for Agmt/Cont Types, enter a "?" in a Agmt/
Cont Types field.  Using your arrow keys, if necessary, highlight the Agreement/Contract Type

you want and press the  key.

Starting Past Due Date Enter the first past due date you want this report to start with.

Print Customers with Commitment Do you want customers with commitments printed on this report?

Ending Past Due Date Enter the last past due date you want on this report.  For example: If today is July 11,
2004 and you want everybody 1-10 days late:
Starting Past Due Date:  07/01/04 Ending Past Due Date:  07/10/04

Use Commit Dates for Due Dates This is answered with a “Y” when you are running a commitment report.

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”.

Start/End Account Number If you want to print only particular accounts, you may enter a starting and
ending account number here.
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Select by Zip/Model/Desc If you want to select by zip codes, model numbers or descriptions, type in a “Y”.

1 = Select by Zip  Code  If you want to run all zip codes, press the  key to

accept the “N” default.  If you only want certain zip codes on this report, type in a “Y” and you
will see the prompt “Zip Selection”   1 = Select by Zip Code  If this option is selected you
may enter from one to ten different zip codes.  2 = Select Starting Zip Code  If this option is
selected, you may enter the zip code you want this report to start with.

2 = Select by Model Nbrs  If this option is selected, you may enter up to three different
model numbers.

3 = Select by Desc   If this option is selected, you may enter up to three different descrip-
tions.

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 zip code.

(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, you will have a line showing
the totals for each of these items.

Want Totals Only Defaults to “N”.  If answered with a “Y”, 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” and the report will print only those customers who are
overdue for the first time.

Overdue First Pmt Report Defaults to “N”.  If answered with a “Y”, the report will print only those custom-
ers 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

Only with Comments Do you want an overdue report on only those customers with comments on their

accounts?  If so, answer with a “Y”.  If not, press the  key to accept the default of

“N”.

Print References on Report If answered with a “Y”, the report will print the references (if any) on the
report.

Account Type There are seven options.  They are:  1)  RTO Accounts, 2)  AR Accounts, 3)  Loan Accounts,
4)  RTO and Loan, 5)  Misc Fee, 6)  RTO/Misc Fee, 7) Revolving

Starting Name If you only want particular accounts, enter the starting name you would like the report to
begin with.

Add Late Charges Do you want late charges added to payment amount due?

Only Accts with RTO Receivable If answered with a “Y”, report will only print those customers who have a
RTO Receivable.
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Press the  key.  You will be prompted for “Any More Changes”.  When this is answered with a “N”, the

report will begin counting and will print to the printer or file pathname you designated earlier in this ZIPA report
process.

ZIPA Setup Screen & Resulting Report
(Example 21-B & Example 21-C)

Example 21- B
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End of Section 21

Example 21-C
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Print Overdue Customers (3 per page) - ZIP
This report prints a summary of past due rental customers (3 per page) by zip code or alphabetically.  To get

into this program, you need to be at the command line and type in “ZIP” and then press the  key.

You will be prompted for printer or file pathname.  If you want to print directly to the default printer, press the

 key.  If you want this information to print to another printer, type that printer number over the

default and press the  key.  You will now be prompted for “Separate Locations”.  Press

 and accept the "N" for the default.  Following is an example of the screen you will see (Example

22-A).

Example 22-A
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.

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).

Enter up to ten store numbers.  If all stores are needed, press .  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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Select by This option allows you to run the report by particular salesmen or account managers.  If
you answer this prompt with 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.  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 all salesmen or account managers are needed, press the  key to

accept the default of “N” for no.  If you have selected more than one salesman or
account manager you will see the prompt  “SORT BY SALESMEN/ACCT MGRS”.
Default of “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 salesman/account manager, the report
will be printed by salesman/account manager sorted within the store.

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  key.

(Customer Types are set up and maintained using the program “RCUSTYPE”).  If you
want a selection window to choose Customer Type, enter a "?" in the Cust Types field.
Using your arrow keys, if necessary, highlight the Customer Type you want and press

the  key.

