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Chapter 3: Agreements

Add a New Agreement

To create a new agreement, type NEWIND in the Jump-To box and press the TAB or ENTER key. Alternatively, you can
use the New Agreement button on the Home screen or select it from your company’s side bar.

e | .
eroi | o
z&.lg!‘SUIt\_ Jump-To box
NEWIND

Please Note: Your menu options may be different than what is shown above.

A box titled Customer Search appears, along with two drop-down boxes. The first box, labeled Search For, is defaulted
to allow input of the customer by name (last name first). The second box, labeled Store, is defaulted to search in “O”
which will search for active and in-active customers.

Please Note: The Search For box default can be changed to allow searching by Account #, Address, License, Phone, or
SSN.

Enter the customer name, last name first. Then press the TAB or ENTER key twice to begin the search. You may also use
the mouse to click the SEARCH button.
Please Note: A partial name may be entered for either last or first name.

Revised 3/7/19 4|Page
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CUSTOMER SEARCH

Search For:  Name . I SMITH

I I £FF I Store:  (Loynargisute Yraining

3

Once the search is complete, the search results will be shown below. Customers are listed in alphabetical order. If the
search performed is very broad, the results may be split into groups containing a maximum of one hundred customers
each. These groups are further split into multiple pages containing ten customers each.

NEXAT 100 W

CUSTOMER SEARCH
Search Fors  Name v SMITH [EF Stoce: O.cynedglsuie tranng . Q seARCH
¥ ONLY CROUS FOR YOLR PARAMITERS ** >

Store Arcount Last Name First Name Addruss Cy License
001429 SAAITH JEFF 577 BEN LOMOND & ANYTOWN =0
o008 SMITH |EFF 651 SBUNBLRY CO ANYTOWN =/0

!
E—
* FIRST RESULTS GROUF *

Store Account Last Name - First Name Adavess Ciy License
1008224 SOS{CHRI CHRS 3025 WASHINGTON ANYTOWN =2/0
SUO3TET A LAMATIA 4530 W L8655 ANYTOWN /0

1 01297 SALR KRISTON SE6053200W ANYTOWN =/0
1006778 SAAVEDRA CARLA 1133 GRANT AVE ANYTOWN =/0
002502 '_-«l.:vE_L‘i-'l;é_ SAMANTHA 630054158 W ANYTOWN =/0

N0 WEVSSe
5000204 SAAVEDRA JONATHAN C 3851 COBBLE AIDG ANNTOWN =0
SNERA BIZNTA

8 5000983 SABEY ANGELINA 10E 600 S 2520 ANYTOWN =/0
5003041 SABIC AMELA Q605 5 SUNSTONE ANYTOWN =/0
S0008B1 SABIC ELVIRA 3855 W. MOCRGAT ANYTOWN =/0
000613 SABIN EMILY 1641 N 214D W ANYTOWN =/0

——/

Please Note: The first column titled “Store” will display the store number assigned to active renting customers. If a store
number is not displayed, the customer does not have active rental agreements.

Revised 3/7/19
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If the customer you are searching for is shown in the list, select him or her by clicking anywhere on the line displaying
the customer name. If the customer is not found, click the ADD CUSTOMER button to add them.

CRUSTOMER SEARTH

Search Forn  Namwa v oM 1 Store:  O.cynargiisate Tmining v Q sEARCH

** ONLY GROUP FOR YOUR PARAMETERS **

Store Account Last Name - First Name I Aduress Cry License
corae SMITH EFF S77 BEN LOMOND A ANYTOWN =0

J0020-48 SMITH EFF 653 S BUNBURY CO ANYTOWN =/0

If you have selected the customer from the list, the screen will display the primary customer information. Changes can
be made if necessary.

If you have selected ADD CUSTOMER, fill out the fields in the screen below. There are a few fields that are required, but
if you do not have the information needed for these, a “1” may be entered to allow you to continue.

There are additional customer information tabs available in the top right of the screen that are not required but may be
filled out as needed.

Last Name SMIT) First Names

rcundary Phones (Cele | . Send VWnhcation (ode Drtvers Le#

Click SAVE when changes are complete.

ALCL Mgt 1 EMPLOYEE 0001 . Customer Type RENTA
K valse Amt

£ Address

A Inling Frme v Allow " Pt

[ POe T Call

Default Stocas 1-Store 1 cynerg Saning . Aetad Conversion Cust? No

vt i e | BEH m
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New Agreement Add

NEW AGREEMENT ALC

Agreement #: automatically populates with the next sequential rental agreement number
Agreement Date: defaults to the current date
Store #: defaults to the store logged in to

NEW AGHRTEMINT Al

Customer Type: select the appropriate option from the pick list.

Depending on system configuration, RENTAL is standard for RTO applications

Agreement Terms: select the appropriate option from the pick list.

Depending on system configuration, Other Weekly code X and Other Monthly code Z are standard for RTO applications
Your pick list may have alternate options

If selecting “Other Weekly” or “Other Monthly,” enter the Length (Term) of the rental agreement.

Payment Terms: select the appropriate option based on the “Agreement Terms.”

Example: If selecting “Other Weekly,” you will have the option to select Weekly or Bi-Weekly. If selecting “Other
Monthly,” you will have the option to select Monthly or Semi-Monthly.

Depending on system configuration, the Payment Terms may automatically populate.

Agreement Type: select the appropriate option from the pick list (Rent To Own is standard for RTO applications).
Depending on system configuration, your pick list for Agreement Type options may have several options (Rent to Rent,
Club Agreement, Special Order).

Revised 3/7/19 7|Page
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Tax Group: depending on system configuration, may default to the primary Tax Group for your store. Tax Group
selection is available by using the pick list (Three bars).

Rules: may or may not be needed depending on system configuration. If used, these typically allow users to select
specific “Same As Cash” periods. It is advisable to inquire with your management team for information on how these
may be used for your company.

Package Code: may or may not be needed depending on system configuration. If used, these typically allow users to
select specific “Package Code” descriptions. These are typically used to identify agreements that contain multiple
inventory units like a “Washer & Dryer” or “Living Room Group.” It is advisable to inquire with your management team

for information on how these may be used for your company.

g3 Reerl o Oar

[[, G- [ 3 (i -
s [# waion |

When all fields are complete, click SAVE to continue.

NEW AGREEMENT ADO

tomer Name MITH 1557 Account #

“ngth

Revised 3/7/19 8|Page
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Add Inventory

The ADD INVENTORY screen will open at the bottom of the New Agreement Add screen.
The Serial #/Alt ID/Model field will be highlighted. There are several options that may be used to add an inventory unit
to the rental agreement.

o If using the inventory unit Serial Number, enter the number and press ENTER.

o If using the inventory unit Alternate ID, enter the number and click the BY ALT ID button.

o If using the inventory Model Number, enter it and click the BY MODEL button.

o Aninventory unit may be selected from available inventory by using the ADD ITEM option. Additional
information for this option can be found in the cynergi|suite university training videos section for inventory.

