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Chapter 4: Rental Payment and Receipts 
 
Regular Simple Payment 
 
This is an example of processing a standard basic rental payment receipt without making any other changes. 
Begin by using the Customer Search.  Enter the customer’s name, last name first, and click on the SEARCH button. 

 

Click anywhere on the customer information line to continue. 

 

The Payment Screen will open displaying the Customer’s Rental Agreements.  The amount due typically defaults to the 
customer’s normal payment mode (if current).  If the customer is past due, depending on system configuration, the 
number of payments may or may not need to be altered to bring them current. 
If the Payment does not need to be altered, click the TENDER button to continue. 
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If the customer is paying the exact amount due, select the Tender Type from the pick list. 
Please Note: If the customer is paying over the amount due, please see the additional notes on the next page. 

 

Click PROCESS PAYMENT to continue. 

 

Click CONFIRM to continue. 
Please Note: If you need to alter the Amount Received or the Tender Type, use the MODIFY button to go back to the 
previous screen and make changes. 
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The receipt will print and a prompt will appear with the option to reprint the receipt if necessary. 
To reprint the receipt click YES.  Otherwise, click NO to complete the payment process. 

 

You will be returned to the rental payment Customer Search screen ready to take additional customer payments. 

 

 

Notes for Customer Paying over the Amount Due 

There are two methods to handle an overpayment: 
1) The excess amount can be returned to the customer. 

2) The excess amount can be held at the customer level to be used at a later date.  This is known as a “Receivable” 

on the cynergi|suite system. 

If the customer is paying more than the amount due, enter the amount in the Amt Received field. 
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When you enter the Amt Received and move away from the field, a box will appear below with two options for handling 
the change: 

o C – Calculate Change Due to Customer is used for returning the change back to the customer. 

o R – Put Credit on Customer Account is used when you want to hold the customer’s change for later use. 

Please Note: This example will show the use of “C.”  Please reference Add Rental Payment Receivables later in 
this chapter for selecting R – Put Credit on Customer Account (adding Receivable). 

 

Click OK to continue. 

 

Select the Payment Type, then PROCESS, then CONFIRM to complete filing the payment as previously shown. 
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Split Payment 
 
At the payment screen, once you have the payment set up and are ready to proceed, click on the TENDER button. 

 

If the customer is paying with two different Payment Types (Split Payment Forms), click on the SPLIT PAYMENT FORMS 
button before entering the Amt Received or Payment Type. 

Please Note: The cursor may move to the Payment Type field, which is the normal path.  If you do move to the Payment 
Type field, you can still click on the SPLIT PAYMENT FORMS button. 

 

Selecting the SPLIT PAYMENT FORMS button will display a second payment line. 
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Set each payment line to the Amt Received and Payment Type necessary.  
Please Note: These fields work the same as a single Payment Type (they will display the same pick lists).  It is advised to 
enter Cash payments on the first line, as displayed below. 

 

Once the Split Payment Forms have been set with the Amounts and Payment Types, click PROCESS PAYMENT to 
continue and complete the payment.  The BACK OUT button will return to the previous screen. 

 

Click CONFIRM to continue. 
Please Note: To alter the Amount Received or the Tender Type at this point, click the MODIFY button to go back to the 
previous screen and make changes. 
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The receipt will print and a prompt will appear with the option to reprint the receipt if necessary. 
To reprint the receipt click YES.  Otherwise, click NO to complete the payment process. 
The receipt will print and this screen appears: 

 

The screen will return to the rental payment Customer Search screen ready to process additional customer payments. 
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Rental Payment Change Due Date 
 
Processing a rental payment by changing/selecting the next due date.  The next due date can be changed from the 
default by several different methods.  The methods explained are not in a specific order of how they should be used.  
Different users may prefer different methods. 

o Method 1 – Selecting # of Payments 

o Method 2 – Selecting the Next Due field and/or the Calendar icon. 

o Method 3 – Updating the Date/Amount Checkboxes 

Begin by bringing up the customer’s rental payment screen.  In this example, the payment is defaulted to a one week 
payment. 

 
 

Method 1: Changing the Number (#) of Payments 
This method is performed by editing the box below the # of Payments column.  When the rental payment screen is first 
displayed, the cursor is defaulted to the # of Payments field.  To edit, simply type in the number of desired payments. 

 

After changing the # of Payments, press the TAB key to navigate across the screen and update the total amount due. 
Notice we have a three week payment, but the amount due is still showing the one week total. 

 

v 
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By using the TAB key to navigate across the screen, amount due is now updated properly for a three week payment.  
Click on TENDER to complete the payment. 

 
 

Method 2: Changing the Next Due Field or Calendar Icon 
You can use this method by editing the box below the Next Due column.  From the default # of Payments, press the TAB 
key and navigate to the Next Due field, or click on the box and type in the new Next Due date.  

 

The Calendar icon can also be used. 

 

By clicking on the Calendar icon, a calendar will open.  Click on the date needed to set the Next Due date. 
Once you have entered the Date or used the Calendar icon to set the next due date, use the TAB key to navigate across 
the screen and update the amounts as shown in Method 1. 
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In this Method 2 example, the due date was advanced an additional week by entering the 10/19/13 date, then using the 
TAB key to navigate across the screen. All fields were updated for a two week payment and the # of Payments changed 
from “1” to “2.”  Click on TENDER to complete the payment process. 

 
 

Method 3: Changing the Date/Amount (Dt/Amt) 
The Date/Amount option allows selection of some or all agreements.  This feature will allow the next due date to be 
selected by using a calendar date or entering a lump sum amount to be applied to selected agreements. To use this 
method, select the agreements by clicking the check boxes below the Date/Amount column.  “All” agreements may be 
selected at one time by clicking the very top “Check Box.”  If your system is configured for “Switching Payment Modes,” 
selecting a weekly, monthly, bi-weekly, or semi-monthly payment “Mode” is also available. 

Please Note: In this example, we will only cover adjusting the Due Date or the Amount.  Please reference Change 
Payment Mode While Taking a Payment later in this chapter for more information on this feature. 
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If the Customer has multiple Rental Agreements, “All” agreements can be selected by clicking on the Dt/Amt box at the 
top.  You can also select specific Rental Agreements by clicking the check boxes.  

Please Note: Clicking the box again will deselect the option. 

              

Once the selection of all or specific Rental Agreements has been made, click on the DATE/AMOUNT button to continue. 
Please Note: In this example, all agreements have been selected. 