Select by Agmt/Cont Type Defaults to “N”.  If you want all contract types press the  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 (Agmt/Cont Types are set up and maintained using
the program “RCNRTYPE”).  If you want a selection window to select an Agmt/Cont
Type, enter a "?" at Agmt/Cont Types field.  Using your arrow keys, if necessary,

highlight the Agreement/Contract Type you want and press the  key.

Starting Past Due Date Enter the first past due date you want this report to start with.

Print Customers with Commitment Do you want the report to print customers with commitments?

Ending Past Due Date Enter the last past due date you want on this report.  For example: If today is
July 11, 2004 and you want everybody 1-10 days late:
Starting Past Due Date:  07/01/04 Ending Past Due Date:  07/10/04

Use Commit Dates for Due Dates This is answered with a “Y” when you are running a commitment report.

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”.

Start/End Account Number If you want to print only particular accounts, you may enter a starting
and ending account number here.
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Select by Zip/Model/Desc   If you want to select by zip codes, model numbers or descriptions, answer “Y”.

1 = Select by Zip  Code  If you want to run all zip codes, press the  key to

accept the “N” default.  If you only want certain zip codes on this report, type in a “Y” and you
will see the prompt “Zip Selection”   1 = Select by Zip Code  If this option is selected you
may enter from one to ten different zip codes.  2 = Select Starting Zip Code  If this option is
selected, you may enter the zip code you want this report to start with.

2 = Select by Model Nbrs  If this option is selected, you may enter up to three different
model numbers.

3 = Select by Desc   If this option is selected, you may enter up to three different descrip-
tions.

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 zip code.

(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, you will have a line showing
the totals for each of these items.

Want Totals Only Defaults to “N”.  If answered with a “Y”, 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 “Y” and the report will print only those customers who are
overdue for the first time.

Overdue First Pmt Report Defaults to “N”.  If answered with a “Y”, the report will print only those cus-
tomers 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

Only with Comments Do you want an overdue report on only those customers with comments on their

accounts?  If so, answer with a “Y”.  If not press the  key to accept the default of

“N”.

Print References on Report If answered with a “Y”, the report will print the references (if any) on the
report.

Account Type There are seven options. They are: 1)  RTO Accounts, 2)  AR Accounts, 3)  Loan Accounts,
4) RTO and Loan, 5) Misc Fee, 6) RTO/Misc Fee, 7) Revolving

Starting Name If you only want particular accounts, enter the starting name you would like the report to begin
with.

Add Late Charges Do you want late charges added to payment amount due?

Only Accts with RTO Receivable If answered with a “Y”, report will only print those customers who have a
RTO Receivable.



22.4   Additional Ways to Print Overdue Customers  (3 per page) - ZIP

Press the  key.  You will be prompted for “Any More Changes”.  When this is answered with a “N”, the

report will begin counting and will print to the printer or file pathname you designated earlier in this ZIPA report
process.

Example ZIP Setup Screen and Resulting Report
 (Example 22-B & Example 22-C)

Example 22-B
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End of section 22

Example 22-C
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Print Serialized Inventory - PINV
All serialized inventory reports except bar code reports can be processed from this program.  To go into this

program, you need to be at the command line and type in “PINV” and then press the  key.  You

will be prompted for printer or file pathname.  If you want to print directly to the default printer, press the

 key.  If you want this information to print to another printer, type that printer number over the

default and press the  key. You will now be prompted for “Separate Locations”.  Press the

 key to accept the default of "N".  You will see a screen similar to the one following (Example 23-

A).  For Help Screens at any point, press the  key.

Example 23-A

Inventory Type The following list of options will be displayed on the bottom of the screen.  Enter the
number beside the option you want for this report.

Option 1  SALES INV (You will then be prompted “Select Only Transferred Inventory”.  If
you want only inventory that has been transferred on this report, type in a “Y”.  If you an-
swered with a “Y” 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).
Option 2  RENTAL INV (You will then be prompted “Select Only Transferred Inventory”.  If
you want only inventory that has been transferred on this report, type in a “Y”.  If you an-
swered with a “Y” 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).  This report can be used to obtain an accumulated depreciation report.
You must also use Option 5 (Book Value) under “TYPE REPORT”.
Option 3  SALES/RENTAL INV
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Option 4  MOVIE INV (You will then be prompted “Select Only Transferred Inventory”.  If you
want only inventory that has been transferred on this report, type in a “Y”.  If you answered
with a “Y” you will see the prompt “Transfer Date”.  Type in the earliest date you want se-
lected.  You will then be prompted for the “Ending Date”.  Type in the latest date you want
selected).
Option 5  ALL
Option 6  RENT/MOV (You will then be prompted “Select Only Transferred Inventory”.  If
you want only inventory that has been transferred on this report type in a “Y”.  If you an-
swered with a “Y” 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 beside the option you
want for the order in which the report will run.