Vaoky

l
SN& Model ¥ Des= Paymente A ESF TSPy Deseto
o + B4 N AT MEN

The inventory unit selected for the rental agreement will appear at the bottom of the screen.
o Additional inventory units may be added by repeating the steps described above.

o The inventory may be deleted if necessary by clicking on the Delete icon.

Click SAVE to continue when finished with adding all needed inventory units.

AD} INVENTORY

Serial #/A% 1IDModel AY ALY Y MW
SN# Model Desc Payment Amt ESF CSPAMY
i.\“.,.-_, TELGESSUSX 73K TY 20.90 eL

After clicking SAVE, you will have the option to return to the previous screen to make inventory selection changes by
clicking YES. If no changes are needed, then click NO to continue.

L ATTENTION!

AnyChanges?

@ ves @ no

The final screen of the rental agreement creation will have several blocks of information and options.

Revised 3/7/19 9|Page
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Recurring Payment Details

RECURRING PAYMENT DETAILS will show the following information:
Rate of Pmt: shows the rental rate of the agreement based on the payment mode selected from the New Agreement
Add screen. If the rental rate “Rate of Payment” needs to be changed when creating the agreement, it should be done
on this screen.
Rate of GRP: Guaranteed Replacement Plan, Guaranteed Replacement Policy, or Loss Damage Waiver Policy (may or
may not be used depending on system configuration).
Rate of ESP: the Extended Service Plan amount (may or may not be used depending on system configuration).
Rate of Tax: the tax rate of the tax group assigned to the rental agreement.
Tot Reg Due: the amount of the total payment based on payment mode including all fees and taxes.
Nxt Pmt Due: two options are available
1) The initial payment may be processed at the same time the agreement is filed (if processing the initial payment

during the agreement creation, input the date the initial payment will pay to)
2) The agreement may be filed and the first payment then taken in the rental payment screen (if NOT processing
the initial payment during the agreement creation, leave this field blank)

Agrmnt Bal: the rental agreement balance based on the payment mode previously selected on the “New Agreement
Add” screen Agreement and Payment Terms.

Balloon Pmt Amt: may or may not be used depending on system configuration (this is typically a state specific
requirement).

NEW ASREEMENT EOR SMITH

NITIAL PAYMENT DETAILS

08 066m |

Initial Payment Details

If processing the initial payment during the agreement creation (a “Nxt Pmt Due” date was entered), then
the initial payment amounts will be displayed in the following fields.

If NOT processing the initial payment during the agreement creation, the “1%t Payment Amt” should be
blank and the remaining fields may be populated (the amounts may need to be forgiven or carried back).

Delivery/Installment Amt: displays Delivery and Installment fees, if applicable.

1% Payment Amt: initial 1st payment amount previously set on the recurring payment details (if taking initial payment).
GRP/ESP: displays the Waiver and Extended Service Plan fees, if applicable.

Deposit Amt: if a deposit is to be taken, it can be entered here.

Proc/Recycle Amt: Processing and Recycle fees, if applicable.

Please Note: If necessary, these amounts may be overridden with proper security clearance.

Revised 3/7/19 10| Page



cynergi|suite.

2020

NEW AGREEMENT TOG SINTH |EFF | 1001429

RECURRING PAYMENT DETAILS

Rate of Pmt 293 Rate OF GRP

Rate OFESP: oo ) Rate OF Tax

Agrmnt Amt 233922 Agrrrant Ba

Balloon Pmt Amt

INITIAL PAVAMENT DETALS

Dalivery/install Amt I | I

L ramencam] [ ]

GHPESH

SIROREIARS :

Proc/Recyc At | Il

Tendered Payment Details

If processing the initial payment during the agreement creation

Pmt 1: select the payment form from the pick list and enter the amount tendered in the second field.

If the amount tendered is more than the amount shown, you will be prompted to select one of two options: CALCULATE

CHANGE or CREDIT RECEIVABLES

Either calculate the change due to the customer or apply the overpayment to the customer (credit will be owed to

customer).

CHANGE DU

Amount Greater Than Amount Due, Please Select Option Below

I CALCULATE CHANGH II CREDIT RECEIVARLES I

Pmt 2: available if a split payment form is needed.

If NOT processing the initial payment during the agreement creation:

Pmt 1: blank; no further action is necessary in this section.

[rerineren rarment perazs |

Agreement Terms Details

Monthly Pmt Amt/Terms: displays the monthly rental rate and monthly rental term
Cash Sell Price: also referred to as “Cash Price,” “Fair Market Value,” and “Same As Cash”
Depending on system configuration, these fields can be overridden with proper security clearance.

Revised 3/7/19
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Delivery Details

Delivery Date: default is today’s date, but this can be changed if needed
Delivery Notes: allows entry of up to three “Notes,” if needed

T Ty R bR %] TALT ST PAAT DL TA0W AT RECTIVED TRV T

Customer has 3 recatvable of, 150

[A(»L?Euml TERMS OFTALS ] DELIVERY DETNILS

Sales Details

Salesmen: select the employee(s) that will be credited with the sale

Acct Manager: defaults to the Route to which the customer is assigned

Source: the “Advertising” source that brought the customer into the store. Use the pick list to select the appropriate
advertising source code.

Click SAVE to continue

SALES DETAILS

Sasamen:

R( .._:'-‘ v
Source CURRENT CLST R [+
INVENTORY ON AGREEMENT

SN# Mode! # Deac Paymmees Ant e CSIVIY
HERMEBHINI2E TRLGESSUIRI00 L LA 2004 11E5L

S m

At the following prompt, click NO to continue (YES will return to the previous screen).

a ATTERTION!

AnyChanges?

@ vis 9 no

Depending on system configuration, you may receive a prompt for an EXCEPTION COMMENT. This could be due to
changes or overrides to rental rates and/or terms.
If you are required to type in a comment, enter the information and click OK to continue.

EXCEPNION COMMENT

Lomment I NEW CUST PROMO REDUCED TEAM I

Revised 3/7/19 12| Page
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The initial receipt will print. You will receive a prompt allowing the option to reprint the receipt.
Click NO to continue.

aH ATTENTIONI

Reprint the Receipt

& vES & NO

The next prompt will allow printing of the rental agreement.

The Rental Agreement may be printed at this time by clicking YES. If the agreement is not needed at this time, click NO.
The agreement will not be printed and can be reprinted when needed.

Please Note: At this point, the Rental Agreement will be created regardless of printing or not printing.

o ATTENTION!

Print Agreement?

& vEs € NO

Depending on system configuration, you may receive a prompt for a DAMAGE NOTE.

Notes may be entered to describe imperfections of the inventory items placed on the rental agreement. This is typically
not a required field.

Click OK to continue.

DAMAGE NOTE

Damage Note:

® ok

The Rental Agreement will print, and the screen will return to the Customer Search screen to allow additional rental

agreements to be created.
To leave NEWIND (Rental Agreement Add) click on the MAIN MENU button.

Revised 3/7/19 13| Page
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Reprint a Rental Agreement

To reprint a Rental Agreement, type CONTRACT into the Jump-To box and press the TAB or ENTER key. You may also
select it from your company’s cynergi|suite menu.
Please Note: Your menu option may be different than what is shown below.

a ’.: he

CONTRALCT

OF 4 &7 N O

EDIT REPORT DESTINATION

The first prompt will be the Printer or File Pathname. The correct printer name should be the default. However, if itis
not, simply enter the printer name you would like to use.