 

The Payment Period window will appear.  Select D = Date/Amount from the Calculate Payment As pick list. 
Click OK to continue. 
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The DATE/AMOUNT window will open with two options: 

o Next Due Date – For this option, key in the new “Next Due Date” or use the Calendar icon to select the new due 

date. 

o Dollar Amount – This option can be used to key in a lump sum amount, which will be applied to the agreements 

that were selected from the rental payment screen. 

 

 

Example 1: Next Due Date 

On the DATE/AMOUNT screen, type in the date or select the date from the calendar. 
Click OK to continue. 
Please Note: In this example, the date 5/17/14 has been used. 

 

The Next Due dates of the selected agreements will be moved ahead to the 5/17/14 date.  Click TENDER to complete 
the rental payment process as normal. 
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Example 2: Dollar Amount 

On the DATE/AMOUNT screen, input the lump sum amount that the customer would like to pay in the Dollar Amount 
field. 

Click OK to continue. 

In this example, $250.00 has been entered.  The $250.00 lump sum amount will be distributed across all of the selected 
agreements.   

 

Please Note: Due to the way the lump sum amount is distributed by the program, the selected agreements will most 
likely not all be set to the same Due Date. 

Click TENDER to complete the rental payment process. 
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Carry Back or Forgive Late Fees 
 
Begin by bringing up the customer’s rental payment screen. 

 

Collect, Carry Back, or Forgive late fees for all of a customer’s agreements can be done at one time.  It is best to start 
with the first agreement in the list.   
Begin by pressing the TAB key to move across the screen, or click on the Late Fees field to highlight it. 

 

Press the SPACEBAR to clear the late fee amount and then press the TAB or ENTER key. 
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Blanking out the fee will trigger the Fee Handling prompt. 

o YES will open the Fee Handling screen for ALL of the customer’s rental agreements. 

o NO will open the Fee Handling screen for the agreement on which you started (single agreement). 

 

If YES is selected, the LATE FEES window will open to allow manipulation of the late fees for ALL of the customer’s rental 
agreements.   

 

If NO is selected, access is available to the late fees of the “single agreement” (line on which you started). 

 

By selecting YES, the late fees for all of the customer’s agreements are automatically moved to Carry Back status.  If you 
wish to keep them in the Carry Back status so they can be collected later, click OK to continue. 

 

Please Note: You may or may not be able to change this field, due to your security settings. 
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To Forgive (permanently remove) the late fees, begin by using the SPACEBAR to blank out the fee amount in the top left 
field and press the TAB key.  The cursor will move to the Forgive field, which will be blank, and the late fee amount 
automatically moves to the Collect field. 

 

With the cursor in the Forgive field, key in the fee amount you wish to forgive and press the TAB key.  The fee amount in 
the Collect field is automatically cleared.  The cursor will advance down to the next line so you can repeat the process. 

 

Repeat the process until all fee amounts are in the Forgive fields.  The Carry Back and Collect fields will now be blank.  
Click OK to continue. 
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Upon completion, all late fee fields will be cleared and you are ready to continue with the rental payment process. 

 

Late Fee amounts may be divided between all three categories, Carry Back, Forgive, and Collect, as needed. 
Example 
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View Agreement Details in Rental Payment 
 
Detailed rental agreement information can be reviewed from the rental payment screen.   
Begin by using the Customer Search to enter the customer’s name (last name first).  Click SEARCH to continue. 

 
 
Click anywhere on the customer information line to continue. 

 
 
The Payment screen will display the customer’s active Rental Agreements.   
To view the details of the Rental Agreement, click the Magnifying Glass icon.  
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Three Agreement Details 

The Agreement Information is shown in three sections: 

1) AGREEMENT DETAILS – This section is displayed at the top of the screen.  It provides specific information about 

the Rental Agreement such as balances, current due date, payment mode, payment amounts, etc. 

2) INVENTORY ON AGREEMENT – This section is displayed in the center.  It lists the details of the inventory 

unit/units on the Rental Agreement: Model #, Serial #, Alt ID, Description, etc. 

3) AGREEMENT BALANCE – This section is displayed at the bottom of the screen.  It displays the weekly or monthly 

payment and balance of the Agreement (depending upon the Payment Mode/Frequency). 

 

Additional inventory unit information is available by clicking on the Magnifying Glass icon in the INVENTORY ON 
AGREEMENT section (section 2). 

 

  

1 

2 

3 
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The Inventory Unit Information is shown in two sections: 

1) ITEM INFO – This section displays inventory information: 
o Model #  
o Serial # 
o ALT ID 
o Description 

2) INVENTORY CHANGE – This section displays additional inventory unit information across four different tabs:   
o GENERAL 1  (Default View) 
o GENERAL 2 
o RECEIVING 
o HISTORY/INACTIVE/MISC 

Click on each tab to open and display the information. 
Please Note: This screen is for inquiry/viewing only.  Changes cannot be made from within this screen. 

Click BACK to return to the Rental Payment screen. 
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Carried Back/Deferred Fees 

To view deferred fees, click the FEES button that is below the AGREEMENT BALANCE section (Section 3).   

 

 

The DEFERRED FEES screen will display all carried back fees for the Rental Agreement. 

In this example, there is an amount of $5.00 in deferred Reinstatement/Late fees and $3.00 in deferred GRP 
(Waiver/LDW) fees.  The fees were deferred on a previous rental payment. 

Click CONTINUE to return to the Rental Agreement Information screen. 
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View Agreement Payment History in Rental Payment 
 
Begin by using the Customer Search to enter the customer’s name (last name first).  Click SEARCH to continue. 

 

Click anywhere on the customer information line to continue. 

