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Chapter 6: Cash Sale 
 
Cash Sale Inventory 
 

How to Process a Cash Sale 

To process a Cash Sale, type SALE 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 from what is shown below. 
 
At the Customer Search screen, enter the customer’s name and click the SEARCH button to continue. 
Please Note: The Store location will default to 0 to enable a broader search for active and inactive customers. 

 

The Customer Search results will be displayed below.   
o Click anywhere on the line displaying the name of the customer for whom you are processing a Cash Sale. 
o If the customer is not found, he or she may be added by clicking the ADD CUSTOMER button. 

 

Jump-To box 

00 
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The Sales Entry screen will open for input of the inventory units to be sold.  There are three methods available to enter 
or select inventory units for the cash sale.   

1) Model Number (must be used in conjunction with Serial and Alt ID searches) 
2) Serial Number  
3) Alt ID 

 
Please Note: For demonstration purposes, the process for adding units by Serial Number and Alt ID will be shown since 
this is the most common way of selecting inventory. 
 
To begin, click within the Serial Number or Alt ID field, or press the TAB or ENTER key to move the cursor to these fields. 

 
 

o If the Serial Number is known, it can be entered into the Serial field. 

 
o If the Alt ID is known, it can be entered into the Alt ID field. 

      
o If the Serial Number or Alt ID is not known, the Inventory Lookup may be used to search for available inventory.  

Please reference the end of this section for steps on How to Use the Inventory Lookup Search 
Function (Add Inventory). 
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When the Serial Number or Alt ID has been entered, press the TAB or ENTER key.  The Model of the inventory unit will 
automatically appear. 

o The Delivery Date field will be highlighted with the current business day.  Press the TAB or ENTER key to move 
past to the next field unless the Delivery Date needs to be changed from today’s date. 

o The Price field will display the unit’s Cash Sale Price (may be changed with proper security). 
o Leave Quantity set to 1.00 if selling a serialized inventory unit. 
o Press TAB or ENTER to move across the remaining fields. 

 
 
The unit selection is now complete. 

o Additional units may be added to the Cash Sale transaction by clicking the ADD INV (Add Inventory) button. 
o The BACK button will take you back if needed. 
o The X icon to the right of the unit will remove the inventory unit from the list. 

 
Click the TENDER SALE button to continue. 
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At the Any More Changes prompt, click NO to continue.   

 
 
The Sales Entry screen will open.  There are a few required prompts that need to be completed before finishing a Cash 
Sale.  Initially, the Payment 1 field will be highlighted with the total due.   

o The Payment 1 field displays the amount due.  Do not change the amount on this screen. 
o Select the Tender/Pay Form from the pick list. 
o Press TAB or ENTER to continue. 

 
 

o The Amount Tendered screen will open.  Enter the amount tendered into the Tender field.   
o Click CONFIRM to continue. 
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o After clicking CONFIRM, the Ticket (Agreement) field will be highlighted.  Press TAB or ENTER and it will be 
populated automatically. 

o The Advertising Source field will require a minimum of one selection.  Select the code from the pick list. 
o Continue to press TAB or ENTER to continue. 

 
 
Click SAVE to continue. 

 
 
At the Transfer Location prompt, press the SAVE button to confirm the transfer of the inventory from idle to sold. 
(9001 = customer home location for Store 1).   
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Click YES to continue if there are no changes.  To print the Delivery Receipt, click YES. 

 
 
Delivery Notes may be entered but are not required.  Leave blank or click SAVE to continue. 

 
 
Confirm the correct printer has been selected.  Click SAVE to continue. 

 
 
The Cash Sale is now complete.  A Cash Sale receipt and a Delivery Receipt will print on the printer. 
 
Cash Sale Receipt Example 
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Delivery Receipt Example 

 
 
 

How to Use the Inventory Lookup Search Function (Add Inventory) 

After selecting a customer, the Sales Entry screen will display and will be ready for input of inventory units.  There are 
three methods available to enter or select inventory units for the cash sale.   

o Model Number (must be used in conjunction with Serial and Alt ID searches) 
o Serial Number  
o Alt ID 
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Model Number 
Enter the partial or full Model number and press the TAB or ENTER key, or click on the three bars to the right of the 
Model field.  The example below shows entering the first three characters of the model number CLTOSA215S7416. 