Once you have verified the correct printer name, click the OK button to continue.

1ergi|suite

CONTRALCT

EDIT REPORT DESTINATION

DIckUp Recwlot/On
f g

on Qane 'HErViICE

Rarda Aprewr ew

Revised 12/19/18 14| Page
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Enter the customer’s name into the Last Name and First Name fields and click OK to continue.

Please Note: The Store selection defaults to the store you are logged into. You may need to change it to Store 0 if you
need a broader search.

PRINT RENTALAGEEEMENT

tore \ Last Na

e Or Cust AL @ I SAETH I sl Name l AT I

The Customer Search results will then be displayed below. Click anywhere on the line displaying the Customer Name for

whom you would like to reprint the agreement.

PRNT RENTAL AGRETMENT

Store

RESULTS

Account

Narmn -

Atidress

Clry

Frst Name

[ 1008708

SMITH DAVID

1234 MAINST

ANYTOWN

1002103

1006567

SOREL EDMOND

ST CLAIR FRANZ
STEVENS SHARNEY
TEMPLEMAN RICHARD

THOMPSOM BRENDA

THOMPSON STEVE
TRAVIESD YAITZA

TRIANA VERESSA

3404 W LAMBRIGHT

BGAS WHITE SWAN
A7 £ COMANCHE
5535 COLUMEIA DR
1232

L]

1234

BE15 N ARMENIAY

14905 QTTO RO

ANYTOWN
ANYTOWN
ANYTOWN
ANYTOWN
WACHITA

ANYTOWN
ANYTOWN
ANYTOWN

ANYTOWN

& A

If you have selected the correct customer click YES to continue. Clicking NO will take you back to the Customer Search.

Revised 12/19/18

Righe Cust?

15| Page




cynergi|suite. 2020

At the Print Rental Agreement screen, the Report Type will default to Contract for reprinting agreements.

The customer’s agreements will be displayed at the bottom of the screen. Click anywhere on the line displaying the
agreement that you would like to reprint.

l PRINT RENTAL AGREEMENT l

Pyt

Thckes Sequence Description Balance Payment Amourtt Othes Late GRP

' € Tas Total Due Due Date
[ 10344590 ) TVLiCD 32 =1 1 173

5116 7 o4 2 126 2144 1272513 ]

The Rental Agreement will print.

o The agreement will be an exact copy of the original agreement with the exception of the date. The current date
will print in place of the original date.

o All additional addendum forms that print with the original agreement will also be reprinted.

Revised 12/19/18 16| Page
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Change Customer Type by Agreement

Users have the ability to change the Customer Type from the Rental Payment (RP) screen. The Customer Type can be
changed at the agreement level, not the customer level. A button has been added to the Details/Bad Checks screen
that allows the agreement Customer Type to be changed. One benefit of this update is that users have the ability to
have different Customer Types for different agreements.

From the RP screen, click on the Details/Bad Checks icon.

AGREEMENTS
Pmts Curr Dt Pmt Total
Terms # of Payments A Agreemnt Balance left Due Next Due /Amt Ext Amt  Late Fees Misc Fees Tax Due
w Ex 3.50 Club Fee 172.00 9/28/19 10/05/19 | [ N 1 - X 000 / o025 375 HAR
w 1 X 6.39 DESK 43338 62 9/28/19 1005/ B 9 B 699 100 # 056 855 e@:z
Length O Terms: W FEE Promo: Pmts: Promo Days: 0 Total Charge: 12.30  Receivable: 0.00 Due: 12.30
Click the CHG CUST TYPE button at the bottom of the Agreement Details screen.
AGREEMENT DETAILS
Remaining Bal: 9,652.00 Beginning Bal: 14,478.00 Customer Typ: R Curr Due Date: 10/15/19
Store/Rules: 2 /6025 Agreement Dt: 1425118 Pay Freq: M Rental Pmt: 241.30
Account Mgr: 25 Agreement/Seq: 400477 Deposit: 0.00 GRP/LDW: 0.00
# Bad Checks: Alternate #: Delivery: ESP Amount:
# Times Late: 7 Salesperson: 161 Tax Amt: 18.10
Tax Group: 430 Clerk: 161 Last Paid: 9/23/19 Total Reg Pmt: 259.40
Package Code:
Total Due: 261.21 Last Due: 9/15/19 Agreement Typ: B
Late Receivables: 0.00 Last Changed: 9/23/19 Adv Code: cc
INVENTORY ON AGREEMENT Q
Model ~  Serial AltID Description Payment ESP Date
LBDERSLB1230  SLB102888 2400199 LOFTED BARN 241.30 1/25/18 Q
Showing 1 to 1 of | entries 1
AGREEMENT BALANCE
Weekly Payment/Beginning Balance: 0.00 0.00
M Monthly Payment/Beginning Balance: 241.30 14478.00
RETURN BAD CHECK PAY BAD CHECK CHG CUST TYPE &) FEES 4 BACK m

Revised 9/10/19
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The Pick Default Customer Type screen will display with a list of types. Select the Description for the desired Customer
Type.

I PICK DEFAULT CUSTOMER TYPE I

Code Description
R REMTAL

o REPO/CR-PU
L LEGAL

E DECEASED

P MO CALLS

M MO LETTERS

I INVESTIGATE/QSY

W WORK ORDER
5 SMALL BALANCE
X MO CONTACT
B BANKRUPT
A ATTORMEY
] JUDGMENT
Y PICKUP-ATTY-B
T TRAMNSFER
C CAMCEL
g e 4 BACK

The Code for the selected Customer Type will replace the previous code in the Customer Type field.

AGREEMENT DETAILS
Remaining Bal: 9,652.00 Beginning Bal: 14,478.00 Customer Typ: E Curr Due Date: 10/15/19
Store/Rules: 2 /6025 Agreement Dt: 1/25/18 Pay Freq: il Rental Pmt: 241.30
Account Mgr: 25 Agreement/Seq: 400477 Deposit: 0.00 GRP/LDW: 0.00
# Bad Checks: Alternate #: Delivery: ESP Amount:
# Times Late: 7 Salesperson: 161 Tax Amt: 18.10
Tax Group: 430 Clerk: 161 Last Paid: 9/23/19 Total Reg Pmt: 259.40

Revised 9/10/19 18| Page
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Add a Club Agreement

There are two typical methods used to create Club Agreements:

o Automatic creation at time of rental agreement

o Manual creation

Add Club Agreement When Creating a Rental Agreement

When Club is offered, the system is typically configured to display the CLUB INFORMATION prompt asking the user if
they would like to add a Club Agreement/Ticket. When a new rental agreement is created, the prompt will appear
immediately after the inventory has been selected and saved. Customers may only have one club agreement, so this

CLUB INFORMATION prompt will not appear if the customer already has a club agreement.

o The Club amount and agreement number will automatically populate.

o The prompt will display for a customer that does not already have an open club agreement, it the customer
already has Club the prompt will not appear.

o To add the Club Agreement, leave the default set to “Yes.”
o Todecline the Club Agreement, change the default to “No.”