 

The Rental Payment screen will open showing the customer’s active Rental Agreements.  To view the Rental Agreement 

Payment History, click on the Pmt History/Refunds icon.     
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The agreement Payment History information will be displayed.  There are three main sections of the rental agreement 
Payment History screen: 

1) Agreement Statistics 
2) Agreement History List 
3) Details/Payment History 

 

Section 1: AGREEMENT STATISTICS 

 
This section provides statistical information. 

o Days Free = Total number of Free Days given on the agreement. 

o Days Ext = Total number of Extension Days given on the agreement. 

o # Times Past Due = Total number of times the agreement has been past due based upon Past Due Categories 

displayed. 

o % On-Time = Percentage of payments made “On-Time.”  Total number of late payments made divided by the 

total number of payments made. 

o Original Balance = Beginning balance of the agreement (does not include tax). 

o Remaining Balance = Remaining amount left to pay (does not include tax). 

o Early Payoff Balance = Amount to exercise the Early Payoff Option (does not include tax). 
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Section 2: AGREEMENT HISTORY LIST 
This section provides specific information about each individual rental payment that has been posted to the agreement.  
The information can be re-sorted by clicking on any of the column headers.  Furthermore, you can mouse-over each 
header and a pop-up will display the full title of the column.  This section also includes a quick search bar at the top right 
side of the section to help filter the Agreement list. 

 
o Pay = Date the payment was posted. 

o Due = Due date of the agreement on the date the payment was posted. 

o Next Due = Next due date based upon after the payment was taken. 

o Dys Lte = Number of days the agreement was past due when the payment was taken. 

o Dys Pd = Number of days the payment advanced the due date. 

o Rcpt = Receipt number.  

o Amt = Amount of rent paid. 

o Tax = Amount of tax paid. 

o Other = Includes waiver and miscellaneous fees paid. 

o Tot Pay = Total amount paid on the receipt. 

o Bal = Agreement balance.  

o Assoc = Employee number that filed the payment. 

o Pmt Form = Type of funds used to make the payment.   
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Additional receipt information is provided by the Deferred Flags column.  Clicking on the Question Mark heading next to 
the Pay column will open a box that defines what each single letter code represents. 

 

Additional receipt information is also provided by the Exception Flags.  Clicking on the Question Mark heading next to 
the Due column will open a box that defines what each single letter exception code represents. 
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Section 3: DETAILS/PAYMENT HISTORY 
There are two additional detailed Payment History screens available.  Hover the mouse over any of the Agreement 
History lines and a quick summary view of that payment will be shown below in the Details section of the screen.  

 

Click on the Magnifying Glass icon for a more detailed Payment History screen for a single payment. 
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Click the BACK button to return to the main Payment History screen. 

 

The Payment History view can be switched to view “All” Rental Agreements.  If a customer has multiple agreements, 
clicking the ALL AGREEMENTS button will display all payments made by the customer by date.   

  

The “ALL AGREEMENTS” Payment History is grouped by the Pay Date.  In this example, the customer has three 
agreements.  The screen shows receipts for all three agreements sorted by the date on which the payments were made.  
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Please Note: When the ALL AGREEMENTS button is selected, the Agreement Statistics section will not be populated.  It is 
only available for single agreement statistics. 

 

To return to the single agreement Payment History view, click the SINGLE AGREEMENT button in the lower left corner of 
the screen. 
Please Note: The agreement Payment History can be printed by selecting the PRINT button. 
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Free Payment 
 
A “Free” payment will move the due date into the future and reduce the remaining balance of a rental agreement.  A 
Free payment includes the entire payment (Rent, Fees, Waiver, and Taxes).  
Please Note: A partial “Free” payment may be processed using the Split Payment option.  A higher security clearance may 
also be necessary. 
 
In the Rental Payment screen, set the number of payments or due date as needed. Click the TENDER button to continue. 

 

To process a Free Payment for the entire payment amount, select 8-Free Payment in the Payment Type drop-down box, 
then click the PROCESS PAYMENT button to continue.  The remaining steps are the same as a normal rental payment 
receipt. 
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Partial Payment with Free Payment 

A partial Free Payment may be processed by clicking the SPLIT PAYMENT FORMS button before entering information 
into the Amt Received or Payment Type. 
Please Note: The cursor may move to the Payment Type field, which is the normal path.  If this should happen, click on 
the SPLIT PAYMENT FORMS button. 

 
 
 
When selecting the SPLIT PAYMENT FORMS button, a second payment line will appear.  In this example, the Amt 
Received is set to $10.00 and the Payment Type to 8-Free Payment.  The remaining amount due is automatically moved 
to the second line.  When moving from the first line to the second line, a pick list will appear to Select Reason for Free 
Payment. 
Please Note: These fields work the same as a single Payment Type and access the same pick list.   
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The pick list for Select Reason for Free Payment appears.  Select the appropriate reason by clicking on it. 

 
 
Select the Payment Type for the second line. 

 
 
When the Split Payment Forms have been set with the Amounts and Payment Types as needed, click PROCESS 
PAYMENT to continue.   
Please Note: The BACK OUT button will return to the previous screen. 
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Click CONFIRM to complete the rental payment process as normal. 
Please Note: If you need to alter the Amount Received or the Tender Type, click the MODIFY button to return to the 
previous screen to make changes. 

 
 
The receipt will print.  Click NO to continue or YES to reprint the receipt.   

 
 
The screen will return to the rental payment Customer Search screen, ready to process additional customer payments. 
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Extension/Due Date Move with Rental Payment 
 
An Extension may be done while processing a Rental Payment by following these steps. 

In this example, the customer will pay a one-week payment and receive a one-week Extension.  When the payment is 
filed, the due date will be moved two weeks ahead.  Any number of payments or extension days may be entered as 
needed.  Depending on system configuration, all employees may not have security clearance to process an extension. 
 
Begin by setting the # of Payments to 1.  Notice the Next Due at this time has only been moved by one week.  The 
customer is now set to pay a one-week payment. 

 
 
To apply the Extension, click on the Ext icon. 

 
 
Set the New Due Date to the date the Extension will move the agreement (next due date) to.  (In this example, the 
agreement due date was moved forward an additional week). 
 
Click OK to continue. 
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The Select Reason for Extension box will appear.  Choose the appropriate reason for the Extension by clicking on it.  

 
 
The customer’s Next Due date has been moved ahead two weeks.  However, the Payment Amount due is only for one 
week.  The customer will pay for one week and get a one week Extension.  Click the TENDER button to continue. 

 
 
To complete the payment, select the Payment Type for the payment, click PROCESS PAYMENT, and click CONFIRM.  
Depending upon cynergi|suite parameters, you may be required to enter an Exception Comment.  If so, enter a 
comment and click OK. 

 
 
The receipt will print.  To reprint the receipt, click YES.  Otherwise, click NO to complete the payment process. 
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Extension/Due Date Move without Collecting a Payment 
 
Extensions/Due Date Moves are filed in the Rental Payment screen.  Begin by selecting the customer and bringing up his 
or her payment screen. 

 

 

Set the # of Payments to “0” (or blank out the default number of payments), then click the Ext box.  
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The Payment Extension box opens.  Key in the next due date.  