Type Print The following list of options will be displayed on the bottom of the screen.
Option 1  DETAIL  (Example shown on page 23.4)
Option 2  SUMMARY ON MODEL NUMBER (You will then see the prompt “Show Qty for
each Location”.  The default is “N”.  If you want the report to show the quantity for each
location, type in a “Y”.
Option 3  DETAIL AND SUMMARY
Option 4  SUMMARY ON DESC (You will then see the prompt “Show Qty for each Loca-
tion”.  The default is “N”.  If you want the report to show the quantity for each location, type in
a “Y”.  (Example shown on page 23.15).

Type Report The following list will be displayed on the bottom of the screen.
Option 1  COST (Example 23-B & 23-C)
Option 2  ACCUM RENTAL (You will then be prompted “Which Revenue Info”.  A list will be
displayed on the bottom of the screen.  Enter the number beside the option you want.)
(Example 23-D & 23-E).
Option 3  DEMO  (Example 23-F & 23-G).
Option 4  RENTED (Example 23-H & 23-I)
Option 5  BOOK VALUE (This can be used with INVENTORY TYPE Option 2 for an accu-
mulated depreciation report).   You will then be prompted “Base Book Value on this Date”.
(Example 23-J & 23-K).
Option 6 PRICING  (Example 23-L, 23-M, 23-N & 23-O).
Option 7 PRICING #2 (Example 23-T & 23-U)

Select by Floor Plan Agent If answered with a “Y”, you may enter the number assigned to a particular floor
plan agent.  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”, the report will replace the serial number field with the
bar code number.

Starting Received Date Enter the earliest date you want the computer to use for this report as  the received date.

Ending Date Enter the latest date you want the computer to use for this report as the received date.

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 all stores are needed, press

the  key.  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.



Printing Serialized Inventory - PINV    23.3

Select by Description If answered with a “Y”, you may enter up to three different descriptions.

Select by Model Number If answered with a “Y”, you may enter up to three different model numbers.  If
you want an entire brand, enter the first letters such as WAM for all Amana products or FU
for all upholstery, etc.

Select by Status If answered with a “Y”, you may enter up to fifteen different statuses.  If you want the

report to print all statuses, press the  key.

Print Serial Numbers If you want the serial numbers printed on this report, type in a “Y”.  If you enter an “N”
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” if you want the service history of the items to print.

Print Totals Only Answer with a "Y" if you want a report that is one page with only the totals printed.

Press the  key.  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 gave.

Example PINV Setup Screen & Resulting Report

Example 23-B
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Example 23-C
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Example 23-D
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Example 23-E
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Example 23-F

Example 23-G



23.8   Printing Serialized Inventory - PINV

Example 23-H

Example 23-I
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Example 23-J

Example 23-K
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Example 23-L
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Example 23-M
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Example 23-N

Example 23-O
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Example 23-P
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Example 23-Q
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Example PINV Keep Rate Setup Screen & Resulting Report

Example 23-R

Example 23-S
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Example 23-T
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Example 23-U

End of Section 23
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Print Past Due Notices - PASTDUE

To enter this program, you need to be at the command line and type in “PASTDUE” .  You will be

prompted for printer or file pathname.  If you want to print directly to the default printer, press the 

key.  If you want this information to print to another printer, type that printer number over the default and

press the  key.  You will now be prompted for “Separate Locations”.  Press the  key

and accept "N" for the default.  You will see a screen similar to the one following (Example 24-A).

Example 24-A

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 form
you wish the report to print on.  Available options are shown at the bottom of the screen.

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 all stores are needed, press the  key

to accept the default of "N".