Click OK to continue

CLUB INFORMATION

The Club Agreement will print along with the Rental Agreement and associated forms.

Add Club Agreement Manual Process

A Club Agreement can be added manually by using the same process used for creating rental agreements.

Begin by following the same steps used to create a new rental agreement.

Click New Agreement.

Z

Revised 3/7/19
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Input the customer’s name in the Customer Search.
Select the customer from the search results list by clicking anywhere on the customer information line.

CLSTOMER SARDH

¢ ONLY GROUP FOR YOUR PASAMETERS **
ore ACoocnt Last Mo . Bras fare Addiress Cry License
1 5002952 ONES A

JONES ARON 7755 5 5LAMT FE ANYTOWN =/ o

The customer information screen will open, allowing for updates as needed.
Click SAVE at the bottom left to continue.

Any More Changes?
Click NO to continue.

o ATTENTION!

Any More Changes?

& ves @ No

The standard New Agreement Add screen will open
o Select the Agreement Terms (Other Weekly or Monthly) as needed. Length will not need to be set.
o Select the Payment Terms as needed.
o Setthe Agreement Type to Fee Ticket, and then set the Type to Club.

Click SAVE to continue.

Revised 3/7/19 20| Page
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Input the rate of payment for the club agreement in the Recurring Payment Details screen.

o If weekly, input the weekly amount.

o If monthly, input the monthly amount.

NEW AGREEMENT FOR [ONES AARDIN | 5002932

[RECL’RNING FAYMENT DETARS ]

":”r I‘_‘ C’“ ;

Rate OFf Tax

Tat Reg Due

Nxt Port Due

3] ALC AT FRoOn NXT PMT DI
Adrmnt Ame

Balloan Pror At

Continue through the remaining steps used when creating a rental agreement to complete the process.

Fill out the Sales Details, then click SAVE.
l‘&#'-(thl‘.'

Acct Manage:

CURRENTCUST <O

NVENTORY ON AGREEMENT

Mode! »

Follow the remaining prompts to print the Club Agreement form.

Revised 3/7/19
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Close (Return/Pickup) a Rental Agreement

To close out (Return or Pickup) a Rental Agreement, type RTOCLOSE into the Jump-To box and press the TAB or ENTER

key. You may also select it from your company’s cynergi|suite menu.
Please Note: Your menu option may be different than what is shown below.

Jump-To box

EMPLOYEE: 0000998 HE2015 090820

Oz 4 O/ XN\ 900 wE: RA

The first prompt will be the Printer or File Pathname. The correct printer name should be the default. However, if itis
not, simply enter the printer name you would like to use. The second prompt will be the Date Posting On, which will

default to the current date.
Please Note: You may or may not be able to change this date due to your security settings.

Once you have the two fields set correctly, click the OK button to continue.

1ergi suite

RTOCLOSE EMPLOYEE: 0000998 LOCATION: BOESRIO Y

Revised 3/7/19 22| Page
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Enter the customer’s name in the Customer Search screen and click the SEARCH button to continue.

CUSTOMER SEARCH 1

Search For:  Name v ISMlTH " DAVID

IStore: 1-BOB'S RTO v| | QsearcH

The Customer Search results will be shown below. Click anywhere on the line displaying the customer’s name for which
you would like to process the Agreement Close.

CUSTOMER SEARCH

Search For: Name vl s D Store: 1-BOB'S RTO v Q SEARCH

** ONLY GROUP FOR YOUR PARAMETERS ** Q
Store Account Last Name «  First Name Address City License
1 1007958 SHARP DELONZO 1307 127TH AVE A ANYTOWN =70
1 1008798 SMITH DAVID 1234 MAIN ST. ANYTOWN =70
Showing 1 to 2 of Z entries 1
 onmr 4 |

The customer’s active rental agreements will be displayed. Click on the line showing the agreement you wish to close. It
may be helpful to locate the agreement by using the Ticket (Agreement #) or the Description.

CLOSE RTO TICKETS
Account Agreement Date Ship To
1008798 1008798 10/03/12 CLUB FEE 0 =
1008798 1034490 10/03/12 TVLCD 32 0 =
Page: 1 of 1
Revised 3/7/19
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To Close/Return the rental agreement, click the CLOSE TICKET button at the bottom of the screen. The BACK button will
return to the agreement selection.

CLOSE RTO TICKETS - SPIFF

Last Name: SMITH First Name: DAVID

Store: 1 Acct#: 1008798

Ticket#: 1034490 Rate Of Payment: 17.94

Rate Of GRP: 2.24 Rate Of ESP: 0.00

Rate Of Tax: 1.26 Total Regular Due: 21.44

Next Payment Due: 2/06/13 Agreement Amount: 1,399.32

Agreement Balance: 1,076.40 # BOR Items:

Payment Terms: W Agreement Type: 78

Balloon Payment: 0.00

Model # Serial # Payment Amount Spiff Agreement Date Agreement Balance
EBRCAL32WD14 G182E1445 17.94 10/03/12 1076.40

@ SsAvE + CLOSE TICKET 4 BACK

You will be prompted to choose a Reason For Closing. Click in the box to display a pick list of closing reasons.

CLOSING REASON

Click the “Reason For Closing” you wish to use.
Please Note: When closing an agreement as a Return (Pickup), you will select the Return option. Some closing selections
may require additional security clearance.

CLOSING REASON
Reason For Closing [ 'J
Closed Date:
6 Skip
7 Stolen
@ ok 8 Chargeoff 4 BACK
|9 Early Buyout |

Revised 3/7/19 24| Page
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A second tier of more specific Return Reasons will display. Click on the reason that best applies.

CHOOSE RETURN REASON
Code Type Reason
RC l REFUND & CANCEL
RE Repossess l REPOSSESS
RP Request Pickup l REQUEST PICKUP
TC Refund and Cancel l TICKET CHANGE
» - 4 BACK

Please Note: The Refund and Cancel option will close the agreement, return the inventory to its previous status, and
refund the initial payment, if the return is done on the same day the rental agreement was created. This option may
require specific security clearance.

Click OK to continue.

CLOSING REASON
Reason For Closing: 1 Return v
Closed Date: 5/06/15
® ok 4 BACK

The agreement closing process offers the option to post a payment and/or fees to the agreement just before closing.
o To post a payment or fees, fill in any of the fields below, including the tender type, and click SAVE.

o If you do not wish to post a payment or fees, leave the fields blank and click SAVE.

CLOSE W70 TICHITS - PAYMENT

35t Harre TH Eirst Namre

Mod Code Servl s Payenent Amournt Spy Agreemert Date Agreement Satance

EBAC 120014 GIaFIas 17.04
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The final Inventory Condition/Returned Status step will offer two selections.
o Enter an Inventory Condition in the free text field. Example: GOOD, FAIR, POOR. Adding the Inventory

Condition text is not required and can be left blank. Unless a condition needs added, no action is required.

o The Returned Inv Status expects an Inventory Status.

e R —Re-Rental/Previously Rented: This option is the default that appears and is the most common

selection. Unless the selection needs to change from R, no action is required.
e N -—New: This option can be selected with proper security clearance.