 

Alternatively, the calendar may be used to select the next due date by clicking the Calendar icon. 

 

Click OK to continue  

 

The Select Reason for Extension box will appear.  Choose the appropriate reason by clicking on the line displaying the 
reason you would like to choose. 
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The cursor will highlight the # of Payments field.  All “Amount” fields will automatically be set to zero, the Next Due field 
will display the date the extension will move the agreement next due date to. 
Click the TENDER button to continue.   

 
 
The Total Payment Due screen will open, leave the Amt Received blank.  Select 1-Cash as the Payment Type.   
Click PROCESS PAYMENT to continue. 

 
 
Click CONFIRM.  

 

Depending upon cynergi|suite parameters, you may be required to enter an Exception Comment.  If so, enter a 
comment and click OK. 
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The receipt will print, the Next Due date should match the date previously entered.  The amount due and amount 
tendered should be zero. 

 

To reprint the receipt, click YES.  Otherwise, click NO to complete the payment process. 
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Extension/Due Date Move (Back-out or Reversal) 
 
Rental Extension/Due Date Move “Reversal” are filed in the Rental Payment screen. 

Begin by selecting the customer and bringing up their payment screen. 
Please Note: In this example, the customer previously received an Extension of 1 week that needs to be backed-out. 

 

Set the “# of Payments” to “1.” 
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Press the TAB key to move over to the payment amount field and use the SPACEBAR to blank out the amount. 

 

Press the TAB key again to move over to the “Next Due” field, it will reset to the current due date of the agreement. 

 

Click the Misc Fees (Pencil) icon to remove any Fees that may have been defaulted. 

 

In this example, we are removing the Waiver/GRP Fee.  Click on the Field and use the SPACEBAR to blank out the 
amount. 
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One the amount has been blanked out, click OK. 

 
In the Fees window to Carry Back or Forgive the Fees.   
Please Use Caution: Do not attempt to collect fees during this reversal process.  Click OK to continue. 

 
In the Rental Payment screen, all amounts will be set to zero or blanked out.  The “Next Due” date will be the same as 
the “Curr Due” date.  Click on the Ext (Extension) icon.  

 
Move the Due Date back by clicking on the date needed.  (Example below shows moving the Due Date back to 4/19/14.) 

 
Click OK to continue. 
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Choose an Extension Reason by clicking anywhere on the line of the reason needed. 

 
The Rental Payment screen shows all amounts set to zero.  The “Next Due” will now be backdated to the date previously 
selected. 
Click TENDER to continue. 

 
The Total Payment Due screen will open, Leave the Amt Received blank. Select 1-Cash as the Payment Type. 
Click PROCESS PAYMENT to continue. 

 
Click CONFIRM to complete the process.  The receipt will print completing the reversal process. 
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Change Payment Mode While Taking a Payment 
 
Changing “Payment Modes” may be done while processing a rental payment by editing the checkboxes below the 
“Date/Amount” column.  The “Date/Amount” option allows selection of some, or all agreements for due date changes.  
The change can be made by setting a Due Date, Dollar Amount, or by selecting a weekly, monthly, bi-weekly, or semi-
monthly payment.   

 

If the Customer has multiple Rental Agreements, all agreements can be selected by clicking on the “Dt/Amt” box at the 
top.  Specific Rental Agreements may be selected individually by clicking the checkbox of that agreement. 
Please Note: Clicking the box again will deselect the option. 
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Once the Selection of all or specific Rental Agreement has been made, click the DATE/AMOUNT button to continue. 
Please Note: In this example, all agreements have been selected. 

 

When clicking the DATE/AMOUNT button, The PAYMENT PERIOD screen will prompt for selection of Weekly, Monthly, 
Bi-Weekly, or Semi-Monthly payment options.  

Select the Weekly, Monthly, Bi-Weekly, or Semi-Monthly option in the list to change the payment mode.  The 
Date/Amount option can be selected to adjust the payments by due date or a lump sum amount.   

Click OK to continue.  

 

Select TENDER to complete the rental payment process. 
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Payment Mode Switching Options 

This feature allows automatic switching of Payment Modes based upon one of the following four options: 

o Fixed Payment – How the system functions in standard configuration.  The agreement Payment Mode will 
default to what it was initially created as, but can manually be changed to a different Payment Mode when 
processing a payment in the rental payment screen.  The agreement payment mode will always default to its 
original payment mode in the rental payment screen. 

o Last 2 of 3 Payments Made – The default rental payment mode will switch (default) to the new Payment Mode 
based upon the last 2 out of 3 payments made in the system. 

o By Previous Payment – Payment mode will switch (default) to the new Payment Mode based upon the last 
payment made in the system. 

o Not Allowed – Restricts the ability to modify the payment mode in the rental payment screen. 
 

Depending upon how the weekly, semi-monthly, and monthly rental rates are established, the agreement remaining 
balance may recalculate when Payment Modes switch.   

For example, if a customer’s agreement was initially setup with a discounted monthly rate and they switch to a weekly 
Payment Mode, the customer will no longer receive the monthly discounted rate.  They will begin paying the higher 
weekly rate, and the remaining agreement balance will adjust accordingly. 
Please Note: When using “Switching Payment Modes” the Remaining agreement balance can fluctuate, the Early 
Purchase Option (EPO) may also fluctuate depending upon how the Early Purchase Option is calculated. 

Please Note: To start using this new update, please email Support@cynergisuite.com or call 855-CYN-ERGI (855-296-
3744) to schedule an appointment with Solutions  Delivery to have this update installed! 
 

mailto:Support@cynergisuite.com
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Early Payoff and Same As Cash Payoff 
 
An Early Payoff occurs when a customer pays off the Agreement prior to the term.  An Early Payoff and Same As Cash 
Payoff are processed through the Rental Payment screen.  Two examples are shown:  Early Payoff and Same As Cash 
Payoff. 

Example 1: Early Payoff (also known as EPO or EBO) 

To begin the process, pull up the customer’s rental agreement in the rental payment screen.  Click the Payoff icon (Piggy 
Bank) on the right side of the screen. 

 
The RENTAL PAYOFF AMOUNTS screen will open.  In this example, the agreement does not qualify for Same As Cash, or 
the Same As Cash Period has expired. 
Please Note: This is an example of a typical Early Purchase Option calculation used for demonstration (60% of Remaining 
Rent).  Your cynergi|suite system may calculate the “EPO” differently. 
 