Calculate Tax If you want the system to calculate taxes, press the  key to accept the default of

N.  If you do not want the system to calculate taxes, type in an "N".

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  key.  (Customer

Types are set up and maintained using the program “RCUSTYPE”).  If you want a selection
window, enter a "?".  Using your arrow keys, if necessary, highlight the Customer Type you

want and press the  key.
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Select by Contract Type Defaults to “N”.  If you want all contract types press the  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 (Contract types are set up and maintained using the program “RCNRTYPE”).
If you want a selection window, enter a "?".  Using your arrow keys, if necessary, highlight

the Agreement/Contract Type you want and press the  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 everybody that will be due in July, you would use:
Starting Past Due Date: 07/01/02 and Ending Past Due Date: 07/31/02.  -or-
If you want to send everybody due in May a PAST DUE NOTICE, you would use:
Starting Past Due Date: 05/01/02 and 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 At the first field, enter the date you want the system to use to calculate the
number of payments due for weekly accounts.  At the second field, enter the date you want
the system to use to calculate the number of payments due for monthly accounts.

Late Charge Enter the date you want the system to use to calculate the number of days late for late
charges.

Message to Print 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.

Use Map Code for Zip Code This is for use by stores in Canada only.

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 

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 

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
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number, press the  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  key to accept the default of 999999999.

Starting Invoice Nbr If you want all invoices included, press the  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” if you need to line up paper in the printer.

Terminal Nbr for Store Address Terminal nbr for the return store address, leave zero to use ticket store.

Print Order 1 = Account Number  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  ac-
count number that was printed.
2 = Customer Name

Press the  key.  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 gave.
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End of Section 24

Example 24-B
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Using the Spooler - SPOOLER

To enter the Report Spooler program, you need to be at the command line and type in “SPOOLER” and

then press the  key.  The first screen  you will see is shown following (Example 25-A).

The purpose of the spooler program is to set up batches (groups of reports) to be printed on demand.  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, 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 6 reports you want to see every day, you can set these up and call the batch “DAILY”)  The
Daily Batch runs every night so that reports are ready the next morning.

If for any reason, the DAILY spooler needs to be rerun for a prior day, the best method is to F10 from any
menu and type in RERUN.  This will select the DAILY Spooler batch of reports and print them for you.

The most common use of the Report Spooler is to create a batch or batches that you will use on a scheduled
basis.  Set up these reports in the format you will want to see them from now on in Option 1) Add Reports to
be Printed (Example 25-D).  On a daily basis go into Option 2) Change Reports to be Printed and change the
report dates.  (NOTE: Do not change reports that have been printed to a file pathname until the previ-
ous days reports have been printed).  Once the dates are changed, go into Option 4) Print Reports to print
all reports requested.

Example 25-A

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 to name the batch so that you may continue to
access this same batch of reports.

2) Spool Reports to Print Now Names the batch for you.  The name given 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 on a one time basis.  After the reports have spooled, the batch
is deleted.  After you have all reports you want run under this batch, you need to run option
number 4 (Example 25-I).
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Report Batch Maintenance
If you enter “1” at this screen, You will be prompted for “Batch Name”.

Example 25-B

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 .  If you want to alter an existing batch, press

 or press .  You will see a list of the existing batch names.

Example 25-C

Using your arrow keys, highlight the batch name you wish to alter and press .  You will now see a

screen like the one following (Example 25-D).
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Example 25-D

Add 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 as follows:

Example 25-E

Enter the number (3 digits - example 001) of the first report you want in this batch.  If the report you want to

run is not listed on this screen, press the  key.  (You have a reminder on the bottom of the

screen).  After you have selected a report, you will be prompted for the printer or file pathname.  Press

 to accept the default printer or type in the proper printer number or pathname.  You will now be

prompted for “Separate Locations” .  Press  and accept "N" default.
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You will now see the report option selection screen for the report you have chosen.  Fill in the options the way

you want the report run.  Change any information you want changed and then press .  You will be

prompted for “Any More Changes”.  When you answer this with an “N” you will be returned to the ADD RE-
PORTS TO BE SPOOLED screen.  Continue until you have added all of the reports you want in this batch.