Click OK to continue the closing process.

INVENTORY CONDITION/RETURNED STATUS
Inventory Condition: I |
Returned Inv Status: I R-Re-Rental vl
@ ok 4 BACK

If changes are needed, click YES to go back. Otherwise, select NO to continue.

o ATTENTICR

Ay Changes?

Q = & wo

If a Club Agreement exists, the final step will prompt if you would like to close the customer’s Club Agreement.
Select the option that applies.

o Click YES to close the customer’s Club Agreement.
o Click NO to leave the Club Agreement active.

H ATTENTION!

Close Club Agreement?

@ ves & no
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Close a Club Agreement

Cynergi|suite club agreements can be closed in the following areas:
o During a Payout or Early Payout (EPO) of a rental agreement

o When processing a Return/Close or a rental agreement
o Manually closing the Club Agreement when needed through the Rental Payment (RP) screen

Closing a Club Agreement during Payout, EPO or Return/Close Process

When processing a Payout, Early Payout (EPO), or Return of a rental agreement, the following prompt will display as the
final step if the customer has an active Club Agreement:
YES: Will close the Club Agreement (even if the customer has other active rental agreements)

o NO: Will leave the Club Agreement active

A ATTENTION!

Close Club Agreement?

@ ves & nNo

Closing a Club Agreement Manually

A Club Agreement can be closed manually by following these steps:
Click on the Rental Payment icon.

1ergi | suite

EMPLOYEE: 0000938 LOCATION: BO8'SRTO-1 6/15/201517:14:37

-3 R AL

Q Jump To

Inventory Control

vl BN B

Rental Agreements (Reprint)

Enter the customer’s name
Click SEARCH to continue.

CUSTOMER SEARCH l

Search For: Name v I KELLY “ M | Store:| 1-BOB'S RTO v Q sEARCH
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To select the customer, click anywhere on the line displaying the customer information.

CUSTOMER SEARCH

Search For:| Name

v

KELLY

M Store: 1-BOB'S RTO v Q seARCH
** ONLY GROUP FOR YOUR PARAMETERS ** Q
Store Account Last Name - First Name Address City License
1 1008802 M 12343 MAIN ST BETHESDA 0987654321 e,
Showing 1 to | of 1 entries
4 ADD CUSTOMER W
Locate the Club Fee agreement line and click on the Payoff icon (Piggy Bank).
AGREEMENTS
Pmts Curr Dt Pmt Total
Terms # of Payments & Agreemnt Balance Left Due Next Due /Amt Ext Amt Late Fees Misc Fees  Tax Due
w 1 x|2.00 4.00 6/29/15 70615 | ) 3 200 o000 S/ om0 2.00 @ =
W 1 X 11.99 DRYER FU 43502 42 62715 7/04115 ) B 1199 000 4/ o84 1283 HAe
Length 0 Terms: W FEE Total Charge: 14.23 Receivable: 0.00 Due: 14.83
4 CUSTOMER CHANGE 4 BACK @ TENDER
Click the CLOSE FEE AGREEMENT button to close the Club Agreement.
FEE TICKET AMOUNTS
For: JiM KELLY Ticket 1034785 6&/15/15
Number of Payments Already Made: 2.0000
Amount Already Paid: 4.00
I CLOSE FEE AGREEMENT I 4+ BACK

Upon successfully closing the Club Agreement, it will no longer appear in the customer’s Rental Payment screen.

AGREEMENTS

Pmts Curr Lot Pmt Total
Terms # of Payments Agreemnt  Balance Left Due Next Due JAmt Ext Amt Late Fees Misc Fees Tax Due
w 1 x{11.99 49502 4z 627115 7/04/15 B 11 oco /S o8  n2ez2 DA
Length 42 Terms: W RTO Total Charge: 12.83 Receivable: 0.00 Due: 12.83
A CUSTOMER CHANGE = BACK & TENDER

Revised 10/2/18
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Print a Pick-Up Receipt
Go to the Inventory Control Menu and choose Return/Pickup. You can also access the program by typing RTOCLOSE in
the Jump-To box.

Please Note: Your menu option may be different than what is shown below.

Check to make sure you have the correct printer and date set, then click OK.

Jump-To box

Enter the customer’s name for which you want to generate a Pick-Up Receipt.
Click SEARCH to continue.

CUSTOMER SEARCH

Select your customer from the list by clicking anywhere on the customer information line.

CUATOMER SEANH

4 ONLY GROUP FORYOUR PARAMETERS **
Shore Account Last Name - Hrst Name Address Ity Literne
— m—

ALVEY JOSH 1300 |EFFERSON A ANYTUWN =/0

=

The customer’s list of active agreements will display. To print, click the Printer icon at the far right of the Rental
Agreement for which you want to generate a Pick-Up receipt.

CLOSE F10 DCKETS
Acoum Ticket Agreement Date Description shg To

101081 351527 82217 557 aK TV
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Pick-Up Receipt Example

[ J4s SR 56 N

A e Sgtw  WLINE
Toeal demuet Doet W

Days Fast Do

Cueoeer fiatae

Rssociate Jioanute

Trocenset in Jymew 3y
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Special Order Processing

A “Special Order” rental agreement may be created without an inventory unit. This is typically done in a situation where
a Special Order is placed for an inventory item because the item has not yet been received. A rental agreement can still
be created, and the customer will be able to make payments while waiting for the Special Order item to arrive. When
the item arrives and is received into inventory, the agreement will need to be updated with the serial number of the
new item. The agreement update is done by using a special transfer process (INVTRAN).

Creating a Special Order: Create a New Agreement

Follow the normal steps to begin adding a new rental agreement. Inthe NEW AGREEMENT ADD screen, there will be a
pick list for Agreement Type, select the option for Special Order. Click SAVE to continue.

NEW AGREEMENT ADD

Customer Name BACOT ANDREW Account # 007601
Agreement 2 02475 Agreement Date 6116115 Hnee

Customer Type RENTAL v

Agreement Terms OTHER WEEKLY v Length: 78

Payment Terms Weekly v

Agreement Type [ Select Option b I

1 Option

Rent To Rent

At this time there will not be an inventory unit to add to the agreement. Click the SPECIAL ORDER button to continue.

NEW AGREEMENT ADD
Customer Name: BACOT ANDREW Account # 1007601
Agreement #: 1034790 Agreement Date: 6/16/15 6] Store #:
Customer Type: RENTAL v
Agreement Terms: OTHER WEEKLY v Length: 78
Payment Terms: Weekly v
Agreement TyDEZ Spec|a| Order v
Tax Group: 0001 = Rules: —
ADD INVENTORY
Serial #/Alt ID/Modey BY ALT ID BY MODEL = ADDITEM
SN# Mod@# Desc Payment Amt ESP CSP/FMV Delete
o SAVE STOCK ORDER PACKAGE 4 BACK W
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Enter the first few characters of the Model Number of the special order item. Click SAVE to continue.