To continue with the early payoff, click the PAY OFF AGREEMENT button. 

 
The early payoff amount has been calculated and brought over from the previous screen.   
To continue, click the TENDER button and follow the final steps to complete the payment.
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Example 2: Same As Cash (SAC) Payoff 

To begin the process, pull up the customer’s rental agreement in the rental payment screen.  Click the Payoff icon (Piggy 
Bank) on the right side of the screen. 

 
 
Please Note: This is an example of a typical Early Purchase Option calculation during a Same As Cash period used for 
demonstration.  Not all companies utilize an Early Purchase Option with a Same As Cash option.  Your cynergi|suite 
system may calculate differently based on system configuration. 

In this example, the agreement qualifies for a 90 Day Same As Cash period.  To continue with the early payoff, click the 
PAY OFF AGREEMENT button. 

 

The Same As Cash payoff amount has been calculated and brought over from the previous screen.  To continue with the 
same as cash payoff, click the TENDER button and follow the final steps to complete the payment. 

 

Pictured on the next two pages are examples of a congratulatory Paid-in-full Letter and Certificate.  These 
letters/certificates can be set up to automatically print when an agreement is paid out satisfactorily (either an early 
payoff or regular final payment).  The letters/certificates are customized and developed per the client’s request. 
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Add Rental Payment Receivables 
 
Receivables are the holding area for payments where money has been applied to a payment “over” what was due or 
payments that were applied “under” or “less than” what was due.   

o Negative Receivable – Money held as customer credit for overpayment (the store owes the customer the 
money). 

o Positive Receivable – Money tracked as a receivable for underpayments (the customer owes the store the 
money). 
 

This example will show how to process an “overpayment” “Receivable” amount (customer credit/store owes the 
customer).  Begin by using the Customer Search in the rental payment screen.  Enter the customer’s name (last name 
first).  Click SEARCH to continue. 

 

Click anywhere on the customer information line to continue. 

 

The Payment Screen will display the customer’s Rental Agreements.  Complete the necessary payment adjustments to 
calculate the correct payment.  Click TENDER to continue. 
Please Note: In this example, the customer does not currently have a Receivable balance. 
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If the customer will be paying more than the exact amount due ($28.93), key in the amount they would like to pay in the 
Amt Received field. 

 

After the new amount is keyed into the box, press the TAB or ENTER key, a second screen will open. 

 

There will be two options available.   
C – Calculate Change Due to Customer – Will calculate the amount due (Change) back to the customer. 
R – Put Credit on Customer Account – Will automatically move the overpayment (Change) to the customer’s receivable 
balance. 
 
Select R – Put Credit on Customer Account from the pick list to apply the overpayment amount to Receivables.   
Click OK to continue. 
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The “overpayment” (Receivable) amount will be shown as a negative (-) number.  In this example, the amount displayed 
is the amount that will be applied to the customer’s receivable balance as a credit. 
Please Note: The Customer Receivable Balance line displayed is the total Receivable Balance for the Customer.  The 
amount may not match the overpayment of a specific payment. 

 
 
Select the Payment Type from the pick list.  Click PROCESS PAYMENT to continue. 

 
 
Click CONFIRM to continue. 

Please Note: To alter the Amount Received or the Tender Type click the MODIFY button to go back to the previous screen 
to make changes. 
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The receipt will print. 
To reprint the receipt, click YES otherwise, click NO to complete the payment process. 

 
 
The “New” Receivable Amount will be shown in the lower section of the receipt.  This amount is the “total” customer 
receivable amount. 

 
 
The customer’s new Receivable balance is now displayed in the Rental Payment screen. 
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Apply Rental Payment Receivables 
 
Receivables are the holding area for payments where money has been applied to a payment “over” what was due or 
payments that were applied “under” or “less than” what was due.   

o Negative Receivable – Money held as customer credit for overpayment (the store owes the customer the 
money). 

o Positive Receivable – Money tracked as a Receivable for underpayments (the customer owes the store the 
money). 

This example will show how to apply a customer’s previous Receivable (overpayment) to a rental payment (customer 
credit/store owes the customer).  Begin by using the Customer Search.  Enter the customer’s name (last name first).  
Click SEARCH to continue. 

 
Click anywhere on the customer information line to continue. 

 
 The Payment Screen will display the customer’s Rental Agreements.  Complete the necessary payment adjustments to 
calculate the correct payment.  Click TENDER to continue. 
Please Note: In this example, the customer currently has a Receivable balance of $11.07- (overpayment). 
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The default payment amount due will be shown in the Amt Received field ($28.93). 

 
 

EXAMPLE #1 – Apply the Entire Receivable Amount 

The Total Due minus Receivable is automatically calculated and shown on the screen. 
$28.93 - $11.07 = $17.86 

Enter $17.86 in the Amt Received to apply the customer’s entire Receivable balance. 
Please Note: The Customer Receivable Balance is now $0.00 (*). 

 
 

EXAMPLE #2 – Apply a Partial Amount of the Receivable Balance. 

To apply a partial amount of the Receivable Balance, enter the amount the customer is paying, minus the amount of 
Receivable to apply in the Amt Received field.  By entering $20.00 in the Amt Received, the difference of $28.98 due 
and the $20.00 is automatically pulled from the customer’s Receivable Balance. 

$28.93 - $20.00 = $8.93 
$8.93 will be subtracted from the Receivable Balance of $11.07, which leaves $2.14 in Receivable. 
Please Note: The remaining Customer Receivable Balance now displays $2.14- (*).

 
 

* 

* 
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To continue processing the payment after applying the Receivable, select a Payment Type from the pick list.  Click 
PROCESS PAYMENT to continue. 

 

Click CONFIRM to continue. 
Please Note: To alter the Amount Received or the Tender Type, click the MODIFY button to go back to the previous screen 
to make changes. 

 

The receipt will print.   
To reprint the receipt, click YES otherwise, click NO to complete the payment process. 
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The top section of the receipt will show the Receivable amount that was applied during the payment ($8.93).  The lower 
section of the receipt will show the previous (Old) Receivable Amount ($11.07) and the current (New) Receivable 
balance ($2.14). 

 

 
The customer’s Receivable balance is now displayed in the Rental Payment screen. 
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The Payment History will confirm the change in the Receivable balance.  By holding the mouse on the payment history 
line, it will display the details in the lower section of the screen.   
 