Change reports to be printed
2. Change Reports to be Printed  When you select this option from the RSSS REPORT SPOOLER

PROGRAM screen, the screen will list any reports that have been spooled under this batch name
and are waiting to be printed.  (Example screen following)

Example 25-F

Using your arrow key, highlight the PROGRAM NAME of the report you want to change and then press

.   You will be prompted for the printer or file pathname.  Press the  key to accept the

default printer or type in the proper printer number or pathname.  You will now be prompted for “Separate

Locations”.  Press   and accept "N" default.  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  key.  You will

be prompted for “Any More Changes”.  When you answer this with an “N” you will be returned to the CHANGE
REPORT TO BE SPOOLED screen.  Continue until you have finished changing all the reports you want
changed.
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Note:  As you are changing the reports, they will no longer be visible on the screen (above) until ALL RE-

PORTS are changed or you press  indicating all changes are made.

Delete Reports to be printed
3. Delete Reports to be Printed  When you select this option from the RSSS REPORT SPOOLER

PROGRAM screen, the screen will list any report presently spooled.

Example 25-G

Using your arrow key, highlight the PROGRAM NAME of the report you want to delete and then

press the  key.  You will see the prompt “Printer or File Pathname”.  Press the

 key.  You will now be prompted “Separate Locations”.  Press the  key to

accept the default of "N". You will now see the report option selection screen, press .  The

prompt “Delete this Report” will be displayed.

Note: DO NOT delete any program names beginning with AA.
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Example 25-H

At this point, enter a “Y” for yes or “N” 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 want deleted.

Print Reports
4. Print Reports  When you select this option from the RSSS REPORT SPOOLER PROGRAM screen,

the following screen will be displayed.

Example 25-I
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This screen is automatically set up to run the reports using yesterday's date.  If you want to run them using
another date, you need to change it.  Enter the time (using military time) or leave at zero if you want the
reports to print now (Reminder on bottom of screen), the date you want the spooler to run and the date you
want the computer to use for the reports in this batch.   After you have filled in the HOUR, MINUTE and DATE

for this batch of reports, press .  You will see the prompt “Any More Changes”.  When this is answered

with an “N”, if you have left the hour and minute at zero the reports will begin reading records and printing to
the printer or file pathname you designated.  If you have set the hour and minute for a later time, the screen
will display “Waiting for time to run (batch name) report batch”.  (Note: This terminal will be unusable until
all the reports in the batch have run and/or printed).

Listing 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 (see page 1.7) and then press  to accept the default printer or type in the

proper printer number or pathname.  You will now be prompted for “Separate Locations”.  Press

 and accept "N" default.   A listing of all batch names and the report program name(s),

within each batch will be printed.

Select reports to print
6. Select Reports to Print  This allows you to disable one or more reports in a batch from printing.  This

way, they can be 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 (example 25-J).

Example 25-J

After each program name, under the column “Print this Report”, you will notice that each report has a “Y” or
“N”.  To change this, using your arrow keys, highlight the report program name you wish to either print or not

print this time, press   and type in the appropriate letter (N or Y).  Press  to return to the RSSS

REPORT SPOOLER PROGRAM menu.  You may now select option 4 to set up the reports to print (Example
24.-I).

Copy a Spooler Batch
7. Copy a spooler batch  When this option is selected, the screen will change to resemble the one

following (Example 25-K).
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Example 25-K

Enter Report Batch To Copy From Enter the name of the report batch you want to copy.

Enter Report Batch to Copy To Enter the name you want the report batch copied to.

Press .  You will be prompted “Any More Changes”.

Example 25-L

When this is answered with an “N”, your new batch will be created.

End of Section 25



Glossary 26.1

GLOSSARY

ACCOUNT MANAGER Route manager responsible for specified Rental Accounts
(A.R.M.).

A.C.U. Average Cost per Unit (total cost of all inventory divided
by quantity of total inventory).

ADDED REC (Receivables) This is a dollar amount that is added to your existing
receivables.  (Example:  If you rented an agreement worth
$1000.00, your added receivables would be $1000.00.
However, if you also picked up 2 agreements worth
$750.00 a piece, you would have an added receivable of -
$500.00).