SPECIAL ORDER
Model Number:
Fabric:

Fabric Description:
Color:

Color Description:

ALFRIA

@ suve INV ON ORDER

4= BACK

In the ITEM SEQUENCE screen, select Model Number from the pick list.
Please Note: Description may also be selected if needed.

SPECIAL ORDER
Model Number:
Fabric

Fabiric Description
Coler

Color Description

Select rem Sequence

@ ok

ALFRIA

© uwv INV ON OROER

-um SEQUENCE

Modol Number

- pacx

.- visis m

A list of Model Numbers will be displayed.
Click on the line displaying the Model Number of the special order item.

RLFRIFER3TTFS
RLFRIFEREAIFS
ALFRIFTFS30FS

DRYER FULL SiZE
DRYER FULL SIZE
WASHER FRONT LOAD

MODEL NUMBER
ITEM LIST
Maodel Discontinued Description 1 Description 2
LFRIATF7000FG WASHER FRONT LOAD BLACK DELUXE]
ALFRIFEQ332ES DRYER FRONT LOAD WHITE DELUXE

WHITE ELEC
WHITE ELEC
DELUXE WHITE FRONT LOAD

hLFRIFWS1233FS WASHER FULL WHITE XL CAPACITY

hLFRIPWS933F5 WASHER FULL 3 SPEED SUPR CAPACITY WHIT

hLFRIGLEQ2152EE DRYER FRONT LOAD BLACK DELUXE

LLFRIGLEQ2152E5 DRYER FRONT LOAD WHITE DELUXE

hLFRIGLER1042FS DRYER FULL SIZE WHITE ELE

ki FRIGLT2940F5 WASHER FRONT LOAD WHITE DELUXE

» -« © ADDITEM 4 BACK

Revised 12/19/18
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The Model Number is now populated in the SPECIAL ORDER screen. Click SAVE to continue.

The rental agreement ADD INVENTORY screen will display the information of the special order unit. Notice the SN#
(Serial Number) displays “SPEC ORDER.” Click SAVE to continue.

ADD INVENTORY

Serial #/Alt ID/Model: BY ALT ID BY MODEL = ADDITEM
SN# Model # Desc Payment Amt ESP CSP/FMV Delete
SPEC ORDER ALFRIATF7000FG WASHER FRONT LOAD 26.99 105.26 ] ]

SPECIAL ORDER STOCK ORDER PACKAGE 4 BACK W

Please Note: The process above can be repeated to add additional special order items onto the rental agreement.

Continue through the remaining agreement creation process as normal. The agreement will appear like any other
agreement except the unit will not have a Serial or Alt ID number.

Example of the Agreement Details screen through Rental Payment. Notice the Serial and Alt ID columns are blank.

INVENTORY ON AGREEMENT

Mode| - [ Serial Alt ID Description Payment ESP Date

53.98AD 26.99 6/16/15 Q

RETURN BAD CHECK PAY BAD CHECK ) FEES CHANGE PAYMENT 4 BACK W

Updating the Agreement when the Special Order Item is Received

When the Special Order item is received and ready to be delivered, the agreement must be updated with the serial
number. This is done by using the Inventory Transfer area (INVTRAN program).

Type INVTRAN into the Jump-To box and press the TAB or ENTER key. You may also select it from your company’s
cynergi|suite menu.

The first screen will display the default printer name.
o If the printer name is correct click OK to continue.

o If you wish to print to a different printer, enter the printer name you wish to print to.

Jump-To box
BMPLOYEE: 0000938 LOCATION: BOBSRTO-1

@2 4 87 N\ 99O

Click OK to continue.
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The default selection, 1. Transfer Inventory, will already be set. Using the pick list, select 4. Delivery/Pick-up Inventory

Transfer. Click OK to continue.

TRANSFER INVENTORY

Select Transfer Type:

@ ok

1. Transter Inventory 'J

1. Transfer Inventory
2. Pending Inventory Transfer

- gl s ‘

4_Delivery/Pick Up Inventory Transfer
Bar Code Number Transier

6. Bar Code Transfer From File

7. tem To/From Service

8. Switch Out Inventory

Use the pick list to set the “Old Location” and the “New Location.”

o Old Location will be the store location where the Special Order unit was received.

o New Location would be the customer’s Home Location.

Click OK to continue.

INVENTORY DELIVERY/PICK UP

Old Location:

| 1-BOB'S RTO

v I New Location:

I 9001 - CUSTOMER HOME #1 ¥ I

4

® ok

Transfer Date:  6/16/15

4 BACK

Enter the customer’s last name.

Click OK to continue.

CUSTOMER INFORMATION

Customer: I BACOT

I Customer #:

Address:

Phone:

DELIVERY/PICKUP INFORMATION
Delivery/Pickup Date:

Delivery/Pickup Notes:

COD:

Stg Salesman:

@ ok

6/16/15

No

City: State:

Ticket Number:

v Seiling Store:

Zip:

Select the customer from the pick list.

Account #

PICK CUSTOMER
Customer Name l

[BACOT ANDREW

1007601 ]

BADDERS LAVON

BAERGA ELBA

1007076

1002301

Revised 12/19/18
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After selecting the Customer, the following will appear:
o The customer’s information will be populated.

o Delivery Notes may be input but are not required.

Click OK to continue.

INVENTORY DELIVERY/PICK UP

Old Location: 1 BOB'SRTO

CUSTOMER INFORMATION

Customer: I BACOT ANDREW I
Address: 5241 CAMBERLEA
Phone: (555)555-5555

DELIVERY/PICKUP INFORMATION

Delivery/Pickup Date: 6/16/15

New Location: 9001

CUSTOMER HOME #1 Transfer Date: 6/16/15

Customer #: 1007601

City: ANYTOWN State: X Zip:

Delivery/Pickup Notes:

I RECEIVED SPECIAL ORDER ITEM

COD: No v

Selling Salesman:

@ ok

Ticket Number:

Selling Store:

Select the customer’s agreement to update with the new special order item’s Serial Number.

GET TICKET
Customer # Ticket # Seq Date Type
1007601 1034774 o 5/21115 8] PORTAELE BUILDIN ]
1007601 1034730 o 6/16/15 6] WASHER FRONT LOA

Use the pick list to select a Selling Salesman (required field). Click OK to continue.

DELIVERY/PICKUP INFORMATION
Delivery/Pickup Date: 6/16/15

Delivery/Pickup Notes: RECEIVED SPECIAL ORDER ITEM

COD: No v

Ticket Number: 1034790 =
Selling Salesman: I 4-BILLINGS LARRY v I Selling Store: 1-BOB'SRTO M
i il
Revised 12/19/18
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At the Any Changes prompt, click NO to continue. If changes are needed, click YES to go back.

a

@ yes

ATTENTIONI

Any More Changes?

9 nNo

Click the STOCK/SPECORDR button to continue.

l

Old Location:

Serial # or AltID:

INVENTORY DELIVERY/PICK UP

1 BOB'SRTO

INVENTORY ITEMS TO TRANSFER

STOCK/SPECORDR EXCHANGE

TICKET INV

New Location:

9001 CUSTOMER HOME #1

BYALT ID

Transfer Date:

ITEM LOOKUP

There are two methods that can be used to select the special order item:

o Enter the Serial Number of the special order unit.
o Click LIST INV. button to search for “special order” inventory.