The change of the Receivable Balance on the receipt payment history is shown in the DETAILS section as: 
Beginning Recv Balance 11.07-  From Recv 8.93  Ending Recv Balance 2.14- 
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Add Receivable to Customer without an Active Agreement 
 

Add Receivable to an Inactive or New Customer 

The cynergi|suite store system has the ability to allow processing a rental payment receipt that will collect a customer’s 
money and place it into the holding area known as customer “Receivable.”  This can be done for new or previous 
customers who do not have an active rental agreement.   

o If the customer is not found using the Customer Search, the customer will need to be added into the system.  

Follow the steps in the Add a New Customer section of Chapter 2: Customers before continuing. 

o If the customer is already in cynergi|suite as an inactive customer, please continue. 

Add Receivable to Customer without an Active Agreement 

Upon selecting an existing or adding a new customer, the customer’s Rental Payment screen will be displayed.  In this 
example, since this is a new customer, there will not be any rental agreements listed at the bottom of the screen.   
Please Note: the Amount Due is zero and the Receivable amount is also zero. 
 
Click the TENDER button to begin the receipt filing process. 
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Enter the amount collected from the Customer into the Amount Received box, press the TAB or ENTER key to continue. 
A new window will appear displaying that the amount entered is greater than the total amount due.  Select option R to  
Put Credit on Customer Account, click OK to continue. 

 

 
 
Select the method of payment from the pick list. 
Please Note: The Customer Receivable Balance now shows the $100.00 credit that will be placed in receivable. 

 
 
Click PROCESS PAYMENT to continue.
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Click CONFIRM to continue. 

 

An Exception Comment will appear.  Enter any notes or explanation as needed, click OK to continue. 

 

The receipt will print showing the amount applied to the Receivables.  The receipt will also show the New Receivable 
Amount Credit.  The Rental Payment screen will display the customer’s Receivable balance. 

  

 

 

 

 

 

 

Please Note: The receivable shows as a negative amount because it is a credit that is owed to the customer. 
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Refund a Payment 
 
Rental payment refunds are processed by reversing the entire payment just as it was originally filed.  The refund process 
allows two options: 

1) Refund of a “Single” payment (single agreement)  
2) Refund the “Entire Transaction” (multiple payments taken on multiple agreements).   

The refund process begins in the Payment History screen that is accessible from the Rental Payment Screen. 
 
This example will explain the steps to refund a “Single” payment.  
Begin by bringing up the customer’s rental payment screen, then click on the Payment History icon. 

 

The Payment History will display.  The previous payments are shown with the most recent at the top.  To refund a 
specific payment click the Refund icon (Piggy Bank) on the right side of the screen. 
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All amounts of the original payment are changed to negative amounts. 
1) The “# of Payments” will show a 1, and the amount will be negative (-). 
2) “Next Due” will reflect the prior Due Date.   
3) The “Total Due” will be a negative amount (-). 

Click TENDER to continue. 

 

The TOTAL PAYMENT DUE screen will open.  The Amt Received will be blank, the Payment Type will be populated based 
on the original Payment Type (may be overridden with proper security). 

The Change will be displayed as a positive amount showing the amount that will need to be given back to the customer.  
Click PROCESS PAYMENT to continue. 

 

Click CONFIRM to continue.   

 

Input the reason for the exception in the EXCEPTION COMMENT screen. 
Click OK to continue. 

 



 
Store Manual 2020 

 

Revised 10/16/18   67 | P a g e  

The receipt will show the updated Next Due Date and payment refund amount. 
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Refund Entire Payment 
 
Rental payment refunds are processed by reversing the payment just as it was originally filed.  The refund process allows 
two options: 

1) Refund of a “Single” payment (single agreement)  
2) Refund the “Entire Transaction” (multiple payments taken on multiple agreements).   

The refund process begins in the Payment History screen that is accessible from the Rental Payment Screen. 
 
This example will explain the steps to refund the “Entire Transaction.” 
 
Begin by bringing up the customer’s rental payment screen, then click on the Payment History icon on one of the 
customers rental agreements.  

 
 
 
The Agreement History (Payment History) will display.  The payments display with the most recent at the top.  To refund 
a payment click on the Refund icon (Piggy Bank) on the right side of the screen. 
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A prompt will ask, “Do you want to refund the entire transaction?” 
Select YES, to refund all the receipts involved in this transaction. 
Select NO, to refund only the single payment receipt previously selected in Payment History. 
 
Select YES to continue. 

 
 
All amounts of the original payments (Entire Transaction) are changed to negative amounts. 

1) The “# of Payments” will show a 1, and the amount will be negative (-). 
2) “Next Due” will reflect the prior Due Dates  
3) The “Total Due” for all agreements will be a negative amount (-). 

Click the TENDER button to continue.  

 
 
If you do NOT have security to change the payment form on a refund (CC/ACH CashRefOK) and the receipt you selected 
to refund was involved in a transaction with multiple payment forms, this Attention message will display: 
Please Note: If you want to refund the entire transaction and the payment you wish to refund had more than one 
payment form, it will have to be done in multiple steps unless you have security to refund the entire transaction. 
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The TOTAL PAYMENT DUE screen will open.  The Amt Received will be blank, the Payment Type will be populated based 
on the original Payment Type (may be overridden with proper security). 

The Change will be displayed as a positive amount showing the amount that will need to be given back to the customer.  
Click PROCESS PAYMENT to continue. 

 

Click CONFIRM to continue.   

 

Input the reason for the exception in the EXCEPTION COMMENT screen. 
Click OK to continue. 
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The receipt will show the updated Next Due date and payment refund amount. 
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Refunds for Online Payments and Pre-Approved Payments 
 
Refunds initiated for High Touch Online Payments (OLP) and recurring Pre-Approved Payments (PAP) can be done in a 
single step within cynergi|suite.  The refund process uses an API (Application Program Interface) to send the refund 
(credit) request to the payment processor, thus eliminating the need to process the refund in two different systems. 
 
Prior to this update, Online Payments and recurring Pre-Approved Payments did not write to the Authorization File 
(AUTHNUM).  This meant that those transactions were not available on the Authorization Inquiry screen (AUTHINQ) or 
on the Credit Card Reconciliation Report (CCRCONRP).  Furthermore, any refunds of OLP or recurring PAP payments 
previously had to be done in both the cynergi|suite system and in the payment processor system to credit the 
customer’s credit card or bank account.   
 
Please Note: This functionality only applies to the High Touch version of Online Payments.  Clients using the 3rd-Party 
Online Payments system will still need to perform refunds in both the cynergi|suite system and the payment processors 
systems.  
 