 
 
This opens the additional search options with the model number search. 

o Selecting Model Number will sort the search results by model number. 
o Selecting Description will sort the search results by model description. 

 
 
For this demonstration, Model Number was selected.  Click on the line with the Model Number you wish to select. 
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The Model Number has been selected from the list.  The Serial Number field is then highlighted. 
o The full Serial Number may be entered directly into the field. 
o The Inventory Lookup may be used by clicking on the three bars to the right of the Serial field. 

 
 
Select Look up Inventory and click OK to continue. 

 
 
The Model Number will be populated.  Click the SEARCH button to search for available inventory units with this Model 
Number.  The search Location will default to your store’s idle inventory location.* 

 

  

* 
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The search results will display all idle units found with model number CLTOSA215S7416.  To select the unit for cash sale, 
click anywhere on the line displaying the unit details. 

 

The unit information is displayed in all three search fields.  Click ADD INV to complete the final step of selecting the 
inventory using the Model Number lookup. 

 

To complete the cash sale, click TENDER SALE and continue the steps found previously in this section (under How to 
Process a Cash Sale). 
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Serial Number and Alt ID 
The inventory selection search/inventory lookup: 

 

The Serial Number and Alt ID (Alternate ID) inventory lookup functions work in the same way.   

o The Serial search will only search for Serial Numbers and the Alt ID search will only search for alternate IDs.   
o If the complete Serial Number is entered in the Serial Number field, press ENTER and the unit will be selected. 
o If the complete Alternate ID is entered in the Alt ID field, press ENTER and the unit will be selected. 

To search for inventory using either type of search, click on the Inventory Lookup icon  . 
Please Note: This search is typically used if you do not have either the Serial Number or Alt ID Number available. 

 

For this demonstration, Serial Number is selected.  To begin the search, click on the  icon for the type of search you 
wish to perform (Serial or Alt ID).  

 

Select Look up Inventory from the pick list.  Click OK to continue.   
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The Inventory Maintenance screen will open.  There are several search options available from this screen. 
o Serial Number:  A complete or partial serial number may be entered. 
o Alt ID: A complete or partial alternate ID number may be entered. 
o Model Number: A complete or partial model number may be entered. 
o Last Rented Date: A last rented date may be entered. 
o Location: Can be used to search for Idle. Ex: On-Rent, In Service, Loaners 
o Status: Selections are available to search by specific Inventory Status. Ex: All Idle, New, Previously Rented, Sold, 

Paid-Out, Junked, and Skipped 
o Description: A complete or partial description may be entered. 

Please Note: All search fields may be left blank for the broadest possible search. 
 
When the search criteria has be entered, click the SEARCH button. 
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Process a Cash Sale Refund 
 
To process a Cash Sale Refund, type SALE 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 from what is shown below. 
 

At the Customer Search screen, enter the customer’s name and click the SEARCH button to continue. 
Please Note: The Store location will default to 0 to enable a broader search for active and inactive customers. 

 

The Customer Search results will then be displayed below.   

o Click anywhere on the line displaying the Customer Name for whom you are processing a Cash Sale. 
o If the customer is not found, you can add the customer by clicking the ADD CUSTOMER button. 

 

  

Jump-To box 
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The same SALES ENTRY screen that would normally be used to process a cash sale will open.  Instead of going through 
the add inventory process, click the PREVIOUS TICKETS button to process a Cash Sale Refund. 

 

To select the Cash Sale transaction to refund there are two options available. 

o BY DATE = Will display the list of previous cash sales by date. 
o BY CUST/TICKET = Will display the list of previous cash sales by Agreement/Ticket number. 

Click on the desired listing method to continue. 
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Select the cash sale transaction to be refunded by clicking anywhere on the line displaying the original transaction. 

 

The SALES TICKET screen will open, displaying the cash sale detailed information. 

Click the REFUND button to continue. 
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The same screen will reappear.  The refund button has changed to REFUND ALL.  Click the REFUND ALL button to 
continue. 

 
 

The same screen will appear again.  Click the SAVE button to continue. 

 
 

If changes are needed, click YES.  Otherwise, click NO. 
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The SALES TICKET screen will now be in “Refund Mode” (all dollar amounts will be negative). 

Click the SAVE button to continue. 

 
 
The Return Location for Serialized Inventory screen will be displayed. 

o Return Location = the default “Idle” location for the store where the unit was originally sold. 
o Return Status = the status that will be assigned to the inventory unit. 