PO #

00

©

@ savE

Seq #

ASSIGN SERIAL NUMBERS TO STOCK LAYAWAY,SPEC ORDERS

Serial #

Model # Ticket #
ALFRIATF7000FG 1034720
ALFRIATF7000F 1034750
s

Q

0

BACK

If using the LIST INV option, it will display all special order inventory that has been received.

Click on the line displaying the Special Ordered Unit for the customer.

SERIAL NUMBERS Q

Serial # ~ ALTID Desc st Rec'd Date Loc
[s5x0ces 09022 WASHER FRONT LOAD N 6/1615 |

66XX997Z 09022 WASHER FRONT LOAD N 6/16/15 1
C235XX32 09022 WASHER FRONT LOAD N 6/16/15 1
VSSXAS3 09022 WASHER FRONT LOAD N 6/16/15 1
X4565ABA 09022 WASHER FRONT LOAD N 6/16/15

ZASDXVXC 09022 WASHER FRONT LOAD N 6/16/15 1
Shawing 1 10 6 of & entrie

€ BACK

Revised 12/19/18
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After the unit serial number has been entered or selected from LIST INV, click SAVE to continue.

ASSIGN SERIAL NUMBERS TO STOCK, LAYAWAY,SPEC ORDERS Q
PO # ~  Seq# Serial # Model # Ticket #
a0 1 55XX88 ALFRIATF7000FG 1034790
(¢} 1 55XX88 ALFRIATF7000H 1034790
Showing 1 to 2 of 2 entries 1
@ save = LISTINV. 4 BACK

The Serial # or Alt ID field will be populated with the unit’s Serial Number.
Press ENTER to continue.

INVENTORY DELIVERY/PICK UP

Old Location: 1 BOB'SRTO New Location: 9001 CUSTOMER HOME #1 Transfer Date: 6/16/15

INVENTORY ITEMS TO TRANSFER

Serial # or Alt ID: I S5XX88 I BYALT ID = ITEM LOOKUP

STOCK/SPECORDR EXCHANGE TICKET INV W

The transfer confirmation message will appear displaying the unit Serial Number and Description. Click YES to confirm.

The transfer of the special order unit from idle to on-rent

A ATTENTION!

Transfer Serial: 55XX88
Description: 55XX88 WASHER
FRONT LOAD 00100083 10

@ vis D No

The TRANSFERS DONE section displays the completed transfer. Click MAIN MENU to print the transfer receipt.

INVENTORY ITEMS TO TRANSFER

Serial # or AltID: BYALT ID = [TEM LOOKUP

TRANSFERS DONE N

Serial Number~  Description AltID Loc Status

[ 55Xx88 WASHER FRONT LOAD 00100083 1 (0] ]

Showing 1to 1 of 1 entries

STOCK/SPECORDR EXCHANGE TICKET INV W
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The transfer/delivery receipt will print.

cynergi|suite.

#4##%  THIS IS A DELIVERY  *t#st
Delivery Date: 6/16/15

Account Number: 1007601
Ticket Number: 1034790
Bill To: BACOT ANDREW

/~ DELIVER FROM:
BOB'S RTO

DELIVER T0:
BACOT ANDREW
5241 CAMBERLEA
ANYTORN

\(555) 555-5555

TX 55555

(MODELY/DESC/ALtID SERIAL NER QTY PIECES
ALFRIATFT000FG  55XX88 1 1
WASHER FRONT LOAD

00100083

Totals This Transfer: 1 1
Empl §: 998
Store §: 1 Slsman: 4B
Delivery Notes:

Delivered By:

Received By:

The Special Order Process is now complete. The agreement will now display the Serial and Alt ID number of the
inventory unit that was special ordered. Below is an example of the Agreement Details screen through Rental Payment.

Total Due: 33.88

Late Receivables: 0.00
INVENTORY ON AGREEMENT
Model| ~ | Serial AltID
ALFRIATF7000FG || 55XX88 00100083
Showing 1to 1 of 1 entries
RETURN BAD CHECK PAY BAD CHECK ) FEES

Last Due: 6/16/15
Last Changed: 6/16/15
Description
WASHER FRONT LOAD

Agreement Typ: X
Adv Code: ™v
Q
Payment ESP Date
26.99 /16115 Q

Revised 12/19/18
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View a Closed/Inactive Rental Agreement

To view a Closed/Inactive Rental Agreement, type CLOSEINQ into the Jump-To box and press the TAB or ENTER key. You

may also select it from your company’s cynergi|suite menu.
Please Note: Your menu option may be different than what is shown below.

1ergi| suite

Jump-To box

CLOSEING

CLOSED TICKET INQUIRY

Miscellaneous Routmes

Purchase Oroe

The first prompt will be the Printer or File Pathname. The correct printer name should be the default. However, if itis
not, simply enter the printer name you would like to use.

Once you have verified the correct printer name, click the OK button to continue.

\ergi | suite

CLOSEING

CLOSED TICKET INDUIRY

Miscellaneous Routmes
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Enter the customer’s name into the Customer Search and click the SEARCH button to continue.

Please Note: If the customer does not have any active agreements, you will need to set the Store location to 0 to search
for inactive customers.

CUSTOMER SEARCH 1
Search For: Name v I SMITH " D ] Store: (0-BOB'S RTO v Q SEARCH
** ONLY GROUP FOR YOUR PARAMETERS ** Q
Store Account Last Name -~ First Name Address City License
1 1008798 SMITH DAVID 1234 MAIN ST. ANYTOWN = /70
2 1008778 SMITH DANYALA 5157 C.P. KEEN R ANYTOWN = /70
4 1008558 SMITH DENNIS 6416 NEW YORK ST ANYTOWN = /70
1007049 SMITH/BECK DENNIS/SHE 2625S.90 TH ST ANYTOWN = /0
Showing 1 to 4 of 4 entries 1

The Customer Search results will then be displayed below. Click anywhere on the line displaying the Customer Name for
whom you would like to inquire.

CUSTOMER SEARCH
Search For: Name Y| SMITH D Store: (0-BOB'S RTO v Q SEARCH
** ONLY GROUP FOR YOUR PARAMETERS ** Q
Store Account Last Name ~  First Name Address City License
1 1008798 SMITH DAVID 1234 MAIN ST. ANYTOWN = /70
2 1008778 SMITH DANYALA 5157 C.P. KEEN R ANYTOWN =70
4 1008558 SMITH DENNIS 6416 NEW YORK ST ANYTOWN = /70
1007049 SMITH/BECK DENNIS/SHE 26255.90 TH ST ANYTOWN =70
Showing 1 to 4 of 4 entries 1
& oo I 4 v
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The customer’s Closed/Inactive Rental Agreements will be displayed.
CLOSED TIOKET INQUIRY
Account Ticket Seq Closed Closed Ryn Desc At Due
100 18 008754 0 w1 PAYOUT SATISFAC FEE ACCTY 0.00 e q =
1008798 1034490 0 %15 REQUEST MICKLP TWLCD 32 1076.40 e Q0N

The CLOSED TICKET INQUIRY screen displays the following information:

o Account Number of the customer
Agreement/Ticket Number
Sequence Number

Closed Date

Closed Reason

Description

0O O O O O

There are also three icons at the far right:

Amt Due/remaining balance of the agreement

This icon will allow the agreement to be reopened.