A.D.I. Area of Dominant Influence: the area in which your
advertising has the largest effect.

AGREEMENT Form on which both parties agree to fulfill certain obliga-
tions.  The term agreement vs. contract has a positive
connotation to the customer; an “agreement” makes it their
decision.  Depending on the legal system in your state,
agreement is a term better used by the rental dealer, vs.
contract as used by retailers.

A.P.U. Average Price Per Unit, Average rental rate per unit.

AR ACCOUNTS Accounts Receivable Accounts.  Accounts that were sold
retail with a balance remaining to be paid on terms.

A.R.M. Area Route Manager:  this prime employee can make or
break your store, dependent upon the training they receive.

BACK-UP PROCEDURE Steps in performing a data capture to floppy disk or tape in
case of hardware failure.  Your backup will prevent you
from having to re-key all of your data.

BALLOON PMT The mandatory charge that is added to a rental agreement
by some state laws.  A dollar amount at the end of a rental
agreement, used as a purchase price.

BAR CODE The technology of capturing data through the use of laser-
scanning a bar code emblem.  The black and white bars you
see on grocery items in your supermarket are barcodes.

BILL OF LADING NUMBER Number issued by the sending freight company for a group
shipment.

B.O.R. Balance on Rent.  Examples: each unit rented is a possible
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addition of 1 to your BOR while others will claim an
agreement (regardless of the number of items) as 1 BOR
and yet others may count a customer as 1 BOR regardless
of the number of agreements or items rented.

BOR ITEMS Merchandise items considered as units excluding lamps,
TV stands, etc.

BUYER The individual responsible for the purchase of inventory.
This is a very important position as an overstock of
inventory can tie up needed dollars, while understocks can
slow down or prevent new rentals.

CASH DRAWER AMOUNT The beginning amount of cash in your drawer at the
opening of every business day.  This amount should be the
same every day, with any differences being counted as
(over or short) at closing every business day.

CONTRACT YIELD The dollar amount a contract (agreement) has brought in
(regardless of number of units on this contract).

CPU (C)entral (P)rocessing (U)nit.  The main part of any
computer system that accepts and processes all transac-
tions.

CUSTOMER MAINTENANCE The process of changing the customer’s personal records
such as address, phone number, drivers license number,
etc.

CUSTOMER YIELD The dollar amount a customer has brought in (regardless of
the number of agreements or units).

DEFAULT This is something which the computer displays automati-
cally.  Defaults can usually be changed.

DELINQUENCY This is where a well-trained A.R.M. is instrumental to your
business.  B.O.R. that has not renewed or returned prod-
uct.  Uncollected dollars.

DEPRECIATION Lessening the worth of a unit over a set period of time.

DESCRIPTION Such as VCR, Washer, etc.

DOS (D)isk (O)perating (S)ystem.  This is a single-user soft-
ware program used in smaller personal computers (PC's)

DX10 This is a Multi-User Operating System used in larger mini
computers.  Proprietery operating software for Texas
Instruments mini systems.

ESP (E)xtended (S)ervice (P)olicy.

FIRST PAYMENT DEFAULT See Overdue First Payment.

FLOOR PLAN AGENT A lending institution or bank used by Rental Store Opera-
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tors to borrow money for purchasing inventory.

GRP (G)uaranteed (R)eplacement (P)rogram.  Also known as
waiver of liability.  This is not an insurance but a guarantee
to replace rental product in the event of theft or vandalism.

HOLD A category or status of product stored for customer who
has not fulfilled their obligation.

IDLE INVENTORY Rental product physically on location or in store available
for rental.

INDICATED BOR A count of BOR accumulated by totalling the figures
entered in the "# BOR Items" in the ADD A NEW
AGREEMENT (NEW) program.  (See Page NEW 7,
Operations 30).

INVENTORY MAINTENANCE The process of viewing or changing information dealing
with serialized inventory.

KEEP RATE (Percent) Percentage obtained by formulation after paid-outs, pick-
ups, buy-outs, write-offs.  The percent of units that go to
term.

MAP COORD The grid coordinates on a map detailing where an address
is located.

MOVIE BNK DEPOSIT This is the amount of income accumulated by your Movie
Department and posted into your End of Day process.