The High Touch OLP and recurring PAP payments are written to the AUTHNUM file.  This allows the ability to be able to 
select and see these types of payments on the Authorization Inquiry screen (AUTHINQ). 

 

The Credit Card Reconciliation Report (CCRCONRP) can be selected by OLP. 
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The functionality will allow true refunds of High Touch Online Payments (OLP) and recurring Pre-Approved Payment 
(PAP) payments, where the funds are credited back to the customer’s credit card or bank account through the refund 
API.  This was initially only available with the Pre-Approved Payments feature.   
To begin, perform a refund as normal from the payment history screen for a High Touch Online Payment by clicking on 
the Refund icon.   

 
 
If the payment being refunded was processed for multiple agreements, the screen below will appear.  Click YES to 
refund the entire transaction.  The system requires that the refund amount be equal to the original payment amount. 

 
Please Use Caution: Recurring payments are processed for each agreement separately.  In some cases, it may be required 
to refund each agreement individually. 
 

o The user should always select YES for refunding the entire transaction when the prompt above appears. 
o This will allow the system to bundle the refund the same exact way the original payment was made. 

 
Once the payment to be refunded is selected and the user returns to the payment screen, click the TENDER button. 
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When the Total Payment Due screen appears, leave the Amt Received box blank and the Payment Type how it defaulted 
(i.e., either 4-Credit Card or 12-ACH/PAP), click PROCESS PAYMENT, then CONFIRM. 

 
Please Note: Clicking on the CHARGEBACK button will reverse the payment in cynergi|suite, but it will NOT send a 
request to the payment processor to credit the customer’s account. 
 
For refunds of High Touch OLP or PAP payments, an Attention prompt will appear notifying the user that the customer’s 
credit card or bank account will be credited. 

Clicking the YES button will allow the refund process to continue. 
Clicking the NO button will provide the ability to abort the refund process. 

 
 
Upon clicking the YES button, the transaction will attempt to send a refund request to the payment processor.  The 
below message should appear upon a successful attempt to refund the payment.  If there is an error in processing the 
refund with the payment processor, an error message will be displayed. 

 
 
Please Note: The Online Payment and recurring Pre-Approved Payment refund transactions are listed on the 
Authorization Inquiry screen (AUTHINQ). 
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Auto-Charge Non-Sufficient Funds for Chargebacks 
 
Cynergi|suite has the option to automatically charge a deferred Non-Sufficient Funds (NSF) fee when processing a 
chargeback for an ACH payment (payment form 12) from Online Payments (OLP), Pre-Approved Payments (PAP), or from 
a manual ACH Payment.   

o The NSF fee can also be manually charged and/or deferred in the Rental Payment screen (RP), in the same way 
other fees can.   

o NSF fee functionality for ACH payments is separate from and in addition to the existing returned check fee 
functionality that exists within cynergi|suite.   

o It will use the same default NSF/Return Check Fee that exists in the Rent Control screen (RENTCTRL) for bad or 
returned check charges. 

 

NSF Fee Setup 

The default amount charged for an NSF fee is defined on the Rent Control screen (RENTCTRL) and uses the same field as 
the NSF/Return Check Fee. 
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How to Automatically Charge and Defer an NSF Fee 

The automatic charge of an NSF fee is invoked if the following occurs: 
o The CHARGEBACK button is clicked. 
o The “NSF/Return Chk Fee” in RENTCTRL is not zero. 
o At least one of the agreements being refunded is an RTO or Fee agreement. 

Please Note: Deferral of miscellaneous fess are not currently allowed with A/R agreements. 

To invoke the automatic charge of an NSF fee, the user will perform a refund as usual by clicking the Refund Payment 
icon (Piggy Bank) for an ACH payment.   

 

Clicking the CHARGEBACK button will start the process of doing a Chargeback.  It is assumed the reason for the 
chargeback is due to insufficient funds in the bank account.   

 

Please Use Caution: By clicking the PROCESS PAYMENT button, the cynergi|suite system will attempt to credit (refund) 
the bank account for the funds. 

Once the CHARGEBACK button is clicked, an Attention prompt will appear, asking if the user would like to charge a 
deferred NSF fee.   

 
o Click YES to automatically charge an NSF fee to the customer as part of the refund transaction.  The fee will be 

carried back (deferred) and applied to the customer’s next payment.  When the next payment is attempted, the 
cynergi|suite system will attempt to collect the fee. 

o Click NO if not charging the NSF fee to the customer. 
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How to Collect a Deferred NSF Fee 

If an NSF Fee has been previously carried back (deferred), the next time an employee accesses the Rental Payment 
screen (RP) for the customer, they will see the deferred NSF fee in the Deferred Fees screen (below).   
Please Note: The NSF fee will also be included in the Misc Fees column on the first non-AR agreement displayed within 
the active agreement list.  The NSF (and any other deferred fees) will initially be included in the next payment totals for 
that that customer. 

 
 

If necessary, the user can manually charge (add) and defer an NSF fee (like an In Home Collection fee) separate from the 
refund.  This can be done by taking a zero dollar ($0) payment on an RTO agreement while also editing the 
miscellaneous fees.  Please see below for an example: 
 
Set the number of payments to 1, then clear the payment amount field, click the edit fees icon (pencil) to begin the 
process to add the NSF fee manually. 

 
When the Fees screen appears, enter the fee amount in the Other field to activate the Miscellaneous Fees detail screen. 
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Select the new Misc Charge Type of N for NSF. 

 

NSF Check Charge amount will automatically populate the amount to Collect based on the Rent Control configuration.  

 
 
With proper security the NSF fee amount can be moved to Carry Back (Defer), Forgive or Collect.   
Once the NSF fee has been entered, click OK to continue. 
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Complete the zero dollar payment by selecting Cash as the Payment Type, then click PROCESS PAYMENT. 

 
 
The next time an employee accesses the Rental Payment (RP) screen for the customer, they will see the deferred NSF 
fee in the Deferred Fees screen, and the system will automatically attempt to collect the deferred NSF fee. 
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Receipt Inquiry 
 
The cynergi|suite system provides functionality to inquire and view Receipt information.  The purpose of this inquiry is 
to provide the ability to view Rental Payment, AR, and Petty Cash receipts that have been filed on a specified date or 
date range.  The inquiry functionality allows for the employee to search through receipts based upon selectable criteria, 
and view the Receipt Inquiry Details on the screen as opposed to either viewing or printing reports. 
 