Q, This icon will take you to the View Payment History screen.

This icon will allow you to print the Agreement Information and Payment History.

To view the detailed Rental Agreement information, click anywhere on the line displaying the agreement for which you

would like to inquire/review.

CLOSED TICKET INQUIRY
Account Ticket Seq Closed Closed Rsn Desc Amt Due
1008798 1008798 0 S/06/15 PAYOQUT SATISFAC FEE ACCT 0.00 Q&=
1008798 1034490 0 S/06/15 REQUEST PICKUP TVLCD 32 1076.40 Q=
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Closed Ticket Inquiry Screen

There are two detailed agreement information screens. To view the additional information on page two, click the NEXT

SCREEN button.

CLOSED TICKET INQUIRY — PAGE 1

ICL-’J‘SE TICKET NQUIRY — PAGE 1 ]

Account 1ceg7as Ticket

Agreement Typ A
Payment Tenms:
Deposit Amt

# Times Late

CLOSED TICKET INQUIRY — PAGE 2

In.’/‘.lz; TICKET DCAIIRY - PAGE 2 l
ime )
A
1 1 %4
Ra
ey e - r
NESULTS
Model ¥ Serial »
EBRCALI2WD12 GI82E1425
$  NECT ORI

Pmr Amg Reverne

1704

92

Agreament Date

10312

-

Click the NEXT SCREEN or BACK button to return to the customer’s Closed Agreement list. From here you can either
inquire on other Closed Agreements for the current customer or continue to back out to the Customer Search screen.

Revised 12/19/18
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Reopen a Closed/Inactive Rental Agreement

To reopen a Closed/Inactive Rental Agreement, type CLOSEINQ into the Jump-To box and press the TAB or ENTER key.
You may also select it from your company’s cynergi|suite menu.
Please Note: Your menu option may be different than what is shown below.

CLOSED TICKET INQUIRY

Generally, not all employees are able to reopen a Closed/Inactive Rental Agreement. This feature is often secured to a
higher security level. The first prompt will be the Printer or File Pathname. The correct printer name should be the
default. However, if it isn’t, simply enter the printer name you would like to use.

Once you have verified the correct printer name, click the OK button to continue.

\ergi | suite

CLOSEINQ

CLOSED TICKET INQUIRY
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Enter the customer’s name into the Customer Search and click the SEARCH button to continue.
Please Note: If the customer you are searching for does not have any active rental agreements, the Store location must
be changed to 0 to include inactive customers in the search.

CUSTOMER SEARCH l 1
Search For: Name v I SMITH " D ] Store: (0-BOB'S RTO v Q SEARCH
** ONLY GROUP FOR YOUR PARAMETERS ** Q
Store Account Last Name -~ First Name Address City License
1 1008798 SMITH DAVID 1234 MAIN ST. ANYTOWN = /70
2 1008778 SMITH DANYALA 5157 C.P. KEEN R ANYTOWN = /70
4 1008558 SMITH DENNIS 6416 NEW YORK ST ANYTOWN =2/ 0
1007049 SMITH/BECK DENNIS/SHE 2625S.90 TH ST ANYTOWN = /0
Showing 1 to 4 of 4 entries 1
S oo |8 4 v

The customer’s Closed/Inactive Rental Agreements will be displayed.
Click anywhere on the line displaying the Customer Name for which you would like to reopen an agreement.

CUSTOMER SEARCH
Search For: Name ¥ | SMITH D Store:| (0-BOB'S RTO v Q SEARCH
** ONLY GROUP FOR YOUR PARAMETERS ** Q
Store Account Last Name ~  First Name Address City License
1 1008798 SMITH DAVID 1234 MAIN ST. ANYTOWN =70
2 1008778 SMITH DANYALA 5157 C.P. KEEN R ANYTOWN =70
4 1008558 SMITH DENNIS 6416 NEW YORK ST ANYTOWN =70
1007049 SMITH/BECK DENNIS/SHE 26255.90 TH ST ANYTOWN =70
Showing 1 to 4 of 4 entries 1
- 4 v
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There are three icons at the far right of the CLOSED TICKET INQUIRY screen that may be used.

( cLosep ickeT inquiRy | l
Account Ticket Seq Closed Closed Rsn Desc Amt Due

1008798 1008798 0 5/06/15 PAYOUT SATISFAC FEE ACCT 0.00

1008798 1034490 0 5/06/15 REQUEST PICKUP TVLCD 32 1076.40

Will provide the option to reopen the rental agreement.

Q To view the Payment History of the rental agreement.

Allows the option to print the Agreement Information and Payment History.

To open a Closed Agreement, clickthe | '™ | icon.
CLOSED TICKET INQUIRY
Account Ticket Seq Closed Closed Rsn Desc Amt Due
1008798 1008798 0 5/06/15 PAYOUT SATISFAC FEE ACCT 0.00 Q&
1008798 1034450 0 5/06/15 REQUEST PICKUP TVLCD 32 1076.40 oo F =i

The REOPEN CLOSED TICKET screen will display the New Inventory Location where the inventory will be upon reopening
the Agreement/Ticket. In this example, 9001 is the Inventory Location for customer home at store 001.

Click OK to continue to the next screen.

l REOPEN CLOSED TICKET l

New Inventory Location:

@ ok 4 BACK

Please Note: At this point, if the inventory is no longer available (Idle) when attempting to reopen a closed
agreement, the following message will appear at the bottom left of the screen:

@ !nventory On Another Ticket

Enter Zero To Not Transfer Inventory Locations

If this is the case, the agreement will not be able to be reopened.

Click YES to continue.
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a ATTENTION!

Re-open this ticket?

The rental agreement has been reopened. Click OK to continue.

DATTENTION!
Attention
Ticket Has Been Opened.

The agreement can be printed, but it is not required. Click either YES or NO to continue.

a ATTENTION!

Print Agreemnt?

& vis D no

The reopened agreement will no longer be displayed on the CLOSED TICKET INQUIRY list.

CLOSED TICKET NQUIRY

Denc At Due

The agreement is now active and available in the Rental Payment (RP) screen.

Please Use Caution: The Agreement Due Date will remain the same as it was when the agreement was closed.
Reopening a Closed Agreement does NOT advance the due date. You will need to resolve this based upon how your
company handles reopening a Closed Agreement.

AGREEMENTS

Pmts Curr Dt Pmt Total
Terms # of Payments & Agreemnt Balance Left Due Next Due /Amt Ext Amt Late Fees Misc Fees  Tax Due

w (g " wicos 107640 6o 20603 ([anznz |B)) O B s 1792/ 1005 17649 D QA=

Length 78 Terms: W RTO Total Charge: 176.49 Receivable: 2.14- Due: 176.49

A CUSTOMER CHANGE 4 BACK W TENDER
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