M.P.C. Media Production Cost: cost needed to reach the desired
areas of influence with your advertising campaign.

M.R. Media Resource: area from where you advertising has
drawn your clientele.

MSDOS This is (M)icro(S)oft (D)isk (O)perating (S)ystem.  Oper-
ating system software used to operate smaller personal
computers (PC's).

MV OVER/SHORT This is where overages or shortages in your Movie Club are
posted accordingly in your End of Day process.

N.P.C. Number of Potential Customers.

NSF BANK CHARGES These are penalties assessed to your store from your bank
for the handling of Non-Sufficient Fund checks.  (This is
not the amount you charge your customer for writing the
bad check).

NSF WRITE OFFS These are company charge offs of bad checks that are
considered uncollectable.

NUMERIC PAD This is the section of your computer keyboard that is
located on the right side similar to a 10-key touch pad.
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OPEN TICKETS These are considered active agreements.

OPERATING SYSTEM Important to know to determine what type support will
be needed (Xenix, DOS, DX10, etc).  A software
program required by all computers in order to operate.

ORDER FORM Form on which information about the customer is given for
verfication.  “Order form” has a positive connotation to the
customer.  “They” are filling out an order for their mer-
chandise vs. an application which may be turned down.

OVERDUE FIRST PMT This is an account which, when their first payment was
supposed to be made, the  customer failed to make that
payment on time.  It is a good idea to stay on top of these
accounts so that their payment habits are established early
in the Rental Agreement.

PAY OUTS A customer who goes full term on their rental agreement
or has paid in advance to satisfy the agreement.

PETTY CASH The smaller expenses used to operate a store such as
postage, office supplies, etc.

PRINTER OR FILE PATHNAME Asking which printer you want to use, or if you want to
send this report to a File Pathname for printing at a later
time.

PROJECTION FACTOR This is a factor used in calculating the dollar amount you
are projected to receive on your accounts.  This factor will
be multiplied  by the weekly rate to calculate this months
income projection.  The average weekly projection is 4.33
(Average 4.33 weeks in a month).  Therefore a $10.00 a
week agreement will provide a projected receivable of
$43.30 this month.

PROJECTED RECEIVABLES The accumulated dollar amount of income projected to be
collected on existing accounts.

RATE & TERM Amount at which a unit is rented out weekly or monthly
(rate); length of the agreement (term) - i.e. $12.99/week at
78 weeks.

RATE OF PMT Amount of a rental payment.

RECEIVABLES The actual dollar amounts owed on existing accounts (full
balances).

REINSTATEMENT FEE Permitted fees to bring a delinquent account current.

RENEWAL PAYMENT A customer’s rental payment to renew their agreement, so
they may contine to rent item(s).

R.O.S. Run of Schedule.

RTO ADJUSTMENT A dollar amount posted in the End-of-Day process to
correct a past mistake.
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RTO BNK DEPOSIT Amount of money to be deposited to the bank on rental
payments including tax, GRP and any other associated
Rental Income.

RTO OVER/SHORT Overages or shortages in your rental department.

SALE OVER/SHORT Overages or shortages in your retail sales department.

SALEBANKDEPOSIT Deposit to the bank from income received from retail sales.

SERIALIZED INVENTORY Merchandise that is serialized by the manufacturer.

SORT To arrange according to characteristics.

SPIFF Like a commission or bonus that is given on some items
that you rent.  A valuable tool that can be used to balance
inventory.

TICKET Equivalent to Agreement, Contract.

TRUST RECEIPT A document provided by your bank or Floor Plan Agent for
the purpose of keeping track of inventory and dollars owed
on loans for the purchased inventory.

TURN-IN Voluntary relinquishment of merchandise.  Request Pickup.

UNIT YIELD The dollar amount that has been collected so far on an
inventory item (unit).

VENDOR A manufacturer, distributor, or company which you pur-
chase inventory from.

WORK DAY OF MO The numeric work day of the month.  For instance, if you
are closed every Sunday and it is the 21st of September
1990, this would be the 18th work day of the month.

UNIX Multi-user operating system used in larger personal
comptuers.

XENIX Multi-user operating system used in larger personal
comptuers.
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