Receipt Inquiry Search Screen (RCPTAINQ) 

To inquire on a receipt, type RCPTAINQ 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. 

 
The main Receipt Inquiry screen provides several options for search criteria: 

o Location:  One store at a time, or all stores may be selected. 
o Employee:  A single employee, or all employees may be selected. 
o Receipt Number:  A specific receipt number may be selected. 
o Customer Name:  A specific customer number may be entered, or the Customer Search may be used to select a 

customer by name, account number, address, driver’s license, or phone number. 
o Start and End Date:  A range of business days may be entered to search for receipts. 

To begin a “Receipt Inquiry,” select a minimum of two search criteria, then click the SEARCH button.  

 
When performing a search/inquiry on the receipts, there are a few other points to be aware of: 

o A minimum of 2 search criteria are required when searching receipts.   
o Searching by Location “0” will search for receipts across all stores. 
o If searching by Employee, the Location criteria must also be selected. 
o The Date Ranges default to the current business date, but may be changed as needed. 

Jump-To box 
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Receipt Inquiry Summary Screen 

A listing of all receipts will display on the RECEIPT INQUIRY screen. 

o The Magnifying Glass search  provides additional search capability by searching all receipt fields in the list.  
o If multiple pages of information exist, clicking on the page number, Next, or Last will move to the next screen. 
o To view the additional details of a receipt, click anywhere on the display line. 

 

Hovering the mouse over the column heading will present a box 
explaining the specifics of that column.  For example, placing the 
mouse over the Pmt Indr (Payment Indicator) column will provide 
more details or description of that column. 

The display can be re-sorted in several different ways by clicking on the 
column heading.  Simply click on the heading again to change from ascending or descending order. 

 
 

Receipt Inquiry Detail 

Upon clicking on the receipt to inquire, the Receipt Inquiry Detail screen will display for that specific receipt.  When done 
viewing, click the BACK button to return to the Receipt Inquiry screen. 
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Receipt Inquiry Examples 

Example of the listing above using the Magnifying Glass to search for payments in the $20.00 range on a specific 
business day: 
To search for payments in the $20.00 range, “20.” has been entered, and the business date has been set to 6/11/15. The 
search will look through all receipts and fields in the list for instances of “20.”  Any receipts in the listing that have a field 
which matches “20.” will be shown in the list.  Notice one receipt has a payment amount of 0.00, however the contract 
balance of 20.63 is also a match for “20.” 
To exit the search click the BACK or MAIN MENU button. 

 
 
Example of the listing above using the Magnifying Glass to search for payments taken by payment form “CHECK”: 
Only one receipt in the listing was found that was filed by payment form “CHECK.” 
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Post a Petty Cash Receipt 
 
To post Petty Cash receipts, type PCSHREC into the Jump-To box and press the TAB or ENTER key.  The Petty Cash 
receipt function may be also be selected from the cynergi|suite menu. 
Please Note: Your menu option may be different from what is shown below. 
 
The Printer or File Pathname will default to the store printer (may be changed if needed).  Click OK to continue. 

 
 

The Petty Cash Receipts entry screen will open with the below fields.   
o Date: The current date will be the default.  
o Store: Will default to the store the employee is logged into. 
o Type: Choose the Petty Cash Type “Code” from the ALL TYPES pick list. 
o Employee: Choose the employee that handled the petty cash transaction from the ALL EMPLOYEES pick list. 

Click the ALL TYPES icon next to the Type field to continue. 

   

Select the Petty Cash Type Code from the pick list by clicking anywhere on the line.  
Please Note: Additional Petty Cash codes may be found by clicking on the Arrow buttons at the bottom left of the screen. 

 

Jump-To box 
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Click the ALL EMPLOYEES icon to continue. 

 
To select the employee from the pick list, click anywhere on the line.  
Please Note: Additional employees may be found by clicking on the Arrow buttons at the bottom left of the screen. 

 
 
When the Petty Cash Code and Employee have been selected, click the ADD PETTY CASH RECEIPT button to continue. 

 
 
Enter the amount of the Petty Cash receipt in the Amount box.  Click SAVE to continue.
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There will be a confirmation screen display confirming the Petty Cash receipt was successfully added.  Click OK to 
continue. 

 
 
An “Exception Comment” may be entered.  Click OK to continue. 

 
 
The Petty Cash receipt will print on the printer.  The Petty Cash filing process is now complete.   

 
 

Going back into the Petty Cash Receipt (PCSHREC) screen, all Petty Cash receipts that have been filed during the business 
day will display at the bottom of the screen.  
Click the BACK or MAIN MENU button to exit the Petty Cash Receipts screen. 
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Post a Payment on a Closed Agreement 
 
To post a payment on a Closed/Inactive Rental Agreement, type CRP into the Jump-To box and press the TAB or ENTER 
key.  The closed rental payment function may also be selected from your company’s cynergi|suite menu. 
Please Note: Your menu option may be different from what is shown below. 

At the Closed Rental Payment Customer Search screen, enter the customer’s name 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. 

 

 

The Customer Search results will display below.  Click anywhere on the line displaying the Customer Name for whom you 
are processing the payment.  

 

  

Jump-To box 
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The Closed Rental Payment screen will open.  From this screen, follow the steps below to process a payment on a 
closed/inactive agreement. 
Please Note: The Closed Rental Payment screen is significantly different than the regular Rental Payment (RP) screen. 

In this example, a single payment will be posted to a single closed/inactive rental agreement.   

1) Select the agreement you would like to process the payment on by clicking on the box to the left of the 
agreement description. 

2) Type a 1 into the # of Payments box. 
3) Click the TENDER button to continue. 

 

  

1 

2 

3 
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The Payment Amt field will default with the calculated amount of one normal payment. 

o The Payment Amount may be changed to a higher or lower amount as needed. 
o Amounts may be entered into any of the other fields that are displayed on the screen. 

 

As changes are made, press the TAB key to move from field to field to update (calculate) the new total.   
Click the OK button to continue.   

 

The Closed Payment screen will appear.  The Total Due and Amount Tendered will automatically default to the Total 
Due that has been calculated from the previous screen.  The Amount Tendered may be changed if needed.   

o Select the method of payment from the pick list in the Type of Payment field. 
o Click PROCESS PAYMENT to continue 
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Click CONFIRM to complete the payment and print the receipt. 

 

 