 

Click the SAVE button to continue.     Click the SAVE button to continue. 
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The EXCEPTION COMMENT screen will open.  An exception comment may be entered (not required).  Click OK to 
continue. 

 

The receipt will print showing the amount refunded. 

 

If there is a need to reprint the receipt, click YES.  Otherwise, click NO. 

 

The Refund is now complete.  The Inventory Inquiry now shows the unit is back in idle inventory, in this example the unit 
is idle (Store 1) and status “R” (previously rented).
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Cash Sale Miscellaneous Inventory (Non-Serialized) 
 

How to Process a Cash Sale of Miscellaneous Inventory 

To process a Cash Sale, type SALE into the Jump-To box and press the TAB or ENTER key.  You may also select it from 
your company’s cynergi|suite menu. 
At the Customer Search screen, enter the customer’s name and click the SEARCH button to continue. 
 
Please Note: The Store location will default to 0 to enable a broader search for active and inactive customers. 

 

The Customer Search results will be displayed below.   
o Click anywhere on the line displaying the Customer Name for whom you are processing the Cash Sale. 
o If the customer is not found, they may be added by clicking the ADD CUSTOMER button. 

 
 
The Sales Entry screen will open for input of the Miscellaneous Inventory units to be sold.  
Please Note: Since Miscellaneous Inventory units do not have a Serial or ALT ID number, the Model Number field must be 
used.  

o Enter the Model number of the Miscellaneous Inventory unit being sold 
OR 

o To search through the list of existing Model Numbers, click the three lines to the right of the Model: field.  A 
partial entry may be used to narrow the scope of the search. 

 
  

Jump-To box 
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After entering the full or partial model number press the TAB or ENTER key. 

 
 
When entering the partial model, the next prompt will offer the option to search by Model Number or Description.  
Select which method to use from the pick list. 
Click OK to continue. 

 
 
The search results will be shown in the Item List. 
Select the Model by clicking anywhere on the line displaying the information. 
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The Miscellaneous Inventory Model number information will be populated in the following fields. 
Please Note: If the full Model Number was entered in the search and the model was found, the previous two steps shown 
above will not take place. 

o Model: The Miscellaneous Inventory Model number 
o Serial: Will show MISC to confirm this is a Miscellaneous Inventory Model 
o Delivery Date: Will be highlighted with the current business day 
o Price: Displays the unit’s Cash Sale Price.  If the amount needs to be changed, it should be done here (requires 

proper security). 
o Quantity: Will default to 1.00, but can be adjusted as needed to sell multiple units 

 
Click the ADD INV button to confirm the model and quantity being sold. 

  
 
The Miscellaneous Model selection is now complete.   

o Other Models may be added to the Cash Sale transaction by entering another model number and quantity 
o The BACK button will exit out of the screen 
o Clicking the X icon to the right of the Unit will remove the non-serialized inventory unit from the list. 

 
Click the TENDER SALE button to continue. 
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At the Any More Changes prompt, click NO to continue.  Click YES to return to the previous screen. 

 
 
The Sales Entry screen will open. 

o The Payment 1 field displays the calculated total amount due.  Do not change the amount on this screen unless 
processing a split payment form. 

o Select the Tender/Pay Form from the pick list. 
o Click PROCESS PAYMENT to continue. 

 

   
 

o The Amount Tendered screen will open.  Enter the amount tendered into the Tender field.   
o Click CONFIRM to continue. 

  
 
  



 
Store Manual 2020 

 

Revised 12/3/18    26 | P a g e  

o After clicking CONFIRM, the Select Option field will be highlighted.   
o Press TAB or ENTER to move across the screen to the Advertising Source field. 
o The Advertising Source Codes field will require a minimum of one selection.  Select a code from the pick list. 
o Click PROCESS PAYMENT. 

  
 
Click SAVE to continue. 

 
 
To print the Delivery Receipt, click YES. 
 
 
 
 
                 
 
 
 
Delivery Notes may be entered but are not required.  Leave blank or click SAVE to continue. 
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Confirm the correct printer has been selected.  Click SAVE to continue 

 
 
The Cash Sale is now complete.  A Cash Sale receipt and a Delivery Receipt will print on the printer. 
 
Cash Sale Receipt      Cash Sale Delivery Receipt 

     
 
 
 


